Millersville Board of Commissioners
Regular Meeting Agenda
Tuesday January 16, 2018

5:30 p.m. at City Hall

1. Call to Order.
2. Invocation and Pledge to the Flag.

REGULAR MEETING

3. Approval of the Minutes of the 12/19/2017 Regular Meeting

4. Approval of the Minutes of the 1/2/2018 Special Meeting

5. Acceptance of the December 2017 Financials.

6. Discussion and approval of contract with OHM for the design of the addition to City Hall.
7. Approval of Resolution 17-R-18 Classification and Compensation Plan for the City.
8. Discussion related to take home vehicle policy.

9. Discussion related to second surgery for the City Manager.

10. Citizen Comments: Limited to 3 minutes per speaker.

11. Commissioner Comments and Other Board Reports

12. City Manager Comments.

13. Adjournment.

In accordance with the Americans with Disabilities Act, persons needing assistance to participate in
any of these proceedings should contact the City Recorder at 615-859-0880 at least 72 hours prior to

the meeting.
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BALANCE SHEET
AS OF: DECEMBER 318T, 2017
10 -General Fund
BALANCE
ASSETS
Current Assets
Checking/Savings
1000 General Fund - Farmers Bk 154,867.07
1001 Reserve Fund MM-Farmers Bk 1,818,262.61
1004 Renew Crew - Farmers Bk 2,087.67
1009 Police Explorers - Farmers Bk 716.21
1010 Christmas For Kids-Farmexrs Bk 4,818.87
1012 Health Care Account-Farmers Bk 111,916.15
Total Checking/Savings 2,092,648.58
Current Assets
1013 General Escrow Acct-Farmers Bk 3,937.00
1110 Cash on Hand - Petty Cash 105.02
1111 Cash on Hand - Cash Drawers 300.00
1112 Petty Cash - PD 400.00
1113 Petty Cash - CCtr 115.00
1201 Allow for Bad Debts ( 20,198.75)
1205 Intergovermental Receivable 57,939.48
1210 Prop.Tax Receivable - Current 35,967.00
1211 Prop.Tax Receivable - Deling 47,891.02
1212 Prop.Tax Recvble-Next ¥Yr Levy 860,555.00
1220 A/R = Other 137.37
1222 A/R-Other (Mowing/liens) 3,657.25
Total Current Assets 990,805.39
Total Current Assets 3,083,453.97
Other Assets
Transfers
1620 Due To / From Sewer Fund 37,078.82
1630 Due To / From Street Fund ( 28,937.80)
1640 Due To / From Solid Waste Fund 19,560.65
1650 Due To / From Drug Fund ( 747.62)
1660 Due To / From Stormwater Fund 17,455.51
Total Transfers 44,409.56
Total Other Assets 44,409.56
TOTAL ASSETS 3,127,863.53
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BALANCE SHEET
AS OF: DECEMBER 318T, 2017
10 -General Fund
BALANCE
LIABILITIES & EQUITY
Current Liabilities
Current Liabilities
2004 A/P-State Traffic Fines&Fees 4,665.04
2007 GF Escrow Pending Acct 3,937.00
2010 Renew Crew Donations 2,067.67
2012 Police Exp Donations 716.21
2014 Christmas For Kids Donations 4,818.87
2015 Healthcare EAP Account 111,902.73
2016 Overpmt-P.Tax/to be refunded 1,082.00
2020 Deposit - Fire Hydrants 1,250.00
2022 Deposit - Comm.Ctr Rental 3,885.00
2110 Retirement - Employee 5,606.74
2114 MedChild - Employee 83.74)
2116 MedSpouse - Employee 89.40
2118 MedFam - Employee 2,158.32
2124 DentalChild - Employee 89.85
2126 DentalSpouse - Emp 123.47)
2128 DentalFam - Employee 367.05
2130 Vision - Employee 157.45
2132 Vision & 1 - Employee 410.96
2134 VisionFam - Employee 124.39
2136 Heart - Employee 229.38
2138 Hospital - Employee 125.45)
2140 Accident - Employee 43.75
2142 Life Ins/LICOA - Emp 223.08
2143 Life Ins/CINC - Emp 3.08)
2144 Cancer - Employee 25.82
2148 Disability - Employee 630.61
2150 Pre-Paid Legal - Emp 522.29
2200 Deferred Revenue 860,555.00
Total Current Liabilities 1,005,222.87
Total Current Liabilities 1,005,222.87
Long Term Liabilities
TOTAL LIABILITIES 1,005,222.87
Equity
2710 Fund Balance-Unreserved 594,783.77
2760 Fund Balance-Unassigned 1,588,945.28
Net Income 61,088.39)
Total Equity 2,122,640.66
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BALANCE SHEET
AS OF: DECEMBER 318T, 2017
10 -General Fund

BALANCE

TOTAL LIABILITIES & EQUITY 3,127,863.53
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1-11-2018 CITY OF MILLERSVILLE PAGE : 1
BALANCE SHEET
AS OF: DECEMBER 31ST, 2017
20 -Sewer Fund
BATANCE
ASSETS
Current Assets
Checking/Savings
1000 Sewer Fund - Farmers Bank 171,598.71
1001 Phase II Sewer - Farmers Bk 582,723.15
1005 Sewer Fund MM-Farmers Bk 394,461.28
1010 Petty Cash - Cash on Hand 300.00
Total Checking/Savings 1,149,083.14
Current Assets
1100 Cash Reserves - State of TN 24 .00
1200 Accounts Receivable 87,981.11
1201 Allowance For Uncollectible 148,756.76)
1202 A/R - KVS Bad Debt 45,432.44
1203 A/R - Incode Bad Debt 119,504.22
1204 UNAPPLIED CREDITS 7,168.88)
1220 A/R - Other 68,491.00
1260 Postage Dep (Utility Billing) 1,830.40
1300 Inventory Asset 15,783.75
Total Current Assets 183,121.28
Total Current Assets 1,332,204.42
Other Assets
Fixed Assets
1400 Land - City Hall 47,268.00
1401 Buildings 97,853.91
1402 Furniture & Equipment 286,041.72
1403 Vehicles 243,962.96
1406 Sewer Collection System 8,708,899.22
1450 Net Pension Asset 21,213.00
1455 Deferred Outflows for Pension 12,130.69
1499 Accumulated Depreciation 4,068,154.77)
Total Fixed Assets 5,349,214.73
Transfers
1610 Due To / From General Fund 37,078.82)
1630 Due To / From Street Fund 224.00
1640 Due To / From Solid Waste Fund 69,110.73)
1660 Due To / From Stormwater Fund 25,019,71)
Total Transfers 130,985.26)
Total Other Assets 5,218,229.47
TOTAL ASSETS 6,550,433.89




1-11-2018 CITY OF MILLERSVILLE

BALANCE SHEET

AS OF: DECEMBER 31ST, 2017

20 -Sewer Fund

PAGE : 2

BALANCE
LIABILITIES & EQUITY
Current Liabilities
Current Liabilities
2030 REFUNDS PAYABLE 15.23
2109 Accrued Compensated Absences 6,667.57
2250 Deferred Inflows for Pension 22,500.00
Total Current Liabilities 29,182.80
Total Current Liabilities 29,182.80
Long Term Liabilities
Long Term Liabilities
TOTAL LIABILITIES 29,182.80
Equity
2700 Retained Earnings 187,982 .44
2710 Fund Balance/Net Assets 969,115.93
2713 Net Assets/Capital & Debt 5,225,785.44
Net Income 138,367.28

Total Equity

6,521,251.09

TOTAL LIABILITIES & EQUITY

6,550,433.89
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1-11-2018 CITY OF MILLERSVILLE PAGE: i
BALANCE SHEET
AS OF: DECEMBER 31ST, 2017
30 -Street Fund

BALANCE
ASSETS
Current Assets
Checking/Savings
1000 State Street Aid Fund-Farmers 396,087.26
1002 Road Maint.Fund-Farmers Bank 25,449.45
Total Checking/Savings 421 ,536.71
Current Assets
1300 Inventory 2,629.94
Total Current Assets 2,629.94
Total Current Assets 424 ,166.65
Other Assets
Transfers
1610 Due To / From General Fund 28,937.80
1620 Due To / From Sewer Fund ( 224,00)
1640 Due To / From Solid Waste Fund ( 3.54)
Total Transfers 28,710.26
Total Other Assets 28,710.26
TOTAL ASSETS 452 ,876.91
LIABILITIES & EQUITY
Current Liabilities
Current Liabilities
Long Term Liabilities
Equity
2700 Retained Earnings ( 126,501.87)
2720 Fund Balance-Nonspendable 2,629.94
2740 Fund Balance-Committed 546,666.89
Net Income 30,081.95
Total Equity 452,876.91

TOTAL LIABILITIES & EQUITY 452,876.91
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1-11-2018 CITY OF MILLERSVILLE PAGE : 1
BALANCE SHEET
AS OF: DECEMBER 31S8T, 2017
40 -Solid Waste Fund
BALANCE
ASSETS
Current Assets
Checking/Savings
1000 Solid Waste Fund - Farmers Bk 449,785.69
Total Checking/Savings 449,785.69
Current Assets
1200 Accounts Receivable 37,360.50
1201 Allowance for Bad Debt ( 23,971.42)
1203 A/R - Incode Bad Debt 29,436.21
1300 Inventory 4,473.20
Total Current Assets 47,298.49
Total Current Assets 497,084.18
Other Assets
Transfers
1610 Due To / From General Fund ( 19,560.65)
1620 Due To / From Sewer Fund 69,110.73
1630 Due To / From Street Fund 3,54
Total Transfers 49,553.62
Total Other Assets 49,553.62
TOTAL ASSETS 546,637.80
LIABILITIES & EQUITY
Current Liabilities
Current Liabilities
2200 Deferred Revenue 36,981.50
Total Current Liabilities 36,981.50
Total Current Liabilities 36,981.50
Long Term Liabilities
TOTAL LIABILITIES 36,981.50




1-11-2018 CITY OF MILLERSVILLE PAGE: 2
BALANCE SHEET
AS OF: DECEMBER 31S8T, 2017
40 -Solid Waste Fund
BALANCE
Equity
2700 Retained Earnings 11,025.92
2720 Fund Balance-Nonspendable 4,473.20
2730 Fund Balance-Restricted 460,420.66
Net Income 33,736.52
Total Equity 509,656.30
TOTAL LIABILITIES & EQUITY 546,637.80
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1-11-2018 CITY OF MILLERSVILLE PAGE : 1
BALANCE SHEET
AS OF: DECEMBER 318T,
50 -Drug Fund
BALANCE
ASSETS
Current Assets
Checking/Savings
1000 Drug Fund - Farmers Bank 52,617.79
1001 Drug Fund Escrow Acct-Farmers 49,499.81
Total Checking/Savings 102,117.60
Current Assets
1110 Cash on Hand - Petty Cash 245.00
Total Current Assets 245.00
Total Current Assets 102,362.60
Other Assets
Transfers
1610 Due To / From General Fund 747 .62
Total Transfers 747 .62
Total Other Assets 747.62
TOTAL ASSETS 103,110.22
LIABILITIES & EQUITY
Current Liabilities
Current Liabilities
2002 DF Escrow Pending Acct 49,499.81
Total Current Liabilities 49,499.81
Total Current Liabilities 49,499.81
Long Term Liabilities
TOTAL LIABILITIES 49,499.81
Equity
2700 Retained Earnings 22,726.66
2730 Fund Balance-Restricted 28,601.02
Net Income 2,282.73
Total Equity 53,610.41



1-11-2018 CITY OF MILLERSVILLE PAGE : 2
BALANCE SHEET
AS OF: DECEMBER 31S8T, 2017
50 -Drug Fund

BALANCE

TOTAL LIABILITIES & EQUITY 103,110.22




SL 67 86°ZLS'TT 00°0 ZO'LST'TT L8 ESL 0E0’€Z

INNTATY TELOL

sI9IsSuUBI]
8L°09 06°££6°'€E 00°0 01°960°'9 SZ'9 0£0‘0T snusa=@y bnzg I9Y30 TYIOL
L7709 00'€S6°E 00°0 00" L¥0'9 00°0 000°0T uoT3ONY/SINZTSS LOSE-0S
00°0 (00" 0T ) 00°0 00°0T 00°0 0 Swooul SNosueTI92STH ¥0SE-0S
gcc'0eT (0T°6 ) 0070 0T 6€ s2°9 o€ swooul_3S3I93Ul TOSE-0S
snuaasy bnig I=2Yy3lo0
¥Z 1I¥ 80°6£9°L 00°0 26°09€’'S 29 LPL 000'ET seei/seutd bnaig TYIOL
5Z°9 00°00S’L 00°0 00°00S 00°0 000°'8 soo3 =bezojzg punodwl ZzZZE-0S
2Z° L6 B0 6ET 00°0 26°098°7% 29 LVL 000’s ssutg Bnig 00ZE-0S
sesj/soutg bniag
suoT3jrUOQ pung bnig
LEDANG HONYIVLE I ITNNONT TYNLOY aoI¥gdd LEDANG SHANTATI
arx % IE9ang TYLOL HIVA OL AVIX INTDRIND INTIND

00708 QILIATINOD ¥V¥IX HO %

LT0Z 'LISTE ¥IGWIDIA IO SY
(QEIIANYNN) I¥0dTE ESNEGXE 3 EONIATI
z HCio)- £ FTIIASEITIIN J0 AIID

pung bnxg- QS

Wd ST:€0 8T02-TI-T



00°0 (gL-z82'¢2 ) 0070 €L°2Z8Z'2 L8 ESL 0 STINLIANTEAXE (YIANA) /STAO HANIATI
78°6€ IL"GG8'ET 00°0 62 7LT'6 00°0 og0’‘€e STINLIANIIXT TYIOL
¥8°6€ TL GS8'ET 00°0 62 ¥LT'S6 00°0 oc0'ee Pnzg TYIOL
8- 6€ IL SS8'ET 00°0 62 %LT'6 00°0 0E0‘€EZ sesuadxd I2Y30 TYIOL
vE'62 28°%zE'2 00°0 81596 0070 062’'€ sesuadxy pejer=y bnaag ISYl0 gILE-TIS¥-0S
00°0 00° 0% 00°0 00°0 00°0 (0} abxeyy =o0TAISS Nued 0ZEZ-TS¥-0S
L9 IV 68°06%'TT 00°0 11°602'8 00°0 00L'6T Bnzg-juswdtnby IOUTW ZIEZ-TS¥-0S

sesuadxy IaYl0
LEDanNg HONYIVE AEIIFENODNT TYNLOVY JOI¥Ed LIDanNd STINLIANIIXHT TYINENIAYdId
aIx % IF9andg TVLOL HIVd OL ¥YEX INTIIND INIIND

00°0€ :QILITINOD ¥V¥EX HO %

€ 1 EOYd

LT0Z 'ISTE ¥EEWEDEA
(QEIIQNVYNA) I¥04dTY ESNEAXT 3 HOANIATI
FTITASYETIIN J0 AIID

‘d0 SY

bnzg - INFHIEY4EA
pung bnia- QG

Wd ST:E0 8T0Z-TI-T



1-11-2018 CITY OF MILLERSVILLE PAGE : 1
BALANCE SHEET
AS OF: DECEMBER 31ST, 2017
60 ~Stormwater Fund

BALANCE
ASSETS
Current Assets
Checking/Savings
1000 Stormwater Fund - Farmers Bk 27,532.49
Total Checking/Savings 27,532.49
Current Assets
1200 Accounts Receivable 13,622.01
1203 A/R - Stormwater Bad Debt 237.17
1220 A/R - Other 10,754.00
Total Current Assets 24,613.18
Total Current Assets 52,145.67
Other Assets
Transfers
1610 Due To / From General Fund ( 17,455.51)
1620 Due To / From Sewer Fund 25,019.71
Total Transfers 7,564.20
Total Other Assets 7,564.20
TOTAL ASSETS 59,709.87
LIABILITIES & EQUITY
Current Liabilities
Current Liabilities
Long Term Liabilities
Equity
2700 Retained Earnings 36,677.79
Net Income 23,032.08
Total Equity 59,709.87

TOTAL LIABILITIES & EQUITY 59,709.87
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City of Millersville Item # 6
Summary and Recommendation

SUBJECT: Discussion and approval of contract with OHM for the City Hall Addition

BACKGROUND: OHM has some general questions for the Commission as well needsd approval of
their contract

RECOMMENDATIONS: Approval

ATTACHMENTS None at this time

SUBMITTED BY: Caryn Miller, City Manager DATE: 1/10/2018
Reviewed by:

X

City Manager Comments if any:

Fiscal Impact if any: None

Other

Attorney if applicable Comments if any: Approved

CM 1/5/2015



City of Millersville ltem # 7
Summary and Recommendation

SUBJECT: Discussion and approval of Resolution 17-R-18 related to the Compensation Plan

BACKGROUND: This item was tabled ast the special called meeting on 1/2/2018. The Resolution
has been amended to reflect that the desire of the Commission is to bring all employees up to the
minimum rate within 2 years as long as revenues allow. The Position descriptions have been also adjusted

to reflect the desires of the Commission.

RECOMMENDATIONS: Approval

ATTACHMENTS Adjusted descriptions, back up and Resolution

SUBMITTED BY: Caryn Miller, City Manager DATE: 1/10/2018
Reviewed by:
City Manager X ] Comments if any:

Fiscal Impact if any: None

Other

Attorney if applicable Comments if any:

CM 1/5/2015



CITY OF MILLERSVILLE
RESOLUTION 17-R-18

A RESOLUTION TO ESTABLISH POSITION SALARY RANGES FOR
EMPLOYEES, THUS ESTABLISHING A COMPENSATION PLAN.

WHEREAS, The City requested a salary study be performed in 2016; and

WHEREAS, The Millersville Personnel Policy Section IIT Classification Plan and City Charter
Section 6.21.102 require the City to have a Compensation Plan adopted by the Legislative Body:;

Now, THEREFORE BE IT RESOLVED, By the Board of Commissioners that the City of Millersville
1. That the position and compensation table attached as Exhibit A to this Resolution be

adopted.

2. That is the desire to bring all employees up to the minimum pay range within two years as
long as revenues allow.

3. That the City Manager shall have the discretion to hire under the minimum classification if
the candidate does not meet all necessary certifications and standards and said candidate be
given the opportunity to obtain them within a certain period of time.

Be IT FURTHER RESOLVED, That this Resolution shall become effective upon its passage, the
public welfare requiring it.

RESOLVED, this 16th day of January 2018

BOARD OF COMMISSIONERS

By:

Timothy F. Lassiter, Mayor

Attest:

By:

Holly L. Murphy, City Recorder
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6-21-102. Subordinate officers and employees.--(a) The city manager
may appoint, promote, suspend, transfer and remove any officer or employee of
the city responsible to him; or he may, at his discretion, authorize the head of
a department or office responsible to him to take such actions regarding
subordinates in such department or office. The manager shall appoint such
heads of administrative offices or organizational units as he deems necessary.
The manager may combine, or personally hold, any such administrative offices
herein or otherwise established, or may delegate parts of the duties of the
manager's office to designated subordinates

(b)  Except as otherwise provided in this charter, the compensation of
all officers and employees of the city shall be fixed by the city manager within
the limits of the appropriations ordinance and in accordance with a
comprehensive pay plan adopted by the board of commissioners. [Acts 1921, ch.
178, art. 7, § 2; Shan. Supp., § 1997a158; Code 1932, § 3655; T.C.A, (orig. ed.),
§ 6-2102; Acts 1989, ch. 175, § 11.]




SECTION 1V - COMPENSATION PLAN

A. PURPOSE

The pay plan is intended to provide fair compensation for all classes in the classification plan in
consideration of pay ranges for other classes, general pay rates for similar employment in private
establishments and other public jurisdictions in the area, cost of living data, the financial condition of the

municipality, and other factors.

B. COMPOSITION

The pay plan for the City of Millersville shall consist of minimum and maximum pay rates with
intermediate steps for each existing pay grade (position classification).

C. MAINTENANCE OF THE PAY PLAN

The city manager will, from time to time, make comparative studies of all factors affecting the level of
salary ranges and will recommend to the Commission such changes in the salary ranges as appear to be in
order. Such adjustments will be made by increasing or decreasing the salary ranges the appropriate number
of steps, as provided in the basic salary schedule. The pay rate for each employee will be adjusted an
appropriate number of steps in conformity with the adjustment in the salary range for that class, as
approved by the Commission.

D. USE OF SALARY RANGIES

Salary ranges are intended to furnish administrative flexibility in recognizing individual differences among
positions allocated to the same class and to provide employee incentives.

The minimum rate established for a class is the normal hiring rate except in those cases where unusual
circumstances (such as inability to fill the position at the hiring rate or exceptional qualifications of an
applicant) appear to warrant employing an individual at a higher rate in the pay range. Any department
head desiring to appoint an applicant to start at a salary above the minimum must submit justification to the
city manager for approval. The city manager shall determine if exceptional circumstances warrant a salary
above the minimum and set such salary based on the individual appointment and budget parameters. No
salary shall be approved above the maximum established range for the job classification.

E. PAY FOR PART-TIME WORK
When an employment decision is for a part-time position, only the proportioned part of the hourly rate for

the time actually worked will be paid.

F. HOURLY RATES

In accordance with the Fair Labor Standards Act, no employee whether full-time, part-time or
probationary, shall be paid less than the federal minimum wage unless they are expressly exempt from the
minimum wage requirements by FLSA regulations. Employees paid on an hourly rate basis are paid for all
time actually worked.

G. OVERTIME PAY

When it becomes necessary for an employee to work overtime hours or return to duty from off-duty hours

due to an emergency, regular employees, part-time employees, and temporary employees shall be paid
13



5. In providing uniform job terminology understandable by all municipal government officers and
employees and by the general public.

F. ADMINISTRATION OF THE CLASSIFICATION PLAN

The city manager and administrative assistant fo the city manager are charged with maintaining the
classification plan of the municipal government so that it will reflect the duties performed by each
employee in the service of the city and the class to which each position is allocated. It is the duty of the city
manager and administrative assistant to the city manager to examine the nature of the position classes,
malke such changes in the classification plan as are deemed necessary by changes in the duties and
responsibilities of existing positions, and periodically review the entire classification plan and recommend
appropriate changes in allocations or in the classification plan itself.

G. ALLOCATION OF POSITIONS

Whenever a new position is established or duties of an old position change, department heads shall submit
in writing a comprehensive job description listing in detail the duties of such a position. The city manager
shall investigate the actual or suggested duties and recommend to the Commission the appropriate class
allocation or the establishment of a new class. The Commission shall then approve or change such

recommendations.
H. REQUEST FOR RECLASSIFICATION

Any employee who considers his/her position improperly classified shall first submit his/her request to the
immediate supervisor who shall review the justification for the request. If the department head or
supervisor finds that there is merit in the request, he/she shall immediately transmit his/her
recommendation to the city manager. If the department head/supervisor finds the request is not justified,
he/she shall advise the employee of his/her decision and also the employee’s right to appeal the decision
under the grievance procedures.

END OF SECTION III

12



POSITION TITLE: ASSISTANT FIRE CHIEF

CLASSIFICATION: Administrative fire prevention, safety and suppression.
REPORTS TO: Fire Chief

FLSA STATUS: Non-Exempt

PAY GRADE: 8

SUMMARY:

Under general supervision performs fire suppression, prevention, emergency medical technical
work, and supervisory work of average difficulty and administrative work of routine through
average difficulty; and performs related work as required. Serves as Acting Fire Chief when the

Chief is out.

DISTINGUISHING FEATURES OF WORK:

The employee in this position performs standard suppression and prevention activities and acts
as an emergency medical technician and supervisory work in the protection of life and property
from fire and in addition acts as an administrative officer for the Chief. Supervises Volunteer
Fire personnel.

ESSENTIAL EXAMPLES OF WORK.:

Supervises and participates in performing fire suppression duties including driving fire apparatus
to site of fire, setting up hose, operating pumpers and related equipment, fighting and containing
fires; performs primary and secondary search and rescue; assists in stabilizing physical condition
of victims and in giving assistance needed according to standard operating procedures; does

salvage work at site of fire; responds to calls relating to vehicle wrecks and hazardous materials.

Supervises and participates in performing general maintenance and clean-up of equipment and
fire house including washing and cleaning fire apparatus and equipment, cleaning fire house.

Supervises and participates in developing pre-plans and responses relating to specific buildings
and eventualities, emergency preparedness, handling of hazardous materials; participates in
continuing training in fire prevention and suppression and related subjects and delivery of
training to local entities.

Supervises and participates in the keeping of standard records and prepares standard reports;
prepares standard training and safety programs and gives instruction on same to staff and to the

public as assigned.
Assists the Fire Chief in the general management of the department as assigned.

Assigns, trains, supervises and evaluates subordinate staff and/or volunteer personnel and their
work.
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Operates and/or utilizes a variety of tools and equipment including: fire apparatus, fire pumpers,
pumps, fans hoses, and other standard firefighting equipment, extrication equipment, ladders,
first aid equipment, personal computer, radio, pager, and telephone.

Provides emergency and other care to those who have succumbed to illness or injury; provides
scene control acting as incident commander as needed; executes rapid initial patient survey and
triage to define the most serious problems and apply appropriate and immediate life saving
procedures (e.g., clear airway, assist in breathing, promote circulation, control major bleeding,
applying defibrillation techniques); accomplishes secondary survey including use of diagnostic
equipment, head-to-toe physical examination; initiates appropriate treatment modalities
including advances airway, oxygen therapy, removal of patients from structures and automobiles
using immobilization devices to prevent disability, splinting fractures, dislocations and sprains;

Operates and utilizes various equipment, devices and supplies including airway oropharyngeal,
BVM, oxygen equipment, portable suction equipment, various bandages, aluminum foil, burn
sheets, poison kit, OB kit, long spine board, LSB straps, X-P; stretchers, fracture pac, splints, c-
collars, BP cuff and stethoscope, cot and latch, automated external defibrillator, rappelling
equipment, and other medical supplies and equipment.

ADDITIONAL EXAMPLES OF WORK PERFORMED

Supervises and participates in performing prevention work such as code inspection of buildings
and facilities, inspection and routing service to fire hydrants; gives talks intended to educate the
public on fire prevention and suppression.

May utilize low angle and high angle vertical rappel rescue techniques.

Other duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES:

Ability to establish and maintain good public relations; personal integrity. Considerable
knowledge of the principles, practices, methods, techniques, tools, and equipment used in fire
suppression and prevention work; knowledge of first aid sufficient to act as “First Responder”;
some knowledge of the principles and practices of supervision and management.

Skill in the operation and use of tools and equipment to safely operate same and effect their
intended proper use.

Ability to supervise and participate in the proper application of fire suppression and prevention
techniques to a variety of situations according to standard operating procedure; ability to
establish and maintain effective working relations with others; ability to express oneself, clearly
and concisely, both orally and in writing.

Ability to pass reasonable fitness and physical standards to safely perform work as determined
by city physician; vision and hearing, normal or corrected sufficient to read, write, and safely
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operate tools and equipment used in work; dexterity and fitness sufficient to safely operate;
utilize and maintain tools and equipment used in work; ability to lift and carry average sized
individuals and objects of about 100 pounds, though greater weights may at times be lifted,
carried, and/or placed; dexterity and fitness sufficient to grasp, crawl, crouch, bend, stoop, climb,
stretch, walk, run and otherwise perform physical functions of the assignment.

WORK ENVIRONMENT:

Work environment may be somewhat disagreeable due to exposure to several disagreeable
elements or to one very disagreeable element; work environment demands frequent confinement
with restrictions on movement or awkward working positions and protective equipment is
required to safely perform work; generally physical and working conditions are such that
moderately serious cuts, bruises, burns, sprains, or illness causing confinement may occur
despite provision of safety and health precautions (some lost time may be involved).

TRAINING AND EXPERIENCE:

Graduation from high school or equivalent and substantial experience in firefighting work and
experience in emergency medical care. Significant experience supervising staff on scene and
action as incident commander.

Necessary Special Qualification: A valid Drivers’ License appropriate to the assignment and
good driving record are required. Must be at least 21 years of age. Must have State of
Tennessee Commission Fire Officer I certification and be certified as a Medical First Responder
in the State of Tennessee or the ability to obtain those certifications within one year of

employment.

I acknowledge that I have read the foregoing and understand its content.

Signature Date
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POSITION TITLE: ASSISTANT CITY MANAGER/CITY RECORDER
CLASSIFICATION: Administration

REPORTS TO: City Manager
FLSA STATUS: Exempt

PAY GRADE: 10”7 i
SUMMARY:

This position performs highly responsible administrative and supervisory work in planning,
directing and performing all financial, human resources, and city recorder management
activities and processes of the City. Position may be appointed in an acting role in absence of
the City Manager.

Work is performed independently under the general supervision of the City Manager, yet with
close coordination and is reviewed through conferences and reports for desired results. This
position plans, directs and reviews the work of subordinates, in progress and upon completion,
for desired results and/or compliance with established policies and procedures.

This position is responsible for the oversight and management of the City’s financial
accounting and control systems. The incumbent manages staff and processes responsible for
accounts payable, receivable, payroll, property tax, purchasing and the city court. In addition,
this position manages or coordinates all city recorder and human resource functions for the
city. The position performs complicated work involving significant public contact, managerial
and organizational abilities, and budget management.

DISTINGUISHING FEATURES OF WORK.:

This is a paraprofessional position requiring good judgment and individual latitude in making
daily decisions. Position may initiate and manage new administrative programs; coordinate or
facilitate meetings, and perform other support duties as required.

Plans, organizes and directs all municipal finance activities. Assures that city funds are
effectively managed and accounting systems are propetly maintained.

Prepares and presents annual and amended budgets including revenue and appropriation
estimates for all funds.

Acts as liaison for audit, analyzes audit reports and provides recommendations to the City
Manager for implementation.

Participates in the preparation of grant applications, as needed. Insures that bond covenants are
met. Prepares monthly budgetary reports.

Provides financial information to state and federal regulatory agencies.

Advises department heads on financial and budgetary matters.
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Assists the City Manager and other department heads in the preparation of special studies and
analysis on various municipal issues.

Oversees an accurate and updated inventory of city equipment and facilities, their condition,
and future needs; prepares a depreciation schedule of fixed assets.

Prepares the reporting of withholdings and wage statements to various agencies.

Oversees the Municipal Court Clerk activities, including support of judicial proceedings,
collections of fines, penalties, assessments, maintenance of the court logs and computerized
accounting systems.

Responsible for the oversight of, and ongoing administration of the City’s human resources
management program including employee recruitment, selection, placement, training, TITLE
VI compliance, employee relations, and benefits administration.

Coordinates, audits, and processes insurance benefit activities; administers, prepares and
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processes materials pertaining to workers’ compensation activities.

Prepares vacancy announcements and assures they are published in the most appropriate
advertising medium to reach potential candidates; prescreens candidates; makes referrals to
hiring manager; ensures candidates complete post-offer tests.

Manages the City’s unemployment program including completion of appropriate
documentation when claims are filed, attending unemployment hearings and filing appeals
when necessary.

Conducts orientation for new employees to include completion of necessary new hire
paperwork, explaining personnel policies and procedures and various benefits available to
them.

Stays current on Federal, State and regional employment laws, recent case law and reporting
requirements related to personnel functions. Advises City Manager of the need for
implementation or revision of City personnel policies.

Analyzes situations which may increase the City’s risk of exposure to legal liabilities,
proposing actions or programs to minimize those potential liabilities.

Ensures proper input of new hires, payroll and benefit changes and terminations into the
payroll system; prepares reports for submission to various governmental agencies including

wage garnishments and other mandates wage attachments.

Creates and/or revises forms in conjunction with personnel policies and procedures to ensure
adequate documentation is completed and filed.
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WORK ENVIRONMENT:

Work environment is generally agreeable with good working conditions. Work is conducted in
a normal office setting. Noise level is low to moderate.

TRAINING AND EXPERIENCE:

Graduation from an accredited, post-secondary college or university, with a bachelor’s degree
in Business, Public Administration, Accounting, Finance; or applicable related degree strongly
preferred. Master’s Degree in Public Administration preferred. The City may consider
substituting post high school education with two or more additional years of related work
experience that would provide the necessary knowledge, skills, and abilities to perform the
essential job functions.

Candidate should have a minimum of five years of experience in the accounting field, with a
broad based knowledge of GL/AP/AR, purchasing, and payroll. Candidate must also be well
versed in financial accounting software. Demonstrated ongoing professional training in the
governmental accounting field toward achievement and/or maintenance of CMFO certification.

Three to five years® experience of professional human resource work, preferably in municipal
government; or any combination of education, training, and experience providing the necessary

knowledge, skills, and abilities to perform the essential job functions.

Necessary Special Qualifications:

CMFO Certification is required. Candidate will possess, or must obtain within 2 years of
employment Certified Municipal Finance Officer Certification (CMFO). Certification as a
Municipal Clerk by the Tennessee Secretary of State or ability to obtain said Certification
within one year of employment required. IPMA-HR credentials in human resource
management or ICMA credentials for city management strongly preferred. Ability to be
bonded is required.

I acknowledge that I have read the foregoing and understand its content.

Signature Date
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POSITION TITLE: CODES ENFORCEMENT OFFICER

CLASSIFICATION: Building/Codes, codes enforcement.
REPORTS TO: Building Official / City Manager
FLSA STATUS: Non-Exempt

PAY GRADE: 6

SUMMARY:

Under the direction of the Building Official, is responsible for technical work of average difficulty.
Conducts municipal code and zoning inspections and performs related work as required.

DISTINGUISHING FEATURES OF WORK:

An employee in this class performs moderately skilled work of varied routine to complex inspection to
ensure that uniform building, plumbing, and mechanical are met in construction and renovation
activities. An employee also inspects for compliance with the adopted zoning ordinances and the
municipal code, as well as various other codes and ordinances.

ESSENTIAL FUNCTIONS OF WORK.:

Perform municipal code and zoning inspections upon completion of certifications; answer public
inquiries related to service areas.

Receive and investigate complaints relative to municipal codes and zoning ordinance such as may relate
to noise, odor, setbacks, weeds, trash, junk cars, placement and size of signs, etc.

Perform stormwater maintenance related inspections, follow up and completion and submission of state
required paperwork and reporting.

Order correction of violations and re-inspect for compliance.

Attend Municipal Court as needed to enforce municipal code and zoning violations that have not been
cotrected; participate in Planning Commission and Board of Zoning Appeals meetings as required.

Review, and approve or deny applications for sign permits and assure continuing compliance.

Issue variety of permits to customers for new construction, pools, nominal home additions, land
disturbance, etc.

Perform routine maintenance on equipment. Report any malfunctioning equipment to the supervisor.

Conduct behavior at all times in a professional manner to reflect positively on customer’s perception of
town facility.

Promote the teamwork environment. Assist coworkers when necessary.
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POSITION TITLE: COURT CLERK
CLASSIFICATION: Administration, courts

REPORTS TO: Office Manager
FLSA STATUS: Non-Exempt
PAY GRADE: 4

SUMMARY:

Under general supervision performs responsible administrative and technical work
related to municipal court.

DISTINGUISHING FEATURES OF WORK.:

The incumbent performs administrative work of various levels in ensuring compliance of
the city’s court policies and procedures. This position requires a great deal of discretion
and independent judgment when performing tasks.

ESSENTIAL EXAMPLES OF THE WORK:

Acts as clerk for the municipal court, maintains court records and accepts records and
receipts all monies and fines related to municipal court.

Prepares the court docket; acts as court clerk during court proceedings; recording
dispositions as needed and preparing related paperwork.

Enters court related information into computer and prepares reports from that
information.

Processes warrants, legal documents and court orders.
Creates and maintains all court clerical files.

Provides information to the public, attorneys and others relating to citations, court
appearances and court dates, processes, and procedures.

ADDITIONAL EXAMPLES OF WORK PERFORMED

Answers questions, and processes requests regarding municipal services via phone or in
person;

Receives cash and negotiable instruments for deposits on new accounts and payment of
bills;

May type form letters, records, or lists;
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WORK ENVIRONMENT:

Work environment is generally agreeable with good working conditions. Work is
conducted in a normal office setting. Noise level is low to moderate.

TRAINING AND EXPERIENCE:

High School Diploma or GED required with two years post-secondary education
preferred. No less than two years’ experience in administrative/clerical functions; or any
combination of education, training, and experience providing the necessary knowledge,
skills, and abilities to perform the essential job functions. Municipal Clerk Certification
or the ability to obtain said certification within one year of employment is required.
Must have the ability to be bonded.

I acknowledge that I have read the foregoing and understand its content.

Signature Date
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POSITION TITLE: DEPUTY RECORDER/OFFICE MANAGER
CLASSIFICATION: Administration

REPORTS TO: City Manager
FLSA STATUS: Non-Exempt
PAY GRADE: 7
SUMMARY:

This position is under the administrative direction of the City Manager, with reporting
responsibilities to the Assistant City Manager/City Recorder. Responsibilities include the
supervision and/or the performance of responsible tasks in collecting various taxes,
payments and other revenues and issuance of various permits of the City along with other
various duties assigned. Instructions to the employee are general and the employee must
routinely use independent judgement when performing tasks.

ESSENTIAL EXAMPLES OF THE WORK:

Supervises the following employees on a day-to-day basis, filling in for their functions as
needed: Tax Clerk, Utility Clerk, and Court Clerk; and also provides services in absence
of the City Recorder to include, but not limited to, payroll, benefits, purchasing and asset
tracking.

Performs, assigns and supervises work of clerical employees engaged in the collection of
taxes, utility payments, fines and other revenues.

Assures that all payments and collections are propetly recorded in the computer to the
proper accounts and properly receipted.

Coordinates all information technology needs for the City.

Performs, assigns and supervises the billing of various taxes, charges for service and
required reporting to other departments or agencies.

Performs, assigns and assists with enrollment, claims and other administrative duties
relative to employee's group medical insurance.

Administers the beer application and licensing process.

Performs bank draft audits for sewer bank drafts.

Audits sales tax and business tax reports.

Issues Business Licenses and monitors and manages the business license process.

Responsible for functions related to maintenance of records and record retention
processes.
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Performs additional duties and projects as assigned.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of modern office practices, procedures, and equipment.
Knowledge of computer accounting methods, data processing practices and procedures.

Knowledge of filing, municipal bookkeeping and record keeping practices and
procedures.

Knowledge of, and the ability to use, business telephone manners and techniques.
Ability to input data accurately, keep records and perform routine clerical tasks.
Ability to operate a computer and standard office equipment.

Ability to exercise good judgement in evaluating situations and making supervisory
decisions.

Ability to give oral and written instructions to subordinates and to direct the flow of
considerable volume of detailed work.

Ability to converse plainly and directly in a courteous and friendly manner with hostile
and uncooperative citizens, on the telephone or in person, and assist with the resolution of
their problems.

Ability to follow oral or written instructions and to organize and plan work
independently.

Ability to establish and maintain effective working relationships with other employees
and the general public.

Ability to pass reasonable fitness and physical standards to safely perform work, if
required, as determined by city physician; vision and hearing normal or corrected
sufficient to read, write, and safely operate equipment used in work; able to lift and carry
about 25 pounds, though greater weights may, at times be lifted, carried and/or placed;
dexterity and fitness to grasp, bend, stoop, walk, and otherwise perform physical
functions of the assignment.

WORK ENVIRONMENT:

Work environment is generally agreeable with good working conditions. Work is
conducted in a normal office setting. Noise level is low to moderate.
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POSITION TITLE: DEVELOPMENT SERVICES DIRECTOR
CLASSIFICATION: Administration

REPORTS TO: City Manager
FLSA STATUS: Exempt

PAY GRADE: 9
SUMMARY:

This position performs highly responsible administrative and supervisory work in planning,
directing and performing all development services activities and processes of the City.

Work is performed independently under the general supervision of the City Manager, yet with
close coordination and is reviewed through conferences and reports for desired results. This
position plans, directs and reviews the work of subordinates, in progress and upon completion,
for desired results and/or compliance with established policies and procedures.

This position is responsible for developing and implementing strategies to increase the number
of new businesses and jobs in accordance with the policy goals of the City of Millersville. The
focus will center on the long term economic vitality of the central business districts. The
Coordinator will develop partnerships to accomplish the above and work with other groups
actively committed to the success of development within the City. The position performs
complicated work involving significant public contact, managerial and organizational abilities,
and economic development skills.

DISTINGUISHING FEATURES OF WORK.:

e Develop, coordinate and implement plans for the expansion of the economic base of City.

e Interact with City staff, business and civic leaders to determine business, economic and
community development strategies.

e Develop and implement strategies to promote opportunities to existing and prospective
businesses.

o Integrate development strategies with other city, county and regional actions that impact
the economic potential of the City with a specific emphasis on the Sumner/Robertson
Countys’ (EDC) strategic plan.

e Review and analyze regional, state and federal economic development initiatives and
programs finding resources to support development activities.

e Conduct visits with employers in the City to test business climate issues.

e Provide liaison to regional economic development, developers, business leaders and
assist in obtaining information and inspecting prospective business sites.

e Coordinate negotiations of site and business locations between potential investors and
companies with developers, other city departments and governments or other entities.

e Provide a central data base and "action office" for all things development.

e Provide staff support to the Planning Commission, BZA, and City Board of
Commissioners.

e Serve as a "go to" person for all City development and programs.
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SKILLS AND COMPETENCIES:

e Politically astute, but not political;

e Entrepreneurial spirit & approach;

e Experienced "hands on" economic developer/private or public sector;

e Thorough knowledge of legal and regulatory environment for downtown development,
preferably with Tennessee experience;

e Comprehensive knowledge of the available resources at the city, county, EDC and state
levels to assist businesses and employers;

e Ability to establish and maintain effective relationships with personnel in all city
departments, professionals, business & neighborhood leaders, news media and elected
officials;

e Considerable knowledge of the functions and inter-relationships of the City and other
government agencies.

WORK ENVIRONMENT:

Work environment is generally agreeable with good working conditions. Work is conducted in a
normal office setting. Noise level is low to moderate.

I acknowledge that I have read the foregoing and understand its content.

Signature Date
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POSITION TITLE: ASSISTANT CITY MANAGER/CITY RECORDER
CLASSIFICATION: Administration

REPORTS TO: City Manager
FLSA STATUS: Exempt

PAY GRADE: 11
SUMMARY:

This position performs highly responsible administrative and supervisory work in planning,
directing and performing all financial, human resources, and city recorder management
activities and processes of the City. Position may be appointed in an acting role in absence of
the City Manager.

Work is performed independently under the general supervision of the City Manager, yet with
close coordination and is reviewed through conferences and reports for desired results. This
position plans, directs and reviews the work of subordinates, in progress and upon completion,
for desired results and/or compliance with established policies and procedures.

This position is responsible for the oversight and management of the City’s financial
accounting and control systems. The incumbent manages staff and processes responsible for
accounts payable, receivable, payroll, property tax, purchasing and the city court. In addition,
this position manages or coordinates all city recorder and human resource functions for the
city. The position performs complicated work involving significant public contact, managerial
and organizational abilities, and budget management.

DISTINGUISHING FEATURES OF WORK.

This is a paraprofessional position requiring good judgment and individual latitude in making
daily decisions. Position may initiate and manage new administrative programs; coordinate or
facilitate meetings, and perform other support duties as required.

Plans, organizes and directs all municipal finance activities. Assures that city funds are
effectively managed and accounting systems are properly maintained.

Prepares and presents annual and amended budgets including revenue and appropriation
estimates for all funds.

Acts as liaison for audit, analyzes audit reports and provides recommendations to the City
Manager for implementation.

Participates in the preparation of grant applications, as needed. Insures that bond covenants are
met. Prepares monthly budgetary reports.

Provides financial information to state and federal regulatory agencies.

Advises department heads on financial and budgetary matters.
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Assists the City Manager and other department heads in the preparation of special studies and
analysis on various municipal issues.

Oversees an accurate and updated inventory of city equipment and facilities, their condition,
and future needs; prepares a depreciation schedule of fixed assets.

Prepares the reporting of withholdings and wage statements to various agencies.

Oversees the Municipal Court Clerk activities, including support of judicial proceedings,
collections of fines, penalties, assessments, maintenance of the court logs and computerized
accounting systems.

Responsible for the oversight of, and ongoing administration of the City’s human resources
management program including employee recruitment, selection, placement, training, TITLE
VI compliance, employee relations, and benefits administration.

Coordinates, audits, and processes insurance benefit activities; administers, prepares and
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processes materials pertaining to workers’ compensation activities.

Prepares vacancy announcements and assures they are published in the most appropriate
advertising medium to reach potential candidates; prescreens candidates; makes referrals to
hiring manager; ensures candidates complete post-offer tests.

Manages the City’s unemployment program including completion of appropriate
documentation when claims are filed, attending unemployment hearings and filing appeals
when necessary.

Conducts orientation for new employees to include completion of necessary new hire
paperwork, explaining personnel policies and procedures and various benefits available to
them.

Stays current on Federal, State and regional employment laws, recent case law and reporting
requirements related to personnel functions. Advises City Manager of the need for
implementation or revision of City personnel policies.

Analyzes situations which may increase the City’s risk of exposure to legal liabilities,
proposing actions or programs to minimize those potential liabilities.

Ensures proper input of new hires, payroll and benefit changes and terminations into the
payroll system; prepares reports for submission to various governmental agencies including

wage garnishments and other mandates wage attachments.

Creates and/or revises forms in conjunction with personnel policies and procedures to ensure
adequate documentation is completed and filed.
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WORK ENVIRONMENT:

Work environment is generally agreeable with good working conditions. Work is conducted in
a normal office setting. Noise level is low to moderate.

TRAINING AND EXPERIENCE:

Graduation from an accredited, post-secondary college or university, with a bachelor’s degree
in Business, Public Administration, Accounting, Finance; or applicable related degree strongly
preferred. Master’s Degree in Public Administration preferred. The City may consider
substituting post high school education with two or more additional years of related work
experience that would provide the necessary knowledge, skills, and abilities to perform the
essential job functions.

Candidate should have a minimum of five years of experience in the accounting field, with a
broad based knowledge of GL/AP/AR, purchasing, and payroll. Candidate must also be well
versed in financial accounting software. Demonstrated ongoing professional training in the
governmental accounting field toward achievement and/or maintenance of CMFO certification.

Three to five years’ experience of professional human resource work, preferably in municipal
government; or any combination of education, training, and experience providing the necessary

knowledge, skills, and abilities to perform the essential job functions.

Necessary Special Qualifications:

CMFO Certification is required. Candidate will possess, or must obtain within 2 years of
employment Certified Municipal Finance Officer Certification (CMFO). Certification as a
Municipal Clerk by the Tennessee Secretary of State or ability to obtain said Certification
within one year of employment required. IPMA-HR credentials in human resource
management or ICMA credentials for city management strongly preferred. Ability to be
bonded is required.

[ acknowledge that I have read the foregoing and understand its content.

Signature Date
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POSITION TITLE: FIRE CHIEF

CLASSIFICATION: Administrative fire prevention, safety and suppression.
REPORTS TO: City Manager

FLSA STATUS: Exempt

PAY GRADE: 9

SUMMARY:

Performs complex professional and administrative work planning, directing, coordinating,
supervising and commanding the City Fire Department; performs related work as required.

Under direction of City Manager, is responsible for the oversight and overall management of the
Fire Department. Management and technical skills are of considerable difficulty and require
considerable training and expertise.

DISTINGUISHING FEATURES OF WORK.

This is responsible administrative and technical work in the direction of all employees and
activities of the City Fire Department. The employee in this position is responsible for the
protection of lives and property of the city and for the Fire Department organization and
direction of all fire service functions.

Work involves planning, directing, and controlling fire inspection, fire prevention, fire
suppression operations, emergency medical services and the safety program for the City serving
as City safety program director. The work also extends to supervision and providing for the
training, assignment, and discipline of all Department members. The employee is expected to
function independently of direct supervision with respect to technical fire procedures and
practices. Work performance is reviewed through observation, analysis, and overall city fire
protection.

ESSENTIAL EXAMPLES OF WORK.:

Assume full management responsibility for all Fire Department services and activities including
fire suppression, hazardous material mitigation, fire and life safety code compliance, emergency
medical services, development of an Emergency Plan and administrative support services;
recommend and administer policies and procedures.

Manage the development and implementation of Fire Department goals, objectives, policies, and
priorities for each assigned service area; establish, within City policy, appropriate service and
staffing levels; allocate resources accordingly. Responsible for the maintenance and updating of
all "SOP" of the fire department.

Continuously monitor and evaluate the efficiency and effectiveness of service delivery methods

and procedures; assess and monitor workload, administrative and support systems; identify
opportunities for improvement; direct the implementation of changes.
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KNOWLEDGE, SKILLS, AND ABILITIES

Knowledge of:

Fire department activities and services, including modern fire suppression techniques, fire
prevention, emergency medical services, all applicable fire and life safety codes, hazardous
incident mitigation techniques, record keeping, and department administration,

Operation, maintenance and uses of firefighting apparatus and equipment.

Pertinent Federal, State, and local laws, codes and regulations including the International Fire
Code.

Organization and management practices as applied to the analysis and evaluation of programs,
policies and operational needs.

Modern and complex principles and practices of program development and administration.
Advanced principles and practices of municipal budget preparation and administration.
Incident command theory.

Medical First Responder, C.P.R., and other basic medical assistance techniques.

Local geography including the location of water mains and hydrants and the major fire hazards
of the City.

Principles of supervision, training and performance evaluation.
Ability to:

Plan, organize, direct and coordinate the work of management, supervisory, professional, and
technical personnel; delegate authority and responsibility.

Select, supervise, train and evaluate staff.

Provide administrative and professional leadership and direction for the Fire Department.
Identify and respond to community, and City Manager concerns and needs.

Develop, implement and administer goals, objectives, and procedures for providing effective and
efficient fire suppression and prevention services.

Ability to maintain and troubleshoot radio and repeater equipment for public safety functions of
the city.
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TRAINING AND EXPERIENCE:

Graduation from a standard high school or GED, graduation from an accredited, four year
college or university in Public Administration, Fire Service Management, or related field
preferred. Advanced fire related courses in administration, personnel management and general
education. The City may consider substituting post high school education with two or more
additional years of related work experience that would provide the necessary knowledge, skills,
and abilities to perform the essential job functions.

Knowledge of the geographic areas of the city. Ten (10) years of documented fire service
experience with at least four (4) years in a command level and administrative position in all
phases of firefighting operations which provides the required knowledge, abilities and skills.
Must meet or be able to obtain within one year the State of Tennessee minimum standards and
completion of courses as a Fire Inspector.

Necessary Special Qualification: A valid Driver’s License with F endorsement appropriate to
the assignment and good driving record are required. Must be at least 21 years of age. Must
have or be able to obtain within one year a State of Tennessee Commission on Firefighting
Firefighter II certification, Fire Instructor certification, Fire Officer I certification, Fire Apparatus
Operator certification, and Medical First Responder certification.

I acknowledge that I have read the foregoing and understand its content.

Signature Date
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POSITION TITLE: PARKS and RECREATION COORDINATOR

CLASSIFICATION: Administration, parks and recreation.
REPORTS TO: City Manager

FLSA STATUS: Non-Exempt

PAY GRADE: 5

SUMMARY:

This position is responsible for the general oversight of Parks, Recreational Facilities, and
Programs, and various special events and Leisure Programs. The position performs work of
moderate complexity involving significant public contact, supervisory and organizational
abilities.

DISTINGUISHING FEATURES OF WORK:

The incumbent in this class plans, organizes, develops, and supervises a varied program of parks,
recreational and special event programming on a city-wide basis. This class differs from others
in the Parks Department in that incumbents in all other positions report to this class and have less
supervisory function.

ESSENTIALS EXAMPLES OF WORK.

Plans, organizes, and supervises varied city-wide recreational programs at city facilities such as
community center, gym, and various parks facilities. Also, develops, plans, and supervises
recreational programming in conjunction with other non-city facilities such as schools and
county facilities, as needed.

Develops, organizes, and supervises various special events within the City.

Oversees and performs tasks related to social media presence of the City.

Edits and publishes quarterly City newsletter.

Continuously studies the organization, operations, functions, and staffing needs of the
Department, and makes recommendations to City Manager and Parks Board to improve the
range of programs, efficiency and usefulness of programs, and quality of programs within

budgetary limitations.

Trains, supervises, and evaluates assigned staff and their work. Oversees policies and
procedures to assure proper functioning of Department.

Prepares agenda and minutes, attends meetings, and interfaces with the City’s Parks Board.

Brings suggestions for new or enhanced programs to the Board for consideration, and solicits
advice on oversight of the Department.
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WORK ENVIRONMENT:

The work environment will vary according to the specific task, but may be slightly disagreeable
and involve extreme heat or cold when working in an outdoor environment. Work environment
demands minimal confinement with no standard protective equipment required. However, the
physical demands of the position could result in possible cuts, bruises, burns, sprains, or illness
causing confinement despite prior full safety provisions being utilized.

TRAINING AND EXPERIENCE:

Minimum of High School diploma or G.E.D., driver’s license appropriate to the assignment and
good driving record are required. Graduation from an accredited, post secondary college or
university, with a bachelor’s degree in park and recreation administration or other acceptable
field of study preferred. Candidate will have a minimum of two years of directly related
experience in the supervision of a Parks and Recreation program, or other community relations
type programming, ideally in a county, municipal, or state setting or any combination of
education, training, and experience providing the necessary knowledge, skills, and abilities to
perform the essential job functions.

I acknowledge that I have read the foregoing and understand its content.

Signature Date
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POSITION TITLE: POLICE CHIEF

CLASSIFICATION: Administrative police, public safety.
REPORTS TO: City Manager

FLSA STATUS: Exempt

PAY GRADE: 10

SUMMARY:

Performs complex administrative and protective service work in directing all activities of
the Police Department; does related work as required. Work is performed under the
general supervision of the City Manager. Supervision is exercised over all departmental
personnel.

DISTINGUISHING FEATURES OF WORK

This is the highest position in the Law Enforcement Series.

ESSENTIAL EXAMPLES OF WORK:

Plans organizes and directs all police operations; coordinates work with other law
enforcement agencies and city officials.

Oversees all records management; supervises maintenance of all records and materials
associated with law enforcement activities or administration;

Plans, programs, directs and evaluates the operation of the Police Department; develops
annual budget and controls budgeted expenses; formulates and implements police policy,
procedures, rules, regulations and programs; prepares and reviews operational and
administrative reports. Responsible for the maintenance and updating of all "SOP" that
are in force in the police department and is responsible for placing all such plans into
effect.

Responsible for all matters pertaining to police personnel, including placement/selection,
staffing, discipline, training, evaluations, safety, etc.

Makes periodic public addresses; meets with the news media for interviews pertaining to
police matters; attends meetings and serves on committees, boards and agencies related to
promoting crime prevention and improving law enforcement;

Evaluates work of subordinates

Performs related tasks as required.
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Make technical and emergency decisions quickly and calmly under emergency
conditions.

Prepare and administer large and complex budgets; allocate limited resources in a cost
effective manner.

Analyze problems, identify alternative solutions, project consequences of proposed
actions and implement recommendations in support of goals.

Research, analyze, and evaluate new service delivery methods, procedures and
techniques.

Prepare clear and concise financial and administrative reports.

Interpret and apply Federal, State and local policies, procedures, laws and regulations.
Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course
of work including City and other government officials, community groups, and the

general public.

Ability to lead and direct the activities of police officers; ability to establish and maintain
effective working relationships with other City officials and with the general public;

Ability to prepare, analyze, interpret, and review statistical information; ability to
evaluate effectiveness of the police operation and to institute improvements.

WORK ENVIROMENT:

This is light work requiring the exertion of up to 25 pounds of force occasionally, up to
15 pounds of force frequently, and a negligible amount of force (5 pounds) constantly to
move objects; work requires reaching, standing, walking, and repetitive motions; vocal
communication is required for expressing or exchanging ideas by means of the spoken
word; hearing is required to perceive information at normal spoken word levels; visual
acuity is required for preparing and analyzing written or computer data, operation of
motor vehicles or equipment, determining the accuracy and thoroughness of work, and
observing general surroundings and activities; the worker is subject to inside and outside
environmental conditions

TRAINING AND EXPERIENCE:

High School diploma or GED. Graduation from an accredited, post secondary college or
university, with a bachelor’s degree in Criminal Justice or related field. The City may
consider substituting post high school education with two or more additional years of
related work experience that would provide the necessary knowledge, skills, and abilities
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POSITION TITLE: POLICE CORPORAL

CLASSIFICATION: Administrative police, public safety.
REPORTS TO: Police Sergeant

FLSA STATUS: Non-Exempt

PAY GRADE: 5

SUMMARY:

Performs difficult protective service work in the Police Department supervising an
assigned shift when sergeant is absent or unavailable; does related work as required.
Work is frequently performed under emergency situations and involves considerable
personal hazard and danger. The corporal will be the assistant shift supervisor of the on-
duty police officers, when a sergeant is on duty.

DISTINGUISHING FEATURES OF WORK:

This class differs from that of Police Sergeant in that the incumbent is an entry level
supervisory function in the command chain, with the former possessing higher rank and a
greater degree of command experience.

Work is performed under the regular supervision of a Police Sergeant or Police
Lieutenant. Supervision is exercised over subordinate Police Officers. Work frequently
involves participating in the work of subordinates and assuming charge in the absence of
a superior officer.

This position may supervise specialized divisions within the department upon
assignment, and will additionally perform job functions of specialized functions as
needed.

ESSENTIAL EXAMPLES OF WORK.:

Serves as shift supervisor; performing all the law enforcement duties of a police officer;
handling or assisting with difficult law enforcement situations; preparing and maintaining
records, files and reports.

Acts as shift supervisor, oversees the work of police officers and dispatchers on an
assigned shift; serves as FTO for new officers.

Assigns patrol units, patrol areas, special assignments and equipment, as required in
absence of higher level command staff.

Instructs subordinate officers and civilian personnel as to work assignments and
procedures in patrol, investigations, traffic or other assigned areas, as needed.

Directs, reviews and coordinates the work of personnel assigned to shift.
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peripheral vision, preparing and analyzing written or computer data, visual inspection
involving small defects and/or small parts, use of measuring devices, operation of motor
vehicles or equipment, determining the accuracy and thoroughness of work, and
observing general surroundings and activities; the worker is subject to inside and outside
environmental conditions, extreme cold, extreme heat, noise, hazards, and atmospheric
conditions. The worker may be exposed to blood borne pathogens and may be required
to wear specialized personal protective equipment.

TRAINING AND EXPERIENCE:

Graduation from high school or G.E.D.. Minimum 2-years’ experience in Law
Enforcement or related field as a POST certified police officer.

Possession of an appropriate driver's license valid in the State of Tennessee. POST
Certification. Must meet Minimum Standards Law (TCA 38-8-106) requirements. Must

meet physical, psychological and criminal record and other standards established by the
Police Department.

I acknowledge that I have read the foregoing and understand its contents.

Date:

Signature
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POSITION TITLE: POLICE DETECTIVE

CLASSIFICATION: Administrative police, safety and suppression.
REPORTS TO: Police Lieutenant

FLSA STATUS: Non-Exempt

PAY GRADE: 5

SUMMARY:

Performs intermediate protective service work in the Police Department; does related
work as required. Assignments received usually consist of specific cases to be followed
to conclusion, and normally close with the preparation of a case for prosecution. This
aspect of the work distinguishes the Detective from other Police personnel who make
preliminary investigations of cases at the scene of the crime. This work involves an
element of personal danger. Work is performed under regular supervision.

DISTINGUISHING FEATURES OF WORK.

An incumbent of this position is responsible for conducting criminal investigations. This
class differs from that of Police Officer in that an incumbent of the latter is basically
responsible for enforcing pertinent laws on an assigned patrol shift and does not perform
investigative work to the depth required of an incumbent of the class.

ESSENTIAL EXAMPLES OF WORK:

Investigates criminal violations, questions witnesses and victims; gathers crime data,
processes evidence; develops informants; prepares and maintains detailed records.

Questions witnesses and complainants, examines and processes crime scenes.
Serves warrants and makes arrests.

Interrogates suspects, gathers evidence, conducts surveillance, apprehends violators, and
testifies in court, takes photographs, fingerprints, does related identification tasks.

May be assigned to juvenile investigation, drug investigation, etc. as needed.

Receives and processes evidence; requests laboratory analysis of certain evidence and
maintains chain of custody.

Prepares and maintains detailed reports, records and files.

Develops informants for purposes of gathering intelligence, conducts police background
investigations.

Performs public relations duties as assigned.
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standards established by the Police Department. Must have 3 years minimum time as a
commissioned Police Officer.

I acknowledge that I have read the foregoing and understand its content.

Signature Date
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POSITION TITLE: POLICE LIEUTENANT

CLASSIFICATION: Administrative police, safety and suppression.
REPORTS TO: Police Chief

FLSA STATUS: Non-Exempt

PAY GRADE: 8

SUMMARY

This employee is responsible for the daily operations of the patrol division of the Police
Department. This position involves the supervision of a division of the police
department. Instructions to this employee are general and the employee must routinely
use independent judgment while performing tasks. The employee will report to the Chief
of Police for supervision.

DISTINGUISHING FEATURES OF WORK:

An incumbent of this position is responsible for supervising the Patrol Division. This
class differs from that of Police Officer in that an incumbent of the latter is basically
responsible for enforcing pertinent laws on an assigned patrol shift and does not perform
supervisory and administrative work to the depth required of an incumbent of the class.

ESSENTIAL EXAMPLES OF WORK.:

Supervise subordinates in the assigned division of the police department, provide
assignments, take and follow up on complaints, review and evaluate activity of
subordinates, prepare reports and charts of police activity, assist in the preparing of the
budget, evaluate methods of enforcement, investigations etc.; and suggest alternatives for
efficiency.

Identifies needs within the agency and suggests programs.

Appraises the work of subordinate personnel.

Assists with the planning, organization and operations of the department.

Handles public information and public relations matters as assigned; ensures that all
regulations and procedures are followed within work unit.

Assists in formulating and implementing police policy procedures, rules, regulations and
programs in collaboration with leadership.

Prepares and reviews operational and administrative reports.

Prepares detailed reports for the Chief as needed.
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computer data, visual inspection involving small defects and/or small parts, use of
measuring devices, operation of motor vehicles or equipment, determining the accuracy
and thoroughness of work, and observing general surroundings and activities; the worker
is subject to inside and outside environmental conditions, extreme cold, extreme heat,
noise, hazards, and atmospheric conditions. The worker may be exposed to blood borne
pathogens and may be required to wear specialized personal protective equipment.

TRAINING AND EXPERIENCE:

A minimum of 5 years of experience with 2 years in a command level or any
combination of education, training, and experience providing the necessary knowledge,
skills, and abilities to perform the essential job functions.

SPECIAL REQUIREMENTS:

Possession of an appropriate driver's license valid in the State of Tennessee. P.O.S.T.
Certification as police officer in the State of Tennessee. Must meet Minimum Standards
Law (TCA 38-8-106) requirements. Must meet physical, psychological and criminal
record and other standards established by the Police Department which include a
minimum of graduation from a standard high school or GED; two (2) years curriculum
with an Associates’ Degree in Law Enforcement preferred, or five (5) years® experience.

I acknowledge that T have read the foregoing and understand its content.

Signature Date
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POSITION TITLE: POLICE OFFICER

CLASSIFICATION: Administrative police, safety and suppression.
REPORTS TO: Police Supervisory Staff

FLSA STATUS: Non-Exempt

PAY GRADE: 5

GENERAL DEFINITION AND CONDITIONS OF WORK:

Performs intermediate protective service work involving a variety of general or support
duty police assignments; does related work as required. ~ Work is performed under
regular supervision. Work is frequently performed under emergency situations and
involves considerable personal hazard and danger.

ESSENTIAL FUNCTIONS/TYPICAL TASK.

Patrol city, respond to service requests; enforce laws and ordinances; make arrests, testify
in court; prepare records and files.

Seek solution to possible problems before event occurs.

Ability to pursue offenders on foot and or in a vehicle; use judgment in amount and type
of force used.

Ability to perform CPR, First Aid, use AED equipment, as needed.

Operates a patrol vehicle to observe for violations of traffic laws, suspicious activities or
persons and disturbances of law and order.

Responds to radio dispatches and answers calls and complaints.

Issues citations for traffic violations.

Serves warrants and makes arrests and testifies in court.

Provides police escorts, directs traffic; performs residential and commercial checks.

Fills out arrest records, fingerprints, photographs, etc.; performs prisoner security
functions; investigates traffic accidents, crimes reported; develop possible suspects to
bring outstanding cases to closure.

Reports unsafe conditions existing in street or other public facilities.

Assists with criminal investigations, conducts stakeouts, assists with presenting evidence,
interviewing victims and witnesses, perform property and evidence duties as assigned.

Prepares detailed reports on activities and assignments.
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TRAINING AND EXPERIENCE:

High School diploma or GED required.

SPECIAL REQUIREMENTS:

Possession of an appropriate driver’s license valid in the State of Tennessee. P.O.S.T.
Certification must be obtained within six months of employment. Must meet Minimum
Standards Law (TCA 38-8-106) requirements. Must be a citizen of the United States, at
least 21 years of age and meet the physical, psychological and criminal records and other
standards for the assignment established by the Police Department.

I acknowledge that I have read the foregoing and understand its contents.

Date:

Signature
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POSITION TITLE: POLICE SERGEANT

CLASSIFICATION: Administrative police, safety and suppression.
REPORTS TO: Police Lieutenant

FLSA STATUS: Non-Exempt

PAY GRADE: 6

SUMMARY:

Performs moderately difficult, supervisory protective service work in the Police
Department supervising assigned shifi(s); does related work as required. Work is
frequently performed under emergency situations and involves considerable personal
hazard and danger.

DISTINGUISHING FEATURES OF WORK:

This class differs from that of Police Lieutenant in that the incumbent is responsible for
supervision of a shift or shifts, with the former performing higher level supervisory
command staff functions.

Work is performed under the regular supervision of a Police Lieutenant. Supervision is
exercised over subordinate Police Officers. Work frequently involves participating in the

work of subordinates and assuming charge in the absence of superior officer.

ESSENTIAL EXAMPLES OF WORK:

Serving as supervisor; performing all the law enforcement duties of a police officer;
handling or assisting with difficult law enforcement situations; preparing and maintaining
records, files and reports.

Acts as supervisor; oversees the work of police officers and dispatchers on an assigned
shift or shifts as needed.

Assigns patrol units, patrol areas, special assignments and equipment.

Instructs subordinate officers and civilian personnel as to work assignments and
procedures in patrol, investigations, traffic or other assigned areas.

Directs, reviews and coordinates the work of personnel assigned to shift(s), including
applicable reserve patrol units.

Helps evaluate work of subordinates, coordinates field training program (FTO).

Receives complaints or reports of emergencies, determines need for action, and directs or
assists subordinates in handling difficult problems.

Makes arrests and conducts investigations as assigned; testifies in court.
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TRAINING AND EXPERIENCE:

High School Diploma GED. Minimum 5-years experience in Law Enforcement or
related field. Must have held supervisory rank for minimum of one year; or any
combination of education, training, and experience providing the necessary knowledge,
skills, and abilities to perform the essential job functions.

SPECIAL REQUIREMENTS:

Possession of an appropriate driver's license valid in the State of Tennessee. POST
Certification. Must meet Minimum Standards Law (TCA 38-8-106) requirements. Must
meet physical, psychological and criminal record and other standards established by the
Police Department.

I acknowledge that I have read the foregoing and understand its contents.

Date:

Signature
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POSITION TITLE: RECORDS CLERK

CLASSIFICATION: Administrative Police, Fire.
REPORTS TO: Police Chief

FLSA STATUS: Non-Exempt

PAY GRADE: 4

SUMMARY:

This position is assigned to perform a variety of technically specific administrative and
clerical support duties in the Police and Fire department activities. Work is performed
under minimal supervision and requires specialized knowledge of Police and Fire
operations and laws.

DISTINGUSHING FEATURES OF WORK:

An employee in this classification prepares, processes, and retrieve police/fire records,
data and reports while observing and enforcing strict security regulations and procedures;
answers questions and provides information and assistance to police staff, law
enforcement agencies, and the general public; and provides general clerical assistance to
department personnel. They must have thorough knowledge of laws, codes, and
regulations governing the maintenance and release of confidential and sensitive
police/fire records and information.

ESSENTIAL EXAMPLES OF WORK:

Processes, maintains, and updates a variety of departmental files, records, and databases.

Researches, retrieves, compiles, and copies information from police records to assist
police field personnel with ongoing investigations and operations; prepares records for
court packages; processes request for police reports, and any other information from the
public and other law enforcement/fire personnel.

Electronically scans accident reports, indexes, and files accidents, and other police data;
organizes records in numerical or subject matter classification.

Compiles, tabulates, and verifies information and statistical data pertaining to arrests,
cases, and other departmental operations; prepares monthly reports for administrative
personnel.

Assists the public and other law enforcement/fire agencies at the counter and over the
telephone; responds to questions, requests; provides information regarding departmental
procedures and regulations involving police records, impound vehicles, directs callers to
appropriate parties as necessary.

Receives and tracks subpoenas received from the District Attorney’s Office; delivers
subpoenas to proper personnel.
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Skill in the proper use of office machines and appliances used on the job.

Ability to properly apply office practices, methods and techniques to the proper
accomplishment of the tasks assigned;

Ability to establish and maintain effective working relations with others;
Ability to express oneself, clearly and concisely, both orally and in writing;

Ability to apply basic knowledge of reading writing and mathematical functions to on-
the-job activities.

Ability to pass reasonable fitness and physical standards to safely perform work, if
required, as determined by city physician; vision and hearing, normal or corrected
sufficient to read, write, and safely operate equipment used in work; able to lift and carry
about 25 pounds, though greater weights may, at times be lifted, carried and/or placed;
dexterity and fitness to grasp, bend, stoop, walk, and otherwise perform physical
functions of the assignment.

WORK ENVIRONMENT:

Work environment is generally agreeable with good working conditions. Work is
conducted in a normal office setting. Noise level is low to moderate.

TRAINING AND EXPERIENCE:

High School diploma or GED required. College Associates Degree, Bachelors preferred;
experience in police/fire records preferred; or any combination of education, training, and
experience providing the necessary knowledge, skills, and abilities to perform the
essential job functions.

SPECIAL REQUIREMENTS:

I acknowledge that I have read the foregoing and understand its content.

Signature Date
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JOB DESCRIPTION: SANITATION OPERATOR

CLASSIFICATION: Public Works
REPORTS TO: Public Works Director
FLSA STATUS: Non-Exempt

PAY GRADE: 4

SUMMARY:

Under general supervision, is responsible for operating knuckle boom truck in pick-up and hauling of
refuse; and performs related work as required. Picks up bulk items and brush pickup with brush
truck/knuckle boom.

DISTINGUISHING FEATURES OF WORK

The employee will operate a variety of heavy and light equipment such as skid steer, backhoe, knuckle
boom truck, and other necessary equipment.

Primarily drives and operates knuckle boom in pick-up and hauling of refuse.

ESSENTIAL EXAMPLES OF WORK:

Drives and operates knuckle boom truck in pick-up and hauling of refuse;
Drives and operates skid steer and backhoe in assistance with sewer and street maintenance functions.
At the end of the day, performs mechanical check on truck and performs minor maintenance as required.

Makes simple notations and reports; performs any functions as assigned by management throughout
City as needed.

ADDITIONAL EXAMPLES OF WORK PERFORMED

May operate equipment requiring the same or lesser level of skill; may be required to work outside job
description on an as needed basis.

May perform installation, repair and maintenance duties on sewer lines, services, equipment and taps;
may perform line locations; may operate light truck and other equipment; performs other duties as
assigned.

KNOWLEDGE, SKILLS AND ABILITIES

Ability to pass reasonable fitness and physical standards to safely perform work, if required, as
determined by the city physician; vision and hearing, normal or corrected sufficient to read, write, and
safely operate tools and equipment used in work; dexterity and fitness sufficient to safely operate, utilize
and maintain tools and equipment used in work; ability to lift and carry up to 75 pounds, though greater
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I acknowledge that I have read the foregoing and understand its content.

Signature Date
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JOB DESCRIPTION: SEWER WORKER I

CLASSIFICATION: Public Works

FLSA STATUS: Non-Exempt
REPORTS TO: Public Work Director
PAY GRADE:;: %

SUMMARY:

This employee works under the direction and supervision of the Public Works Director
The main function of this position is to attend to building and property maintenance of
city owned property, but assists with the maintenance of the sewer collection facilities as
well. Instructions to the employee may be general, though occasionally the instructions to
the employee may be detailed and specific though occasionally the employee may need
to consider different course of action or deviate from standard operating procedures to get
the job done. The Public Works Director will check, monitor and review the completed
work. '

DISTINGUISHING FEATURES OF WORK

The employee will use a variety of hand tools, heavy and light equipment. The employee
will be required to lift, dig, climb, bend and move moderately to very heavy objects. T he
employee may be exposed to all types of weather conditions with possible exposure to
fumes, chemicals, or toxic substances.

ESSENTIAL EXAMPLES OF WORK:

Participates in the maintenance of the sewer collection system;

Operates various types of heavy and light equipment including but not limited to a
backhoe, ditch witch, skid steer, dump truck, jet router and rodding machine;
Performs minor electrical wiring on pumps and lift stations;

Cleans equipment and tools; and

Performs general plumbing and pipefitting work.

ADDITIONAL EXAMPLES OF WORK PERFORMED

Maintains all playgrounds, Community Center and City Hall as well as other City owned
properties.

Assist customers in water and sewer service problems;

Prepare and maintain all records pertaining to services performed;

Provide preventive maintenance where applicable;

Investigate trouble reports to determine proper actions; and

Perform related duties as assigned, filling in for knuckle boom operator and/or other
functions as needed.
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JOB DESCRIPTION: STREET OPERATOR

CLASSIFICATION: Public Works
REPORTS TO: Public Works Director
FLSA STATUS: Non-Exempt

PAY GRADE: 4

SUMMARY:

This employee maintains and keeps up the right of ways, property of the City and roads. They are under
the direct supervision of the Utility Services Foreman. Duties also include support services for other
departments and employees. Instructions are somewhat general, though occasionally, the employee may
need to consider different course of action, or deviate from standard operating procedures to get the job
done. The Utility Services Foreman will check work as it is being done, and reviews completed job.

DISTINGUISHING FEATURES OF WORK

The employee will use a variety of hand tools, and other small tools. The employee will be required to
drive tractors, pick up truck, one-ton truck, mower, salt spreader, snowplow, roller, dump truck, knuckle
boom, and backhoe. While performing the duties of this job, the employee is regularly required to use
hands to finger, handle, feel or operate objects, tools, or controls and reach with hands and arms. The
employee frequently is required to stand and talk or hear. The employee is occasionally required to
walk; sit; climb or balance; stoop, kneel, crouch, or crawl; and smell. The employee must frequently lift
and/or move up to 75 pounds and occasionally lift and/or move greater weights.

ESSENTIAL EXAMPLES OF WORK:

Performs routine and repetitive work as part of a crew in the street department;
Collects brush;

Trims trees on right of way;

Changes signal lights and light bulbs;

Operates hydraulic tools;

Performs road repairs and snow removal;

Responds to complaints and service requests regarding pot holes, flooding, right-of-way problems,
signals, street lights or related issues; evaluates situation; explains findings to Public Works Director.

Performs general mowing;

Maintains drainage ditches;

REV 01/05/2018



TRAINING AND EXPERIENCE:

Must have a High School Diploma or GED;
Must have valid Driver and CDL license;

Must pass a physical examination and drug test as well be covered under DOT regulations which
requires pre- employment and random drug and alcohol testing;

Some experience in heavy manual labor;
Must attain Level I Collections certification within 1 year
Must have a good work and attendance record.

I acknowledge that T have read the foregoing and understand its content.

Signature Date
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POSITION TITLE: UTILITY CLERK / CASHIER

CLASSIFICATION Administrative
REPORTS TO: Office Manager
FLSA STATUS: Non-Exempt
PAY GRADE: 4

SUMMARY:

Under general supervision, performs accounts receivable, cashiering and general clerical
work of advanced difficulty; and performs related work as required. Work is performed
under the supervision of the Office Manager and is reviewed upon completion, as needed.

DISTINGUISHING FEATURES OF WORK:

An employee in this position is responsible for handling the accounts receivable functions
for the city as relate to utility billing and collections, and also does cashiering and general
clerical work.

Answers questions and processes requests regarding municipal services via phone or in
person; receives cash and negotiable instruments on new accounts and payment of bills;
checks and balances cash and negotiable instruments against receipts and register tapes
on a daily basis; may type form letters, records, or lists; initiates work orders for water
connects and disconnects, sewer service requests, meter re-reads and calibration tests;
follow-up with necessary paperwork, calculates fees and charges; utilizes a computer in
all aspects of work; performs other duties as assigned.

ESSENTIAL EXAMPLES OF WORK:

Receives utility service related fees such as for new services, tap fees, commitment fees,
inspections and prepares bank deposits.

Acts as receptionist by receiving visitors and telephone calls, supplying requested
information and directing them to other entities.

Thorough knowledge of city utility services and charges, or the ability to learn same
within a relatively short period of time;

Skilled in the operation of office equipment such as switchboards, calculators, cash
registers, typewriters, personal computers and base radios;

Ability to perform simple mathematical calculations;
Ability to process and count cash;

Ability to exercise sound judgment in making decisions in accordance with applicable
laws, ordinances, policies, and procedures;
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WORK ENVIRONMENT:

Work environment is generally agreeable with good working conditions. Work is
conducted in a normal office setting. Noise level is low to moderate.

TRAINING AND EXPERIENCE:

High school diploma or equivalent; experience in bookkeeping or accounts receivable
preferred.

I acknowledge that I have read the foregoing and understand its content.

Signature Date

REV 01/05/2018



City of Millersville Iltem # 8
Summary and Recommendation

SUBJECT: Discussion related to take home vehicle policy

BACKGROUND: The Mayor asked for this to be placed on the agenda and it deals with the two
Chiefs, the L. and the Assistant Chief being on call 24/7

RECOMMENDATIONS: Approval

ATTACHMENTS None

SUBMITTED BY: Caryn Miller, City Manager DATE: 1/10/2018
Reviewed by:

X

City Manager Comments if any:

Fiscal Impact if any: None

Other

Attorney if applicable Comments if any:

CM 1/5/2015



City of Millersville

Summary and Recommendation

SUBJECT: Discussion related to second surgery for City Manager

Item # 9

BACKGROUND: Surgery is set for February9. The City Manager may need to work from home for
a period of one or two weeks depending on recovery. Will get a doctor’s note.

RECOMMENDATIONS: Approval

ATTACHMENTS None

SUBMITTED BY: Caryn Miller, City Manager

Reviewed by:

City Manager X

Comments if any:

Fiscal Impact if any: None

Other

DATE: 1/10/2018

Attorney if applicable

CM 1/6/2015

Comments if any:



