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Job Overview
Job Title 16348 FLSA Status Exempt

Job Code Supervisor-Community Service Guards| & CElLR e ‘ October 26, 2010

Department Parking and Transportation Revision Date
Position Details

Under moderate supervision, enforces University parking regulations and policies by
leading and/or supervising Community Service Guards. Ensures satisfactory
delivery of services to constituents.

Purpose

Manages and/or coordinates the presentation and dissemination of pertinent
information intended for visitors to the university. Provides directions or other
information upon request of faculty, staff, students or visitors.

Responsible for supervising assigned staff; coordinates and schedules the work
assignments of designated personnel ensuring adequate staffing levels and plans
for peak periods.

Responsible for the security and safety of equipment, and property.

Manages all aspects of the campus motor assist program.

Trains and advises employees of department policies and procedures and
recommends changes to management.

Duties and
Responsibilities

Investigates and responds to complaints.

Prepares reports and daily logs.

Patrols parking areas to ensure adherence of University parking regulations and
looks for suspicious activity in parking areas, garages, and other University
property. Writes and issues citations or warnings to vehicles, including bicycles, in
violation of University parking or traffic regulations.

Assists motorists periodically with such things as flat tires, keys locked in car or
battery jump-starts via Campus Motor Assist Program.

Performs lot checks, lot utilization studies, lot surveys and maintenance reports.

Appears before Parking Appeals Committee on contested citations.




Oversees general preventative maintenance on departmental vehicles and
equipment.

May require flexible work schedules.

Knowledge of all Microsoft Office software and able to learn and use institutional
software systems.

Complies with all State and University policies.
Other duties may be assigned.

Supervisory Responsibilities: Carries out supervisory responsibilities in accordance
with the organization's objectives, policies and applicable laws.

Duties and Applicant must have reached their 21st birthday on date of employment.

Responsibilities
Continued

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.

The work environment
characteristics described her
are representative of those an
employee encounters while
performing the essential
functions of this job.
Reasonable accommodations
may be made to enable
individuals with disabilities to
perform the essential functions.

While performing the duties of this job, the
employee is must occasionally sit, climb or
balance, and stoop, kneel, crouch, or crawl.
The employee is required to stand, walk
Physical long distances, use hands to feel; reach Work

ith hand d ; and talk or hear. Th . : : :
Demands \évrlnplo?/gesni?st i::T:sizaalls Iiftotrjp?;\?\ij/ore Environment W.h".e performing the d_utles of
this job, the employee is

move up to 50 pounds. Must be able to ;

operate a bicycle on pavement, on uneven occasionally exposed to cold,

terrain, and up and down hills. Be able to wet, hot or humid conditions;
the employee is regularly

push a meter collection cart that can weigh
up to 50 pounds. Must be able to carry and exposed to outdoor weather
conditions while carrying

install “boot” equipment that weighs a
minimum of 30 pounds without assistance. .

appropriate trade tools. The
noise level for the work

Must be able to maneuver traffic barricade
equipment of various weights, types, and

sizes used to barricade streets and/or environment ranges from
parking lots or parking spaces. moderate to loud.




Qualifications

High school diploma or general
education degree (GED).

Four years of experience
working with public in security
procedures, parking
enforcement, or related
experience; or equivalent
combination of education and
experience.

Minimum Minimum
Education Experience
Required Required

Knowledge of two way radio
and basic security

Preferred Preferred procedures.

Education Experience
Required Required

Core Competencies

Knowledge
Responsiveness
Accountability
Customer Services

Analytical Thinking
Prioritization
Problem Solving
Completion of Job Assignments

Quality of Work Productivity

Accuracy Works Independently
Commitment Initiative/Proactive
Adaptability

Collaboration

Trustworthiness Interpersonal Skills

Reliability Dependability Teamwork Networking
Supportive c ne

Integrity Cémrr;gglctg ion
Attendance ontribution

Position Specific Competencies

Equal Opportunity/Affirmative Action Statement

The University of Texas at El Paso is an Equal Opportunity / Affirmative Action Employer. The University does not discriminate on the
basis of race, color, national origin, sex, religion, age, disability, genetic information, veteran status, or sexual orientation and gender
identity in employment or the provision of services.

Note: The primary accountabilities above are intended to describe the general content of and requirements of this position and
are not intended to be an exhaustive statement of duties. Incumbents may perform all or some of the primary accountabilities
listed above. Specific tasks or responsibilities will be documented in the incumbents’ performance objectives as outlined by the
incumbents’ immediate supervisor or manager. This position is security-sensitive and subject to Texas Education Code §51.215,
which authorizes the employer to obtain criminal history record information. Must possess a valid driver’s license issued by the
State where the applicant resides and must be insurable as defined in the UT System BPM 16-05-02, as applicable to the
performance of essential duties and responsibilities of the position.
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