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	JOB TITLE:
	Civil Enforcement Officer (Port Health & Public Protection)

	GRADE:
	SCP 22–25, plus a 10% anti-social hours payment premium for full-time working and enhanced payments for Sundays and Bank Holidays 

	POST NUMBER:
	5162A

	RESPONSIBLE TO	
	Parking Team Leader (Port Health & Public Protection) 

	RESPONSIBLE FOR
	n/a

	PRIMARY LOCATION
	International House

	WORKING PATTERN 
	24/7 shift pattern 
To work shifts between 05:00 and 23:00, with a maximum of five occasions per month where shifts start before 05:00 or finish after 23:00 

	ON CALL / CALL OUT ARRANGEMENTS 
	n/a

	SHIFT ALLOWANCE
	10% anti-social hours payment premium for full-time working, with enhanced payments for Sundays and Bank Holidays

	OTHER
	Use of Company Vehicles


	JOB SUMMARY:	
	To carry out duties relating to the enforcement of parking regulations, both on-street and in the Council’s car parks, by issuing Penalty Charge Notices. 

To hold, or successfully complete, the relevant accredited training listed below.


	ROLE REQUIREMENTS:
	

	1. 
	To always maintain a visible uniformed presence while carrying out duties to: 
· Provide reassurance and assistance to the public
· Deter waiting and parking contraventions
· Attend Traffic Penalty Tribunal hearings, as required, to provide evidence on behalf of the Council
· Enforce the use of the Blue Badge scheme on behalf of the KCC Blue Badge Fraud Team by exercising powers under the Disabled Persons Parking Badges Act 2013 to retain badges and ensure the correct use of Blue Badges
Assist in the reduction and detection of crime

	2. 
	To contribute effectively to the Council’s traffic management strategy by enforcing on- and off-street waiting and parking regulations, issuing Penalty Charge Notices to vehicles parked in contravention.

	3. 
	To complete pocketbook and handheld computer entries accurately and consistently, recording patrol and enforcement activity, and to attend adjudication hearings as a witness for the Council when required.

	4. 
	Operate the town centre pedestrianised area entry control barrier, as required, to ensure that only authorised vehicles are permitted access.

	5. 
	Maintain ticket machines; inspect and report faults in parking equipment, signs and markings; and identify and report other maintenance or repair matters. 

	6. 
	Be fully conversant with Traffic Regulation Orders, parking legislation, decriminalised parking enforcement practice and procedures, and legislation relating to littering offences. 

	7. 
	To hold, or successfully complete, the following City & Guilds qualifications: 
· Level 2 Principles of Conflict Management in Parking Enforcement
· Level 2 Roles and Responsibilities of Civil Enforcement Officers

	8. 
	Undertake training and refresher training in all Civil Enforcement Officer duties and responsibilities, and training on the operation and use of hand-held computers, radios and other computerised handheld equipment used for enforcement duties.

	9. 
	Assist with the installation or removal of parking area signs and notices, including placing ‘No Waiting’ cones as directed by a supervisor.

	10. 
	Be responsible for the care and maintenance of all equipment issued on a personal basis, including hand-held computers and communications equipment.

	11. 
	Always remain watchful and attentive, reporting suspicious vehicles, persons or activity to the police.

	12. 
	To plan and manage daily work in accordance with directions given in the diary or by the Senior CEO ensuring that all areas are enforced and covered as directed within shift timescales.    

	13. 
	To use initiative to resolve problems and, where appropriate, refer complex matters to a senior officer.

	14. 
	To work with other departments and partners to deliver initiatives linked to road safety and air quality such as the annual Safety in Action event and anti-idling campaigns.  

	15. 
	To work with the parking back office to manage reports of abandoned vehicles in accordance with the Council’s policies and procedures, including:   
· Inspecting vehicles and applying notices as appropriate
· Maintaining accurate records of the vehicle and any notice in situ
Reporting findings to the parking back office.

	16. 
	To patrol on foot, by van and using electric bikes, ensuring that all Council procedures are followed.

	17. 
	Equal Opportunities
To promote equality of opportunity in employment and service provision, and eliminate unlawful discrimination.
To recognise that people have different abilities to contribute to the Council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	18. 
	Emergency Planning
To participate, as required (SCP), in the Council’s emergency planning operations, including undertaking training and exercises as directed.
To participate in the response to an emergency, which may involve duties outside the normal job description and, at times, outside contracted hours.
To participate in the recovery stage following the emergency.

	19. 
	Business Continuity – In the event of an incident that disrupts the Council’s ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	20. 
	Data Protection – Ensure that data quality and integrity are maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation


	21. 
	Health and Safety – All employees have responsibilities under the Health and Safety at Work etc. Act 1974.  These responsibilities are set out in the Council’s Health and Safety Policy, available on the intranet or from Personnel.


	22. 
	Safeguarding – Adhere to the Council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough.


	23. 
	Additional Duties – Undertake any additional duties of a similar level of responsibility as may be required from time to time.


	
	OTHER CONDITIONS: 
This post has regular contact with children, young adults and vulnerable adults and will be subject to the Council’s Policy on the Protection of Children, young Adults and Vulnerable adults.
The post holder must maintain a satisfactory Standard report from the Disclosure and Barring Service.
The post is exempt from the provisions of the Rehabilitation of Offenders Act March 2018


	DATE
	July 2026




	PERSON SPECIFICATION

	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	Educated to a reasonable standard
Clear, neat handwriting
Numerate
	Training in the use of handheld digital equipment

	EXPERIENCE
	Able to work with minimal supervision
Experience of dealing with members of the public
	Previous enforcement experience 
Knowledge of ticket machines or similar equipment

	SKILLS & KNOWLEDGE
	Must be prepared to undertake training to enable safe use of an electric bicycle while patrolling 
Willingness to undertake presentation training
Able to carry out duties in the face of aggression in confrontational circumstances and situations
	Knowledge of Ashford and/or Tenterden.
Additional language skills

	OTHER REQUIREMENTS
	Must hold a full, current, clean driving licence for Category B cars
A satisfactory report from the Disclosure and Barring Service

	





Contractual / Training Requirements 
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	No

	Requires Driving Licence
	Yes
	

	Management/Supervisor Responsibilities 
	
	No

	Night Working – working 3+ hours between 11pm and 6am
	Yes
	No

	Lone Working 
	Yes
	

	Working in confined spaces
	
	No 

	Safety Critical Worker – completing a task e.g. working at heights or with hand-held machinery - if impaired would pose a significant risk to self/others.
	
	No

	Health Surveillance – includes audiometry, HAVS, dermatology and lung function.
	
	No

	Enforcement Responsibilities – name cannot be disclosed 
	Yes
	

	Emotionally Demanding – employee deals with trauma or vicarious trauma 
	
	No

	Conflict Exposure – employee will frequently encounter disagreements or disputes of varying intensity while carrying out their role 
	Yes
	

	Enforcement / Security Industry Authority licensed – employee licensed by the SIA
	
	No

	Safeguarding Training Required
Level 1 - Ad hoc contact / never be left alone with a child, young person or adult at risk
Level 2 - Likely to come into contact with children/young people/adults at risk, through the nature of the role, but has no responsibility for supervision, or has line management
Level 3 - Responsibility for supervision of children, young people or adults at risk, or has safeguarding lead responsibilities as part of their role.
	Level 1
	Level 2 
	Level 3

	DBS check required – confirmed by a countersignatory
*If Enhanced, Adult List / Child List * (delete as appropriate)
	
	Standard
	

	Asbestos Exposure
1 - Office based with little or no exposure risk
2 - Likelihood of contact is remote and secondary to their role
3 - Potential to encounter asbestos as part of their role
	Level 1
	Level 2 
	Level 3

	Legionella exposure
1 - Basic Awareness Training - may come into contact with bacteria in water systems
2 - Training on Legionnaires’ disease - directly working with any of the following (or other sources of contaminated water)
	Level 1
	Level 2 

	Weil’s disease exposure
Employees who work in areas where they may come into contact with the urine of infected animals, such as rats, cattle, pigs and dogs, or with contaminated water or soil
	
	No





[image: A blue and white logo

AI-generated content may be incorrect.]	
image1.png




image2.jpg
O
GREATIVE TRUSTWORTHY

ACTING ON BEHALF OF OUR COMMUNITY





image3.jpg
%‘vAshford

Borough Council





