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Job Number:
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 SEQ CHAPTER \h \r 1Job Title:  
Parking Enforcement Officer 

Date:
04-2017
Primary Reason Why Classification Exists
To perform responsible field and recordkeeping work enforcing City parking regulations in the downtown business district.
Distinguishing Features of the Class

An employee in this class enforces City parking and traffic ordinances, assuring sidewalks and streets are free of safety or blocking hazards, marking tires and issuing tickets for parking violations; enforcement work includes maintaining records of collections and tickets, data entry of parking citations, preparation of letters to collect overdue fines and maintaining records of collections. Work requires the ability to communicate with tact and courtesy with the public in enforcing regulations.  Work is performed under regular supervision and is evaluated based on effectiveness of enforcement operations and accuracy of records maintained.

Illustrative Examples of Work
· Enforces parking regulations and ordinances; patrols the downtown area for parking, handicapped and loading zone violations and for potential sidewalk and safety issues; marks tires during patrol and observes for time limit violations during subsequent rounds; issues citations for overtime violators, leased parking violations and for other ordinances.
· Enters information about citations into computer; collects money; logs payments; prepares final notice and past due parking letters; researches registration and vehicle ownership.

· Meets with public concerning complaints about parking citations; provides copies of ordinances. 

· Meets with business owners and officials on potential and previous parking and traffic issues; refers signage and sidewalk issues to supervisor.


· Provides directions and assistance to the public.

· Picks up and delivers mail to City Hall twice each work day; checks and empties drop boxes
· Performs other related duties as required. 
Knowledges, Skills, and Abilities

· Considerable knowledge of City ordinances relating to parking.
· Working knowledge of City geography.

· Organizational skill and skill in the maintenance of records and reports.

· Ability to operate a computer terminal and perform data entry with the speed and accuracy required.

· Ability to work in all types of weather.

· Ability to effectively enforce parking regulations.

· Ability to operate a motor vehicle.

· Ability to work effectively with the public and to enforce regulations fairly and accurately.

· Ability to remain calm in frustrating situations and to multi-task.

Education

Graduation from high school
Experience

One (1) to three (3) years’ experience working with the public, preferably in an enforcement or recordkeeping capacity.
Physical Requirements
Must be able to physically perform the basic life operational functions of reaching, pulling, fingering, grasping, talking, hearing, and repetitive motions.  Must be able to medium work exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or a negligible amount of force constantly to move objects.  Must possess the visual acuity to operate a computer and a motor vehicle, distinguish tire markings and vehicle colors and styles, perform visual inspections and prepare and analyze figures.

Working Conditions

Employee is exposed to both inside and outside working conditions in all types of weather from extremes of cold and heat to rain/snow.  Employee may be exposed to noise which would cause the worker to shout in order to be heard above the ambient noise level. Work place conditions include operating vehicles for extended periods of time and confronting persons many of whom have little to no respect for law enforcement or who may be a threat to themselves or others. Work requires application of safety precautions.
FLSA Status:  Non-Exempt

Special Requirements

Valid North Carolina Class B driver's license
Disclaimer

This classification specification has been designed to indicate the general nature and level of work performed by employees within this classification. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications required of employees to perform the job. The City of Morganton reserves the right to assign or otherwise modify the duties assigned to this classification.

April 2017
