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	Job Title
	Parking Administration Officer
	Post Number
	F1130

	Career Grade
	4 - 5
	Service Area
	Parking Services

	Special Conditions 
	
	Additional Benefits

	Casual Car User

	Authorised by
	Deputy Chief Executive
	Date
	September 2026



Job Purpose
	The purpose of this role within the Council is:
	To provide administrative support to the Parking Service by carrying out office-based functions in relation to season tickets, resident permits, appeals process and the recovery of penalty charge notices, and related tasks.

	Responsible for demonstrating commitment to working in line with the Councils' values

	Responsible for championing and demonstrating the Council’s Leadership Behaviour Framework

	The postholder works for:
	Parking Administration Supervisor 

	The postholder manages \supervises:
	N/A




	
This post is career graded. Indicative levels of responsibility at each grade are as follows


	
Grade 4

	Responsibility for day-to-day procedures.
Informal and formal responses. 
Day to day calls including comprehensive understanding of up to and including Enforcement Agent cases.


	
Grade 5

	Creating cases for the Traffic Penalty Tribunal.
Issue to TEC – debt registration and warrants. Including liaising with the TEC.
Responding to In Time and Late Witness Statements. 
Dealing with Enforcement Agents and complex cases.
Understanding more complex financial circumstances with cases. 
 




	
Key Accountabilities (All accountabilities will be carried out in line with the Council’s policies, procedures and relevant regulations and legislation)


	1
	Responsible for the daily organisation of the administration systems in compliance with service level agreements, procedures, and statutory responsibilities.

	2
	To consider informal and formal parking appeals taking appropriate action in accordance with legal requirements and Council policy.

	3
	To deal with enquiries and complaints from members of the public in an effective manner and give advice on the processing and administrative procedures as well as general parking matters.

	4
	To liaise with external organisations regarding penalties and parking matters including, enforcement agents and the adjudication service.

	5
	To record the receipt of all correspondence.

	6
	To carry out the administration of permits, season tickets and dispensations.

	7
	To liaise with the Parking Administration Supervisor and assist in the management of the parking enforcement service.

	8
	To develop and maintain the information and administration systems, including file and storage and retrieval.

	9
	To ensure compliance with all financial and administrative procedures.

	10
	To respond to written correspondence relating to Penalty Charge Notices after the appeals stage, including notices that are outstanding with enforcement agents.

	11
	To process DVLA responses as required.

	12
	To prepare and upload case packs for adjudication.

	13
	To send charges to the County Court in order to be registered as a debt and also to obtain authorisation to issue warrants.

	14
	To monitor processing standards to ensure compliance with procedures.




NOTES:

1. Duties will inevitably develop and change as the work of the Council changes to meet the needs of our customers.  Employees should therefore expect periodic variations to job descriptions, and the Council retain this right.  This job description will be supplemented on a regular basis by individual objectives derived from Council strategies.

2. Where an applicant or an existing employee is or becomes disabled (as defined by law) and inform the Council fully of their requirements reasonable adjustments will be made to the job description wherever possible. 
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CAREER GRADED POSTS

Appointment to and progression through career grades is dependent upon:
· Achieving the relevant qualifications and experience detailed in the Key Requirements
· Line Managers confirmation of satisfactory performance in the post and recommendation for progression
· Line Manager confirmation that postholder is required to undertake the level of responsibility required at the next grade
· Postholder’s ability to undertake such work.  

Normal incremental progression within the grade will apply until the postholder meets the above criteria for progression to the next salary grade.

	Qualifications (or knowledge and experience at an equivalent level)

	Essential for grade
	Desirable

	Good standard of education with qualifications in Math and English

	4/5
	




	Experience

	Essential for grade

	Desirable

	Office based administrative processing

	4/5
	

	Competent in use of MS Office software in a working environment; Word & Excel

	4/5
	

	Experience of working with computer-based information systems, ideally Parking related.

	5
	4

	Local Government experience

	5
	4

	Recent experience working in a similar role, within a local government department

	5
	4

	Experience of processing and reviewing formal cases, ideally in accordance with parking legislation

	5
	4




	Skills Required

	Essential for grade

	Desirable

	Dealing with the public in conflict situations

	5
	4

	Parking legislation knowledge and experience

	5
	4

	Able to plan, prioitise and organise your own workload to meet the required deadline.

	4/5
	

	High accuracy and attention to detail.

	4/5
	

	Able to work effectively as part of and contribute towards a team approach. 

	4/5
	

	Strong Administrator 

	4/5
	





	Behaviours
	Essential 

	Desirable

	Organised

	4/5
	

	Excellent approach to customer service, demonstrating a calm approach to contentious situations.

	4/5
	





Note: Applicants who are disabled (as defined by law) will be guaranteed an interview if they meet the essential criteria provided that this information is noted under the relevant section of the application form.
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