CITY OF FLAGSTAFF

Flagstaff is the largest community in the high country and is the county seat for Coconino County, the largest county in the United States. A historic Route 66 town, Flagstaff is ideally located at the juncture of Interstate 17 and Interstate 40. Though still reflecting a small town atmosphere, it maintains a selective growth plan with new expansion programs underway.  

The City of Flagstaff is Northern Arizona’s Employer of Choice! Our City government is devoted to enhancing the quality of life of our citizens and the experience of the many visitors who are attracted to Northern Arizona.

Date Posted:		January 11, 2019
Vacancy No:		007-19
[bookmark: _GoBack]Position Title:		Parking Aide - Downtown
Division / Section:	Economic Vitality/ Community Investment
Position Status:	Full Time; FLSA Non-Exempt; Tenure & Benefit Eligible
Work Week:		40 Hours per Week; Shifts Rotate Weekly; May Work Nights and Evenings
Salary Range:		$14.7257 Per Hour
Closing Date:		February 8, 2019
To Apply: 		Applicants: please print and complete the following documents in your 
			own handwriting:
· City Application
· Police Department Background Questionnaire
· Recruitment Analysis Form

These documents may also be picked up at the Human Resources office. All of these documents must be handwritten and the background must be notarized in order to participate in the selection process. The completed forms should be mailed or delivered to Human Resources at 211 West Aspen Avenue, Flagstaff, AZ, 86001 by 4 PM on February 8, 2019. 

Actively supports and upholds the City’s stated mission and values.  Under supervision of the Flagstaff Police Department and Economic Vitality Division, with daily operations being supervised by the Parking Manager, employees of this classification are responsible for performing routine duties in the enforcement of the City of Flagstaff's parking regulations.

ADMINISTRATIVE DUTIES
· Supervisory:  This job does not have formal supervisory responsibilities.
· Budgetary:  This job does not have budgetary responsibilities, but carries out day-to-day activities within approved budget.
· Strategic Planning:  This job does not have strategic planning responsibilities, but carries out day-to-day activities in order to reach the stated goals and objectives.
· Policies/Procedures:  This job carries out day-to-day activities in accordance with established policies and procedures.
· Compliance:  This job has partial responsibility at the program level (follows, assists in ensuring compliance with, and may enforce) Federal, State, and Local laws, rules, and regulations as well as City policies and procedures.
· Council Communications:  This job carries out day-to-day activities in accordance with Council’s adopted priorities and direction.
· Reporting:  This job has partial responsibility at the program level for reporting to Federal/State/Local agencies including ticket information for adjudication.

EXAMPLES OF THE WORK PERFORMED (ILLUSTRATIVE ONLY)
· Provides excellent customer service to both internal and external customers. Act as an ambassador of ParkFlag and the City of Flagstaff ensuring a positive customer experience. 
· Patrols the City of Flagstaff downtown business district by foot and vehicle to enforce the city's parking regulations.
· Issues citations to violators of the parking regulations.
· Answers inquiries from the public concerning the city's parking regulations, and directs citizens to the proper authorities for disposition of complaints or inquiries, if necessary.
· Reports any suspicious activities to commissioned officers.
· May provide traffic control assistance to regular officers as assigned or needed in connection with special or emergency situations.
· Utilizes ParkFlag’s NuPark system to issue parking citations in accordance with the Comprehensive Parking Management Program.
· Appears and testifies in administrative hearings on parking tickets, as required.
· Follows up on abandoned vehicle reports and arranges to meet with city contracted towing companies for removal of the vehicles.
· Use handheld tools, including wrenches, locks, and devises such as wheel clamps (boots). Installs wheel clamps on vehicles, as necessary. 
· May perform general maintenance on pay-to-park equipment.
· Operate a handheld tablet computer on a regular basis in varying weather conditions.
· Performs related duties as required.

MINIMUM REQUIREMENTS
· High school diploma or G.E.D.
· Must possess, or obtain upon employment, a valid Arizona driver’s license.
· Or any combination of education, experience, and training equivalent to the above Minimum Requirements. 

DESIRED EXPERIENCE AND TRAINING
· 1-3 years clerical experience, including typing and data entry.
· Ability to learn and apply general maintenance procedures for digital meter equipment.

OTHER REQUIREMENTS
· Regular attendance is an essential function of this job to ensure continuity.
· Must recognize and accept the expectation of ethical and law-abiding behavior in both professional and personal life, as an example to the public you serve.
· Ability to walk parking control routes on a sustained basis, sometimes under adverse weather conditions.
· Willingness and ability to submit to, and pass, an extensive police background check, including a lie detector and pre- and post- employment drug screening.
· Ability to become certified by ACJIS for computerized inquiries on vehicle registrations.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES (ILLUSTRATIVE ONLY)
· Knowledge of parking regulations and related laws of the City of Flagstaff, or the ability to acquire this knowledge rapidly.
· Ability to consistently and fairly enforce the City's parking ordinance.
· Some knowledge of the geography of the City of Flagstaff. 
· Ability to understand and carry out oral and written instructions.
· Ability to deal courteously but firmly with the general public.
· Ability to walk prescribed routes on a sustained basis.
· Ability to accurately fill out and process all paperwork associated with parking citations and abandoned vehicles.
· Ability to thoroughly learn and follow the rules and regulations of the Police Department.
· Ability to type and perform data entry into computer systems.
· Ability to establish and maintain effective working relationships with other employees, superiors, and the general public.

PHYSICAL REQUIREMENTS AND WORKING ENVIRONMENT
· While performing the duties of this job, the employee is frequently required to stand, walk, sit, use hands to finger/handle/feel, and reach with hands and arms. This position is occasionally required to sit, climb or balance, stoop, kneel, crouch or crawl, and is regularly required to talk or hear.
· The position is frequently required to lift up to 10 lbs., and occasionally required to lift up to 50 lbs.
· Specific vision abilities required by this job include close vision, distance vision, peripheral vision, depth perception and ability to adjust focus. 
· Working conditions include frequently working in outdoor weather conditions, including exposure to road and vehicle hazards, and engaging in difficult public interactions. This position is occasionally exposed to fumes or airborne particles, and is regularly exposed to wet or humid conditions.
· The noise level in the work environment varies from moderate to loud.

CLASSIFICATION INFORMATION
· Range 04, A-1-3, FLSA non-exempt.

PRE-EMPLOYMENT PHYSICAL REQUIREMENTS
· Physical
· Polygraph
· MMPI-2
· Fingerprint background screening
· Non-regulated Drug Screening
· BAT
· Human Performance Evaluation

TO APPLY ONLINE:
In order to apply for this position you will have to fill out a City of Flagstaff application on our website. Visit our website to apply or for more information on this position and other opportunities. You will find complete job descriptions, requirements and application information at: http://www.flagstaff.az.gov/jobs

NOTE: Applications are due to the Human Resources department by 4PM on the closing date regardless of the postmarked date.

TO APPLY IN PERSON:
Applications are available and can be turned in at: 211 W. Aspen Ave., Flagstaff, AZ 86001
Call our general information line at (928) 213-2090 or (800) 463-1389 to request an application by mail. Fax your resume to (928) 213-2089 or E-mail: human.resources@flagstaffaz.gov 

Additional information about current and open job vacancies can also be found by calling our job line at (800) 463-1389.

The City of Flagstaff is an Equal Opportunity/Affirmative Action employer.  
All qualified applicants will receive consideration for employment without regard to race, color, 
religion, sex, national origin, disability, age, or protected Veteran status.

AmeriCorps, Peace Corps and other national service alumni are encouraged to apply.

Paid Holidays • Paid Vacation Days • Paid Sick Days • Health/Dental/Life/Vision Insurance
