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	Job Title
	Parking Administration Assistant
	Post Number
	F155

	Grade
	GR03
	Service Area
	Parking Services

	Special Conditions 
	
	Additional Benefits

	Casual Car User

	Authorised by
	Deputy Chief Executive
	Date
	July 2026



Job Purpose
	The purpose of this role within the Council is:
	Under the direction of the Senior Parking Administration Officer to provide administrative support to the Parking Service by carrying out office-based functions in relation to season tickets, resident permits, 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:
	Senior Parking Administration Officer

	The postholder manages \supervises:
	None





	
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, including file storage and retrieval.


	
2
	To operate the information technology system for the administration and issuing of permits, notices including car park season tickets, resident’s passes and other miscellaneous passes.


	
3
	Taking telephone payments for PCN’s, permits and dispensations.


	
4
	To monitor processing standards to ensure compliance with procedures.


	
5
	To deal with enquiries from the public concerning the processing and administrative procedures including Writing informal responses to challenges and emails.


	
6
	To ensure compliance with all financial and administrative procedures.


	
7
	To record the receipt of all correspondence and respond as appropriate including collating, scanning and indexing incoming post and emails 


	
8
	To deal with telephone enquiries and checking answer messages and actioning as required.


	9
	Logging and updating dispensations and informing CEO’s if necessary.


	10
	Indexing photographs on all systems.  


	11
	Checking and posting correspondence and bringing to senior persons attention of any   anomalies.


	12
	To maintain stationery stores and ensure that all forms comply with the current legislation and procedures.


	13
	To liaise with the Parking Administration Supervisor and assist in the parking team to provide an efficient parking enforcement service.


	14
	To ensure that all work undertaken complies with the relevant Procedure Manual and is in accordance with Council and Statutory requirements.







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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	Qualifications (or knowledge and experience at an equivalent level)

	Essential
	Desirable

	Good standard of education with qualifications in Math and English

	E
	

	Numerate

	
	D




	Experience

	Essential
	Desirable

	Office based administrative processing 

	E
	

	Use of IT systems

	E
	

	Experience of dealing with customers in conflict situations

	E
	

	Experience in a parking services team 

	
	D




	Skills Required

	Essential
	Desirable

	Excellent communication skills

	E
	

	Ability to work under pressure

	E
	

	IT Literate

	E
	

	Able to make decisions within strict guidelines

	
	D

	Clear Communicator

	
	D

	Able to deal with more complex matters 

	
	D

	Ability to plan and prioritise workload

	
	D

	Ability to make decisions within a range of established alternatives

	
	D

	Able to deal competently and accurately with a range of office and communications issues
	
	D



	Behaviours

	Essential
	Desirable

	Willingness to learn new skills and processes

	
	D



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.
image1.jpeg
o WYCHAVON
DISTRICT COUNCIL

good services, good value





