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JOB SUMMARY 

Enforcement officers are tasked with identifying and remedying parking and code violations within their 
designated patrol area. 
 

Essential Functions 

• Responsible for following the street sweeper by vehicle and issuing parking tickets to violators. 

• Responsible for walking the metered sections of the Borough and issuing parking tickets to violators. 

• Performs special assignments for traffic control and pedestrian safety at events in the Borough 

• May have to testify before local District Justice. 

• May have to fill in for crossing guards at times. 

• May have to enforce Borough Code violations 

• Collect meter proceeds and deposit at the bank 

• Add identify meter issues and communicate to Meter Technician 

 

Performs other duties as assigned by supervisor. 

Performs in accordance with Borough policy, administrative regulations, state and federal laws. 

 

QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 

Education 

High school graduate or equivalent 

 

Work Experience 

No prior work experience required 

 

Licenses Required for the Position 

Current and valid PA Motor Vehicle Driving License 

 

ENFORCEMENT OFFICER 
Rate of Pay: As outlined in the CBA 

Classification: Hourly; Part Time or Full Time 

LastApprovedOn:  

REPORTING STRUCTURE 

Department: Police Department 

Reports To: Chief of Police 

Supervises: None 
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Special Requirements 

• Must successfully attain Pennsylvania ACT 34 clearance 

• Must not currently or have been within the last ten (10) years on court-ordered community supervision or 
probation for any criminal offense of the grade of a misdemeanor of the second degree. May not have been 
convicted of an offense of the grade of a misdemeanor of the second degree or above within the last ten 
(10) years. May not have been at any time, convicted of felony offense or any family violence offense. 

• Must be able to pass pre-employment drug testing and post-employment physical and hearing 
examinations. 

 

Knowledge/Ability 

• Ability to use a hand-held stop sign, flashlight,  and barricades. 

• Must be able to follow basic safe driving rules and procedures as described in the PA Vehicle operator’s 
manual 

 

Analytical Demands 

Analytical demands are minimal. Work involves closely following verbal or written instructions and/or 
established procedures. 

 

Temperament 

• Must possess excellent interpersonal skills. 

• Able to make judgments and work in situations that may be stressful. 

• Must be courteous and able to effectively manage job responsibilities. 

• Must be cooperative, congenial, service oriented, and promote these qualities. 

• Ability to work in an environment with frequent interruptions. 

• Ability to be respectful and empathetic. 

 

Cognitive Ability 

• Ability to communicate effectively. 

• Ability to organize tasks. 

• Ability to exercise good judgment. 

• Ability to follow written and verbal directions, to read and write, to communicate effectively, to organize 
tasks, to handle multiple tasks, and to exercise good judgment. 

• Ability to establish and maintain rapport with Borough Council, co-workers, and general community. 

• Ability to work on multiple tasks and prioritize appropriately. 

• Ability to recognize areas of concern and propose or recommend appropriate solutions to problems. 

• Maintains productive working relationship with immediate supervisor. 

 

Specific Skills 

• Must possess active listening skills. 

• Must possess conflict mediation skills. 

• Plans and prioritizes assignments effectively. Able to handle several ongoing tasks and projects at once. 
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Specific Skills 

• Able to adjust to changes in the work environment. 

• Reports to work on time, gives a full day’s work and makes effective use of time while on the job. 

• Maintains a good attitude toward management, fellow employees and the public. 

 

Workplace Expectations 

• Acknowledges individuals’ requests and handles them in a friendly and courteous manner. 

• Promotes a positive team environment through active cooperation with others. 

• Maintains awareness of the Borough’s policies and procedures. Follows the chain of command. 

• Shows initiative and works with minimal supervision. 

• Responds appropriately to supervision and direction. 

• Dresses appropriately for job environment. 

• Ability to work independently and make work-related decisions. 

• Ability to exercise good judgment in prioritizing tasks. 

• Ability to communicate effectively at all organizational levels. 

• Ability to use computer technology efficiently including word processing, presentation/webpage software, 
PowerPoint and Excel software applications. 

• Ability to appropriately handle confidential information in accordance with Borough policies. 

The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

 

The physical requirements described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. 
 

The physical activity of this position.  

Standing. Particularly for sustained periods of time. 

Walking. Moving about on foot to accomplish tasks, particularly for long distances or moving from one work site 
to another. 

Lifting. Raising objects from a lower to a higher position or moving objects horizontally from position-to-
position. This factor is important if it occurs to a considerable degree and requires substantial use of upper 
extremities and back muscles. 

Fingering. Picking, pinching, typing or otherwise working, primarily with fingers rather than with the whole hand 
as in handling. 

Talking. Expressing or exchanging ideas by means of the spoken word. Those activities in which they must 
convey detailed or important spoken instructions to other workers accurately, loudly, or quickly. 

Hearing. Perceiving the nature of sounds at normal speaking levels with or without correction. Ability to receive 
detailed information through oral communication, and to make the discriminations in sound. 
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The physical requirements of this position.  

Medium work. Exerting up to 50 pounds of force occasionally, and/or up to 30 pounds of force frequently, 
and/or up to 10 pounds of force constantly to move objects. 

 

The visual acuity requirements including color, depth perception, and field vision.  

The worker is required to have close visual acuity to perform an activity such as: preparing and analyzing data 
and figures; transcribing; viewing a computer terminal; extensive reading; visual inspection involving small 
defects, small parts, and/or operation of machines (including inspection); using measurement devices; and/or 
assembly or fabrication parts at distances close to the eyes. 

 

The conditions the worker will be subject to in this position.  

The worker is subject to outside environmental conditions. No effective protection from the weather. 

The worker is subject to both environmental conditions. Activities occur inside and outside. 

The worker is subject to extreme cold. Temperatures typically below 32 degrees for periods of more than one 
hour. Consideration should be given to the effect of other environmental conditions, such as wind and humidity. 

The worker is subject to extreme heat. Temperatures above 100 degrees for periods of more than one hour. 
Consideration should be given to the effect of other environmental conditions, such as wind and humidity. 

The worker is subject to hazards. Includes a variety of physical conditions, such as proximity to moving 
mechanical parts, moving vehicles, electrical current, working on scaffolding and high places, exposure to high 
heat or exposure to chemicals. 

The worker is subject to atmospheric conditions. One or more of the following conditions that affect the 
respiratory system of the skin: fumes, odors, dust, mists, gases, or poor ventilation. 

 
The borough recognizes that reasonable accommodations must be made to enable a qualified individual with a 
disability or disabilities to perform the essential duties and responsibilities of this job. 
 
This description was prepared to indicate the kinds of activities and levels of work difficulty required of positions 
in this class. It is not intended as a complete list of specific duties and responsibilities. 
 
 
 
 
 
 
 
 
 
 
Employee Name: __________________________________________ 
 
Employee Signature:  __________________________________________   
 
Date:    __________________________________________ 


