
CITY OF AMES
invites applications for the position of:

Parking Enforcement Coordinator

An Equal Opportunity Employer

SALARY: $23.53 - $33.56 Hourly
$48,943.86 - $69,812.29 Annually

OPENING DATE: 10/09/17

CLOSING DATE: 10/30/17 05:00 PM

GENERAL INFORMATION:
The City of Ames Police Department is currently conducting an open recruitment to establish a Civil Service
eligibility list for Parking Enforcement Coordinator. The list will be valid for up to one year from the date of
certification by the Ames Civil Service Commission and may be used to fill one or more vacancies in this
classification. In addition, City of Ames Civil Service employees who have previously held Civil Service
status in this classification and are interested in voluntarily demoting or laterally transferring into the
current vacancy must submit their application by the deadline indicated.

Under direction, this position engages in routine parking enforcement, traffic direction, funeral escorts,
prisoner transport, responds to community service calls that do not require a sworn police officer, and
other police department support functions. Also provides administrative functions within parking division;
oversees scheduling and operations of part-time temporary employees; reviews parking ticket appeals and
complaints, logs special circumstances and legal interpretations of parking requirements; and performs
other duties as required.

EXAMPLES OF ESSENTIAL JOB FUNCTIONS:
Performs a variety of routine and moderately complex clerical and administrative work in keeping official
records. Provides support to command staff, and assists in the administration of the standard operating
policies and procedures of the parking enforcement division. Provides administrative supervision to parking
division to include: making effective recommendations in the hiring, termination, discipline, evaluation,
training, work assignment and checking of work for part-time employees and applicants. Assists with
training and scheduling of Community Safety Officers. Patrols assigned areas either on foot, bicycle, or in a
vehicle and issues tickets for parking violations. Assists with maintenance of equipment, vehicles, and
uniforms. Promotes use of safety equipment and compliance with policies and procedures. Performs routine
clerical and administrative work in answering phones, receiving the public, and providing customer
assistance. Answers in-coming calls and routes callers or provides information as required. Responds to
inquiries or complaints from employees, citizens, and others and refers, when necessary, to appropriate
persons concerning parking enforcement. Researches and prepares detailed reports, statistical or
otherwise, concerning parking division activities as directed by command staff. Remains current on new
legal and technical developments concerning parking and traffic control. Audits and sorts tickets, compiling
statistics for reports requested by supervisor. Works closely with other City departments and with public
and private entities to resolve parking and transportation issues.

Other Job Functions:
Reports parking meter defects to superiors. Responds to calls that do not require a sworn police officer
such as assisting with traffic direction, funeral escorts, minor accidents, animal control duties, and initiating
incident reports on minor incidents such as vandalism, theft, etc. Testifies in court regarding parking
violations and other incidents witnessed.

Each employee is expected to continually strive to bring shared values to life through the City's Excellence
Through People organizational culture. ETP values include committing to continuous improvement, inspiring
creativity and innovation, being customer driven, making data-driven decisions, championing employee
involvement, striving for excellence, having fiscal stewardship, acting with honesty and integrity, exhibiting
leadership, choosing a positive attitude, respecting one another, promoting safety and wellness, and
cultivating teamwork. For leaders, this includes creating a work culture that brings these values to life. For
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all employees, this also includes maintaining a Total City Perspective. The purpose of ETP is to deliver
exceptional service to the public at the best price, and for employees to experience an enjoyable and
stimulating work environment.

QUALIFICATIONS:
Education and Experience: Associate's Degree and some experience handling and resolving customer
complaints or enforcement activities, reporting and management, and workforce scheduling are required.
Experience in supervisory or leadership assignments and/or working with law enforcement agencies/officers
/personnel, prisoner management/safety, transport and delivery; traffic and parking, interdisciplinary
problem solving; and/or radio communications are all preferred, but not required.

**Preference may be given to applicants possessing qualifications above the minimum.**

Licenses and Certificates: Valid US driver's license, required. If candidate possesses an out of state
driver's license, they must be able to obtain an Iowa driver's license within 30 days of employment.

Residency Requirements:
Must reside within an area bordered by State Highway 65 on the east, County Road R-27 north of Boone
and Des Moines River South of Highway 30 on the west, Story County line on the north, and Polk County
Road F-22 on the south. Communities intersected by the borderlines are within the area.

Knowledge, Skills, and Abilities: Knowledge and ability to operate vehicles, two-way radios, parking
control equipment, and computers. Knowledge and ability to perform supervisory and personnel functions
and fiscal administration of the position. Ability to gather and analyze data relating to parking operations.
Ability to effectively communicate, both orally and in writing, with department personnel and the public.
Ability to maintain a strong and visible commitment to integrity and fairness. Working ability to handle
situations firmly, courteously, tactfully, and impartially; working ability to use good judgment in evaluating
situations, problem solving, and making sound decisions. Some knowledge of the community's street
layout or a commitment to learn it. Knowledge of City parking ordinances. General knowledge of Police
Department policies and procedures.

Ability to prepare routine reports on parking enforcement activity, perform routine review of part-time
employee productivity, respond to public complaints and concerns about parking enforcement actions, and
provide basic supervision and scheduling of part-time, temporary employees. Ability to maintain a record of
special circumstances and local legal department interpretations of the City's parking ordinances.

Ability to understand and follow verbal and written instructions; ability to walk for extended periods of time
under adverse weather conditions; ability to respond tactfully and calmly to citizens during enforcement
and explanation of City policy and regulations; ability to write quickly and legibly. Ability to accurately
complete tickets and other forms. Ability to establish and maintain effective relationships with supervisors,
coworkers, employees and the general public. Ability to work during special events as needed.

Ability to adhere to policy and legal constraints on the scope of work.

SUPPLEMENTAL INFORMATION:
Work Hours: Will vary based on need for parking enforcement and other city events outside of normal
City Hall business hours.

General Physical Characteristics: Requires sitting and/or driving approximately 50% of the time and
standing and/or walking approximately 50% of the time (including walking for extended periods of time
under adverse weather conditions). Requires the exertion of under 10 pounds of force routinely, the
exertion of 10 to 50 pounds of force occasionally, and the exertion of over 50 pounds of force infrequently,
to lift or otherwise move objects.

Vision Requirements: The minimum standard for use with those whose work deals largely with preparing
and analyzing data and figures, accounting, transcription, computer terminal, extensive reading. Vision
must also be sufficient for safe driving.

Required Physical Activities: Reaching, standing, walking, pushing, pulling, lifting, grasping, feeling,
talking, hearing, repetitive motions and manual dexterity.
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Environmental Conditions: The worker is subject to both inside and outside environmental conditions
and includes exposure to extreme heat and extreme cold. The worker is also required to work in darkness
or under poor lighting conditions.

Examples of Equipment Used on the Job: Telephone, computer and related office equipment. Printed
materials such as reports, forms, lists, maps, and code book. Office equipment including writing
instruments, staplers, folders, and files. Reference manuals and reference documents. Motor vehicle,
two-way radio, electronic ticket writing machine, AED, safety vests and traffic safety equipment.

Selection Process:
The selection process consists of an evaluation of education and experience; on-site oral board interview,
which will include a written exercise and interactive job function exercise; final interview with the Chief of
Police; an extensive law enforcement background investigation (including criminal history, sex offender
registry check, financial and employment verification); and physical exam (including a drug test). All
candidates will be notified by email of their application status.

The Civil Service Score will be determined by the combined scores of the oral exam and the written
exercise.

NOTE: Persons with disabilities must submit requests for ADA testing accommodations to the Human
Resources Department prior to the application deadline.

E-Verify Process:
The City of Ames participates in E-Verify and will provide the Social Security Administration (SSA) and, if
necessary, the Department of Homeland Security (DHS), with information from each applicant's Form I-9
to confirm work authorization. All candidates who are offered a position with the City of Ames must
complete Section 1 of Form I-9 along with the required proof of their right to work in the United States and
proof of their identity prior to starting employment. Please be prepared to provide required documents as
soon as possible after the job offer has been made. For additional information regarding acceptable
documents for this purpose, please contact Human Resources at 515-239-5199 or go to the US Citizenship
and Immigration Services web page at: http://www.uscis.gov.

The City of Ames is an Equal Opportunity/Affirmative Action employer. All qualified applicants will receive
consideration for employment without regard to race, color, creed, age, religion, sex, sexual orientation,
gender identity, genetic information, ancestry, national origin, marital status, disability, or protected
veteran status and will not be discriminated against. Inquiries can be directed to the Human Resources
Department at 515-239-5199.

APPLICATIONS MUST BE FILED ONLINE AT:
http://www.cityofames.org/jobs

OUR OFFICE IS LOCATED AT:
515 Clark Ave
Ames, IA 50010
515-239-5199
hr@cityofames.org

An Equal Opportunity Employer

Job #17-2231-01
PARKING ENFORCEMENT COORDINATOR

KH
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Parking Enforcement Coordinator Supplemental Questionnaire

* 1. Do you have a valid US driver's license?

 Yes     No

* 2. Would you be able to obtain an Iowa driver's license within 30 days of employment?

 Yes     No

* 3. This position involves frequent interaction with the public in evaluating parking complaints and
citation appeals. Please provide a short overview of your experience in working with the public. If this
experience involves receiving or managing complaints, please also describe the nature and extent of
this experience.

* 4. Provide an overview of the process you would use or the steps you would take to respond to
complaints from the public.

* 5. This position requires some ability to analyze information and provide various summaries and reports
to stakeholders. Please provide an overview of your experience and training with this type of analysis
and reporting.

* 6. Scheduling and organizing part-time employees is part of the responsibility of the person in this
position. Please provide a short overview of your experience with this or similar
logistical/organizational tasks. Briefly identify the barriers or challenges you had to overcome in order
to be successful.

* Required Question
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