
Plymouth Growth and Development Corporation
17-R Court Street
Plymouth, MA 02360
Phone: (508) 747-5929
Fax: (508) 747-5939
JOB TITLE: 

Director of Park Plymouth
REPORTS TO:
PGDC Board of Directors
REVISED DATE:
10/5/11
JOB SUMMARY:
Manages the staff and daily operation of the Park Plymouth Program including but not limited to parking enforcement, citations processing and collections, customer service and sales, meter maintenance and collections, parking facilities management, budgetary compliance and financial controls, accounting, performance and reporting, vendor contract management and administration, planning and personnel management.  Develops and enforces policies and standard operating procedures governing the day-to-day activities of office and field staff. Develops and maintains a close working relationship with municipal departments, boards and committees in order to facilitate implementation of the parking plan for the Town of Plymouth. Provides planning, policy and programmatic recommendations to the PGDC Board of Directors. 
ESSENTIAL JOB FUNCTIONS:
Plans, organizes and manages the daily operation of the parking system and ensures that operations are carried out within the requirements of all applicable organizational policies, town ordinances/regulations and state statutes related to parking.
Responsible for the hiring, management, training, direct oversight, day-to-day safety, scheduling and performance evaluations of office and field staff in compliance with the Park Plymouth Personnel Manual.  Recommends personnel actions and counsels employees when appropriate. Leads, motivates and maintains a high level of morale among the staff. Holds regular staff meetings to share information, discuss operational issues, etc.
Prepares budgets and capital improvement plans for the PGDC Board’s review and approval. Monitors line-item performance and implements operational adjustments as necessary to ensure budget performance.

Manage the collection, depositing and auditing of all revenues and the maintenance of accounting records.  Responsible for security and controls of cash collections and storage as well as the implementation of loss prevention procedures.

Responsible for the maintenance and appearance of the internal office and customer service areas of the Park Plymouth Office to ensure they remain neat, professional and representative of the organization's desire for excellence with respect to customer service and employee relations. Performs uniform inspection of staff and ensures that all assigned equipment and vehicles are used properly and maintained in proper working order.

Remains current in latest parking technologies and advises and recommends technology improvements to the PGDC for the benefit of the overall operation and organization.  
Responsible for the management and oversight of all Park Plymouth program contracts and contractors, including but not limited to those for citation processing and collections,  IT support, meter and pay stations maintenance, lot rentals, adjudication and sign/striping installations. 
Interacts with PGDC outside counsel in the review of legal documents as directed by PGDC Board.

Manages resources to meet staffing, office space and equipment needs; estimates supply and equipment requirements for budgetary purposes; ensures all equipment, vehicles, signs, stall markings, and lot facilities are properly maintained. 

Identifies, recommends, and then implements process improvements and internal policies approved by the PGDC.
Responsible for all internal and external customer interactions and overall positive and professional customer service of the day-to-day operation.
Investigates and mediates customer complaints regarding the parking operation and oversights the parking appeals process.
Responsible for developing and maintaining a positive working relationship with all Park Plymouth employees, city personnel, PGDC Board members and other organizations.
Responsible for working closely with Town of Plymouth municipal departments to facilitate the completion of parking related work actions that are under Town control.

Makes recommendations for updating Plymouth's Parking Rules and Regulations as needed.

Conducts and supervises parking occupancy, duration, turnover and other studies and analyzes parking patterns and trends as needed to recommend proper use of resources and parking zones.
Investigates and pursues opportunities for expanded parking and alternative transportation options as approved by the PGDC.

Prepares and analyzes requests for proposals and quotes for services and purchases in compliance with PGDC purchasing policies.
Responsible for preparing (monthly or as-needed) and presenting financial, use and related reports for PGDC Board meetings and other Boards and Commissions.
As approved by the PGDC, accepts appointments to and participates in town committees which impact Plymouth's parking program.
Performs other duties as assigned by the PGDC Board of Directors.
 MINIMUM QUALIFICATIONS REQUIRED:
Bachelor’s degree in Business Administration or related field. 
Minimum of 5 years of progressively responsible experience in municipal parking operations with supervisory experience.
Demonstrated Leadership, Managerial and Strong Customer Service skills required.
Valid State of Massachusetts Drivers License required.  
KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of:
· Personnel practices and applicable legal considerations
· Leadership, management and administrative principles and practices
· Accounting and program management principles and practices.
· Methods and techniques of research, statistical analysis and report presentation.
· Theories, practices and procedures related to municipal parking operations and maintenance.
· Applicable Plymouth, Massachusetts and federal laws, rules and regulations.
Skill in:

· Interacting tactfully and effectively with supervisor, employees, Board members, Town Officials and members of the public.
· Using tact, discretion, initiative and independent judgment within established guidelines.
· Analyzing and resolving administrative situations and problems.
· Operating computers, devices and applicable parking software programs as well as proficiency in word processing, database and spreadsheet software.
· Researching, compiling and summarizing a variety of informational and statistical data and materials.
· Reviewing, revising and writing contracts with program vendors and contractors

· Applying logical thinking to solve problems or accomplish tasks to better understand, interpret and communicate complicated policies, procedures and protocols.
· Planning, organizing, assigning, directing, reviewing and evaluating the work of staff assignments with a minimum of direction.
· Preparing timely, clear, accurate and concise reports, correspondence and other written materials.
Ability to:
· Tactfully and effectively interact with the public.
· Effectively and accurately enter and retrieve data from computers.
· Read, analyze and interpret data, technical procedures and governmental regulations.
· Maintain accurate records and prepare reports, correspondence, procedure manuals, etc.
· Speak clearly before the PGDC Board and public groups articulating points and positions in an organized and understandable way and respond to questions appropriately.
· Solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.
· Prioritize multiple work assignments and meet project deadlines.
· Define problems, collect data, establish facts and draw valid conclusions.
· Conduct field work by walking or driving to supervise staff and review community parking issues.
· Work inside and outside at times in harsh weather conditions.
· Independently perform the aforementioned duties and responsibilities.
PGDC is an Equal Opportunity Employer
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