= VIRGIN ISLANDS PORT AUTHORITY
HUMAN RESOURCES DIVISION

INTERNAL/EXTERNAL ANNOUNCEMENT
April 9, 2021

The Virgin Islands Port Authority’s Human Resources Division is now
accepting applications for the following position:

POSITION GRADE SALARY LOCATION

(1) Parking Lot Attendant AGS-10 $ 27,040.00 Aviation - STT

Applications must be submitted to the Human Resources Division no later
than Friday, April 23, 2021, at 11:59 pm AST.

Job description attached.

Diane C. Richardson, SHRM-CP, PHR
Human Resources Director

An Equal Opportunity Employer




PARKING LOT ATTENDANT

GENERAL DESCRIPTION

Responsible for functions related to the collection and control of fees from users of
parking lot on behalf of the Authority, along with involvement with traveling public and
other users of the airport’s parking lot.

EXAMPLE OF DUTIES PERFORMED (This listing is not all-inclusive of job duties)

Collect parking fees from users based on charges for amount of time parked or
standard lot fee; issue receipts upon customer’s request.

Enter transactions on cash register or other approved methods and balances cash
with register tape according to established procedures.

Safeguard all monies collected, between the time of collection and transfer to
supervisor, Accounting personnel, or bank.

Complete reports or forms required by department, i.e. bank deposit documents,
summaries of monies collected, etc.

Inspect and maintain parking lot spitters and arms and ensure that equipment is in
good working condition.

Report any repairs needed to parking lot equipment to Parking Lot Supervisor.

Inspect parking lots for potholes, etc. and report any repairs needed to Parking Lot
Supervisor.

Record tag number of vehicles in lot at the end of business.

Place written notice of payment due on windshield of vehicles in lot before and
after operating hours.

Notify Safety & Security via two-way radio or telephone of need for Law
Enforcement Officer.

Watch lot for suspicious activity and report such to Safety & Security.



KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of Authority’s regulations, practices and procedures applicable to the
collection and deposit of revenues;

Knowledge of general parking practices and procedures;

Skilled in basic mathematics;

Skilled in counting money and in recording transactions with speed and accuracy;
Skilled in the operation of cash register and adding machine (10-key punch);

Skilled in courteous communications with the public and all persons contacted
during course of work; and

Able to follow written and oral instructions.

MINIMUM QUALIFICATIONS

Completion of the twelfth grade or high school equivalency (G.E.D.); and
One-year experience as a parking lot attendant and/or a cashier involved in the
collection of large sums of money.

Virgin Islands Port Authority is an Equal Opportunity Employer
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