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Job Description

Date: July 2019
Job Title

Civil Enforcement Officer

Directorate

Operational Services

Grade 
Career Grade 9-7
Reports to
Lead Civil Enforcement Officer

Location

Carlisle Base

Purpose of the Job

To carry out patrols and enforcement of enviro-crime and off street parking in order to reduce the incidence of enviro-crime, improve the quality of the local environment, and reduce fear of crime. To proactively enforce Public Space Protections orders throughout the town relating to anti-social behaviour, drinking in a public place and aggressive begging.  Work in close partnership with other enforcement agencies such as the Police, and the Council’s other front line enforcement services. 

To assist with the monitoring of contractor performance in relation to the street cleansing and refuse and recycling collection contracts        

The post holder must either already hold Community Safety Accreditation status with Sussex Police or obtain this status by successfully passing the Sussex Police National Police Personnel Vetting Level 2.
Main Responsibilities
· Develop and maintain an up to date knowledge and understanding of environmental and parking legislation local byelaws, regulations and case law to ensure compliance with relevant legislation and guidance in all enforcement action taken.


· Enforce local byelaws and other relevant legislation relating to ‘street scene’ and ‘enviro-crime’ on behalf of the Council, including the service of legal Notices such as Fixed Penalty Notices.

· To patrol the Council's off street car parks and issue Penalty Charge Notices for contravention of the Parking Place Orders. To inspect pay and display machines and defects to the surfacing or structure of the off street car parks and report unresolved issues. 
· To enforce Public Space Protection Orders within the Borough, utilising the use of the accredited Police Powers attained under the CSAS Scheme to tackle local issues such as drinking in a public place and aggressive begging.

· Investigate complaints in relation to ‘enviro-crime’, including liaising with complainants, gathering evidence, providing witness statements and attending court to give evidence in legal proceedings.


· Draft all necessary enforcement notices or court papers, gathering evidence, undertaking formal interviews, preparing case files and statements in order to make recommendations for prosecution and attending court as and when necessary in line with PACE and RIPA legal requirements or parking adjudication hearing.


· Provide timely and appropriate feedback to informants and complainants with respect to progress with complaint investigations and enforcement action.


· Provide high visibility patrolling of enviro-crime hotspots based upon priorities set by management and/or the Multi Agency Tasking Teams.


· Enforce all dog related legislation for which the Council is responsible including fouling, dogs off leads, and dangerous dogs in conjunction with the police as appropriate in order to reduce dog offences and nuisance.


· Monitor the performance of contractors working on behalf of the Council, such as the Street Cleansing Service and the refuse and recycling collection and liaise with the Waste Officers responsible for managing the contracts.


· Maintain adequate and proper records of work carried out using the Council’s manual and IT based systems, including the use of mobile working equipment such as hand held devices.

· To make all necessary vehicle checks and complete appropriate records when allocated a vehicle as part of daily duties to ensure the safety of staff. 
· Assist investigations into reported abandoned vehicles, applying the necessary legislation and approving the removal of abandoned vehicles as appropriate
· Participate in an annual performance appraisal based on agreed objectives that are linked to the Council’s corporate objectives and priorities.
· Ensure that all duties and services provided are in accordance with the Council’s Equalities and Diversity policies and procedures.
· To comply with individual responsibilities, in accordance with work role for health and safety in the workplace.
· Ensure that all duties and services provided are in accordance with the Council’s Child and Vulnerable Adult Protection policies and procedures.
· All employees may be called upon to assist with a range of elections duties for the Council on an occasional basis when elections are called. Participation in elections duties is subject to the terms and conditions as determined from time to time by the Returning Officer or Central Government. 

· Undertake such other duties and tasks appropriate to the grade and character of work such as changes in information systems and new technology as may reasonably be required. Therefore, the above list of key result areas in this job description should not be regarded as exclusive or exhaustive.

The key result areas to this post are set out in this job description. It should be noted that the Council reserves the right to update the job description from time to time to reflect changes in or to the post after consultation about any proposed changes. Significant permanent changes in duties and responsibilities will require revisions to be made to this job description.

Person Specification

Job Title

Civil Enforcement Officer
Directorate

Operational Services
Essential Requirements

Qualification

1. Educated to GCSE level or equivalent
Experience

2. Experience in an enforcement role, understanding the collection of evidence and requirements for successful enforcement of legislation
3. Experience of dealing with the public and potentially difficult members of the public and complainants both in person and on the telephone and of effectively diffusing hostile situations.

Knowledge

4. Knowledge of Police and Criminal Evidence Act and Criminal Procedure and Investigation Act.
5. Knowledge of enviro-crime and waste management  legislation
6. Knowledge of parking regulations
Personal Aptitude and Skills

7. Ability to carry out full & proper investigations into breaches of legislation & to report findings with suitable recommendations.
8. Good written and verbal communication and the ability to influence and negotiate to resolve problems.
9. Ability to work in difficult, potentially confrontational situations confidently.
10. Good IT skills and the ability to use Microsoft Word, Excel and database packages.
11. Accurate record keeping and analytical skills
12. Ability to prepare and compile reports and evidence files
13. Ability to interpret regulations and apply them fairly and equitably.
14. Ability to quickly assess situations and remain calm and firm.
Behavioural Approach

15. Self Motivated.
16. Polite, tactful & diplomatic.
17. Able to work effectively as part of a team and on own initiative.
18. Ability to work to deadlines & prioritise workload.
19. Satisfactory attendance record (normally less than 5 days absence in a year) but taking into account individual circumstances
Circumstances

20. Driving license and the ability to travel throughout the Borough carrying out daily field work and visits at short notice.
21. Able to work rota covering seven days a week and evenings.
22. Sussex Police National Police Personnel Vetting Level 2 – should applicants fail to pass the vetting their employment will be terminated 
The above qualities will be assessed in the first instance on the application form and again at the interview stage if selected.

Desirable Requirements

Experience

23. Experience of enforcement of environmental legislation.
24. Experience of issuing Fixed Penalty Notices and /or penalty charge notices
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