Job Description




	Job Title:           Parking Business Officer
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	Department: 
	Growth and City Development

	Service:
	Parking Services

	Grade: 
	D

	Post reference number:
	

	Job Evaluation ID: JE1000005773
	

	

	1 Job purpose

The post holder will play a key role in the delivery of business change initiatives undertaken by Parking Services.

They will work in partnership with the Parking Business Manager to engage with customers face-to-face in and around the parking assets, to promote offers, products, and services. They will change our approach to customer / stakeholder engagement, by using needs-led information to drive service developments to continually improve the customer journey.

The post holder will support the development and implementation of communications and marketing campaigns by attending events outside of normal business hours and report the outcome and effectiveness of them to ensure Best Value is being delivered.  This will also provide valuable business and customer insights to drive the progression of Parking Services. 

They will be required to introduce, maintain, and develop performance reports across a range of fields, ensuring the parking assets are providing Best Value for the citizens of Nottingham.



	

	2 Principal duties and responsibilities

1. To engage with customers face-to-face to actively promote offers, products, and services such as ‘Tap in Tap out’, E-Com etc in and around the car parks.

2. To manage occupancy levels and guide customers through available products and services, guiding to designated parking locations to enhance the customer journey at extreme busy periods at off-street car park locations across the city.

3. To engage with customers to complete satisfaction surveys, to gather and present data to inform decision making for new offers, products, and services.

4. To review and monitor validation deals, negotiate changes as well as setting up and maintaining the thermal validation machines at locations across the city.

5. To conduct highways’ metric data surveys across the city to evidence and develop new parking schemes and offers to ensure compliance with legislation.

6. To be fully conversant with the operational characteristics of the service and to use, maintain and update information relevant to the post including intercom management, responding to Have Your Say submissions and customer contact forms.

7. To promote Parking service offers and products by attending events in and around the city (on occasion outside of normal working hours).

8. To support the development, implementation, and promotion of marketing campaigns.

9. To maintain an up to date knowledge of a range of software packages and bespoke software including, but not limited to, Word, Excel, Outlook, Access, Visio and Project, Parking Logic, SWEB Access, IPS, RingGo, E-Com and INS.

10. Recognise the importance of stakeholder/customer retention and apply techniques to retain clientele. 

11. To accurately record and maintain records of agreements made with customers relating to offers and products in accordance with NCC policy and procedures.

12. To audit the operational sites to include (but not exhaustive) pay stations, signage, financial controls of cash collections, lost property, manual barrier raises, cleanliness etc.

13. To produce accurate, high quality reports, correspondence, and presentation documents.

14. To liaise with a number of internal and external organisations and partners to provide or acquire information on behalf of Parking Services such as D.I.G, B.I.D and Motorpoint Arena etc.

15. To support the Corporate Vehicle Hire team ensuring vehicles are maintained, serviced, MOT’d etc and are promptly delivered to the correct location.

16. Work as a flexible team member supporting colleagues and services within the Directorate performing other duties as requested and as appropriate in accordance with the nature of the post, such as: undertaking site patrols, distributing leaflets etc.

	

	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 directly, however, the postholder may be expected to supervise new recruits, PATRA trainees, and/or work experience students in all aspects of the Parking Business Officer’s duties and responsibilities.

	

	6 Post holder’s immediate supervisor: Parking Business Manager

	

	Prepared by/author: Karen Day		Date: 3rd May 2023

	Job title: Service Manager – Parking Services




	
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:                 Parking Business Officer
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	Department: 
	Growth and City Development

	Service:
	Parking Services

	Grade: 
	?

	Post reference number:
	

	Job evaluation ID:
	

	

	Areas of 
responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Technical
	Knowledge of a range of IT packages including MS Word, Excel, Access, Visio and Project, Outlook, Parking Logic, SWEB Access, IPS, RingGo, E-Com and INS.
	
	
	
	
	

	
	Experience of working in a frontline environment and undertaking face-to-face engagement.
	
	
	
	
	

	
	Experience of working on events to promote offers, products, and services.
	
	
	
	
	

	
	Experience of auditing operational sites to ensure compliance with key performance indicators, policies, and procedures.
	
	
	
	
	

	
	Conscientious and able to maintain a high degree of accuracy and professionalism when dealing with challenging situations.
	
	
	
	
	

	Skills and Ability
	Excellent written and verbal communication skills.
	
	
	
	
	

	
	Well-developed literacy and numeracy and experience of handling customer financial transactions.
	
	
	
	
	

	
	Experience of handling stakeholders’ enquiries and complaints.
	
	
	
	
	

	
	Well-developed problem-solving skills and the ability to identify and respond to stakeholders/customer needs and preferences.
	
	
	
	
	

	
	Able to use own initiative to suggest and implement improvements to systems or processes to improve productivity and service efficiency.
	
	
	
	
	

	
	Well-developed interpersonal skills and understanding of the drivers of a parking business or similar.

	
	
	
	
	

	Work to promote mutual respect and good relations
	Able to provide services to a diverse range of service users, community groups, partner organisations, staff etc in a way that promotes good relations and equality.
	
	
	
	
	

	
	Knowledge of and commitment to the implementation of the City Council’s Equality and Diversity policy.
	
	
	
	
	

	Work Related Circumstances



	Willingness to comply with the City Council’s non-smoking policy.
	
	
	
	
	

	
	Flexibility – willingness to work outside normal office hours on occasion and at other locations.
	
	
	
	
	

	Personal Attributes
	Enthusiastic, self-motivated, confident, and able to work under pressure.
	
	
	
	
	

	
	Experience of effective time management, working to deadlines and with minimal supervision.
	
	
	
	
	

	

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

	

	Prepared by/author: Karen Day		Date: 3rd May 2023

	Job title: Service Manager – Parking Services
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