

Job Description


Section A: Job Profile
The job profile outlines key information relating to the salary and working conditions e.g., location of a job, along with the current focus of the role and a brief description of the main duties.

Job Details
	Job Title:
	Traveller Site Officer 

	Salary:
	£46,142-£49,282

	Grade:
	12

	Hours:
	37 per week.  

	Team:
	Gypsy and Travellers

	Service Area:
	Property and Assets 

	Primary Location:
	Fire HQ, Sterling Road, Kidlington, OX5 2DU
With remote working from home or other council premises within Oxfordshire.
There is a requirement to travel to the 6 Council managed sites on a regular basis and unauthorised encampments across the County.


	Budget responsibility:
	None

	Responsible to:
	Gypsy and Travellers Service Manager 

	Responsible for:
	Nil Staff

	Political Restricted Post:
	No


Job Purpose
	
[bookmark: _Hlk116053763]Effective management of the Oxfordshire County Council owned permanent Traveller sites and unauthorised encampments, assisted by the OGTS Manager/Traveller Support Officer.
Liaison with owners of private sites and to support the activities of the Gypsy and Traveller Services in accordance with OGTS and OCC policies and procedures.
This post holder is responsible for ensuring that all relevant County policies and procedures are adhered to, and concerns are raised in accordance with these policies.




Job Responsibilities 

	Effective management of permanent Traveller sites

· Manage the sites, ensuring high standards of repair and cleanliness
· Manage the rents and charges including the recovery of former residents’ arrears as required.
· Enforce pitch agreement conditions to minimise anti-social behaviour.
· Administer waiting lists and advice residents how to access appropriate support services
· Develop and initiate a capital maintenance program, utilising grant funding where suitable.
· Initiate eviction processes, if required, through the OCC Legal Services.
· Undertake regular site visits to liaise with residents and maintain positive engagement
· Work with partner agencies and local communities to promote integration and address issues promptly.
· [bookmark: _Hlk509926345]Provide guidance to Travellers regarding access to health, welfare and support services.
· Liaise with Health and voluntary agencies that work and care for Travellers.
· Liaise and support owners and residents of private permanent sites.
· Regular liaison with members of the public, statutory and voluntary agencies, to provide accurate information relating to OCC permanent Traveller site issues.  In addition, represent the Council at public meetings when and as required. 


To effectively manage the unauthorised encampments, this will include:

· Maintain up to date information on unauthorised encampments, travelling families in Oxfordshire and fostering good relations between Traveller’s and the local community as far as it is practicable.
· Alleviate any problems associated with unauthorised Traveller encampments, including encouraging voluntary relocation from unsuitable locations and applying relevant legislation, the Criminal Justice and Public Order Act 1994, as needed. Taking other appropriate legal action in consultation with the Manager of the OGTS, the respective Solicitor to the Council and, where appropriate, instructing the respective County Council’s Bailiffs to act.
· Respond to enquiries from the public, councillors and partner agencies regarding   unauthorised encampments.
· Ensure unauthorised encampments are kept as clean as reasonably  possible, and, where appropriate, arrange clearance and site security after they are vacated. 
· Work collaboratively with other County Council officers and directorates, District Councils, Health Trusts, the Police, and other Traveller- supporting organisations.  
· Participate in relevant meetings and undertake any other duties appropriate to the role and as directed by the OGTS Manager. 
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Job description Template – April 2022
Our Values 
Our organisational values underpin everything we do and say and are supported by policies, processes and guidance. In short, our values describe ‘the way we do things here’ so that we deliver great services for our residents. Our values are:
· Always learning
· Be kind and care
· Equality and integrity in all we do
· Taking responsibility
· Daring to do it differently 
Everyone that works for us demonstrates their commitment to these values.  We will ask you to demonstrate your commitment to these values, and their associated behaviours, throughout the application process.
Section B: Selection Criteria/Person Specification
[bookmark: _Hlk535396426]This section provides a list of essential and desirable criteria that detail the skills, knowledge, behaviours, qualifications and experience that a candidate should have to perform the job. 

Each of the criteria listed below, and your commitment to our values, will be measured through the application form/CV (A) and optionally one or more of the following - a test / exercise (T), an interview (I), a presentation (P) or documentation (D). You must provide a supporting statement as part of your application which includes examples and evidence of when you have demonstrated the criteria listed below. 

	Essential Criteria
	Assessed By:

	Qualifications: Minimum GCSE English and Maths or equivalent.
	A.D.I

	Full Driving licence.
	A.D

	Experience of use of computers at work, Microsoft Office (Word, Excel, Power Point)

	A. I

	Ability to write reports and maintain records
	A.I

	Ability to read budget forecasts and take actions to remedy any projected deficit. 
	A. I

	Ability to contribute towards formulation of policies
	A.I

	Excellent interpersonal and communication skills, for dealing with Gypsies, Travellers, colleagues, elected members, the media, other public bodies and members of the public.
	A.I

	Have a working knowledge of the Human Rights Act 2000

	A.I

	Full knowledge of the current legislation relating to Travellers.

	A.I

	Minimum two years’ experience in a similar role
	A.I

	Ability to resolve conflict.


	A.I

	Ability to be assertive and tenacious when required.
	A.I

	Ability to perform well and remain calm in hostile environments, remaining approachable and open minded.
	A.I

	Ability to support colleagues in stressful situations
	A.I

	Ability to work under pressure and with more than one task at a time.

	A.I

	Excellent time management

	A. I

	Awareness of personal safety issues and health and safety requirements.
	I

	Awareness of equal opportunity issues and the impact of racism.

	I

	Ability to work unsociable hours (i.e., out of normal working hours) from time to time.
	I

	Desirable Criteria

	Assessed By:

	Minimum 5 years’ experience working with the Gypsy and Traveller community.

	A.D.I

	Full knowledge and understanding of sections 61,62a-e,77,78 and 79 of the Criminal justice and Public Order Act (1994).
	A.I

	Extensive knowledge of current legislation and government guidance relating to Gypsies and Travellers.
	A.I

	Experience of working with a marginalised Ethnic minority group.

	A.D.I

	Experience of enforcement duties.

	A.D.I

	Experience of site or property management. 

	A.D.I

	Conflict resolution and mediation skills.
	I

	Be confident working at all levels
	I
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Section C: Pre-employment Checks
All appointments are subject to standard pre-employment screening. This will include identity, references, proof of right to work in the UK, medical clearance and verification of certificates. Further information can be found here Pre-employment checks 

Additional pre-employment checks specific to this role are identified below (those ticked).

	
	Enhanced Disclosure and Barring Service check with Children’s and Adults Barred List
	☐
	Enhanced Disclosure and Barring Service check without an Adult/Children’s barred list check

	☐
	Enhanced Disclosure and Barring Service check with Children’s Barred List
	☐
	Enhanced Disclosure and Barring Service check with Adults Barred List

	☐
	Standard Disclosure and Barring Service check
	☐
	Basic Disclosure

	☐
	Disqualification for Caring for Children (Education)
	☐
	Overseas Criminal Record Checks

	☐
	Prohibition from Teaching
	☐
	Professional Registration

	☐
	Non police personnel vetting
	☐
	Disqualification from Caring


	☐
	Other (please specify): 



[bookmark: _Hlk535396535]Section D: Working Conditions
This is a guide to the working conditions and the potential hazards and risks that may be faced by the post-holder.
Health and Safety at Work 
You are responsible for your own health, safety and wellbeing, and undertaking health and safety duties and responsibilities for your role as specified within Oxfordshire County Councils Health and Safety Policy.

The potential significant hazard(s) and risk(s) for this job are identified below (those ticked).

	
	Provision of personal care on a regular basis
	☐
	Driving HGV or LGV for work

	☐
	Regular manual handling (which includes assisting, manoeuvring, pushing and pulling) of people (including pupils) or objects
	
	Any other frequent driving or prolonged driving at work activities (e.g. long journeys driving own private vehicle or a council vehicle for work purposes)

	☐
	Working at height/ using ladders on a regular/ repetitive basis
	☐
	Restricted postural change – prolonged sitting

	
	Lone working on a regular basis
	☐
	Restricted postural change – prolonged standing

	☐
	Night work
	☐
	Regular/repetitive bending/ squatting/ kneeling/crouching

	☐
	Rotating shift work
	☐
	Manual cleaning/ domestic duties

	
	Working on/ or near a road
	
	Regular work outdoors

	
	Significant use of computers (display screen equipment)
	
	Work with vulnerable children or vulnerable adults

	
	Undertaking repetitive tasks
	
	Working with challenging behaviours

	☐
	Continual telephone use (call centres)
	☐
	Regular work with skin irritants/ allergens

	☐
	Work requiring hearing protection (exposure to noise above action levels)
	☐
	Regular work with respiratory irritants/ allergens (exposure to dust, fumes, chemicals, fibres)

	☐
	Work requiring respirators or masks
	☐
	Work with vibrating tools/ machinery

	☐
	Work involving food handling
	☐
	Work with waste, refuse

	☐
	Potential exposure to blood or bodily fluids
	
	Face-to-face contact with members of the public


	
	Other (please specify): 
Working in isolated locations with team members. Some heavy lifting is required.
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