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Job Description
Parking Services Technical Officer
6th February 2025 
	Position Title and Post Number

	Parking Services Technical Officer


	Department 

	Parking Services

	Band

	OneTeam – Band 6

	Location
	Coptfold Road Car Park, Brentwood

	Reporting to

	Parking Services Manager

	Work location and arrangements
	The span of work for this role covers both Rochford District Council and Brentwood Borough Council. The primary location for working will be Coptfold Road Car Park, Brentwood.

Hot desking


 
Brentwood Borough Council and Rochford District Council (together referred to as the “Councils”) have come together to form a strategic partnership (“the OneTeam Transformation”) the purpose of which is create a unified officer team which will share knowledge, experience, and projects for the overall benefit of both Councils, developing unified ways of working including common policy and processes.

This post will be required to work at both councils’ premises at Rochford District Council and Brentwood Borough Council. You may reasonably be required to work at any other of the Councils’ premises as required to meet the needs of the service.

The Councils are committed to safeguarding and promoting the welfare of children and adults, and expects all employees, contractors, and volunteers to share its commitment to prevent abuse, harm, or exploitation.



MAIN PURPOSE 


Working within the Parking Services Team the Parking Services Officer [Technical] will be a key role in ensuring the upkeep and maintenance of the parking estates for both Brentwood Borough Council and Rochford District Council. They will ensure the car parks are maintained and presented to a high standard and will lead on ensuring health and safety standards are met and maintained. 

They will oversee all daily aspects of facility repairs and maintenance with the parking services including regular and schedules inspections. They will liaise with contractors over repairs and partner organisations to ensure a smooth service delivery. In addition they will also oversee the maintenance of equipment in relation to Brentwood Borough Council’s Shop Mobility Scheme.


MAIN RESPONSIBILITIES

1. Ensure a high standard of customer care and service is provided in the Council’s car parks and make any suggestions for improvement. Respond independently to unexpected problems and situations using recognised procedure.

2. To undertake regular scheduled inspections, via a tablet based app, of the car parking estate in both Brentwood Borough Council and Rochford District Council and ensure repair and maintenance issues are highlighted in a timely manner.

3. To liaise and manage with contractors to ensure that prices are sought for repairs and then to progress works through to completion.

4. To maintain and repair parking equipment to the required standard and when unable to repair, arrange onward transmission to the equipment contract engineer or the appropriate contractor for rectification of the fault or repair including pay & display meters.

5. Being conversant with the operation of all car park lifts and ensuring that any lift alarm activations are responded to and reported to the Facilities Management Team for action.

6. Ensure all relevant records, files, and administrative functions ascertaining to the parking service are maintained correctly including daily work reports and inspection reports.

7. To oversee existing and introduce new contracts for maintenance such as litter picking, bin emptying or grounds maintenance as required and to manage the liaison between Council and contractor to ensure target service parameters are met.

8. Check all safety equipment, including fire equipment and first aid supplies.

9. Ensuring that all car parks, huts, kiosks, stores, offices, and lift motor rooms are clean, tidy, and workable and always comply with Health & Safety requirements. As and where required to undertake minor cleaning of specific parking areas such as lift lobby’s.

10. Dealing with all day-to-day aspects of pay on foot parking including answering intercom calls from customers and attending on site to assist

11. Report all sign and line faults relation to car parks and parking enforcement and where required undertake some minor repair works to parking areas e.g., erecting/cleaning signs, minor vegetation clearance and bin emptying.

12. Deliver parking permits to remote/satellite locations as and when required.

13. To implement parking suspensions and reinstatement of parking spaces/bays/places and place out the necessary signage for events to ensure effective restrictions are implemented.

14. Maintain a working knowledge of all parking enforcement legislation and activity and occasionally direct Civil Enforcement Officers to areas of non-compliant parking activity.

15. To report and investigate notifications of abandoned vehicles and advise the Senior Parking Officer to enable further action to be taken.

16. Make suggestions for developing procedures to improve service delivery, customer focus and efficiency.

17. To carry out such other duties and responsibilities, not listed previously, that are compatible with the postholder’s qualifications and experience as may be assigned by managers.

18. To carry out all duties in accordance with relevant legislation, Council policies, procedures and standards.

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

20. 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. Additionally, to comply with any other acts or Regulations governing the use of public buildings.

21. 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.

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

23. The role will primarily be based at the Coptfold Road Car Park in Brentwood but, as a ‘One Team’ role, you will be required to travel between the two authorities as the service and business require.

The above duties and responsibilities give a broad outline of the functions of the post.  However, by necessity, these duties must be approached in a flexible manner to accommodate the changing needs and demands of the service provide by OneTeam at Brentwood Borough Council and Rochford District Council.  The post holder will be expected to adapt to changing circumstances and therefore the outline of duties may change from time to time.

Corporate responsibilities 

All roles will be required to work at both councils’ premises at Rochford District Council and Brentwood Borough Council. You may reasonably be required to work at any other of the Councils’ premises as required to meet the needs of the service.

The post holder will be expected to follow the Councils’ policies and procedures and act in a flexible, cooperative and professional manner at all times, assisting colleagues to maintain an efficient and efficient service delivered economically.  The post holder will also be expected to operate within corporate standards of performance and security.  In addition, the post holder will be expected to contribute to the general tidiness and housekeeping and ensure a safe working environment is maintained.

To observe all the requirements of Safeguarding and to report any potential Safeguarding concerns in accordance with the Council’s Safeguarding Policy.

Ensuring that all data and sensitive information collected by the service meets the requirements set out in the Councils’ policies and procedures meeting the legislative requirements of the current Data Protection legislation applicable

To comply with all appropriate legislation and Council policies including the Officers Code of Conduct, Health, and Safety at Work, etc. Act 1974 and the Council’s Health and Safety Policy and procedures.

To support the Council’s Equalities & Diversity and Inclusion Policies.

All staff may on occasions be required to support the Councils to deal with emergency situations affecting the community we serve. In the event of such an emergency or, of a rehearsal for such an event, the Postholder may be required to attend at times and at locations outside of the norm for the post and to adopt the duties directed by the Officer in Charge for the duration of the emergency situation.

Any other duties appropriate to the post: These other duties must be equivalent to or below the salary and status of the role and, where appropriate, under the Equality Act 2010, due consideration must be given to any employees with a “protected characteristic”.

Review

The duties and responsibilities of this post may vary from time to time according to the changing requirements of the Council. The job description may be reviewed at the discretion of the Director in the light of those changing requirements and in consultation with the postholder. In any event, the Head of Paid Service reserves the right to review and amend the job description.



PERSON SPECIFICATION

	Position Title:
	Parking Services Technical Officer
	Date Prepared:
	06.02.25

	Team
	Parking Services
	Band:
	OneTeam – Band 6

	AF= Application Form                   I = Interview                              T= Test



	
	
REQUIREMENTS
	Essential
	Desirable
	Assessed

	1.
	EXPERIENCE AND KNOWLEDGE
	
	
	AF/I/T

	1.1
	Experience of delivering service objectives for a work area, including successful completion of projects and programmes of work.
	
	
	AF/I

	1.2
	Evidence of dealing effectively with change and commitment to continuous improvement.
	
	
	AF/I

	1.3
	Demonstrable experience of working with contractors in a repairs and maintenance or hard service delivery environment.
	
	
	AF/I

	1.4
	Demonstratable understanding of civil construction works in relation to car parks i.e. tarmacking etc.
	
	
	AF/I

	2.
	SKILLS AND ABILITIES 
	
	
	

	2.1
	Competent in the use of I.T. packages, including word, excel and outlook.
	
	
	AF/I

	2.2
	Ability to work within a team.
	
	
	AF/I

	2.3
	Good management skills, including time, performance and change management
	
	
	AF/I

	2.4
	Ability to work collaboratively with colleagues both internally and externally ensuring improved customer service and efficient delivery
	
	
	AF/I

	2.5
	Ability to plan ahead, as well as organise work on a daily basis
	
	
	AF/I

	2.6
	Excellent communications skills, both verbally and written
	
	
	AF/I

	3.
	EDUCATION AND TRAINING
	
	
	

	3.1
	Good level of education including Maths and English. (Grade C or above)
	
	
	AF/I

	3.2
	IOSH Qualification
	
	
	AF/I

	4.
	OTHER
	
	
	

	4.1
	A flexible working approach to attend both organisations in person, as and when required.
	
	
	I

	4.2
	Adhere to the Council’s values and behaviours.
	
	
	I

	4.3
	Commitment to maximising potential and continuous improvement of self and of service.
	
	
	I

	4.4
	Valid full UK driving licence
	
	
	I

	4.5
	Business use insurance on your own motor vehicle.
	
	
	I
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