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Job Purpose

The Parking Services and Card Office Assistant supportsvarious projects, practices, and initiatives to ensure the success of the TrentU Card program.   The incumbent will enforce the safe, orderly and equitable use of available parking spaces on campus and will also provide administrative and marketing support to the Card Office, Parking Services, Foodservices and other Ancillary Service departments.  
Key Activities

Card Office (60%)
1. Assists in designing, producing and distributing the TrentU Card, Staff/Faculty cards, Professional School and contractor badges, transit passes

2. Maintains regular office hours for drop-in availability for students and all cardholders

3. Reconciles weekly and monthly transaction reports and prepares cheque requisitions

4. Generates balance/transaction reports as requested for Trent Cash and Dining Plans
5. Responsible for preparing data for import into GuardCard and Multiplan

6. Field questions from students/staff/faculty related to Trent Cash, Dining Plans, access, transit

7. Works flexible hours, including weekends and holidays during peak times, in consultation with the Coordinator to ensure continuous coverage of the office. 

8. Maintain an inventory of supplies required for production of cards

9. Utilizes Datatel/Colleague for cashiering and student information. 

10. Attend occasional special functions including Open Houses and Summer Orientation. 

11. Work with the TrentU Card Administrator on maintenance of all databases including GuardCard and Multiplan
Marketing 
1. Generate all marketing materials to promote the TrentU Card program including digital screens, residence desk advertising, posters

2. Maintains all social media including Facebook, Twitter, Instagram and use these tools as a marketing platform
3. Provides marketing support to other ancillary service departments by developing and maintaining web sites and maintaining all social media platforms e.g. Foodservices, Print Shop, Parking and Card Office
Technical Activities 
1. Execute system and software upgrades as required. 
2. Troubleshoot all hardware/software malfunctions of the TrentU Card program e.g. card readers and Verifone machines

3. Monitor use of all TrentU Card devices daily to ensure devices are online and functioning. 

4. Import and update new student files into card software

5. Provide technical advice to vendors as required. 

Parking Activities (30%)
1. Foot patrol of all parking lots and roadways to identify illegally parked vehicles.  Issue parking violation notices and tow warnings when warranted.
2. Provide administrative support to the Parking & Access Control Office, including new permit sales, ticket processing, key requests, filing, answering parking and security-related queries, and lost & found searches.
3. Perform minor repairs to pay & display machines, download data from handheld computers, and perform troubleshooting for handheld computers.

4. Identify fraudulent and/or stolen permits and pay display slips, and document information in incident reports.  Assist with vehicle tows and communicate with Parking & Access Control staff regarding tow progress.
5. Assist with traffic control at special events, including convocation, exams, and sports activities.

6. Conduct car counts, and report parking infrastructure deficiencies, security concerns and unsafe conditions to the Parking & Access Control Office.

7. Other duties as assigned  
Ancillary Departments (10%)

1.  Provides administrative and marketing support to other ancillary service departments by developing and maintaining websites and maintaining all social media platforms.  Ancillary departments include Foodservices, Print Shop, Parking and Card Office.  
Analytical Reasoning
Indicate degree of complexity or difficulty of thinking and reasoning required by the job.  Provide a relevant work example that is typical of roles and responsibilities of the job (i.e. not an occasional duty). 
The incumbent will follow well developed guidelines and policies when designing, producing and distributing TrentU Cards and enforcing existing parking regulations.  The incumbent will be required to make quick decisions to solve minor problems experienced by cardholders such as malfunctioning cards or equipment.  
Decision Making

Indicate the degree of freedom to exercise initiative or act independently in making day- to-day decisions.  Provide a relevant work example that is typical of roles and responsibilities of the job (i.e. not an occasional duty).

· Takes the initiative to develop marketing pieces for the TrentU Card program and other ancillary service departments.  

· Decides on schedule for batch printing TrentU Cards and transit passes based on critical dates

· Decides on most appropriate advice to give cardholders and incoming students when presented with a variety of questions pertaining to student life, academics, services etc. 

· Straightforward decisions are made regarding parking enforcement.  Choice of action is limited and is based upon precedent.  Incumbent must receive supervisory approval to clamp or tow a vehicle.
· Degree – 2 – Decisions often straightforward regarding resolution of parking violations.  Quick thinking and decision-making can be required when issuing parking violations across campus, depending on the reactions of staff, students, faculty and the general public.  

Impact

Indicate the impact or consequence to the department or University of typical actions or decisions taken by the job incumbent.  Provide a relevant work example that is typical of roles and responsibilities of the job (i.e. not an occasional duty).

· Decisions made by the incumbent have the potential of impacting the public reputation of the department and the University when using social media.  Work completed is frequently broadcast and shared in the public domain.  

· In respect to parking, impacts and consequences are very contained, and there is minimal loss or damage to the organization as a whole before an error is detected.  The degree of impact is measured in the organization’s public image (the perception of parking procedures and parking staff at the university).

· Degree – 1 – Standard checks can reveal any errors completed during the issuance of violations.  Minimal difficulty is required to correct (through personal computer).  Impact at the university is very contained and with no consequences due to low profile.

Education Required

1. College diploma required; information technology, business administration, or its equivalent in knowledge and experience is required.  University degree preferred.  
Experience Required

1. 2 years card-office related experience is preferred
2. Experience in a post-secondary education setting is preferred

3. Experience with marketing and social media is preferred

4. Experience with Microsoft Excel, Word and Outlook.

5. Ability to quickly learn the operation of a handheld computer, digital camera, and radio.

6. Able to work alone with minimal supervision.

7. Excellent customer service skills and ability to deal with difficult clients.

8. Ability to learn and apply Trent’s parking regulations consistently and fairly.

9. Be in good physical condition, to walk extensive distances, and work outside during all types of weather conditions.
Responsibility for the Work of Others

Indicate whether the incumbent is directly or indirectly responsible for the work of others. Provide the title of the position(s) as well as an example of how the incumbent is responsible for the work of others on a daily basis.  Specifically, indicate whether the position has responsibility for hiring and supervision of student workers.
Direct Responsibility for the Work of Others: 
None

Indirect Responsibility for the Work of Others: 

None
Communication

Indicate the title(s) of individuals internal and external to the University that the incumbent communicates with on a regular basis.  Provide a brief description of the purpose for communicating with these individuals. 

Internal:
· Students

· Student Government leaders

· Staff

· Security, Parking and Access Control Supervisor

External:
· Hardware and software suppliers

· On-campus foodservice contractor

· Off-campus partners/community 
· ParkAdmin Software supplier

Motor/ Sensory Skills

Indicate the level of proficiency or precision in motor or sensory skills required by the job.  Examples include but are not limited to: small/large movement to operate machinery; coordinated movement; equilibrium to maintain balance; dexterity to grasp, move, assemble objects or operate equipment; hearing, sight, touch, smell, taste.  Provide a brief description of tasks performed that require motor/sensory skills. 

Motor Skills:

Keyboarding
Working at work station throughout day, responding to telephone calls, 

large volume of e-mails

Verbal
Engaged in verbal communication in customer 



service role
· Fine motor skills - Operation of handheld computer, computer, phone
· Coordination - Hand-eye coordination for operation of handheld keypad

· Dexterity - Operate keys on handheld and computer keyboard

· Hearing - Horns, reversing service vehicles, phone

· Sight - Colour discrimination for vehicle registration, sight vision, peripheral vision (permit and pay & display detection)

Sensory Skills:

Visual
Attention to fine detail and overall presentation of 



professional-looking collateral materials

Active listening
High level of listening, comprehension and two-way communication skills.  Ability to articulate messages clearly, both verbally and in writing.

Effort

Indicate the physical and/or mental demands of the position in the ordinary course of performing the role. Examples include but are not limited to: lifting, moving, carrying, pushing/pulling, reaching, kneeling, remaining motionless, sustained concentration or focus.  Provide a brief description of the tasks performed that are physically and/or mentally demanding.

Multi-tasking
Requirement to frequently multi-task in a fast paced changing environment
Concentration
Required in the face of constant interruptions, requests and emerging issues.  Necessary to ensure accuracy of written materials.  
Working Conditions
Indicate any physical and psychological conditions of the position that make the job unpleasant, disagreeable and/or hazardous to health and well-being.  Describe the nature, frequency and duration of exposure.

Tight card issue deadlines with no control over pace of work when dealing with large student line ups.  

Carrying laptops, printers and cameras to and from temporary card issue locations. 
Noise – diesel buses idling at bus stops

Cold and heat extremes, disagreeable weather conditions during enforcement

Degree – 3 – Disagreeable work environment is caused by heat extremes in summer, cold extremes and wind chills in winter, heavy rains and snowfall, and psychological impacts from confrontational people (staff, faculty, students and the general public).
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