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:	March 29, 2019
Vacancy No:	039-19
Position Title:	Property Control Coordinator
Division / Section:	Police / Support Services
Position Status:	Full Time; FLSA Non-Exempt; Tenure & Benefit Eligible
Work Week:	Monday – Friday; Hours 8am – 5pm
Salary Range:	$15.6219 Per Hour
Closing Date:	April 12, 2019

Actively supports and upholds the City’s stated mission and values. Under direct supervision of the Police Special Services Supervisor, performs non-commissioned police support duties associated with the maintenance of police vehicles, property, procurement of all office supplies/equipment, and department assets.

ADMINISTRATIVE DUTIES
· Supervisory: This job does not have formal supervisory responsibilities.
· Budgetary: This job has partial responsibility for budgeting at the program level including making on-the-spot decisions for equipment repair expenses and estimating costs to provide supervisor with recommendations on repairing vehicles versus purchasing new vehicles.
· Strategic Planning: This job has partial responsibility for strategic planning at the program level including making decisions on which vehicles have expended their life expectancy and assisting supervisor with 15-year plan for vehicles. 
· Policies/Procedures: This job has partial responsibility for policies and procedures at the program level including making recommendations on new policies and procedures for equipment and safety of the patrol fleet. 
· Compliance: This job carries out day-to-day activities in accordance with 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 does not have duties related to reporting to Federal/State/Local agencies.  

EXAMPLES OF THE WORK PERFORMED (ILLUSTRATIVE ONLY)
· Provides excellent customer service to both internal and external customers.
· Prioritizes and completes repairs and preventative maintenance on automobiles, equipment, and facilities to reduce the amount of fiscal expense and downtime.
· Coordinates repairs and preventive maintenance with the vehicle shop, body shop, radio shop and other repair facilities or outside vendors.
· Reviews daily vehicle status reports and takes responsibility to arrange installations, removals and repairs in a timely manner.
· Delivers, or arranges for deliveries of commodities from the central warehouse and outside vendors.
· Monitors and coordinates police equipment transferred between vehicles.
· Completes and maintains paperwork associated with vehicle repair and maintenance. Enters data in Records Management System relating to all vehicle repairs and maintenance.
· Performs routine store keeping duties such as shipping/receiving, labeling, storing, issuing, reordering, billing, and inventorying police commodities and equipment.
· Conducts audits to ensure commodities on hand match purchasing records.
· Coordinates with the Purchasing Division regarding auctioning of surplus property, and prepares all property for proper disposition.
· Coordinates property matters with the Police Department, Finance, Purchasing, and the City warehouse.
· Transfers evidence items to the City landfill for proper disposal.
· Coordinates proper disposal of department paperwork.
· Maintains computerized records.
· Utilizes Naviline software to create Blanket Purchase Orders, Field Purchase Orders, and procurement card purchases. 
· Monitors and troubleshoots the Mobile Data Terminals in patrol vehicles to ensure security and performance.
· Performs related duties as required.

MINIMUM REQUIREMENTS
· High school diploma or G.E.D.
· One year of experience with basic maintenance skills.
· One year of experience with basic automotive repair experience. 
· Or any combination of education, experience, and training equivalent to the above Minimum Requirements. 

DESIRED EXPERIENCE AND TRAINING
· Valid Arizona driver’s license and motorcycle endorsement.

OTHER REQUIREMENTS
· 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.
· Regular attendance is an essential function of this job to ensure continuity.
· All Emergency Service Employees shall maintain their principal residence within the state boundaries of Arizona. All Emergency Service Employees, except those holding a position in Fire, will arrive at the assigned or emergency work location within one (1) hour from notification to report to duty.
· Incumbents of this position are subject to pre-employment drug screening, and post-employment random, post-accident, and reasonable suspicion drug/alcohol screening.
· Must have the ability to be contacted and respond immediately to emergency call-outs.
· Ability to pass an extensive police background check, including a polygraph screening.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES (ILLUSTRATIVE ONLY)
· Language Skills: Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals. Ability to write routine reports and correspondence. Ability to speak effectively before groups of customers or employees of organization.
· Mathematical Skills: Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference, and volume. Ability to apply concepts of basic algebra and geometry.
· Reasoning Ability: Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.
· Understanding of automobile preventative maintenance scheduling and needs.
· Ability to perform minor maintenance jobs on police vehicles and the police facility.
· Skill in prioritizing work.
· Ability to learn and adopt departmental procedures and regulations associated with the handling of police property and equipment.
· Ability to understand and follow oral and written instructions.
· Ability to plan, organize, schedule, and coordinate property management and vehicle maintenance in such a manner as to require minimal supervisory intervention.
· Ability to properly and professionally acquire, purchase, receive, store, inventory, and issue police property.
· Ability to establish and maintain effective working relationships with police personnel and other City departments.
· Ability to maintain the confidentiality of police related matters.
· Ability to maintain Police Department assets.

PHYSICAL REQUIREMENTS AND WORKING ENVIRONMENT
· While performing the duties of this job, the employee is frequently required to stand, walk, use hands and fingers to feel or handle; reach with hands and arms, climb and balance, stoop, kneel, crouch, or crawl, and talk or hear. The employee is occasionally required to sit.  
· The employee must frequently lift and/or move up to 100 pounds.
· There are no special vision requirements for this position.
· Working conditions frequently include work near moving mechanical parts and outdoor weather conditions; regularly include exposure to fumes and airborne particles; and occasionally include work in high places, exposure to caustic or toxic chemicals, risk of electric shock, and vibration.
· The noise level in the work environment is usually: moderate.

CLASSIFICATION INFORMATION
· Range 5, B-2-1, FLSA non-exempt.

PRE-EMPLOYMENT PHYSICAL REQUIREMENTS
· PHYSICAL, POLYGRAPH, FINGERPRINTS, HPE, NON-REGULATED DRUG AND ALCOHOL TEST 

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.
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