TOLL BOOTH ATTENDANT

DEFINITION

Under supervision on assigned shift, to collect parking fees, to provide customer assistance, perform maintenance work and perform other work as required at parking facilities.

EXAMPLES OF DUTIES

Collects proper fees from parking lot users and makes correct change; prepares daily revenue and cash balance reports; assists patrons in locating their vehicles; performs daily vehicle inventory; keeps parking facility clean and in working order; assists in light maintenance of parking facility (i.e. summer and winter ground maintenance, upkeep of toll house, toll booth, parking ramp, entrance and exit plazas).

EMPLOYMENT STANDARDS

Education and Experience:  Requires high school graduation or its equivalency.  One year of cash handling experience required.  Additional credit will be awarded to applicants with security, data entry or light maintenance experience.

Knowledge, Skills and Abilities:  Ability to handle cash and maintain simple records related to cash transactions; ability to maintain good public relations; ability to utilize desktop and handheld  computers; ability to work in severe weather conditions; ability to reorganize daily work depending on staffing or activity in area to meet customer needs; must be safety conscious at all times regarding physical activity (driving, lifting, moving, emptying trash cans), and the safety of others; must be able to work around the public, and with other employees as a team member; must have functional reasoning skills and the ability to carry out instructions furnished in written, oral or diagrammatic form; must have knowledge of addition, subtraction, multiplication and division; mental ability to address potential adverse or negative situations that may arise from time to time; ability to communicate effectively both verbally and in writing with members of the public, airport tenants and county employees; ability to see and hear within normal ranges; ability to communicate using two-way radio; ability to make independent decisions, to follow instructions, to accept constructive criticism and to be able to project a positive image of the facility to customers; ability to accept responsibility and work with minimal supervision must be dependable, reliable and have a previous history of good attendance and punctuality; must be able to attend staff meetings and training meetings as required.

Special Requirements:  Must possess (or be eligible to possess) a valid Wisconsin driver’s license.  Note: Applicants who may be appointed to positions at the Dane County Airport must pass a Transportation Security Administration (TSA) required criminal history records check and employment history verification, and must be available and willing to work nights, holidays and weekends, and during snow and other airport emergencies.
H:\PERSONNL\CLS-SPEC\TOLLBOOTH ATTENDANT

01/04/2010
