
JOB DESCRIPTION 



2. To identify infringements and contraventions of appropriate regulations and undertake enforcement
activities as required in a fair, accurate and consistent manner. 

3. To record and issue PCNs by using computerised systems, accurately and efficiently and maintain an
electronic pocket notebook, recording evidence relating to illegal parking activity and incidents as 
necessary. 

4. To deal politely with enquiries from members of the public, providing advice on how and where to park
lawfully. To inform the public on the process of challenging a penalty charge notice and how 
to make formal complaints to the council. 

5. To check / test all parking related equipment during patrols and report any damaged or faulty
equipment. Maintain levels of pay and display tickets within the machines. Carry out simple repairs 



22. To actively promote the council’s Corporate Equality Statement and demonstrate the standard of
conduct which prevents discrimination taking place. 

23. To ensure full compliance with the Health and Safety at Work Act 1974, the council’s Health and
Safety Policies and Procedures and all locally agreed safe methods of work. 

24. To share the council’s commitment to safeguarding and promoting the welfare of children, young
people and adults at risk as outlined in the CBC Safeguarding Policy. 

25. To ensure that all duties are carried out in compliance with both environmental legislation and a
commitment to the council’s Environment Policy. 

NOTE:  The duties listed are in general terms only and detailed minor variation in job content may be 
expected to occur. 

AMENDMENT DATE: November 2024 

POSTHOLDER’S SIGNATURE: 



CANDIDATE SPECIFICATION 
POST: Civil Enforcement Officer POST NO: ET241, ET242, 

ET243, ET244, ET245, ET246, 
ET247, ET248 ET249 

CHARACTERISTICS ESSENTIAL CRITERIA DESIRABLE CRITERIA 
QUALIFICATIONS 
EDUCATIONAL/ 
PROFESSIONAL 

• Willing to be trained to NVQ or City &
Guilds standards in Parking
Enforcement.

• Current full, clean manual driving
license, valid in the UK.

• City & Guilds level 2 in
Parking Enforcement

• City & Guilds in Conflict
Management

SKILLS/ABILITIES 
(Specific skills and abilities 
required to undertake the 
duties) 

• Able to communicate tactfully and



• Physically fit (able to walk long 
distances)

OTHER ATTRIBUTES • Able to present and conduct themselves 
in a professional manner.

• Able to work on a rota basis outside of 
normal officer hours, including early 
mornings, evenings, weekends and 
Bank Holidays.

• Able to work outside in all weather 
conditions

• Capable of patrolling on foot and 
standing still for long periods of time on 
different surfaces

• The ability to perform physically 
demanding tasks as a regular part of the 
job.


	Scale D - Ability to undertake the day-to-day duties of the post with the minimum of supervision, additional training and development required.
	Scale E - The post holder is confident in undertaking all the duties of the post with the minimum of supervision, no additional training and development required.



