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	Job Description

	


	Job Title: Transport Officer
 
	Service Area and Team: Services - Transport and Mobility


	Grade: Grade B 
	Post Number and evaluation number: 56F0125/001, POS009213
	Date last updated: 
April 2026

	Reporting to (Line manager of post): Transport & Contract Manager
	Responsible for (Inc Staff and budget responsibility): London Lorry Control Scheme (LLCS) Enforcement Case Management

	

	Our Values: 
Trust Through Collaborations - We believe collaboration helps us learn, grow, and explore new ideas – giving us the confidence to experiment, be creative, and deliver a real impact. We foster a culture of trust where open, honest conversations are valued and it’s safe to challenge. 
Rooted in respect - We respect the different cultures, backgrounds, and perspectives represented within London Councils, our partners, and all who live and work across London’s boroughs. We create space for every voice to be heard and valued. We call out current, historic, and systemic prejudice, seek out different views, and act with integrity to achieve fairer, more equitable outcomes
Driven by Purpose - We are driven by our individual and collective purpose to make London a better place for everyone who lives in, works in, or visits the city we’re proud to call home. Our commitment to making a positive, meaningful, impact across all London boroughs and communities shapes our actions and guides our decisions.
Equality and Diversity - We are committed to and champion equality and diversity in all aspects of employment with the London Councils.  All employees are expected to understand and promote our Equality and Diversity policy in the course of their work

Health and Safety - Adherence to health and safety requirements and proper risk management is required from all employees in so far as is relevant to their role.  All employees are expected to understand and promote good health and safety practices and manage risks appropriately.

	




Overall Purpose of Job: 

London Councils provides a number of services to our member boroughs in the fields of Transport and Mobility. The purpose of this role is to primarily administrate and enforce the London Lorry Control Scheme (LLCS) and assist with the administration of the Urgent Care Badge (UCB) in accordance with London Councils shared ambitions. 





Job Summary:

The role forms the full back office process of administering the enforcement of the London Lorry Control Scheme (LLCS) which London Councils manages on behalf of the London boroughs and Transport for London.

The role requires intervention at all stages, from the assessing and granting of operator permissions on the Case Management System (CMS), the viewing and assessing of ANPR CCTV images and on-street officer observations to determine whether London Councils interventions are required, to more complex written case management work relating to enforcement actions in accordance with the scheme terms and conditions and the underlying legislation.

The role requires the interrogation of the CMS to determine outcomes and manage case related workflows in accordance to statutory and performance related timescales.

The role requires the drafting of emails, case related correspondence and written responses to borough and public complaints. There will also be an expectation to communicate orally when required, including at appeals hearings at London Tribunals.

Full details can be seen in the duties and responsibilities.


Key Tasks and Accountabilities:

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the post holder. This is not an exhaustive list of all tasks that may fall to the post holder and employees will be expected to carry out such other reasonable duties which may be required from time to time. 

To undertake all responsibilities listed below:

DUTIES AND RESPONSIBILITIES:

· To check, analyse and validate completed applications for approval, within agreed performance related timescales. Make informed decisions and give feedback on successful and unsuccessful applications where appropriate.

· Communicate with haulage operators during the application process and deal with customer and borough enquiries, updating all details on the Case Management System (CMS). 

· To provide compliant routing information, guidance and technical advice to vehicle operators, boroughs, and members of the public on all aspects of the LLCS, either in response to requests, complaints or by sharing good practice; to ensure that all responses detailed and accurate. 

· To manage and check approved lists, generate casework, and ensure cases are progressed within agreed timescales. 

· To investigate and make decisions based on the on-street observations and Automatic Number Plate Recognition, (ANPR) evidence in accordance with the relevant legislation and decide whether the statutory process should be followed by issuing a Penalty Charge Notice, (PCN).

· To consider all challenges received and produce a detailed written response, outlining the reasons for upholding the PCN. 

· To draft responses for appeals to the London Tribunals’ Environment and Traffic Adjudicators within the agreed timescales and collate all evidence as set out in the legislation to contest the appeal. 

· To represent London Councils and attend scheduled adjudication hearings in connection with the LLCS. 

· To seek reviews on adjudication decisions where there is a belief that the decision may be incorrect in accordance with the relevant LLCS legislation. 

· To manage workflow, document casework and produce detailed responses to correspondence, including making decisions on a discretionary basis to reduce penalty charge amounts due within the parameters of the legislation. 

· To register  LLCS penalty charges as debts with the Traffic Enforcement Centre, and refer them to bailiffs, as required.

· To consider post-debt registration correspondence, including statutory declarations, late statutory declarations, and referrals to the Northampton County Court. To liaise with the appointed enforcement agents as and when required.

· To manage and draft responses public, borough, and vehicle operator complaints regarding the LLCS. 

· To notify the appropriate borough and liaise as necessary where road signage defects are found, particularly where health and safety concerns are raised or the effectiveness of the LLCS  is concerned.

· To evaluate and decide the outcome of UCB applications in line with the specific criteria and to authorise the issue of new, renewal or replacement of UCBs. 

· To review, investigate and respond to any complaints from members of the public regarding the fraudulent use of the UCB and liaise with boroughs, the health service, and other stakeholders to gather information to take action.

· To manage any income processes including payments, refunds, purchase order generation, and invoicing for UCB and LLCS in accordance with London Councils' Financial Regulations. 

· To provide administrative support to the Transport and Parking Team and assist with the preparation of reports as required.

· To keep management informed of all aspects concerning the investigation of complaints and cases, or any other issues, which may affect the service.

· To ensure that all sensitive data is dealt with in accordance with the Data Protection Act 2018 and the General Data Protection Regulation.

· To act in an appropriate and professional manner and represent the interests of London Councils at all times.

· To carry out any other duties within the competence and grade of the post holder which may be required from time to time. 

· To undertake any training required to carry out all duties and responsibilities.

Political Restriction 
 
In accordance with the Local Government and Housing Act 1989, certain posts are designated as politically restricted where they meet the statutory criteria, based on the duties and responsibilities of the role. 
 
This post is not politically restricted. 
 
Politically restricted posts are subject to statutory limitations on political activity, including restrictions on standing for elected office and engaging in certain political activities.
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Personal Specification

	Job Title: Transport Officer
	Service Area: Services – Transport and Mobility


	Grade: Grade B 

	Post Number/Evaluation number:  56F0125/001, POS009213
	Date last updated:  April 2026

	Reporting to (Line manager of post): Transport & Contract Manager
	Responsible for (Inc Staff and Budget):  London Lorry Control Scheme (LLCS) Enforcement Case Management




	



	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the CV and/or sifting questions, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.



	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Councils.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.


	PROTECTING OUR STAFF AND SERVICES

	Adherence to Health and Safety requirements and proper risk management is required from all employees in so far as is relevant to their role. All employees are expected to understand and promote good Health and Safety practices and manage risks appropriately.



	
CRITERIA- Essential

	
METHOD OF ASSESSMENT

	
KNOWLEDGE:

· A knowledge of legal traffic enforcement processes
· Good working knowledge of Microsoft Word, Excel, Outlook, and the internet. 

	
Sift Questions/Interview and/or
Anonymised CVs 



	
EDUCATION/QUALIFICATIONS
· We welcome applications from candidates with a range of educational backgrounds, who can demonstrate relevant skills, experience, and knowledge of road traffic enforcement


	

Sift Questions/Interview and/or
Anonymised CVs



	
SKILLS AND ABILITIES:
· Good written communication skills, including the ability to construct detailed response letters. 
· The ability to communicate and interact successfully with a wide range of people, including local authorities and hauliers. 
· Good numeracy skills including basic statistics (tables, percentages). 
· The ability to read maps and create appropriate routes in accordance with given criteria. 
· Good organisational skills (prioritising and time management to meet tight deadlines). 
· The ability to work unsupervised and to remain motivated and committed. 

EXPERIENCE:
· Previous experience in an enforcement environment, either front-line or back office. 
· Experience of dealing successfully with aggressive customers and difficult or confrontational situations. 

	
Sift Questions/Interview and/or
Anonymised CVs



	
PERSONAL STYLE AND BEHAVIOUR:

· A good team player, comfortable with working as part of a small team, managing individual priorities and working within London Councils as a whole. 
· Excellent attention to detail and commitment to producing high quality work.
· Motivated and enthusiastic.
· A commitment to equality, diversity and inclusion, with an understanding of the Equality Act 2010, including the Public Sector Equality Duty, and its application to service delivery
	
Sift Questions/Interview and/or
Anonymised CVs







	
OTHER SPECIAL REQUIREMENTS:



	
Sift Questions/Interview and/or
Anonymised CVs







Satisfactory clearance at conditional offer stage














London Councils Behaviours:
Trusted through Collaboration - How we demonstrate this Value (behaviours):
· We create trusting relationships where we value feedback and it’s safe to challenge, and we treat sensitive information with respect
· We are transparent, accountable, and open in how we work with each other, our members, and our partners
· We communicate clearly and openly, ensuring information flows freely across all levels and functions, so everyone feels included and valued
· We learn, develop, and innovate through our collaborative approach – sharing our knowledge to deliver better outcomes
Rooted in Respect - How we demonstrate this Value (behaviours):
· We engage respectfully, by listening actively and responding thoughtfully, recognising the value in others’ contributions and feedback
· We embed equity and equality in our decisions, processes, and daily actions
· We challenge bias and remove barriers to fairness and inclusion, recognising that fairness requires addressing unequal starting conditions
· We create a welcoming, inclusive environment where everyone feels they belong
Driven by Purpose - How we demonstrate this Value (behaviours):
· We work together to maximise our personal and collective impact
· We listen carefully to our members, communities and partners, making sure their needs shape our 
shared goals
· We adapt quickly and learn continuously to continue delivering meaningful change
· We stay united and focused, even when priorities shift and challenges emerge
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