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Person Specification: Policy Enforcement Officer

All the following requirements are essential unless otherwise indicated by *

Your ability to meet the job requirements will initially be assessed by the information provided on your application but further assessment will be undertaken at interview and, in some cases, by using other types of assessment(s).

	Qualifications

	GCSE or equivalent in English and Mathematics*

	Experience 

	· Experience of dealing with the public or working in a customer focused service.
· Experience of using ICT in a work-based situation or setting to capture, record and monitor actions or procedures.
· Experience of working to defined processes or protocols.
· Experience of working to strict deadlines.
· Experience of undertaking civil enforcement tasks or similar.*


	Essential Knowledge, Skills & Abilities

	· Ability to work effectively as a member of a team and understand how working together can achieve positive outcomes.
· Ability to communicate clearly and calmly with members of the public often in difficult, demanding and potentially aggressive circumstances.
· A demonstrable ability to develop and maintain good working relationships with a wide range of people and stakeholders.
· Excellent literacy, numeracy & verbal communication skills – this will be evidenced by the completion of the application and supporting documentation; and if chosen for interview how well you communicate at the interview.
· An ability to maintain high levels of attention to detail.
· Excellent observational skills.
· Able to show you can confidently use a range of ICT equipment in a work or education setting.
· Ability to manage broad and varied workloads and work within given parameters to deadlines and targets.

	Other Essential Requirements

	· Commitment to equality and diversity.
· Commitment to health & safety.
· Display the LCC values and behaviours at all times and actively promote them in others.
· You must have a full UK driving Licence.
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