Job Description

	Job Title:       Principal Enforcement Officer
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	Department: 
	Resident Services

	Service:
	Community Protection 

	Grade: 
	GLPC I

	Post reference number:
	

	Job Evaluation ID: 
	JE1000005597

	

	1 Job purpose

To protect the health, safety and welfare of citizens through compliance and enforcement activities. Investigate and tackle the most serious, challenging and complex environmental crime, anti-social behaviour and community safety issues, and provide a premium witness care service. 
To provide specialist supervision to team members, monitoring professional standards to ensure that the practitioner based service is aligned with statutory requirements, Council policies and the service is delivering the desired outcomes with the enforcement policy and partnership agreements.

	

	2 Principal duties and responsibilities

	1.
To supervise referrals of serious environmental crime and anti social behaviour from various sources.

2. To supervise and investigate complaints in relation to environmental crime and anti social behaviour and ensure swift and robust action against perpetrators using the full range of legislation available.

3. To supervise, prepare and work to clearly defined, detailed and flexible investigation and enforcement plans. 
4. To be the Community trigger lead for NCC; chairing and organising the multi-agency process

5. To be the Lead officer for creating, implementing and reviewing Public Space Protection Orders (PSPOs)

6. To work to and ensure Officers work to Nottingham City Council and Nottinghamshire Police policy and procedures, ensuring practical guidelines and Standard Operating Procedures (SOPs) are followed.

7. To ensure a premium witness care service in line with the locally agreed service charter and nationally agreed minimum standards using the full range of victim and witness support measures, including an out of hours service where required.

8. To supervise Enforcement Officers and work as part of a multi agency team including Community Protection Officers, Nottingham City Homes staff, PCSOs, Police Officers and wider partnership Officers to tackle local issues.

9. To supervise, prepare, serve and enforce statutory and/or legal notices and fixed penalty notices to address environmental crime and anti social behaviour issues.

10. To conduct interviews, including PACE interviews, in order to gather evidence for the purpose of enforcement action.

11. To supervise and prepare statements in relation to offences witnessed by yourself, colleagues or members of the public and to attend Court where necessary.

12. To maintain an up to date knowledge of relevant policy, legislation and procedures both on a national and local level, and to provide training/briefings where necessary.
13. To work with minimal supervision by yourself or as part of a team, making decisions on how cases are investigated and progressed, including acting on behalf of the City Council as the ‘Instructing Officer’ within Court proceedings, and to present relevant cases in Court where ‘Rights of Audience’ exist.
14. Visit perpetrators, victims or witnesses in their homes and be able to work with the most challenging and vulnerable people within our communities.

15. Must be able to supervise and dynamically risk assess situations and show competency in self defence and ‘break-away’ skills. 

16. Ability to work under pressure and prioritise at short notice to meet conflicting deadlines and to meet the needs of the service. Demonstrate flexibility to meet the challenge of proving timely solutions.

17. To be able to clinically supervise case management ensuring the use of investigation and enforcement plans, incorporating the use of a case management system. Including the maintenance and supervision of both manual and computerised records.
18. To attend monthly case management performance and operational meetings with NCH and NCC Legal

19. To be the lead officer for attending: multi agency risk assessment conference (MARAC), Slavery and Exploitation Risk Assessment Conference (SERAC), Complex Peoples Panel (CPP), Nottingham Hate Incidents Performance Panel (NHIPP)

20. To ensure the correct application of procedures in the use of a wide range of Council and Police systems including case management systems and a variety of sensitive intelligence systems.

21. To be able to chair meetings, consult with and challenge partners using diplomacy and tact in order to formulate solutions and effectively manage individuals, cases and local issues.

22.  To work in a politically sensitive arena, understanding the dynamics and underpinning factors.

23. To provide updates, reviews, statistics and reports where required in relation to cases, enforcement action and wider community safety issues.
24. To be able to complete and supervise risk assessments and subsequent publicity and press releases in relation to case outcomes.

25. To pass and maintain Police vetting. Demonstrate exemplary conduct in professional and private life, and high degree of financial integrity. The post holder is expected to work within Police stations, Council or partnership premises and have access to sensitive information. An in depth knowledge of Data Protection legislation is essential. Will be responsible for a Police key, ID and other items that must be managed with the upmost care and responsibility adhering to strict policy and procedures.

	

	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 Scheme ‘Fair & Just’ and health and safety standards and to participate in training activities necessary to their post.  

It is a condition of employment that the post holder passes police vetting and any other checks as asked for by the Chief Constable or other partners.

	

	4 All staff are expected to abide by the obligations set out in the Information Security Policy , IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered, and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act.

	

	5 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.

	

	6 Numbers and grades of any staff supervised by the post holder:  Up to 7 Enforcement Officers

	

	

	7 Post holder’s immediate supervisor: Operations and ASB Manager

	

	Prepared by/author: Alex Cox

Date: March 2022

	Job title: Operations and ASB Manager


	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:      Principal Enforcement Officer


	Department: 
	Communities 

	Service:
	Community Protection 

	Grade: 
	GLPC-I

	Post reference number:
	

	Job Evaluation ID: 
	JE1000005597

	

	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Technical Requirements 
	Ability to use knowledge and clinically case supervise in relation to anti social behaviour, environmental crime and housing legislation. Including experience and interpretation and application of legislation.
	
	(
	(
	(
	

	
	Ability to use knowledge and clinically case supervise in relation to wider crime and disorder issues including legislation. 
	
	(
	(
	(
	

	
	Experience of carrying out enforcement activities relating to both criminal and civil proceedings. 
	
	(
	(
	(
	

	
	Ability to assist in the conduct of litigation within the Courts where ‘Rights of Audience’ exists.
	
	(
	
	(
	

	
	Ability to produce and supervise the production of detailed and accurate letters, statements, reports, official notices and prosecution files.
	
	(
	(
	
	

	
	Must be able to work to and supervise Standard Operating Procedures (SOPs).
	
	(
	
	(
	

	
	Detailed understanding of the local authority, police and wider partners roles in relation to community safety and enforcement.
	
	(
	(
	(
	

	
	Relevant knowledge and ability to be the Community Trigger Lead for NCC, the Lead Officer for Public Space Protection Orders, and to work in partnership with multi agencies.
	
	(
	
	(
	

	Qualification
	Hold or working towards a BTEC Level 5 Professional Diploma in Neighbourhood Nuisance & Anti Social Behaviour Case Supervision or similar.
	
	(
	
	(
	(

	
	Hold or work towards an ILM level 5 management qualification
	
	(
	
	
	

	Service Delivery
	Ability to take and supervise an analytical and investigative approach to complex issues/cases and formulate effective action plans.
	
	(
	(
	(
	

	
	Experience of setting own and others priorities and work under pressure to achieve deadlines. 
	
	(
	(
	(
	

	Team Work & Communications


	Able to work on own initiative with minimal supervision and part of a team. Part of this will mean assuming a lead for specific themes/issues.
	
	(
	(
	(
	

	
	Ability to deal with conflict and enforcement situations tactfully and diplomatically.
	
	(
	
	(
	

	
	Ability to provide detailed and specialist advice and information to a wide and diverse range of customers.
	
	(
	(
	
	

	
	Demonstrate the ability to listen, empathise, negotiate and be assertive.
	
	(
	
	(
	

	
	Effectively supervise a team ensuring performance, behaviours and procedures are followed.
	
	
	(
	(
	

	Performance
	Must be able to deliver and supervise others against Key Performance Indicators (KPIs)
	
	
	(
	(
	

	Information Technology
	Good computer skills with the experience and ability to use and supervise a variety of systems for data input and retrieval.
	
	(
	(
	
	

	Customer
	Able to demonstrate and ensure the highest levels of ‘premium’ customer service for self and those under supervision.
	
	(
	
	(
	

	
	Awareness and ability to deliver and supervise a range of services for vulnerable victims and witnesses of crime and nuisance behaviour.
	
	(
	
	(
	

	
	Ability to show initiative, ‘go the extra mile’ and improve individuals and communities quality of life.
	
	(
	(
	(
	

	Work to promote mutual respect and good relations
	Must be committed to the City Councils Equality and Diversity policies.
	
	(
	
	(
	

	
	Experience of leading and providing the highest levels of professionalism across a multi agency partnership.
	
	(
	
	(
	

	
	Demonstrate the highest levels of integrity and respect for work colleagues, partners and councillors.
	
	(
	
	(
	

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

	
	Must undergo, pass and maintain both enhanced CRB check and police vetting (NPPV).
	
	
	
	
	(

	
	Must be able to supervise, visit and inspect both properties and land in relation to a variety of community safety issues.
	
	(
	
	(
	

	
	Must undergo hepatitis or any other vaccinations as required.
	
	
	
	(
	

	

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