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Manchester City Council
Role Profile

Parking Officer, Grade 4
Parking &  Bus Lane Services, Corporate Services Directorate 
Reports to: Parking Team Leader
Job Family: Parking Services


Key Role Descriptors: 

The roleholder will provide high quality Parking and Bus Lane administration services in accordance with the relevant legislation and guidance.

Key Role Accountabilities: 

Respond efficiently and courteously to all queries and correspondence by telephone in writing or face to face (the latter where accompanied & supported by a Technical Officer or Team Manager), communicating clearly and resolving all identifiable issues at the earliest opportunity.

Proactively contact customers and other stakeholders to obtain relevant information, resolve issues quickly to ensure prompt payment of PCN’s

Use initiative and established procedures to resolve queries at the first point of contact or escalate when appropriate within the agreed timescales and procedures.

Update and extract information from all management information systems accurately and competently as required, providing accurate figures for the compilation of statistical reports as required.

Have a personal commitment to continuous self development and service improvement.

Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and communications.


Where the roleholder is disabled every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the role.  If, however, a certain task proves to be unachievable, job redesign will be given full consideration. 






Role Portfolio: This role sits within Parking Services 

Parking Services sits under the leadership of the Director of Customer Services and Transactions and the service is responsible for
· Reviewing and responding to challenges to Parking and Bus Lane/Gate PCN’s
· Administering Residents Parking Schemes for the city
· Managing cases through the debt recovery process
· Representing the council at Traffic Penalty Tribunal hearings
· Devolved powers from DVLA to take enforcement action against untaxed vehicles
· Enforcement for Blue Badge Fraud
· Issue parking suspensions and dispensations


The priorities of the service are to:

· Maximise the collection of money to the Council from on street and off street parking and parking and bus lane enforcement.

· Deal with challenges and appeals in an equitable and consistent way.

· Effective enforcement of on street parking spaces throughout the city.

· Maintain residents’ parking schemes across the city, including the provision and management of residents parking permits.

· Take effective action, including prosecution in cases of fraud and misuse of the disabled Blue Badge scheme.

· Effectively manage loading bays in the city.

· Effectively manage and monitor all contracts related to the service.

· Provide a prompt, efficient and accurate response to all enquiries within our policy and performance frameworks.

· Have an effective operational and strategic relationship with the Highways Service.

· Respond to customer feedback in a constructive way and use this to improve our services.







Parking Services Officer  – Key Competencies and Technical Requirements

Our Manchester Behaviours  
· We are proud and passionate about Manchester
· We take time to listen and understand 
· We ‘own it’ and we’re not afraid to try new things  
· We work together and trust each other
· We show that we value our differences and treat people fairly

Generic Skills

· Communication Skills: Ability to communicate clearly, concisely, accurately and in ways that promote understanding.
· Analytical Skills: Ability to absorb, understand and quickly assimilate moderately complex information and concepts and compare information from a number of different sources.
· Presentational Skills: Good literacy and numeracy skills to undertake calculations and produce clear calculations, letters and other documentation.
· Problem Solving and Decision Making: Is able to make effective decisions on a day-to-day basis, taking ownership of decisions, demonstrating sound judgement in escalating issues where necessary. be logical in thinking and explain reasoning behind decisions or actions taken
· ICT Skills: Ability to use multiple applications, systems and associated software packages
· Administrative Skills: Good level of literacy and numeracy skills to undertake calculations and produce letters and other documentation

Technical requirements (Role Specific) 
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