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JOB DESCRIPTION

	Job Title:
Directorate & Section/Unit:

Reporting to:
Responsible for: 

	Assistant Public Rights of Way Officer
E&I, Highways Opp and PROW
Public Rights of Way Operations Manager

Supervision of temporary staff, volunteers & placements as required

	Salary Grade:


DMA Management Level: *
DMA Span of Control (Direct Reports): *

	4


Purpose of job: 

To plan and conduct inspections of the rights of way network throughout Worcestershire.
To organise basic maintenance work on the public rights of way, including liaising with landowners, volunteers, and parish councils. 

Support the work done by the Senior Public Rights of Way Officers and other officers in the Public Rights of Way (PRoW) team.
Assist with the management of Parish Path Wardens and other volunteers.  
Provide cover for other officers in the PRoW team as required. 
To contribute to the sustainable, economic, social and environmental development of Worcestershire, by improving the quality of life of those who live, work or visit the County, through the delivery of an efficient service, in accordance with corporate policies.

Main Activities & Responsibilities:

1. To carry out inspections of the public rights of way across the county, and occasionally, minor maintenance and waymarking on public rights of way and other identified access routes. Prioritise reports from the public in order to ensure they are dealt with effectively and efficiently. 
2. Work closely with the Senior Public Rights of Way Officers to identify specific maintenance requirements and prepare work programmes and specifications as necessary, such as signposting programmes, summer clearance programs and basic maintenance work.

3. To prioritise work within agreed policies, procedures and deadlines.
4. To collate inspection data and record on databases. To ensure that relevant databases and other records are kept up to date.
5. To provide front line information and administration service to the public and operational and technical support for the PRoW Team in the absence of the Customer & Operations Support Officer. Acting as first point of public contact for the PRoW Team (with minimum operational hours of 8.30am-4.30pm) through telephone, email, internet or face to face enquiries, ensuring that all written, telephone, e-mail, website and in-person enquiries are dealt with in a prompt, effective, efficient and courteous manner and in accordance with adopted procedures.
6. When required to implement administrative systems including: lone working monitoring, telephone procedures, manual and computerised file creation and maintenance, databases, Arcview (and other G.I.S. systems) other records, libraries, internal communications, mail monitoring, etc..

7. Ensure that surveys/inspections are conducted by the approved methodology

8. To produce report of inspection results when required. 
9. Supervise small teams of volunteers, carrying out surveys or practical work on the rights of way network.
10. To contribute to the training and supervision of Parish Paths Wardens and other volunteers.

11.  To assist with urgent health and safety matters such as closing paths or other work required to ensure public safety. 

12. To liaise with parish and town councils and Parish Paths Wardens as appropriate and attend meetings if necessary, to provide information about access surveys and the condition of the public rights of way network

13. To interpret the line, position and width of public rights of way as shown in the Definitive Map and Statement and, when necessary set out the route on the ground

14. To liaise with landowners, tenants, agencies and others where appropriate.
15. To supervise contractors, volunteers and temporary contract staff and placements when required, ensuring work is carried out to the required standard  

16. To follow agreed Health and Safety procedures, including preparation of Risk Assessments.
17. Gathering and providing information for enforcement and other legal action procedures and to appear as a witness in court if required. On occasions assisting during direct enforcement actions.  

18. To assist other members of the Team on identified tasks and projects
19.  To assist with the delivery of marketing/promotional projects and objectives.
20.  To contribute to the effective management of the team’s administrative and budgetary procedures.
21.  Assist with the implementation of closures or other site notices if required. 
Generic Accountabilities:

· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training

· To undertake other such duties, training and/or hours of work as may be reasonably required, and which are consistent with the general level of responsibility of this job

· To undertake health and safety duties commensurate with the job and/or as detailed in the Directorate’s Health and Safety Policy

· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equality and Diversity Policy

· The nature of the work requires duties to be undertaken which will involve lifting carrying and moving for which appropriate training will be provided. The post holder must be able to physically deliver these. 
Contacts:

     In all contacts the post holder will be required to present a good image of the Directorate and the County          Council as well as maintaining constructive relationships.

Internal: 
Elected Members, Directors, Heads of Service, Senior Managers, Management Teams, Managers & Staff across all directorates, Project Staff, PPWs and other volunteers       

     External: 
Parish, Town, District & County Councils, Government Agencies & Departments, Police, Partner Organisations, Statutory and Voluntary Organisations, service users, clients, customers, members of  the public, Community Groups, User Groups, Landowners, CLA/NFU. 

Additional Information:


· The Council reserves the right to alter the content of this job description, after consultation to reflect changes to the job or services provided, without altering the general character or level of responsibility

· Reasonable adjustments will be considered as required by the Equality Act.
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* WCC is aiming towards a 5 level management organisational structure with level 5 being the Chief Executive. 

