	Post No. :
	POST00000962

	Post Title:
	Parking Support Officer

	Directorate:
	Place Directorate

	Division:
	Commercial Services

	Section:
	Parking Services

	Reports To:
	Parking Services Administration Manager

	Location:
	Bickerstaffe House

	DBS Status:
	None

	Grade:
	Grade D



	Role Purpose

	· To be a data producing support function for the Parking Administration and Enforcement Teams including reports on trend and data analysis from a variety of parking software programs. 
· To assist the Parking Charge Notice (PCN) and Automatic Number Plate Recognition (ANPR) PCN debt collection process and reporting.



	
Main Duties and Responsibilities

	· To ensure Parking Systems are available for use and co-ordinate any upgrades/repairs to minimum Service user disruption, such as out of hours where possible, inline with agreed Service Level Agreements.
· To provide parking statistical information, parking income and performance indicator data to the Parking Services Administration Manager and Finance when requested.
· To create bespoke reports and databases as and when required.
· To produce electronic interface files and transfer via secure e-mail to Northampton County Court
· Liaise with Traffic Enforcement Centre and be the first point of contact with appointed Collection Agencies.
· To monitor the PCN submissions being passed to Collection Agencies and to report to the Parking Services Administration Manager on efficiency on collection monthly.
· To maintain and update content on Parking Services website.
· To create, test and install Tariff Tables via use of Metric Parking software, HUB Parking system and PaybyPhone or other virtual systems.
· To use the Parking Enforcement System to register debt and warrants of execution
· To establish the information needs from Freedom of Information Requests and extract the required data.
· To assist the service to identify service improvements through the use of information, systems and technology.
· To advise operational staff of Pay and Display machine, ANPR system and virtual payment system faults and log with support companies when necessary.




	Qualifications
	Essential or Desirable 
	E/D

	· Level 2 (GCSE Grade A*-C or Grades 9-4) or equivalent qualification including functional skills in English and Maths
	E




	Knowledge, Skills and Experience 

Required

	Knowledge
· Considerable knowledge of the Traffic Management Act 2004.
· Considerable knowledge of customer service and care procedures.
· Considerable knowledge of reports production and data gathering techniques.
· Knowledge of Metric Parking software.

Skills
· Ability to work as part of a team.
· Ability to extract information for Freedom of Information Requests
· Very good attention to detail.
· Good communication skills (written and oral) with the ability to describe information to colleagues in a clear and non-technical way.
· Very good ICT skills including the ability to create Excel spreadsheets at short notice and tight deadlines.

Experience 
· Considerable experience of undertaking administrative tasks including producing reports and data gathering.
· Considerable experience of working in a busy office environment.



	Vision and Values

	Blackpool Council's new Council Plan outlines what our vision and priorities will be during from 2024 to 2027.
This plan continues to develop Blackpool into a more rounded place, proud of its status as the holiday choice of millions, but with many more strings to our bow than the tourism economy. By building on our strengths and nurturing emerging specialities, we are starting to see the development of a diverse, resilient economy, with a variety of opportunities to suit workers of all skill levels, which both attracts staff and provides further opportunity for them to stay locally as their career develops.
This is the central purpose of our work. Supporting communities without providing opportunities for growth does them a disservice, and a diverse economy is crucial to strengthening our collective sense of place and worth. From large scale projects to small scale changes, intensive engagement to signposting options, this plan also aims to ensure that the council is aware enough of how it can make a tangible difference to people’s lives, and is in a strong enough position to deliver it.
Our vision for Blackpool is that we will:
Retain our position as the UK's number one family resort, with a thriving economy that supports a happy and healthy community who are proud of this unique town.
Our Priorities
We have two priorities:
· Priority one - Communities: Creating stronger communities and increasing resilience.
· Priority two - The Economy: Maximising growth and opportunity across Blackpool.
Our Values
We aim to:
· Deliver quality 
· Be fair 
· Be accountable 
· Be compassionate 
· Be trustworthy 



Equal Opportunities: 
We do our utmost to ensure that here is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of their age, sexuality, religion or belief, race, gender or disabilities.
