JOB TITLE:           PARKING ENFORCEMENT OFFICER
DEPARTMENT:   Police Department
REPORTS TO:      Chief of Police
LAST REVISED:    January, 2010
POSITION PURPOSE AND OBJECTIVES:  The Parking Enforcement Officer is a civilian employee of the Police Department.  Job responsibilities include enforcement of all laws, rules and regulations pertaining to Borough Street parking, with special emphasis on street metered parking.  Work is carried out in accordance with standard departmental practices, procedures and instructions, which are given and checked by a supervisor.

ESSENTIAL JOB FUNCTIONS:  (Illustrative Only)
· Enforcement of all laws regarding street parking within the Borough.  Street metered parking receiving special attention.
· Issue citations as required.

· Assist with tagging illegally parked vehicles for street sweeping.

· Report defective, broken, or missing meters to the proper department.

· Report violations of the law to Police Department when violations are evident.

· Clerical work within the Police Department when necessary.

· Perform related duties as assigned by the Police Chief and/or Supervisor.
KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: The Parking Enforcement Officer should have knowledge of the laws and ordinances pertaining to street parking within the Borough, as well as knowledge of the parking schedule of various streets.  The ability to understand and carry out oral and written instructions is required, as well as the ability to work independently.  The Parking Enforcement Officer should have the ability to courteously deal with the public.

EDUCATION, TRAINING AND EXPERIENCE:  High School Diploma or equivalent (G.E.D.).
SUPERVISORY RESPONSIBILITIES:  None

WORKING CONDITIONS:  Work may be performed in an outdoor environment with some disagreeable aspects.  Employee will be working in very hot and sub-zero temperatures, and in wet, humid, snowy, icy and windy conditions.
MINIMUM QUALIFICATIONS:
Education:  Prefer completion of high school, trade school, or GED Certification.

Special Skills:  Employee must have and maintain a valid PA Driver’s License.

(Subject to Revision)
