CITY OF LAWNDALE

EMPLOYMENT OPPORTUNITY

14717 Burin Avenue, Lawndale, CA 9026@310) 973-320® www.lawndalecity.org
Please read this flyer thoroughly prior to
completing an employment application.

MUNICIPAL SERVICES OFFICER | — FULL-TIME
SALARY: $3,619 - $4,39%PER MONTH PLUS BENEFITS

OPEN: MARCH 30,2017
CLOSE: MAY 2,2017

ABOUT THE POSITION: Under direct supervision, perform technical afand field work in the enforcement
of City codes, ordinances and abatement regulate&dorm traffic enforcement duties and animaltc@rduties
as assigned. This entry-level class is distingdisteam the journey class by the performance of moutine tasks and
duties. This position may work irregular hoursindude: weekdays, weekends, holidays, morningseaenings.

EXAMPLE OF DUTIES: Essential duties may include, but are not limited respond to public inquiries;
enforce City codes, ordinances, vehicle codes,nbasi license and abatement regulations; issueongafor

violations of the municipal code, parking, and oatice violation; patrol the community for animahtol services
and coordinate disposition of animals; investigiginquent business licenses; patrol the commudaitZity code

and parking violations; mark vehicles to determpeking time and arrange for vehicle tows; estabbsd

maintain records, and case files, and processetelabtices and public hearing documents; may asétistthe

training of department staff; attend, participated may coordinate office hearings regarding CoarEement

matters; participate in enforcement activities wother agencies; attend, participate and may coatelivarious
multi-agency task force (s) and committee meetipgspare reports, forms and may assist with Mualcfpode

amendments; and perform a variety of other dusessaigned.

MINIMUM QUALIFICATIONS

Experience and TrainingAny combination of experience and training that ldqarovide the required knowledge and
abilities is qualifying. A typical way to obtairhe required combination of experience and trainiamld be:
Graduation from high school or its equivalent ANBedq1) year experience in direct public contactkypreferably
involving code enforcement, business license eafoent and parking and/or animal control. An AsdesiaArts
degree in Public Administration, Administration dfistice, or a related field is desirable. Possessfoa valid
California Class C Driver's License and Certificatke Automobile Insurance for Personal Liability riequired.
Successful completion of P.C. 832 course is reduuiehin three (3) months of employment.

Knowledge of: Investigative principles, practicasd techniques. Policies and procedures of Cityemgonent
structure as necessary to assume assigned resjit@ssiPrinciples and practices of community gnublic relations.
Quality customer service techniques and conceptyglahd use, zoning and planning related codescadithances.
Modern office methods, procedures and equipmertidivg office automation hardware and software. cdre
keeping principles and procedures. Business letténg. English usage, vocabulary, spelling, gnaar and
punctuation. Pertinent local, county, state adera laws, rules and regulations.

Ability to: Learn, read, understand, interpret, apply and @xglity municipal codes, ordinances, policies and
procedures and their enforcement provisions; contateclearly and concisely, both orally and intiwg. Establish
and maintain effective working relationships witbthp internal and external customers. Compose gengitten
correspondence and letters. Operate and use moffiemequipment including personal computer. é&hsthnd and
carry out oral and written directions accuratelgvaluate and respond to complaints. Plan, orgaanizemaintain
accurate and complete records. Learn standard baoiadcasting codes and procedures. On a conirhasis, sit at
desk for long periods of time. Intermittently waditand, kneel, climb and bend in the field; twisteach equipment
within the office; bend and squat to perform fileasches; perform simple grasping and fine manipnlatuse
telephone, and write or use a keyboard to commientbeough written means. Occasionally lift orrgareight of 50
pounds or less.

SELECTION PROCEDURE: Please apply immediately. All official City Engyiment Applications, resumes
and supplemental information will be screened. Resu are accepted but NOT in lieu of an officialyCit
Employment Application. Only the most qualifiedptipants, as reflected by their application matsriaill be
invited to participate in the selection processeexgd to consist of, but not limited to: applicaticeview and
evaluation, written/ performance exercise, intawimard, etc. Prior to starting employment, alldidates will be
required to pass a physical examination, whichuithes drug/alcohol testing, and a background inyastin
including fingerprinting. The City of Lawndale Wwikequire documentation of the legal right to warkhe United
States as required by IRCA upon hire. Candidatas bquire special accommodations due to a disalatie
encouraged to request accommodations prior toltdsng date. Incomplete, late or illegible applioas will be
disqualified and will not be accepted. Applicatianay be obtained from the City websitenatw.lawndalecity.org
or by contacting the City of Lawndale at (310) ¥200. EOE.

THE PROVISIONS OF THIS BULLETIN DO NOT CONSTITUTE A N EXPRESSED OR IMPLIED CONTRACT AND ANY PROVISIONS OBTAINED IN THIS
BULLETIN MAY BE MODIFIED OR REVOKED WITHOUT NOTICE.




City of Lawndale
14717 Burin Avenue
Lawndale, CA 90260

THANK YOU FOR EXPRESSING INTEREST IN OUR CITY! LAWDALE, HEART OF THE SOUTH BAY
www.lawndalecity.or g

ABOUT LAWNDALE

Lawndale is centrally located in the Centinela ¥lbf Los Angeles County, approximately fifteen enilsouthwest of
downtown Los Angeles and five miles east of thefRa®cean. Lawndale is an urbanized area of pmédately single -
family homes, encompassing 1.9 square miles. Theddioys a moderate climate with a yearly avernageperature o
approximately 68 degrees. The population is apprately 31,000.

The City of Lawndale was incorporated on Deceml&ri®59, as a general law city. The City has ancibuimanager
form of government with an elected Mayor and fooeu@ciimembers and a full-time appointed City Mamagehe City
is a contract city with police and fire servicesyded by Los Angeles County. There are aboutullOahd part-time
customer-oriented City staff to provide remaininityGervices.

EMPLOYMENT PROCEDURES

Applications must be received by the Personnel Bepnt located at 14717 Burin Avenue, Lawndale,if@alia, 90260 by 5:3C
p.m. on the closing date posted on the front sidkis job flyer. Applications received late wilbt be accepted!

Candidates should refer to Selection Procedureth@ffront of this flyer for the examination procedssligibility lists remain active
for a period of one year. Any candidate on thgilelity list may be selected to fill a vacancy five same or similar position.

Candidates chosen to fill vacancies will be reqlite pass a physical examination (which includedr#g/alcohol test) and
background investigation (which includes fingerfirig). Candidates must be able to provide docuatim which authorizes the
legal right to work in the United States in comptia with the Immigration Reform and Control Actk¥86. Employees chosen [p
fill a vacancy must serve a 12 month probationanyqul.

Y]

The City of Lawndale is an Equal Opportunity Emmoywhich does not discriminate against applica@sed on their race, skif
color, gender, religion, sexual orientation, orathi§ity. Please notify the Personnel Departmeidrpio the final filing date shoulc
you require special accommodations in the testiogess.

EMPLOYEE BENEFITS (May not apply to all positions):

e RETIREMENT- Benefits are provided by the Pullimployee’s Retirement System (PERS); The City isampliance with
PEPRA.

e BENEFITS — The City provides to all full-timenployees extensive medical and non-medical bengfitsugh a flexible benefit
spending plan coordinated with IRS Sectioh.12

e 4/10 WORK SCHEDULE - Monday through Thursda§(ra.m. to 6:00 p.m.

e HOLIDAYS - 11 paid holidays plus and varyingmier of floating holidays arising out of 4/10 plarovisions.
e VACATION LEAVE — 10-22 days depending on leingif service.

e  SICK LEAVE - 10 hours per month; program alofor sick leave buy-back after qualifying yeafservice.
e LIFE INSURANCE - All full-time employees rege a life insurance policy.

e LONG TERM DISABILITY — Employees are covered disability insurance which will provide incomerfan employee who is
totally disabled from injury or accident.

e DEFERRED COMPENSATION — The City offers varsogprograms through which employees may defer predanings into a
savings account. The program is availabklitfull-time employees who choose to participated it is mandatory for all part-
time employees in lieu of Social Security.

e CREDIT UNION — Members have access to loamklaw interest rates; and good savings programs.

D

The provisions of this job flyer do not constitide expressed or implied contract and any provismorgained herein may b
modified or revoked without notice.




