Job Description

	Job Title:          Processing and Enforcement Officer
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	Department: 
	Communities

	Service:
	Community Protection

	Grade: 
	GLPC-D

	Post reference number:
	

	Job Evaluation ID: 
	JE1000003297

	

	1 Job purpose

To be responsible for the administration and enforcement of Fixed Penalty Notices and Penalty Charge Notices issued by Community Protection Officer and Civil Enforcement Officers including the preparation of criminal prosecution files and cases to the Traffic Penalty Tribunal in cases of non payment. 

To prepare and serve statutory notice to support enforcement activity with regards to bins on streets and other Enviro-crime issues.  

	

	2 Principal duties and responsibilities

	1. To be responsible for all aspects of the administration of Penalty Charge/Fixed Penalty Notices (PCNs/FPNs) issued by Civil Enforcement/Community Protection Officers including the input of data/monitoring progression, income collection/matching of payments,  issuing of reminder letters, closure of cases upon payment etc.

2. Process payments in respect of Blue Badge and Permit applications.

3. To investigate and respond to challenges, representations or appeals received either verbally or in writing, from recipients of PCNs/ FPNs or other statutory notices who wish to challenge the issue of such notices and to determine the outcome of such representations.
4. Obtain and record statements from Civil Enforcement Officers/Traffic Management Officers, Police Officers, CPO’s and PCSO’s verifying the accuracy of the details of PCN’s/FPN’s to enable to City Council to enforce payment.
5. To prepare criminal prosecution files in respect of unpaid FPNs, gathering evidence from Community Protection Officers and other witnesses as appropriate, acting as Officer in Charge of the Investigation within the meaning of the Criminal Procedures and Investigations Act.
6. Investigate, prepare and produce correspondence and detailed case histories relating to enforcement of Penalty Charge Notices, vehicle Tow Away, Bus Lane/Moving Traffic and other parking related issues.  Summarise complex case histories including interpreting relevant legislation and produce the Council’s report for contesting appeals with the Adjudicators Service i.e. The Traffic Penalty Tribunal.

7. To liaise directly with solicitors on the conduct of prosecution cases and queries arising from prosecution files.

8. To give evidence at court to support FPN prosecutions as and when required to do so.

9. Present evidence in person i.e. represents the Council at Traffic Penalty Tribunal hearings between the motorist and Adjudicator.
10. Decide whether to uphold or cancel/write off Penalty Charge/Fixed Penalty Notices/removal of vehicles, where necessary liaising with the Processing and Enforcement Supervisor and/or Processing and Enforcement Manager, colleagues, other service areas and external bodies.  Respond to letters as necessary.  Verify cancellation decisions made by colleagues of the same scale.  Decide whether to accept or reject Statutory Declarations made to the Traffic Enforcement Centre.

11. To administer procedures for dealing with recipients of FPNs who are minors, including producing correspondence to parents and children, organising and assisting with caution interviews and reparation work, ensuring that safeguarding issues are paramount.

12. To prepare and serve statutory notices pursuant to Section 46 of the Environmental Protection Act 1990 regarding bins on streets and associated matters and to issue such other statutory notices as may be required to support enviro-crime enforcement activity.

13. To prepare and deliver training sessions for Community Protection Officers in relation to FPN legislation, procedural and evidential requirements.

14. To carry out general administrative duties which may include receiving and receipting and processing payments, reconcile banking and credit card income receiving for PCN’s and FPN’s, filing of documents and preparation of statistics including 
a) Cancellations and Write offs

b) Traffic Penalty Tribunal /Prosecution case status

c) Incoming and Outgoing mail 

d) Levels of correspondence produced

e) Financial Transaction

f) Numbers of FPN’s produced

15. To ensure the legal, statutory and other relevant provisions governing or affecting the department and service provided are strictly observed.

16. Liaise with and instruct operational staff on relevant matters, ensuring good interpersonal relationships are developed and maintained.

17. As part of a team deal with enquiries from often irate and abusive customers (internal and external) by telephone, in person or by letter in respect of Penalty Charge and Fixed Penalty Notices for Parking/Bus Lane/Moving Traffic offences, Removal of Vehicles, littering, dog fouling, fly posting and graffiti and any other queries.
18.  Ensure that excellent customer service is provided to internal and external 
customers by understanding their requirements and conforming to them.  To act 
as a mentor to new members of staff where necessary. Deal with customer 
complaints promptly and efficiently.

19.  To be committed and sensitive to ensuring equality of opportunity in terms of service   provision and employment practices and to perform his/her duties in accordance with the Council’s Equality and Diversity Policy.


	

	3 All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4 This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	5 Numbers and grades of any staff supervised by the post holder:

	None 

	

	6 Post holder’s immediate supervisor: Parking Regulation & Compliance Manager


	

	Prepared by/author: Pete Mitchell

Date: 10 February 2011 

	Job title: Head of Service, Licensing Permits and Regulations


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person Specification
	Job Title:             Processing and Enforcement Officer 



	Department: 
	Communities

	Service:
	Community Protection

	Grade: 
	GLPC-D

	Post reference number:
	

	Job Evaluation ID: 
	JE1000003297

	

	Areas of

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Technical
	Ability to understand, interpret and apply the legislation relating to FPNs/ and the offences for which FPNs are available.

Ability to understand, interpret and apply the  requirements of Road Traffic Acts 1984 and 1991, Transport Act 2000,Traffic Management Act 2004, Traffic Signs Regulations and General Directions 2002
	
	√
√
	√

√

	√
√

	

	
	Ability to prepare criminal prosecution files in accordance with legislative and procedural requirements and case histories for submission to the Traffic Penalty Tribunal.
	
	√

	√

	√

	

	Communication and Customer Care
	Ability to communicate to a high standard both orally and in writing sufficient to draft various items of correspondence in a clear and concise manner
	
	√

	√

	√

	

	
	Ability to deal with irate or distressed customers in a calm, diplomatic and tactful manner.
	
	√

	√

	√

	

	
	Ability to anticipate and respond to the needs of the customer.
	
	√

	
	√

	

	Team/IT/Office Skills
	Ability to work as part of a team, often putting team requirements before own preferences
	
	√

	
	√

	

	
	A detailed working knowledge of Microsoft Office products and the aptitude to quickly learn how to use specialist in house software.
Ability to carry out complex arithmetical calculations.

Experience of basic financial/budgetary control and monitoring
	
	√

√
√
	√
√

√
	√

√

√
	


	Personal
	Ability to work on own personal initiative and with minimum supervision.
	
	√

	√

	√

	

	
	Ability to prioritise work and to work accurately under pressure and to strict deadlines
	
	√

	√

	√

	

	
	Ability to work in a highly confidential environment.
Strong self motivation together with a flexible and committed approach to work.
	
	√
√
	√
√
	√

√
	

	Work to promote mutual respect and good relations
	An understanding of the City Council's Equality and Diversity Policy, a commitment to its implementation and application in employment and service delivery.
	
	√

	
	√

	

	Work Related Circumstances
	Willingness to comply with the City Council’s non-smoking policy.
	
	√

	
	
	

	
	
	
	
	
	
	

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence
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