CITY OF
WATERTOWN POSITION DESCRIPTION

This job description has been prepared to assist in the evaluation of various classes of responsibilities, skills, and working conditions. It
indicates the kinds of tasks and levels of work difficulty generally required of positions given this job. The principal duties and
responsibilities enumerated are all essential functions except for supplemental duties and responsibilities. Supplemental duties are
described beginning with the word "May." This job description is not intended to limit or modify the right of any supervisor to assign,
direct and control the work of employees. Nothing contained herein is intended or shall be construed to create or constitute a contract of
employment between any employee or group of employees and the City. The City retains and reserves any and all rights to change,
modify, amend, add to, or delete from any section of this description as it deems, in its judgment, to be proper.

DATE: June 24, 1995
REVIEWED: January 1, 1998
November 28, 2005

June 23, 2009

February 11 2020

Revised: August 1, 2023

Title: Community Services Officer Department: Police FLSA Status: Non-exempt

General Summary:

The Community Services Officer (CSO) position is designed to enhance service to the community by using non-
sworn personnel to handle minor calls for service. The CSO performs a variety of law enforcement support
functions, such as parking enforcement, traffic direction, assisting crossing guards, handling minor complaints
from citizens, preparing/submitting reports, fingerprinting, along with performing many clerical tasks.

Reporting Responsibility:
This position is under the direct supervision of the Administrative-Bureau-Captain Assistant Chief, however from
time-to-time may receive supervisory direction from other departmental supervisors.

Specific Accountabilities:

1. Encourage and provided quality service to department customers, both internal and external, through
courteous, complete, and punctual attention to their needs.

2. Assist the public regarding inquiries on matters related to the department.

3. Act as department liaison to other law enforcement agencies, city officials, department employees and

programs, and the general public.

4, May assist in filing of miscellaneous forms and files.

5. Receipt and document monetary payments for tickets, accidents reports, parking fines, records requests,
etc.

6. Assist the public at the service window.

7. Assist in maintaining and updating the integrity of the court notification process.

8. May assist in the notification of officers for appearances and cancellation for municipal and criminal court.

9. Effectively and efficiently operate office equipment such as a Cash Register, computer, calculator, copy

equipment, printer, FAX machine, etc.
10. Patrol the city to enforce parking regulations by monitoring time limits and other restrictions.
11. Issue tickets for applicable violations of Watertown parking regulations.



12.

13.

Mark tires of vehicles parked in timed parking zones, record time, and return at specified intervals to

ticket vehicles remaining in spaces illegally.
Utilize CIS Records Program to process violations, payments, dismissed or voided parking tickets, and

unpaid parking tickets.

14— Performsduties-ef police-matron-asnecessary

15.
16.
17.
18.
19.
20.
21.
22.

23.
24.
25.
26.

Administers crossing guard function and fill in as a guard if needed.

May assist other support services personnel at various times.

Assist the public at the service window.

Maintain forms and booklets for general use by the public for State and other public service entities.
Check five-day notice violations issued by the department and surrounding agencies.

Pick up and inventory abandoned/found property and complete paperwork.

Initiate and monitor complaints of abandoned/junk vehicles.

Communicate with owners of found property and junked and abandoned vehicles as to the status of their
property.

Fingerprint citizens for "applicant" cards.

Maintain inventory of crossing guard equipment.

Liaison to the Watertown Unified School District on matters of pedestrian safety and parking.
Follow up with Street Department with garbage and recycling complaints.

Education and Experience:

High school graduation (or HSED equivalency) plus one (1) year of work experience and an equivalent combination
of education, experience and training which provides the following knowledge, abilities, and skills:

Employee Acknowledgement: Date:

Good knowledge of City of Watertown street and public parking lots

Good knowledge of City of Watertown parking and garbage ordinances
Knowledge of computer software and computer keyboard

Ability to work independently

Working knowledge of business English, spelling and correspondence formats.
Ability to communicate effectively both orally and in writing.

Ability to establish and maintain effective working relationships with supervisors, associates, and the
general public, and diffuse difficult situations.

General knowledge of vehicle registration forms and other related State forms.
Ability to operate general office equipment.

Ability to work in varying weather conditions.

Print

Signature
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