Lancashire County Council


	Person specification 

	Post title: Highways Enquiries Officer
	Grade: Grade 6 

	Directorate: Lancashire County Council Highways   
	Post number: F – 277 - 0007

	Establishment or team: Highways Network Management

	Requirements

	Essential (E)
or
Desirable (D)
	To be identified by: application form (AF),
interview (I),
test (T), or
other (give details)

	Qualifications
	
	

	Good standard of education but no specific qualifications are required for the role 
	D
	AF

	Experience
	
	

	[bookmark: Text37]Experience of working in a customer facing environment  
	E
	[bookmark: Text51]AF,I

	[bookmark: Text38]Experience of communicating with customers by telephone, face to face and in writing
	E
	AF,I

	[bookmark: Text39]Experience of working in a busy office environment with competing demands
	E
	[bookmark: Text53]AF,I

	Knowledge and skills
	
	

	Ability to communicate technical information effectively in plain English.
Demonstrate excellent written communication skills
Ability to liaise with staff and managers at all levels 
Ability to demonstrate a good level of planning and organisational skills
	[bookmark: Text25]E

E
E
E

	[bookmark: Text31]AF,I

AF,I
AF,I
AF,I


	[bookmark: Text64]Demonstrate an understanding of county council policies relating to work area including Customer Focus and Think Councillor First
	[bookmark: Text65]E
	[bookmark: Text66]AF,I

	Demonstrate political awareness 
	[bookmark: Text26]E
	[bookmark: Text32]AF,I

	[bookmark: Text21]Ability to work with confidence and build up excellent working relationships
	[bookmark: Text27]E
	[bookmark: Text33]AF,I

	[bookmark: Text22]Ability to use a range of ICT applications including bespoke database and Microsoft Applications (particularly Word & Excel) 
	E
	[bookmark: Text34]AF,I

	[bookmark: Text23]Ability to deliver excellent customer service
	[bookmark: Text29]E
	[bookmark: Text35]AF,I

	Other (including special requirements)

1. Commitment to equality and diversity
2. Commitment to health and safety
3. Commitment to team working

	

E
E
E


	

I
I
I





	Date: 
Nov 2025
		
	
	

	Note:	We will always consider your references before confirming a job offer in writing.




