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Job Title: 		Team Lead, Parking Services Representatives
Job Number:			X-491 | VIP: 2051		
Band:			EXEMPT-3								
Department: 			Campus Safety			
Supervisor Title: 	Campus Safety Support Services Coordinator
Last Reviewed:			February 20, 2025

JOB PURPOSE:
The Team Lead, Parking Services Representatives is responsible for promoting the safe, orderly, and equitable utilization of campus parking facilities by enforcing Trent University’s parking regulations. Additionally, the role provides essential support to the Parking & Access Control Office, and Campus Security by contributing to customer service and performing administrative tasks to ensure the efficient operation of parking services.
Key Activities:
Parking Services 
· Foot Patrol and Vehicle Monitoring: Conduct foot patrols and utilize parking vehicles to monitor all parking lots and roadways, identifying illegally parked vehicles. Issue parking violation notices, apply wheel clamps, and issue tow warnings as necessary.
· Administrative Support: Provide comprehensive administrative assistance to the Parking & Access Control Office, including processing new permit sales, managing ticket transactions, handling key requests, filing documents, addressing parking and security-related inquiries, and assisting with lost and found items.
· Training and Development: Deliver training to part-time staff and security personnel on enforcement procedures, operation of LPR cameras, and maintenance of PD machines. Act as the primary contact for the Precise Parklink Pay & Display machines, performing repairs, downloading data from handheld devices, troubleshooting handheld computers, and ensuring vehicle upkeep.
· Fraud Detection and Incident Reporting: Identify fraudulent or stolen permits and pay display slips, documenting relevant information in incident reports. Provide assistance with vehicle tows and communicate with Parking & Access Control staff to track the progress of wheel clamp and tow activities.
· Event Support: Assist with traffic control during special events, including convocation ceremonies, exams, and sporting activities, ensuring smooth and organized parking operations.
· Infrastructure Monitoring: Conduct parking lot car counts and report parking infrastructure deficiencies, security concerns, and unsafe conditions to the Parking & Security Office for prompt resolution.
Campus Safety
· Ensuring the safety of university property, students, and staff.
· Ensuring the implementation of standard security protocols set by Campus Safety
· Assistance with immediate response to emergencies and participates in emergency response exercises and fire drills.  
· Following required procedures related to fire prevention, property patrol, traffic controls another related investigation. 
· Other duties as assigned.
Education Required:
· College Diploma (2-year) in a Security related discipline or equivalent. 
· Valid Private Security and Investigative Services Act Licence.
Experience/Qualifications Required:
· [bookmark: _Hlk188433579]One (1) year of security-related experience required.
· Valid First Aid Certificate and CPR.
· Training in Non-Violent Crisis Intervention or similar program.
· Knowledge of LPR cameras and software required.
· Demonstrated ability to exercise good judgement and to respond appropriately and effectively in stressful situations.   
· Ability to regularly work alone.
· A satisfactory Criminal Record Check (“Police Record Check”), dated within the past six (6) months is required as a condition of employment.
Supervision:
· [bookmark: _Hlk191043860]Lead Hand to two (2) part-time Parking Representatives.
· Supervision of Convocations Student Staff (8 students)
· Supervision of Contract Security – traffic control (Open House, Head of Trent, and other large events)  



Job Evaluation Factors:
Analytical Reasoning
Evaluate Context Before Issuing Violations: When encountering a potential violation, consider the specific circumstances, such as time of day, type of violation (e.g., expired meter vs. unauthorized parking), and surrounding factors (e.g., presence of special events or temporary changes to parking rules). Analyze whether the situation warrants a warning or a fine based on the broader context, showing discretion in enforcement.
Use Data to Make Informed Decisions: Gather and analyze data such as parking lot usage, frequency of violations, and historical trends. This can help in determining high-violation areas or peak times for enforcement. Use this data to make proactive, evidence-based decisions regarding patrols, ticket issuance, and communication of parking policies.
Decision Making
The quality of decision-making in parking enforcement directly influences the university’s ability to maintain a well-organized, safe, and efficient parking system. Sound decisions contribute to fairness, resource optimization, safety, and financial sustainability, while poor decisions can lead to operational disruptions, safety risks, and reputational damage. For example, choosing to immediately issue a ticket and call for towing in a critical area can prevent potential accidents or delays for emergency services. In contrast, neglecting or delaying these decisions could result in unsafe conditions, accidents, or delays that affect the overall safety of the campus and its operations.
Impact
Consistency in Policy Enforcement: By applying parking policies fairly and consistently, the incumbent ensures that rules are adhered to across the campus, reducing confusion or frustration among the university community. This helps maintain a sense of order and fairness, which is crucial for the reputation of the department and the university. Inconsistent enforcement could lead to complaints, undermine trust in the system, and result in increased violations.
Safety and Traffic Flow: The incumbent’s decisions directly affect the safety of campus pedestrians, cyclists, and drivers. Ensuring that vehicles are parked properly and resolving violations in areas that obstruct traffic flow or present safety hazards (e.g., fire lanes), minimizes the risk of accidents. Failure to address these safety concerns can lead to injuries or property damage, potentially increasing liability for the university.
Financial and Administrative Efficiency: Proper decision-making in the enforcement of parking violations and permit management impacts the financial health of the department. Ensuring that tickets are issued appropriately, and fraudulent permits are detected helps maintain revenue from parking fees, which supports the university’s parking infrastructure. Failure to identify fraud or improperly issue tickets could result in financial losses, additional administrative work, and a lack of accountability.
Responsibility for the Work of Others
· Lead Hand to two (2) part-time Parking Representatives.
· Supervision of Convocations Student Staff (8 students)
· Supervision of Contract Security – traffic control (Open House, Head of Trent, and other large events)  
Communication
Internal:
· Director of Campus Safety – Emergency Situation 
· Manager of Campus Safety Support Services - Daily operations/concerns relating to safety, property, and/or reputation  
· Campus Safety Operations – advising of dispatch and incident reports
· Campus Security Guards – advising of dispatch and incident reports
· Students, staff, and Faculty- Keys, Permit and violation information, and education 
· Working with Student Dispatchers and TUEFRT 
External:	
· External Contractors – keys and parking permits
· Aramark, Follette’s, Health in Motion, Trent Day Care, MNR, ICAV, TCCBE, 
· Technician with Cale Pay and Display meters.	
· Tomahawk Technologies- discuss problems and upgrades to the Park Admin system.
· Conference Guests and other Visitors to Trent- directions and information. 

Routine communication takes place with staff from the Parking and Security Offices to address and resolve incidents. Parking information is also shared with staff, faculty, students, and the general public, often restated or presented persuasively to ensure customer satisfaction and understanding. Additionally, the incumbent regularly accesses confidential information in ParkAdmin, requiring discretion and careful handling.	

Motor/ Sensory Skills
Fine motor skills - Operation of handheld tablet, 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
Effort
Physically walking on patrol for extended periods of time
Reaching/stretching
Memory - Ability to recall violations, challenging situations, and details of fraud
Seeing – Observing behaviour of clients to determine disposition, reading body language.
Hearing – Intense listening to multiple requests for services, being attuned to indications of crisis, instability. 
Sustain concentration - Focus on type of violation, interruptions, repetition of duties
Working Conditions
· Complaints - public criticism, frustrated/angry/confrontational people has impact on both physical and psychological safety
· Repetition – violation notices, explanation of parking policies
· Weather – outside in cold/hot/rain/snow etc.
· Isolation – regularly work alone
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