BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION QUESTIONNAIRE
	Job Title:

	Assistant Traffic Technician (Permit Coordination)

	Reports to:

	Senior Permit Co-ordinator

	Department:
	Economy Environment & Culture

	Section:

	Traffic Management Group


Purpose of the Job

To assist with the operation and co-ordination of Activities and traffic management across the City. Working with the Traffic Manager/ Senior Permit Co-ordinator in accordance with the New Roads and Street Works and Traffic Management Acts in order to improve movement of traffic within the City.
Principal Accountabilities

1. To manage the permit admin inbox, and investigate reports and enquiries, liaising with your team and other teams within the council, to ensure the emails are acted on and responded to by the appropriate officer. 
2. To process and coordinate Abnormal Load movement applications with other activities taking place on the road network, and assess their route suitability, whilst also liaising with other teams within the council to facilitate these movements.

3.  To assess, report and record Section 81 damaged apparatus defects, liaising with compliance officers and utility companies to ensure repairs are made and national procedures are adhered to, and to respond to the enquiries regarding damaged apparatus in the highway. 
4. To check the data in the permit fee reports for accuracy, before issuing and recording the invoices for the Permit Fees, for The Brighton and Hove Permit Scheme.
5. To monitor streetworks permit applications through the National computerised management system, ensuring coordination and national procedures are adhered to, when directed.

6. To assist with the Identification of Fixed Penalty Notice offences, and to issue FPNs, and take and record their payments.
7. Under the direction of more senior team members, supervise and monitor the work of Utilities to ensure the completion of the work and compliance with legislation, health and safety requirements.
8. Assist the Traffic Manager, the Street Works Manager and the Senior Permit Co-ordinator to develop and maintain strategies and procedures to safeguard the movement of traffic through the city and to improve performance and delivery of the service. Promote innovative solutions to local traffic problems and recommend improvements in the delivery and value for money of traffic management.
9. To provide advice, guidance and support to team members, other teams within the council and external stakeholders.
10. To provide an efficient and courteous service to members of the public, members of the Council, Members of Parliament, other statutory authorities, external organisations and internal Council departments on Highway related matters. Responding to both written and verbal enquiries/requests, including meetings on site and discussing issues in a clear and concise way.
11. To assist when directed with the Directorate’s emergency response procedures to the Council’s Emergency Plan.

12. To cooperate in the implementation of the Council Health & Safety Policy.
13. To uphold and carry out the duties of the post with due regard to the City Council’s Equalities and Equality in Employment Policies.
Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.

The list of duties in the job description should not be regarded as exclusive or exhaustive. 

There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	Job Title:

	Assistant Traffic Technician 

	Reports to:

	Senior Permit Co-ordinator

	Department:
	Economy Environment & Culture

	Section:

	Traffic Management Group


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	· A knowledge of the New Roads and Street Works Act (NRSWA) 1991, Traffic Management Act, road traffic signing and road lining legislation and other relevant legislation/codes of practice.
· Good general level of education.

· Local geographical knowledge.

	Experience
	· Investigating and responding to enquiries and complaints.

· Managing a busy workload

· Managing inboxes

· Liaising with a wide range of stakeholders
· Dealing with telephone enquiries. 
· Collating and analysing information. 
· Working to tight deadlines.

	Skills and Abilities
	· Excellent written and verbal skills are required with the ability to communicate effectively and sensitively with people at all levels and from diverse backgrounds.
· Ability to work with minimal supervision both out on site and in a busy office environment utilising excellent organisation skills.

· Excellent IT skills with the ability to utilise a number of computer databases and experience of Microsoft Office/Excel/Powerpoint etc.

· Ability to contribute positively as a member of the team and work with other teams across the department to deliver services.

	Equalities
	· To be able to demonstrate a commitment to the principles of equalities and to be able to carry out duties in accordance with the Council’s Equalities Policy.

	Other Requirements
	· Required to attend courses and to research current legislation and construction.


Desirable Criteria
	Job Related Education, Qualifications and Knowledge
	· Accreditation to the New Roads and Streetworks Act at supervisory level.
· LANTRA sector 12D training


	Experience
	· Good experience of working in Street Works Management together with an up-to-date knowledge of Street Works Management policy.
· Highway reporting




