
UNIVERSITY OF SOUTHERN CALIFORNIA

Gate Service Ambassador, Lead

Job Code: 145014

OT Eligible:

Comp Approval:

Serves as working supervisor for the daily operations and activities of gate ambassadors, ensuring 
the team provides excellent customer service and that issues and complaints are resolved quickly 
and efficiently. The lead Gate Service Ambassador, under the direction of the department 
manager, trains, schedules, assigns and prioritizes workloads to ambassadors daily, all while 
monitoring supply inventory at and the usage of the parking facilities. The lead GSA processes 
various parking transactions in a high-volume environment, performs accurate cash balancing, 
provides information and assistance to parents, staff, visitors and vendors, and reports necessary 
repairs or problems to the appropriate manager.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

Yes

2/6/2018

______ Trains, schedules, assigns and prioritizes workloads to gate ambassadors on a 
daily basis. Conducts shift briefings and provides instructions. Prepares tools, 
resources, roll call sheets, gate assignments and accountability of staff. Ensures all 
staff are in proper uniform, following USC Transportation dress code guidelines, 
and that employees clock in and out on time, following proper meal/rest period 
policies.

______

______ Serves as working supervisor, overseeing all aspects of daily gate operations. 
Ensures that team follows all GOLD standards of customer service and standard 
operating procedures.

______

______ Processes various parking transactions in a high-volume environment, working 
quickly and accurately, with minimal supervision. Records and reconciles parking 
transactions. Collects parking charges if revenue control equipment is not in 
service or during special events, as required. Must be able to perform 
mathematical transactions manually if operating system goes down.

______

______ Provides information, directions and assistance to campus visitors using the 
parking facilities. Identifies and prioritizes problems and issues related to service 
area. Offers solutions, options and strategies to guests. Refers to appropriate 
person or department, as needed. Resolves customer issues, complaints and 
problems in a quick, efficient manner to ensure a high level of customer 
satisfaction and quality service.

______

______ Observes parking structures and surrounding areas around gate entrance booth. 
Opens and closes lots or gate entrances for daily service and controls exits using 
revenue control equipment. May open and close department, and ensures it’s neat 
and orderly.

______

______ Reports problems, such as missing parking signs, equipment failures, needed 
repairs and other general maintenance needs to supervisor and/or designated 
staff. Contacts campus police to report vehicle or pedestrian accidents and other 
problems where DPS action is needed.

______
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______ Ensures necessary forms and supplies are available in the entrance booth, 
including appropriate revenue envelopes, cash revenue and other monies for 
parking revenue. Reconciles fund with manager.

______

*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 

each job function to position.

JOB QUALIFICATIONS:

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.

EMERGENCY RESPONSE/RECOVERY:

Essential:

In the event of an emergency, the employee holding this position is required to 
“report to duty” in accordance with the university’s Emergency Operations Plan 
and/or the employee’s department’s emergency response and/or recovery 
plans.  Familiarity with those plans and regular training to implement those 
plans is required.  During or immediately following an emergency, the employee 
will be notified to assist in the emergency response efforts, and mobilize other 
staff members if needed.

No

Yes

Skills:  Administrative:

Assemble and organize numerical data

Balance figures

Communicate with others to gather information

Compute totals

Customer service

Interpersonal skills

Maintain logs

Maintain records

Understand and apply policies and procedures

Verify calculations

Supervises:  Level:

Leads one or more employees performing similar work.

May oversee student, temporary and/or resource workers.

Supervises:  Nature of Work:

Administrative

Managerial

Minimum Education:

High school or equivalent

Combined experience/education as substitute for minimum education

Minimum Experience:

2 years

Minimum Field of Expertise:

One to three years of customer service.
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SIGNATURES:

Employee: _____________________________________  Date:_____________________________

Supervisor: ____________________________________  Date:_____________________________

The above statements are intended to describe the general nature and level of work being 

performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 

duties and skills required of personnel so classified.

The University of Southern California is an Equal Opportunity Employer

Professional/Paraprofessional

Comments:

May be required to work weekends, evenings, and/or holidays.
Must possess the ability to walk to and from work site while carrying departmental supplies 
and materials.
Must be able to stand at-will, with the possibility of some work being performed outside the 
work site during inclement weather.


