LONDON BOROUGH OF LEWISHAM
JOB DESCRIPTION

	Designation:
	Enforcement Compliance Officer
	Grade:
	PO1

	Reports to Designation:


	Asset Network Manager
	Grade:
	PO7

	Directorate:
	Regeneration & Place
	Section:
	Network Management


Main Purpose of the job: 

To be responsible for highway enforcements in the form of issuing cautions, court prosecutions and Fixed Penalty Notices including giving evidence and attendance in Court. To ensure high quality compliance monitoring of all who work on the boroughs network in regards to current legislative requirements under the New Roads and Street Works Act 1991, Traffic Management Act 2004, Highways Act 1980, Road Traffic Act 1986 & 1991 and the London Local Authorities Act 1996, 2000, 2004 & 2007 including any future legislative changes.
To assist in ensuring the delivery of the Councils’ Network Management Duty. In addition to initiate action against both internal and external stakeholders for non-compliance under NRSWA 1991 and TMA 2004.

To assist other Officers in monitoring the performance of the Council’s Highway Maintenance contractor taking responsibility for issues raised as part of the gully cleansing works programme.

_______________________________________________________________
Summary of Responsibilities and Personal Duties:

1. To issue and ensure the enforcement of Fixed Penalties Notices for offences on the Council’s highway network, principally skip licencing offences.
2. To assist with the drafting and updating of Council policy in regard to Fixed Penalty Notice Schemes.

3. Ensure fees are claimed for offences, identified by other Officers, from inspections of Statutory Undertakers works.

4. Ensure claims for consequential damage and other Council costs are made against Statutory Undertakers.

5. To assist the Statutory Utilities Co-ordinator with the administration of the Council’s coring programme in respect to Statutory Utility Company highway works reinstatements. Ensure all follow up inspections are carried out and accurate records kept to allow full Council costs to be recovered.

6. Instruct the Council’s Legal debt recovery to ensure that where offense(s) or defects have occurred due to non-Council activities that the Council’s costs are fully recovered.

7. To attend appropriate training courses in relation to this job.

8. Prepare and maintain financial records, including processing of invoices.

9. Process claims for damage to the public highway caused by non-Council contractors and other bodies, for example, from vehicles damaging footways.

10. Process defects logged on the Contract Management System, Confirm, raised for the attention of other Council Departments’, for example trees, oil spills. Ensure accurate records of data transfers are maintained.

11. Respond to enquiries from MP’s, Council Members, the public and other bodies. 

12. Monitor the Council’s cyclic gully cleaning programme ensuring issues raised by the contractor are actioned as necessary, through works tickets issued by highways colleagues.

13. Deputise for the Asset Network Manager, in their absence, within own area of expertise

14. Take action on contraventions of the Highways Act 1980 by those outside the Council including liaison and acting on advice from Council Legal Officers.

15. Give advice on routes available for abnormal loads travelling through the Borough, keeping records of such incidences.

16. To prepare evidence and attend Court as an expert witness on behalf of the Council on matters related to the duties of the post.

17. Initiate and implement changes in procedures and techniques to improve quality, effectiveness and efficiency of the service appropriate to the role. Maintain appropriate knowledge of current standards and legislation relative to the work of the service. Ensure compliance with statutory and legal requirements.

18. Ensure that the service area takes full advantage of the benefits of new techniques, procedures and computer appliances. Initiate and introduce such developments as appropriate.

19. Assist in preparing reports for Members.

20. Organise and attend contractor, utility, working parties, steering groups, public and other meetings, as necessary.

21. Liaise with Senior Officers throughout the Council. Maintain good communications with the public, officers of other authorities, Government agencies, Police, utility companies, London Buses, consultants and contractors 

22. To liaise with teams within the highway services on technical matters to produce reports, information and statistics as required.

23. To undertake any other duties as required within the scope of the post.

24. To comply with Health & Safety policies and legislation and ensure that safe working practices are adhered to.

25. To carry out the duties of the post with due regard to the Council’s Equal Opportunities Policies, and the Council’s priorities.

26. Assist on carrying out the Council’s environmental policy within the day to day activities of the post.

Internal Contacts: These include Transport Team members, Customer Services, Business Support, Legal Team
External Contacts: This will include The Public, external companies and contractors
To carry out the duties of the post with due regard to the Council’s relevant codes and procedures.

All employees are required to participate in the Performance Evaluation Scheme (PES) and to undertake appropriate training and development identified to enhance their work.

Undertake other duties, commensurate with the grade, as may reasonably be required.

Consideration will be given to restructuring the duties of this post for a disabled postholder
THIS JOB DESCRIPTION MAY NEED TO BE AMENDED BY THE DIRECTORATE TO MEET THE CHANGING NEEDS OF THE SERVICE.

Number of fully managed staff: 0
Title:





Grade


No of posts

Number of partially managed staff: 0
Title:





Grade


No of posts

PERSON SPECIFICATION
JOB TITLE: Enforcement Compliance Officer

POST NO: D22233
DEPARTMENT:
Network Management


GRADE: PO1  
Note to Candidates

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.

Those categories marked 'S' will be used especially for the purpose of shortlisting.
Please ensure that Equality and Diversity issues are addressed specifically in relation to the role for which you are applying when addressing the requirements of this person specification where appropriate.

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.

Equality & Diversity

Awareness of and a commitment to Equality of Access and Opportunity in a diverse community

S
Understanding of how equality and diversity relates to this post                                                                S
Knowledge

A good working knowledge of computer systems, ideally of the highways contract management
system Confirm



S
A good working knowledge of the Council’s financial management systems

Good working knowledge of administrative processes and systems



S
Knowledge of New Roads and Street Works Act, Highways Act and highways legislation


S
Knowledge of cleansing for highways drainage
Aptitude

To work with minimum of direct supervision



S
Communicate clearly both orally and in writing



S
To working and problem solving with IT systems

Committed to achieving and exceeding performance targets.

Belief in providing customer orientated service
Skills
(Skills can only be used as shortlisting criteria if the skill is to be tested)

                          
(To Be Tested – S)
Writing reports and keyboard skills
Good analytical and problem solving skills

Interpersonal skills, capable of working with people at all levels

Experience

Dealing in a professional capacity with other Council departments, contractors, police 
and other bodies



S
Experience of financial management systems

Experience of working in a pressurised environment responding to tight deadlines

Experience of working within a local government environment

General Education

Must be numerate and literate



S
Personal Qualities

Possess qualities to work constructively within a multi‑disciplinary team



S
Capable of dealing with enquiries in a clear and competent manner



S
Ability to relate to clients, staff, outside agencies and Council Members
Ability to use Information Technology



S
Ability to represent the Council in court actions related to highways enforcement matters
Circumstances
Able to work outside normal working hours on occasions
DBS Disclosure Required?      No                       Basic              
[image: image1]Enhanced                  

(Tick as appropriate – guidance available from your HR Advisor)
Physical
Generally candidates must meet the standard Lewisham requirements for the post  

Must be able to travel around the borough








S





















