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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE: Highway Records Officer 

	POST NUMBER: 

	REPORTS TO (Job Title):  


	Traffic and Highway Development Manager

	DEPARTMENT:  Transport

	GRADE: 7

	JE REF:
	0190 0222
	PANEL DATE:
	15/02/2022

	1.
	MAIN PURPOSE OF JOB 

To manage the Council’s statutory responsibilities in maintaining both physical and electronic highway records.
To act as the Local Street Gazetteer (LSG) Custodian and maintain the Highway Extent Map and the Public Rights of Way Definitive Map data for the authority. 
To respond to highway search requests and assist with issues linked to the LSG and highway maps, including public rights of way, where requests to create, divert, extinguish, or otherwise change a highway, are received.



	2.
	CORE RESPONSIBILITIES, TASKS & DUTIES:



	
	i
	Local Street Gazetteer Management Responsibilities

· To act as the Local Street Gazetteer (LSG) Custodian for the Council

· To manage, support, maintain and develop the Local Street Gazetteer (LSG)

· To ensure that the Council meets its statutory obligations with regards to LSG maintenance and submissions to the National Hub

· To provide technical support and advice to customers and colleagues on LSG related matters

· To ensure that the LSG processes are fully documented
· To manage, support, maintain and develop the Council Additional Street Data (ASD)
· Manage, update, maintain and develop the Council’s Public Rights of Way Definitive Map data held within the LSG and associated records

	
	ii
	Highway Extent Map Responsibilities
· Manage, update, maintain and develop the Council’s digital record of the highway (highway extent map, managed in GIS) and associated records
· Process information received from Highway Adoptions team and other council team to update the highway extent map, ensuring that completed development schemes can be added to the highway map 

· Manage physical records related to highway adoptions, highway extent, stopping up, Public Rights of Way and changes

· Gather evidence and prepare reports for decisions to be made on highway status where uncertain or contested

	
	iii
	Highway Searches Responsibilities
· Provide timely and accurate responses to queries from the public, search companies, solicitors, and internal colleagues, regarding the status of highways, traffic schemes, public rights of way and status of Highways in relation to property searches and highway extent enquiries

	
	iv
	Working with other Council teams

· The post holder will be required to work in close collaboration with other teams within the Council, including the Local Land and Property Gazetteer custodian, the Business Intelligence team and the IT team

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

Number of staff reporting to jobholder and  nature of supervision 

eg full line management responsibility or day to day supervision of work 

Direct:  0

Indirect: May occasionally be responsible for managing external consultants and contractors


	4.
	CREATIVITY & INNOVATION

Although the day to day work of the jobholder is largely dictated by legislation and national policy and guidance, creativity and innovation are nonetheless integral to the job.  

The post holder will require creativity to review existing processes and develop and implement new, improved processes to ensure that the functions described above are undertaken efficiently whilst meeting all legal and technical requirements. The post holder will lead the development and implementation of these new processes and share these with other team members as required.
The post holder will be required to identify and implement technical innovations which will improve records and processes and enable customers to obtain improved access to highway related data. This may include reviewing new digital mapping solutions as well as keeping up to date with innovations form the national platform (Geoplace).

The post holder will be required to interpret and explain complex legislation and guidance to internal and external stakeholders who are likely to have very limited knowledge of the LSG and Highway Adoption process, and the relevant statutory procedures and legislative requirements. This will require creativity in finding ways to present issues and possible solution clearly and succinctly to these stakeholders.



	5.
	CONTACTS & RELATIONSHIPS

Internal

The post holder reports to Traffic and Highway Development Manager but will have regular contacts with other teams and managers within the Council, including the Head of Service and other senior management for the purpose of providing information and briefing notes on issues relating to the LSG and Highway Extent Map.
Additionally the post holder will maintain collaborative and productive working relationships with other officers within the Council, advising on LSG and highway extent matters such as status and alignment of highways, claimed/alleged rights and information recorded in the LSG and ASD. The content of this information can be challenged and is often difficult to defend, requiring additional investigations and assessments.  
The post holder will work closely with the Highway Adoptions, Street Works, Highway Maintenance, Public Rights of Way and Legal teams to maintain and update the LSG (including the ASD), the Highway extent Map and the Public Rights of Way Definitive Map.
External   

Regular contact with external stakeholders to provide responses to queries from the public, search companies, and solicitors, regarding the status of highways in relation to property searches and highway extent enquiries.
The post holder will also be required to attend LSG related meetings and forums (for example as organised by Geoplace).


	 6.


	DECISIONS – discretion & consequences

The post holder will provide information and advice to customers, and Council officers. If this information or advice is inaccurate, this could have financial consequences for the customers (e.g. a property sale falls through) and for the Council.
Discretion

The post holder is the Local Street Gazetteer (LSG) Custodian. This is a statutory role and the LSG (and ASD) information must be up to date and in the correct format to meet national standards. The post holder will have to make decisions about the data included in the LSG (and ASD), based on existing guidance, legal advice, which can be complex, and their own knowledge and experience. This data is publicly available and comes under a high level of scrutiny. 
LSG Custodian duties include managing the Council’s Additional Street Data (ASD). This includes data which supports the Council’s Street Works Permit scheme, including how permits can be granted, how much utilities can be charged for Street Works permits and other related charges and fines, and reinstatement requirements. The post holder will have to make decisions about the data included in the ASD, based on existing guidance and their own knowledge and experience.

The post holder will be responsible for the accuracy of the data included in the Highway Extent map and Public Rights of Way Definitive map. The post holder will have to make decisions about the data included in the Highway Extent map, based on existing guidance, legal advice, which can be complex, and their own knowledge and experience. In some cases, they will be required to work with colleagues to prepare reports to senior managers or Councillors to make decisions on the status of the highway in specific locations where it is unclear or contested. This data is publicly available and comes under a high level of scrutiny.
Within the remit of the post, the post holder has the freedom to make decisions on the planning and prioritisation of the many varied aspects of this post that, together with often conflicting demands and timescales, make up a challenging workload. 

Consequences
The successful delivery of the statutory functions relating to the LSG underpins the delivery of other statutory records which rely on this data (such as ASD data, Highway Assets and maintenance). Any errors/omissions can have a major effect on the delivery of other services, with reputational and financial consequences for the Council.


	7.
	RESOURCES – financial & equipment

(Not budget, and not including desktop equipment.)
Description
Value



Laptop and phone                                                     £1000 

Standard PPE and equipment for site visits 
(Laser tape measure and camera)                            £500



	8.
	WORK ENVIRONMENT – work demands, physical demands, working conditions & work context

Work demands

Working to deadlines is a feature of the post. For example preparing regular data updates for the LSG, to be uploaded monthly to Geoplace, and replying to customer requests, internal and external, in accordance with agreed service standards.
Whilst some of the above are foreseeable, many are unpredictable and occur regularly, often dictating a change in work priorities.
The post holder will also be subject to regular interruptions by phone, email and meetings and will be required to manage his/her time so as to respond positively to these interruptions whilst delivering to the required deadlines.
Physical demands

Work is generally undertaken in an office environment, site surveys and meetings will also occur regularly in relation to highway extent queries, etc.  Such surveys may include walking and/or cycling across varying terrain over distances of 2+ miles.
Additionally, the jobholder may be required to visit archive and records offices and to read and interpret historical documents at these locations.  

The jobholder is required to possess good manual dexterity in order to produce precise maps and plans using GIS software.

Working conditions

Normal working conditions are those of an office environment, with regular site visits/meetings. The Post holder may therefore be exposed to inclement weather conditions at a variety of locations.
Work context

The majority of site visits will include the dangers and risks inherent to lone working.  The post holder may encounter the following risks to Health and Safety:

· Challenging terrain

· Watercourses

· Aggressive, Abusive landowners/public

· Animals, particularly cattle, bulls, horses and dogs

· Agricultural practices i.e. crop spraying and slurry spreading.

· Fast moving traffic.

In an office based context, the post holder may face aggressive and abusive behaviour through telephone calls, emails of face to face meetings. 


	9.


	KNOWLEDGE & SKILLS

Knowledge

· Qualified to degree level in a relevant discipline that features significant use of Geographic Information System (GIS) or equivalent experience
· At least 1 year of experience using GIS software (this can be through gaining a Master’s degree in GIS)
· Knowledge of relevant legislation, including: Highways Act 1980, Town and Country Planning Act 1990, New Roads & Street Works Act 1991 (NRSWA) 
· Excellent knowledge of ESRI ArcMap or similar GIS products
· Demonstrable ability to manage and edit spatial data networks 

The postholder will preferably have:

· Previous experience in managing and maintaining LSG 
· Experience of using Yotta Alloy or similar Infrastructure Asset Management/Gazetteer Management software 

· Knowledge and understanding of LSG and BS7666 

· Recognised Database Management /Reporting training

· Ability to manage, analyse and interrogate data using MS Access and SQL Server 

· Experience of using AutoCAD and transferring data to GIS
Skills

The jobholder will possess:

· A high level of computer literacy and be competent with word processing, spreadsheets, databases, and GIS 

· Excellent organisational skills, self-motivation and the ability to prioritise their workload to meet deadlines.

· Ability to understand and interpret complex legislative documents, 

· Ability to work on own initiative.

· Capacity to deal with competing priorities and work under pressure.

· Ability to carry out thorough documentary research and analysis.

· Capability of impartial and objective judgement.

· High standards of written and oral communication with an ability to present complex information to Elected Members and the public in a clear and concise way. 

· Confidence, tact and diplomacy.

· Ability to communicate with people at varying levels.

· Ability to interpret maps, plans and archive records/ documentation.
Ability to converse and provide advice and guidance to members of the public, in spoken English, to Common European Framework of Reference for Languages (CEFR) - level C1 - Effective operational proficiency or advanced - Can express themselves fluently and spontaneously, almost effortlessly. Only a conceptually difficult subject can hinder a natural, smooth flow of language.


	10.
	Position of Job in Organisation Structure
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Job reports to: Traffic and Highway Development Manager





Other jobs at this level: n/a
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Jobs reporting up to this one: n/a
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