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SURREY HEATH BOROUGH COUNCIL

PERSON SPECIFICATION & COMPETENCY FRAMEWORK
(Desired behaviours & outcomes)

Please note:	The criteria specified on this form will be used as guidance when short listing all applications and again at interview.   Please ensure you provide evidence within your Application, giving examples where appropriate, as to how you meet the specified requirement for the job.  Thank you.

	
Service:  Finance / Transformation


	
Job Title:  Senior Corporate Enforcement Officer

	
Team:  Corporate Enforcement
	
Post Number:  





	KNOWLEDGE & EXPERTISE (including qualifications/education, training, experience, skills, ability and knowledge):

ESSENTIAL :
· Degree level standard of education or equivalent relevant experience (more than 3 years) and evidence of professional development where no Degree held.
· Experience in an enforcement role and customer service i.e. local authority, police or similar organisation.
· Thorough knowledge of investigation techniques, including legislation dealing with investigations, interviewing and prosecuting offenders (e.g. CPIA; PACE; RIPA; Fraud Act; Human Rights; Data Protection Act; etc.).
· Working knowledge and understanding of offence related legislation. 
· Thorough knowledge of RIPA and appropriate surveillance operations.
· Good knowledge of PC including Microsoft Windows applications;
 Office; Word; PowerPoint, Excel. 
· Proven record of preparing prosecution files.

DESIRABLE :
· BTEC or CIPFA Certificate in Investigative Practice 
· An understanding of current issues in local government
· Local knowledge – geography of the borough
· Experienced in issuing fixed penalties 
· Experience in issuing Planning related enforcement notices.
· Good knowledge of the legislation surrounding the assessment and payment of Council Tax Reduction and Council Tax/NNDR discounts and exemptions. 
· Good knowledge of Social Housing Fraud practices
· Working knowledge of ASB Crime and Policing Act 2014
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	RELATIONS WITH PEOPLE (internal & external) (including Communication and Customer Service):

ESSENTIAL :
· The ability to diffuse difficult and potentially violent situations in person and on the telephone.
· To be effective in working collaboratively and part of a team. 
· To represent the team at multi agency meetings such as CHARMM and JAG. 
	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)
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CREATIVITY AND INNOVATION:

ESSENTIAL :
· Ability to demonstrate an innovative and holistic approach to managing a diverse caseload.
· Proven investigative skills.
· To have to ability to evaluate and identify the most appropriate route to take in each individual case.
	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)
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FINANCIAL ACCOUNTABILITY:

ESSENTIAL :
· Monitoring responsibility for street furniture budget and income from fixed penalty notices.


	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)
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IMPACT UPON THE ORGANISATION AND THE COMMUNITY:

ESSENTIAL :
· Ability to foster effective partnership/joint working initiatives to maximise the use of resources for the Council.
· Provide advice and guidance to businesses and householders on various environ crime matters including duty of care etc.

	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)
          I
          I





	
LEADERSHIP (including Management and Supervisory Responsibilities):

ESSENTIAL :
· Excellent interpersonal skills, with good ability and attitude to communicate with people across a broad spectrum. 
· To assist the Audit, Counter Fraud & Corporate Enforcement Manager in delivering a professional Authority wide Corporate Enforcement service.  
	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)
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INITIATIVE AND INDEPENDENT ACTION:
ESSENTIAL :
· Ability to problem solve and diffuse using initiative and diplomacy.
· To act on initiative and experience to deal with unexpected or unusual circumstances.
· Act as the Council’s representative in criminal and civil matters at court.
· Ability to manage risks often in a volatile, high pressure and often public facing situation.
	
ASSESSMENT METHOD
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(I  :   interview)
(E :   exercise)
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PLANNING, ORGANISING & PRIORITISING:

ESSENTIAL :
· Ability to work in a pressurised environment and meet tight deadlines and statutory obligations. 
· Ability to provide and present complex reports. 
· To effectively manage and organise own diverse workload.
	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)
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HEALTH & SAFETY:

ESSENTIAL :
· To have a good knowledge of relevant health and safety legislation.
· To have the ability to carry out a dynamic risk assessment should the need arise.
· To wear protective safety equipment provided by the Council as appropriate.
	ASSESSMENT          METHOD
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         A/I
           I
        
           I
          


	
	





	


PERSONAL ATTRIBUTES:

ESSENTIAL :

· Full UK driving licence and use of own transport for Council business.
· Commitment to the Councils Equality and Diversity strategy.
· Ability to be flexible and reliable with a willingness to work outside of working hours as deemed necessary.
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