
POSITION DESCRIPTION 

POSITION: Parking Control Officer DATE:  

INCUMBENT:    

DEPARTMENT:  Municipal Court  REPORTS TO: Court Administrator 

POSITION PURPOSE: 
 

The primary duty of the Parking Control Officer is to issue citations pursuant to municipal code 

ordinance violations in the enforcement of overtime parking in business districts. Parking 

Control Officers are part of Municipal Court, which is responsible for managing and operating 

the City’s parking control and enforcement efforts, including all revenue collection, and 

hearings related to parking violations. 

ESSENTIAL FUNCTIONS: 
1.  Enforce municipal parking ordinances by patrolling City streets and municipal properties. 

(Daily)   

2.  Patrols an assigned area of the City to observe automobiles, motorcycles, commercial 

vehicles and other vehicles for parking violations; enforces related local regulations and 

ordinances and State vehicle code laws.  (Daily) 

3.  Chalking tires of vehicles, recording information and issuing parking tickets, within 

designated timeframes. (Daily) 

4.  Complete data required for citations including but not limited to code sections violated, time, 

date and location of offense, vehicle plate number and/or vehicle identification number.  

(Daily) 

5.  Answer a wide variety of questions from the public regarding parking and related parking 

ordinances; interacts with hostile and irate parking violators; responds to complaints from 

the public.  (As needed) 

6.  Must possess organizational skills to work independently and be self-directed to carry out 

performance of tasks to meet deadlines without reminder.  (Daily) 

7.  Appear in court at hearings regarding contested traffic citations. (As needed) 

8.  Perform other duties as assigned.  (As needed) 

ESSENTIAL PHYSICAL FUNCTIONS & ENVIRONMENTAL DEMANDS: 
 

In a typical eight hour day: 1-33% 34-66% 67-100% 

 Occasional  Frequent Continuous 

 Exposure Exposure Exposure 

Extreme Environmental Conditions  X  

Excessive noise/vibration  X  

Fumes/Odors  X  
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In a typical eight hour day: 1-33% 34-66% 67-100% 

 Occasional  Frequent Continuous 

 Exposure Exposure Exposure 

Dust/Dirt  X  

Gasses X   

Chemical agents X   

Mechanical and/or electrical hazards X   

Sharp tools/instruments X   

Hot material X   

Fire hazards X   

Cramped quarters X   

Heights X   

Lift/Carry    

Up to 10 lbs. X   

10-20 lbs. X   

21-50 lbs. X   

51-100 lbs. Tandem Tandem Tandem 

Over 100 lbs. (never) Tandem Tandem Tandem 

Pushing / Pulling    

Up to 10 lbs. X   

10-20 lbs. X   

21-50 lbs. X   

51-100 lbs. Tandem Tandem Tandem 

Over 100 lbs. (never) Tandem Tandem Tandem 

Climbing    

Ladder X   

Steps  X  

Other X   

Lower Extremities    

Squatting X   

Crawling X   

Kneeling X   

Balancing  X  

Bending at waist  X  

Twisting  X  

Foot Movements    

Right   X 

Left   X 

Reaching    

At shoulder level X   

Above shoulder level X   

Below shoulder level   X 
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In a typical eight hour day: 1-33% 34-66% 67-100% 

 Occasional  Frequent Continuous 

 Exposure Exposure Exposure 

Hand / Wrist Motions    

Grasping   X 

Repetitive   X 

Fine Manipulating X   

Speaking Requirements  X  

Hearing Requirements   X 

Sight requirements    

20 inches or less  X  

20 feet or more   X 

Color Vision  X  

Other    

Sitting X   

Standing   X 

Driving  X  

Walking   X 

Uneven terrain  X  

Personal Protective Equip. X   

Pursue/run    

 

NATURE AND SCOPE: 

 

The Parking Control Officer reports to the Court Administrator.  The Court Administrator 

receives direction from the City Attorney who receives direction from the City Manager.  This 

position functions in an area where accuracy, timeliness and public relations are of utmost 

importance. 

 

Challenges inherent in this position are working with individuals who may become irate, 

defensive, and argumentative.  As a result, performance may be measured in part by the 

effectiveness of Municipal Court in carrying out its mission and purpose, to uphold municipal 

ordinances, and assure high quality of records.   

 

 

KNOWLEDGE, SKILL AND ABILITY: 

 

 Knowledge of administrative and clerical procedures and systems for managing files and 

records, and other office procedures and terminology.  

 Knowledge of relevant equipment, policies, procedures, and strategies to promote 

effective local enforcement of the City’s parking regulations. 

 Ability to comprehend knowledge of laws, legal codes, court procedures, government 

regulations, as it relates to this position.  Capability to use that knowledge to issue 

citations for traffic and other code violations. 
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 Ability to maintain a valid driver’s license. 

 Ability to communicate in English language, orally and in written form with the general 

public and staff members using proper grammar, punctuation and spelling.   

 Ability to use standard business writing practices and report preparation. 

 Ability to exercise independent judgment performing parking control enforcement 

duties in completing required reports. 

 Ability to provide own transportation to and from work, as well as during the work shift 

from one job location to another. 

MACHINES/EQUIPMENT: 

 

Personal computer and related software applications; copier, printer, fax machine; calculator; 

hand-held ticketing system, and any other hardware/software needed to perform the functions 

of the position. 

 

PHYSICAL DEMANDS/ENVIRONMENTAL CONDITIONS: 

 

Physical exertion involves various combinations and varying degrees of walking, standing, 

sitting, bending, stooping, kneeling and crouching for extended periods of time for up to 8 hours 

per shift. Ability to work in extreme weather conditions, traverse irregular terrain for extended 

periods of time to enforce parking violations. 

 

EDUCATION/EXPERIENCE: 

 

High school diploma or GED required. 

 

SUPERVISION: 

 

This position works independently with occasional supervision. 

 

 

APPROVED BY:  ____________________________________ DATE: _____________ 

     Department Head or Designee 

 

 

APPROVED BY: _____________________________________ DATE: _____________ 

   Director of Human Resources or Designee 

 

 

APPROVED BY: _____________________________________ DATE: _____________ 
              City Manager or Designee 

 

 

ACCEPTED BY: _____________________________________ DATE: _____________ 
   Incumbent 


