Parking Clerk







Dukes County, MA 




Position Purpose: Responsible for the administration of the parking control program for the County of Dukes towns of Tisbury, Oak Bluffs, Edgartown, Aquinnah, Chilmark and West Tisbury. Directs and manages two seasonal staff members including the Administrative Clerk and the Seasonal Hearing Officer. Responds to questions about parking violations. Maintains extensive knowledge of the local parking ordinances regulations and Massachusetts General Laws Chapter 90, Sections 20A h - 20E. Resolves disagreements through an adjudication process. Deters illegal parking by collecting parking violation fines. Provides a range of administrative and clerical support services regarding the operation of the Parking Clerk's office. Performs all similar or related duties. 
Essential Functions:

(The essential functions or duties listed below are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.)

· Plans and organizes the workload of the office; supervises, trains, motivates and evaluates seasonal staff; reviews progress and directs changes as needed.

· Processes tickets and payments in the Parking Ticket Program.
· Reconciles on-line and credit card ticket payments.

· Prepares warrants for payment of ticket revenue to towns.

· Classifies and codes payments for credit to proper account. Prepares bank deposits and reconciles statement.
· Prints and processes notices for hearings 3 times per year.

· Communicates with island police departments regarding purchasing parking tickets, parking ticket handheld devices, and parking ticket submission for entry. Orders tickets with updated parking fine information for each town. Invoices each town for annual ticket orders.

· Attends meetings of each town's board of selectmen to communicate current practices for parking ticket fines. Writes annual report for each town.

· Provides assistance to general public regarding parking ticket payments, complaints, and appeals.

· Attends required training seminars to stay abreast of changes in state, local laws, and regulations and operating procedures.  \

· Is the hearings officer.
· Schedules parking ticket hearings with the seasonal hearings officer for overdue tickets biannually per fiscal year or more frequently.

· Accesses Registry of Motor Vehicles (RMV) data base to release registrations in nonrenewal status after customers have paid outstanding parking tickets.

· Researches motor vehicle plate information on RMV to verify ticket information.
· Communicates with software vendor for processing, maintenance and fees.

· Works with software vendor to obtain notices and ticket payments of out-of-state vehicles.

· Prepares with the Treasurer yearly budget for the Parking Clerk's department. 
· Performs similar or related work as required, directed or as situation dictates.
Recommended Minimum Qualifications:

Education, Training and Experience:

Associates Degree or equivalent in Business or related field or two to three (2-3) years of municipal experience or any equivalent combination of related education, training and experience that enables performance of all essential functions of the position.  
Special Requirements:

Registry of Motor Vehicles Training Approval 
A valid Massachusetts driver’s license. 
Training to maintain high level of confidentiality
Knowledge: Thorough knowledge of state and municipal regulations, laws, and rules pertaining to governing the Martha’s Vineyard office. Knowledge of technology including software applications for word processing, excel, report creation systems, accounting systems and presentation software. Knowledge of the internet. Knowledge to maintain privacy due to access to extremely confidential data in Commonwealth of Massachusetts’ Registry of Motor Vehicle (RMV) database. Knowledge to manage department budget. Knowledge of management procedures and supervising methods to direct and manage staff. Extensive knowledge of the local parking ordinances regulations and Massachusetts General Laws Chapter 90, Sections 20A h - 20E.
Ability:  Ability to remain calm, concentrate and perform all responsibilities in a competent manner at all times. Able to communicate effectively and efficiently verbally, in email, and in writing at all times. Ability to enter data, create and generate reports on software applications, and process warrants to towns for monthly collections. Ability to work effectively under time constraints to meet deadlines. Ability to establish and maintain effective working relationships with the Town Halls, other county personnel, police departments, the Registry of Motor Vehicles, internet/software providers and the general public. Ability to treat individuals with dignity, fairness, sensitivity, and compassion. Ability to manage on-line internet payment program.
Skill:  Microsoft Office or similar software application systems, accounting, bookkeeping and record keeping skills. Skill to manage staff. Skill to manage budgets. Excellent customer service skills. Proficient skills to resolve complaints, and manage customer interactions that may be hostile, where customers may behave in an uncooperative manner or may be uninformed.  
Physical Requirements:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

This position is frequently required to talk, and hear; uses hands to finger, handle, feel or operate objects, tools, or controls, and reach with hands and arms as in physically picking up files, papers and other common office objects. This position often sits and occasionally stands, walks, stoops, crouches, and crawls. This position must occasionally lift and/or move objects weighing up to 30 pounds such as books, supplies, etc. This position must possess the ability to operate a keyboard.  Vision and hearing at or correctable to normal ranges. Ability to operate motor vehicle to transact business.
Supervision:
Supervision Scope: Appointed by each town’s Board of Selectmen. Uses initiative to carry out recurring assignments independently and without specific instruction.  Performs various duties requiring a thorough knowledge of departmental operations, Motor Vehicle rules, regulations, and County laws, and the exercise of considerable judgment to independently complete assigned tasks, and to analyze the facts or circumstances surrounding issues not clearly defined by established procedures. 

Supervision Received: Under administrative supervision of the County Treasurer.   

Supervision Given:   The employee manages and supervises the Seasonal Hearing Officer and the Data Entry Clerk. 
Work Environment:
· Administrative work is performed in a moderately noisy office setting; and in a setting where work is near moving mechanical parts when repairing jams in parking ticket machines. 
· Regularly operates a computer, telephones, copier, scanner, facsimile machine, and other standard office machines. Regularly utilizes a motor vehicle.
· Interacts frequently with police departments, Town Halls, other county personnel, police departments, the Registry of Motor Vehicles, internet/software providers and the general public. Contacts are made in person, via telephone, in email, and in writing, requiring patience, tact, and discretion. Contacts also require a moderate level of persuasiveness and resourcefulness to influence the behavior of others.

· Has access to highly confidential and extremely sensitive information about the general public the disclosure of which would cause a significant breach of trust and seriously damage the reputation of the County.

· Errors in judgment could result in missed deadlines, poor judgement could result in monetary losses, or legal repercussions. 
(This job description does not constitute an employment agreement between the employer and employee, and is subject to change by the employer, as the needs of the employer and requirements of the job change.)
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