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SALARY GRADE: HBC3
	Halton Borough Council 
resourcing@halton.gov.uk


	Working at Halton

	All our colleagues at Halton have made a positive commitment to delivering great outcomes for our communities.  Whoever joins us will share that passion for outstanding service, and strongly align with the values which define our workplace culture: 
· Working Together – building fantastic relationships with colleagues and customers 
· Continuous Improvement – Keeping great service delivery at the heart of everything we do
· Personal Growth – Learning, growing and developing ourselves 
· Accountability – doing what we say we are going to do
· Inspiring Leadership – positive roles models and leading by example

To read more about our values, click HERE

We are immensely proud that when asked what’s great about working for Halton, the most popular response from our workforce has been ‘our colleagues’.

Aside from working with a great team, our employees have access to a fantastic range of benefits, including:
· A generous annual holiday allowance starting at 34 days per year (including bank holidays), increasing with long service
· Membership of our defined benefit, salary-linked pension scheme with generous Employer Contributions
· 3 x Salary Life Cover via Local Government Pension Scheme
· Investment in your personal development 
· Free Car Parking at HBC sites 
· Car leasing schemes

For further information about all the benefits we offer, please click HERE.


	About the Job 
To assist the Permit enforcement manager & Permit technicians with daily tasks relating to activity on the Highway Network.

	1. Receive, assess and determine license applications for a range of highway-related activity including promotions, pavement cafes, ‘A’boards, skips and scaffolding in accordance with legislation.
2. Issue accurate permits and licenses within statutory (or other) timescales.
3. Produce reports containing accurate information and evidence to support the enforcement process as required.
4. Liaise with colleagues and external agencies regarding enforcement action as required.
5. Use up to date and accurate information to ensure that the required levels of statutory inspections are carried out by issuing daily worksheets to Permit & Enforcement Inspectors.
6. Raise invoices including all relevant information for charges incurred by utility companies/others for permits and other payments.
7. Liaise with other highways colleagues to ensure that activity on the highway is licensed appropriately.
8. Investigate and chase up missed or incorrect payments.
9. Respond to enquiries made by Streetworks Inspectors and Permit & Enforcement Manager which aid in their daily duties.
10. Maintain accurate records of permit and license applications, charges and payments, identified defects and remedial works. 
11. Deal with enquiries from members of the public, statutory undertakers and others in a professional manner. 

	About You

	• 5 GCSEs (grade C and above) to include English and Maths or equivalent (this may be other qualifications which equate to GCSEs or relevant experience or service in a similar working environment) 

In addition you will have:
· Experience of office administration
· Proficiency in IT, including Microsoft Office packages 
· Good oral and written communication skills 
· Able to work to tight deadlines and under own initiative 
· Ability to maintain accurate, clear and concise records
· Working knowledge of the Mayrise & Street Manager Systems

The Council and its schools are committed to safeguarding and promoting the welfare of children, young people and adults and expect all staff, workers and volunteers to share its commitment.

	
	

	
	

	



image1.png




