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Primary Reason Classification Exists

To perform responsible administrative support and fiscal work in support of the citizens, Officers and other customer services for the Morganton Department of Public Safety.
Distinguishing Features of the Class

An employee in this class performs duties of average difficulty requiring some initiative and independent judgment under immediate supervision. An employee in this class is responsible for providing reception, customer service, administrative support, and accounts receivable work.  Work involves providing information on request concerning problematic matters with citizens and assures that feedback is given to the customer in a timely and professional manner.  Work involves heavy public contact functions and coordination with field and other staff and departments within the City.  Significant tact and diplomacy in working with customers is required in this position.  Work includes contact in person and by telephone and follows established policies and procedures.  Unusual or difficult situations may be referred to a higher authority.  Work is performed under general supervision and is evaluated through observation, review of records and reports and feedback from customers served.
Illustrative Examples of Work
· Enters public safety records information into the computer system; maintains records on arrests, warrants, juveniles, taxicabs, animal control, parking enforcement, traffic accidents, stolen, lost and found property and other records as mandated by the local, state and federal guidelines.

· Greets and assists the public at the public service window.

· Maintains knowledge of the state and federal guidelines of security and privacy practices of a law enforcement agency.

· Maintains a working knowledge of computer operating procedures such as back-up, purges, formats, search procedures, photo imaging, DCI and other specialized functions.

· Issues various permits maintained by the division such as, parking, taxicab driver’s permits,     taxicab franchise and certifications and parade permits.

· Accurately maintains financial records and journal sheets in order that funds may be turned into the Finance Department on a timely basis.

· Files public safety reports, permit applications, franchises, certifications, memorandums, letters and other communications.

· Acts as a telephone receptionist for the Public Safety Administration Division.  Maintains good telephone communication skills.  Screens incoming calls and refers them to the appropriate personnel.  Distributes incoming mail.

· Prepares various reports, such as the City Council monthly report and annual report.  SBI Incident Base Reporting and insures these reports are mailed within the required time frame and insures reports are sent to the appropriate departments.

· Assists bureau commanders, supervisors, and other personnel by typing, filing, locating reports and making copies for court purposes.

· Is responsible for petty cash and reconciles bi-weekly by submitting receipts to finance.

· Performs related duties as required.

Knowledges, Skills, and Abilities

· General knowledge of the policies, procedures, and processes of the City in handling customer services issues and concerns.

· General knowledge of the services available and the deposits, fees, and processes required.

· Working knowledge of standard operating practices involved in modern office operation and serving the public.

· Working knowledge of computer operations and their application to collections and account maintenance.

· Working knowledge and understanding of the various utility and cable rates and schedules.

· Skill in collaborative conflict resolution.

· Ability to explain rules and regulations concerning applications and charges for utilities and cable services.

· Ability to process and complete necessary records, reports, and other paper work to provide quick and efficient customer services. 

· Ability to deal with customers with tact and courtesy and maintain control in sensitive and difficult situations.

· Ability to develop and maintain effective working relationships with customers, employees, and the general public.

· Ability to operate a calculator, computer terminal, typewriter, cash register, and related office equipment.
· Ability to communicate effectively in oral and written forms.
Education

Graduation from high school
Experience

One (1) to four (4) years’ experience in customer services work and work using a computer, preferably in a public utility or collections; or an equivalent combination of education and experience.
Physical Requirements
Must be able to physically perform the basic life operational functions of stooping, reaching, standing, lifting, walking, fingering, grasping, feeling, talking, hearing and repetitive motions.  Must be able to perform sedentary work exerting up to 10 pounds of force occasionally and/or negligible amount of force frequently or constantly to lift, carry, push, pull, or otherwise move objects.  Must possess the visual acuity to prepare data and statistics, work with accounting processes, operate a computer terminal, and make visual inspections.

Working Conditions

Work is performed in an office with a controlled environment without exposure to harmful conditions. 

Special Requirements
Valid North Carolina driver’s license

FLSA Status: Non-Exempt
Disclaimer

This classification specification has been designed to indicate the general nature and level of work performed by employees within this classification. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications required of employees to perform the job.  The City of Morganton reserves the right to assign or otherwise modify the duties assigned to this classification.
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