CITY OF KETCHUM

JOB DESCRIPTION

JOB TITLE:
Senior Community Service Officer



DATE LAST REVISED:  3/23/2021
DEPARTMENT:  
Administrative Services
JOB SUMMARY

Responsible for the compliance of City ordinances and provision of community services to members of the public.  This position will serve as the team lead.
DUTIES AND RESPONSIBILITIES

Essential

· Enforces city municipal code including encroachments, noise, parking, signage, dark skies, weed abatement and adherence to construction site management plans.
· Applies and enforces City and State parking laws by issuing parking citations.  
· Enforces Ketchum animal control ordinance by assisting with animal control duties.

· Performs vehicle parking surveys by counting cars at designated locations.

· Performs data entry by entering citations into computer. 
Additional

· Work with the city towing contractor for processing abandoned vehicles while adhering to legal procedures.

· Direct vehicle traffic for special events and traffic accidents, as needed.

· Performs other duties as assigned.

QUALIFICATIONS

Essential

· Position involves heavy lifting related to animal control duties. 

· Physical ability to walk around downtown to perform parking and code enforcement duties.

· Manual dexterity to operate office machines. 
· Position requires mobility in external working environment under adverse conditions.

· Must deal effectively with people of diverse backgrounds.

· Must be able to pass a criminal background check.

· Ability to express ideas orally, and in writing in a clear, concise manner, and to follow oral instructions.

· Ability to act appropriately in stressful situations while dealing effectively and maintaining composure.

· Ability to read and write, and to perform basic math.

· Ability to gain knowledge in state and city parking laws.

· Valid Idaho drivers license.

MACHINES OPERATED

· Automobiles and light-duty equipment (signs, trailers, etc.).

· Office machines (i.e., telephone, copy machine, keyboard, etc.).

