
CITY OF LODI COUNCIL COMMUNICATION 

AGENDA TITLE: Implementation of salary survey for General Services and Confidential 
employees and adopt updated class specifications for General Services and 
Confidential positions. 

MEETING DATE: August 16,2000 

SUBMITTED BY: Human Resources Director 

RECOMMENDED ACTION: That City Council: 

1) Implement an overall 8.14% compensation increase for members of 
the General Services bargaining unit as listed in the General Services 
Internal Salary Relationships spreadsheet effective the pay period in 
which July 1, 2000 falls (Attachment I). 

2) Implement an overall 12.8% compensation increase for Confidential 
employees as listed in the Confidential Internal Salary Relationships 
spreadsheet effective the pay period in which July 1, 2000 falls 
(Attachment 11). 

3) Adopt updated class specifications for General Services and 
Confidential positions (Attachment 111). 

BACKGROUND INFORMATION: 

The City of Lodi endeavours to compensate employees in a manner that allows us to recruit - and retain - a 
talented and proficient workforce. In the Memorandum of Understanding currently in effect between the City of 
Lodi and the General Services bargaining unit, it was agreed that a salary survey would be initiated in January 
2000 and negotiations would be reopened to discuss salary. It was also agreed that any salary adjustments will 
be effective beginning the pay period in which July 1, 2000 falls. Because Confidential positions are linked to 
the General Services bargaining unit, these positions were also included in the survey group. 

Bryce Consulting has completed a salary survey of benchmarked General Services and Confidential positions. 
The process of preparing this report included input and discussion with City management staff as well as 
negotiation of the implementation of recommedations with representatives of the General Services bargaining 
unit. The results of this analysis are now complete. It is recommended that salary changes be implemented as 
shown on Attachments I and I1 in the "Recommended A through E Step" columns. 

APPROVED: -.- 
H. Dixbn Flynn - City danager 



CITY OF LODI COUNCIL COMMUNICATION 

APPROVED: 
H. Dixon Flynn - City Manager 

Also attached to this communication are revised job specifications for General Services and Confidential 
positions. Incumbents in each position were given the opportunity to review and comment on their existing job 
specification. Comments were then reviewed by the employee's supervisor and Department Head. This input 
was reviewed by Bryce Consulting and Human Resources staff and changes to specifications were made in 
accordance with sound classification principles. The updated specifications were then presented to Department 
Heads as well as representatives of the General Services unit. Consensus amongst these individuals has been 
achieved, and these updated job specifications are now presented to City Council for their approval. 

FC'XDING: The cost of this recommendation in FY 2000-2001 is $215,5 17 for General Services positions 
and $29,379 for Confidential positions. The total cost for all General Services and Confidential 
positions is $277,896. Current budget will be used. 

O A P i Q 4  I\( \ ca*k B 
Vicky McAthid, Finance Director 

Respectfully submitted, 

cc: Department Heads 
Curt Juran, Association of Lodi City Employees 



RESOLUTION NO. 2000-1 52 

BE IT RESOLVED, that the Lodi City Council does hereby implement an overall 
8.14% compensation increase for members of the General Services unit, and 12.8% for 
the Confidential Unit as listed in the salary adjustments spreadsheet developed by Bryce 
Consulting effective the pay pqriod in which July 1, 2000 falls, as shown on Attachment I 
and I I ,  attached hereto and made a part hereof; and 

BE IT FURTHER RESOLVED that the Lodi City Council hereby adopts updated 
class specifications for the General Services Unit and the Confidential Unit, as shown on 
Attachment Ill. 

I hereby certify that Resolution No. 2000-152 was passed and adopted by the 
City Council of the City of Lodi in a regular meeting held August 16, 2000 by the 
following vote: 

AYES: COUNCIL MEMBERS - Land, Nakanishi, Pennino and Mann 
(Mayor) 

NOES: COUNCIL MEMBERS - Hitchcock 

ABSENT: COUNCIL MEMBERS - None 

ABSTAIN: COUNCIL MEMBERS - None 

SUSAN J. BLACKSTON 
City Clerk 

2000-1 52 



city I , ~ ~ I I  
Cciicrnl Services 1 1 1  tcrnnl  Salary I~c la t io i i s l i i ps  

I Old Classlllcallon 

A’I”I’RC1 IMICN‘I’ 1 

Rocomiiiondod Rocomrnhded Recommondod Recommondod Rocomniondod 
NOW Classlllcallon A Slop 0 Slop c Slop D stop E Slop Internal Allgnmonl 

Atl i i i lnlsIra!lvc Support  
Uepattiiicnl Secretary 
Siipcrvisitig Adiiiinislrntive Clerk 

AdminisIralive Secretary 2.664.99 2.7 9 8.2 4 2,938.15 3.005.06 $3.239.31 Bcncliiiiafk: sel lo niarkcl 
Ollice Supervisor 2,664.99 2.798.24 2.930.15 3,005.06 $3.239.31 Same as Adriiinlslralive Secrolary 

Atlininistralive Clerk I l l  
Adiiiinislralive Clerk I I  

Sciiior Adniiiiistrativc Clerk 2,234.90 2,346.73 2,464.07 2.507.27 $2.716.64 Approx 10% abovo Adininslralivo Clork 
Atl i i i inislralivc Clerk 2,031 .BO 2.133.39 2,240.06 2.352.07 $2.469.67 Benchmark; sel lo markel 

I h l a  Processing Operations Specialist I t i f i t  malion Systenis Specielist 2.664.99 2.798.24 2.938.15 3.005.06 $3.239.31 Same as Adrninislralive Secrelary 

Col l l l l lunl ly Ucvcloplnel l l  
Associate I’lanner Associalc I’laiincr 3,776.30 3,965.12 4,163.37 4,371.54 $4.590.12 Benchmark; scl lo markel 
Assislaiil Platiiicr Assistan1 l’latiiier 3.4 33.00 3.604.65 3.704.09 3.974.13 $4.172.84 Approx 10% bolow Associalo Planner 

,Jiiiiior I’liuincr Juii ior Planner 3.1 20.91 3.276.96 3.440.81 3.612.85 $3.793.49 Approx 10% below Assislanl Planner 
1 ’1 

Senior Uuilding Inspeclor 
I lu i ld i i ig lnspeclor I I  
Ih i i ld ing hispeclor I 

Senior Uuilding Inspector 3,707.17 3.092.52 4.087.15 4,291.51 $4.506.08 Approx 10% above Building Inspeclor II 
Iluildii ib: Inspeclor I I  3.370.15 3,538.68 3.715.59 3,901.37 $4.096.44 Bonchmark; set lo markel 
Bu i ld ing  Inspeclor 1 3.063.77 3,216.90 3.377.81 3.546.70 $3.724.04 Approx 10% below Building lnspeclor II 

Cotiitiiunity I i i iprovcntcnl Of l iccr  
New Cliiss 

Piirking Eiiforcenieni Assistant Il’arkirig I!nforcenienl Assislatil I 2,296.641 2.4 1 1.471 2,532.051 2.650.651 $2.791.58)Benchmark: sol lo markel 
I I I I I I 

Coi i in iu i i i ly  Iniproveiiienl Officer I I  3.209.67 3.370.15 3,538.66 3.715.59 $3,901.37 Approx 5% below Building Inspeclor II 
Cotiiriiirnily lniproventent OTficer I 2.9 17.80 3.003.77 3.216.98 3.377.01 $3.546.70 Approx 10% below Coriim Iniprovemenl Off II 

I ~ l l l l l r l c c  
Suppui~ Scrviccs Supervisor 
Accounting Tccliniciiin 

The currenl lop slep salarles are prior lo Iho July 1. 2000 3.55 cosl of llvlng Increase 

1;iiiiiiice ’I’ecliniciuii 2,000.00 2,031 A1 2.073.40 3,122.07 $3.270.17 Approx 10% abovo Sonlor Cuslomer Svc Rop 
Finniicc Technician 2,696.98 ’ 2.831.01 2,973.40 3.122.07 $3,270.17 Approx 10% a h v o  Soiiior Cuslonier Svc Rap 

I 

Accounlitig Clerk 
New Cl;~ss 

I 

Accotinliiig Clcrk I I  2.228.09 2.340.33 2.457.35 2,500.22 $2.709.23 Benchmark: sol lo markel 
Accouii l i i ip CIcrk I 2.02G.28 2,127.50 2.233.98 2.345.65 $2.462.94 Approx 10% below Accounlirig Clerk II 

New Class 
Senior Accouittiiip Clerk 
New Cl;iss 
Ncw Class 

Ctirloiiicr Service Supcrvisor 3.101.50 3,256.58 3,4 19.40 3.590.37 $3,769.09 Approx 15% abovo Firianco Toclirilclan 
Scnior Cuscoincr Scrvicc Iky)rcsciilritivc 2,451.70 2,574 37 2,703.09 2.030.24 $2.900.15 Approx 10% above Cusloinor Svc Rep II 
Cuslotiicr Service Ileprcscrita~ivc I I  2.228.89 2,340.33 2,457.35 2,500.22 $2.709.23 Same as Accounling Clerk It 
Custotiier Service Ikprescnlntive I 2.026.26 2.127.50 2.233.96 2,345.65 $2.462.94 Approx 10% below Cuslomer Svc Rep II 

Cusloiiicr Service Supcrvisor 
Accoiitit Collector 
Meter Iteader 

Field Serviccs Supervisor 3,156.53 3.314.36 3,400.00 3.654.00 $3.836.70 Approx 15% abovu Ficltl :soivicos ~ i c p  
Field Scrviccs Ikprcscnti it ivc 2,744.01 2,802.05 3,026.15 3.177.46 $3.338.33 Approx 10% above Meler fioader 
Mc tc r  Iteadcr 2,495.20 2,620.05 2,751.05 2.880.60 $3.033.03 Benchmark; sel lo mnrkel 

Uuyer 
Sctiior Storekeeper/Buycr 
Storekeeper 
I’urcliasing Assislanl 

Buyer  3,088.09 3.240.39 3,402.4 1 3.572.53 $3.751.16 Benchmark; sel lo niarkcl 
Senior Storekeeper 2.683.58 2,817.73 2.958.62 3.106.55 $3.261.88 Approx 15% below Buyer 
Storckccper 2,439.60 2.689.05 2,024.14 $2.965.34 Approx 10% below Sonlor Slorckecper 2,561.58 
Purchasing Assistan! 2.122.75 2.228.89 2.240.33 2.457.35 $2.580.22 Approx 5% below Accounling Clerk II 

I 



City or Lodl 
Cci icrnl  Services I i i t c r i ia l  Snlnry I lc l i t ( lot i r l i i~ is 

~~~~~ ~~~ ~~ 

Old Classlncallon 
L ib ra ry  
Libriiriiin II 
Li1xiri:iii I 

Sciiior Library hssistatii 
Library Assistnnl 

I’nrks and Itctreatlon 
I’arks Project Coordi,nalor 

I’rogrniii Coordinator 

* Recommended Recommended Recominoiided Reconimended Reconimended 
New Classlflcatlon A Step B Step c slop D Step E s l o p  Inlornal Allgnmenl 

~~ 

L ibrarian II 3.269.53 3.433.00 3,604.65 3,704.09 $3,974.13 Appiox 5% below Assislanl Plannor 
Lihri ir iaii I 2,972.30 3,120.91 3.276.86 3,440.01 $3.612.85 Aptrrox 10% lrulow Lilmrinn tI 

Senior Library Assishiit 2.346.73 2.464.07 2,507.27 2.716.64 52.052.47 Approx 10% abovo Library Assistanl 
L ibrary Assistmil 2.133.39 2..240.06 2,352.07 2.469.67 $2,593.15 Appiox 5% abovo Adnilii Cloik 

I’arks I’rojccl Coordinator 3,742.30 3,929.42 4,125.89 4.332.18 $4.540.79 Samo as Senior Engineering Tcchnlcian 

I’:iiks I’rogriiiii Sliecinlisl 3,1 18.59 3.274.52 3,438.24 3,610.15 $3,790.66 Approx 20% below Parks Projccl Coordinator 

I 
I’olicc 
I’olicc Itecords Clerk Sulicrvisor 
I’olicc Itecords Clerk I l l  
I’olicc Itccords Clerk I I  
I’olicc Itccords Clcrk I 

LI 

2,057.06 $2.999.91 Appiox 15% above Polico Records Clork II  2.721.01 I’olice Itccords Clcrk Stipcrvisor 2.4G8.04 2,591.44 
Seiiior Police Records Clcrk 2.360.73 2.470.77 2,602.70 2.732.04 $2,869.40 Approx 10% above Police Records Clerk I I  
Police Itccords Clcrk I t  2.146.12 2,253.42 2,484.40 52.600.62 Benchmark; sel lo market 2.366.10 
Police Itccords Clcrk I 1.951.02 2.040.57 2,151 .OO 2.250.55 $2,371.47 Approx 10% bclow Polico Records Clerk I t  

I 

Aniiiial Control O f i cc r  
Assislanl Animal Control Of l iccr  

Ai i i i r ia l  Services Orlicer 2.404.41 2,600.63 2,739.06 2.076.01 $3.019.01 Benchmark; sel to market’ , 
Assistaiil Atiitii;il Scrviccs Officer 2.250.55 2,371.40 2.490.05 2,614.55 $2.745.20 Approx 10% bolow Aiilnial Sorvlcos Ollcor 

l ~ i i l ~ l l c  Works 
Associole Traffic Eiigiiiccr 
hssocinlc C iv i l  Eiiginccr 
Assistant Engiiieer 
luii ior Engineer 

‘ The curronl lop slop salorlos aro prlor lo tho July 1.2000 3.55 cost of llvlng Increaso 

Associalc Tr;imc Eitginccr 4,528.19 . 4.754.60 4,992.33 5,241.94 $5,504.04 Same as Assoclale Civil Englneer 
Associate Civ i l  Engineer 4.528.19 4,754.60 4.992.33 5.24 1.94 $5,504.04 Benchmark; sel lo markel 

Assistant Eiigincer 4.1 16.53 4.322.36 4.530.48 4,765.40 $5,003.67 Approx 10% below Associalo Civil Engineer 
Junior Eiigincer 3.742.30 3.929.42 4.125.09 4,332.10 $4,540.79 Approx 10% bolow Assislanl Engineer 

2 

Eiigiiiceriiig ‘recli. Supervisor 
Sciiior Eiigiiiccriiig Tcchriiciiiii 
Ihgiiiecriiil: *l’ecliiiici;iii I1 
Iiiigiiiecriiig Tecliiiiciaii I 

3.742.30 3.929.42 4,125.09 4.332.10 $4,548.79 Same as Junlor Enginccr 
3,742.30 3.929.42 4.125.08 4,332.18 $4.540.79 Same as Junior Engiiioer 
3.402.09 3.572.20 3.750.01 3,930.35 $4.135.27 Appiox 10% bulow Sorilor Eli8 Tochnlclan 
3,092.01 3.247.45 3.409.03 3.500.32 $3,759.33 Approx 10% below Eng Teetiillclan II 

Seiiior Eiigiiiceritig Tecliiiiciaii 
Scii ior lingiticctiiig l’cclinician 
l i i i f i i i iecri i ig ’l’ccliiiicinti II 
Piigiiieeriiig ‘l‘ecliiiicinii I 

I1iibIic Works Iiislieclor I 1  
I’ublic Works Inspector 1 

I I 

I’ciblic Works Inslicclor II 3.370.15 3.538.66 3.715.59 3.901.371 S4.09G.441Sanio as Ouilding Iilpsoclor It 

Public Works Inspeclor I 3.063.77 3,218.96 3.377.81 3,546.701 $3,724.041Appiox 10% bulow PW In’speclor I I  



.. i. 
. . . . _ .  

Classlflcatlon 

Administrative Clerk - Confidential 
I>cputy City Clerk 
I ltinli\tl Rcsourccs ‘Tcclmicinn 
Legal Secretary 
Secretary to tlic City M a n a w r  

~- 

City &f.Lodi 
Con f I d c ti t I a I I t i  to rna I S il I il ry Ro I il I t  o n 9 Ii I p 9 

Recornmonded Rocommcndod Rocommended Rocommondod Rocommondod 
A Stop B Stop c stop D Stop E Stop lntornnl AllI]nniont 

$ 2,133.39 $ 2,240.06 $ 2,352.06 $ 2,469.67 $ 2,593.15 Approx 5% above Administrative Clerk 
$ 2,819.01 $ 2,959.97 $ 3,107.96 $ 3,263.36 $ 3,426.53 Boiiclinrsrk: sol lo tirarkol. 
$ 2,645.19 $ 2,777.45 $ 2,916.33 $ 3,062.14 $ 3,215.25 Benchmark: sel lo markel 
$ 3,120.30 $ 3,276.31 $ 3,440.13 $ 3,612.14 $ 3,792.74 Approx 5% bclow Sccty lo llio City Manrrgcr 
$ 3,276.31 $ 3,440.13 $ 3,612.14 $ 3,792.74 $ 3,982.38 Benchmark; scl lo market 

A’l’TACI-IMICN?‘ I I  

Page I of 1 



Attachment I11 
Amended 

0 

0 

0 

CITY OF LODI 
GENERAL SERVICES 
JOB SPECIFICATIONS 

Accounting Clerk I/II 
Administrative C1 erk 
Administrative Secretary 
Animal Services Officer 
Assistant Animal Services Officer 
Assistant Civil Engineer - Traffic 
Assistant Engineer 
Assistant Planner 
Associate Civil Engineer 
Associate Civil Engineer - Traffic 
Associate Planner 
Building Inspector I/II 
Buyer 
Community Improvement Officer 
Customer Services Representative MI 
Customer Service Supervisor 
Engineering Technician I/II 
Field Services Representative 
Field Services Supervisor 
Finance Technician 
Information Systems Specialist 
Junior Civil Engineer - Traffic 
Junior Engineer 
Junior Planner 
Librarian I/II 
Library Assistant 
Meter Reader 
Office Supervisor 
Parking Enforcement Assistant 
Parks Program Specialist 
Parks Project Coordinator 
Police Records Clerk I/II 
Police Records Clerk Supervisor 
ProgrammedAnalyst I/II 
Public Works Inspector I/II 
Purchasing Assistant 
Senior Administrative Clerk 
Senior Building Inspector 
Senior Customer Service Representative 
Senior Engineering Technician 
Senior Library Assistant 
Senior Police Records Clerk 
Senior Storekeeper. 
Storekeeper 



CITY OF LODI August 16,2000 

DEFINITION 
ACCOUNTING CLERK ur r  _ _  

Performs responsible clerical work in financial systems and functions, including, payroll, 
accounts payable, and fiscal accountin,a systems. - 

DISTINGUISHING CH.4RACTEFUSTICS 

Accountin? Clerk I 

This is the entry-level classification in the Accounting Clerk serizs. Ths class is distingished 
fiorn the Accounting Clerk II in that this class performs tasks that are more routine in nature and 
are performed under close supervision. This is a flexibly staffed class in that the Accounting 
Clerk I position is expected to progress to thz LT level with training and satisfactory performance. 

Accounting Clerk I1 

Positions in this class perform journey-level clerical work of a financial nature, working under 
general supervision and smctured guidelines and procedures. Positions in this class are 
normally filled by advancement from the Accounting Clerk I clzss. 

This class is distinguished from the Customer Service Representative classes in that the latter 
spend the majority of time workins directly with the public to collect revenue, answer questions, 
and resolve problems. 

SUPERVISION EXERCISED AND RECEIVED 

Receives general supervision from an Accountant I/II or higher-level class. 

EX4MPLES OF DUTIES 

Duties may include, but are not limited to the following: 

Processes accounts payable for City operations; processes invoices for weekly check run; 
payroll vouchers; 
Reconcile vendor accounts, maintain vendor files; 
Prepares Form 1099 for IRS reporting; 
Submits Cash requirement reports to Revenue Manager; 
Prepare Disbursement reports to City Council; 
Assists Auditors during the annual audit and during interim audits by other government 
agencies; 

Js-Accounting Clerk 1-11 



CLASS SPECIFICATION CITY OF LODI 
Accounting Clerk I/II Pace 2 of 3 

_ _  _ .  

Processes utility billings; writes service orders for utility customers; checks meter books and 
computes billins amount, enters billing information onto computer; and mails out computer 
generated utility bills; 
Receives utility bill payments over a public counter or through the mail; processes, balances, 
and deposits billing amounts; 
Answer the telephone and respond to question on payments, pending accounts, open purchase 
orders, contract payments, and other City financial transactions; 
Processes payroll time cards and enters payroll infomation into the computer; runs and 
processes computer payroll reports; performs daily and bi-weekly payroll procedures; 
Performs routine accouqting system procedures including window receipts data entry, 
monthly general ledger journal entries, bank statements balancing, and generation of 
computer reports on payroll, revenues, expenditures, and other financial activities; 
Process purchase orders; 
Audit CIS-Orcom utility collections m d  receivables prior to posting; 
Maintains various ledgers, registers, and journals according to established account 
classifications; 
Performs related duties as required. 

FIINIMUM 0 U.4L IFTCATIO NS : 

Accounting Clerk I 

Knowledoe of: 

-4bilitv to: 

iModern office practices and procedures; 

Perform routine mathematical computations; 
Perform clerical procedures in an organized and accurate manner; 
Operate a typewriter, calculator, and other common office machines; 
Learn and operate a computer terminal using various financial applications; 
Understand and carry out oral and written instructions; 
Establish and maintain cooperative and effective relationships with those contacted during 
the course of work. 



CLASS SPECIFICATION CITY OF LODI 
Accounting Clerk 141 Page 3 of 3 

_ _  

- 
Accounting Clerk II 

In addition to the knowIed,oe and abilities required for Accounting Clerk I: 

Knowledge o f  
> 

Principles and practices of financial record keeping; 
The basic purpose and nature of accounting systems in municipal government. 

Abilitv to: 

Keep financial and statistical records; 

EDUCATION AND EXPERIENCE 

i U y  combination of experience and educat'ion that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

Accounting Clerk I 
Education: 

Equivalent to completion of high school. 

ExDerience: 

One year of experience in a position performing a variety of clerical duties. 

-4cco~~iiting Clerk I2 
Education: 

Equivalent to completion of high school.. 

Exoerience: 

One year of experience in a financial clerical position or one year a s  an ,4ccounting Clerk I 
with the City of Lo& 



CITY OF LODI August 16,2000 

DEFINITION 

Provides a variety of routine to moderately difficult office support duties for various City 
departments and offices. These may include public contact, providing information, 
recordkeeping, specialized processing related to the department assigned, typing, word 
processing, preparing spreadsheets, maintaining databases, establishing and maintaining 
file systems; and performing related work aj required. 

DISTINGUISHING CHLARACTERISTICS 

Incumbents perform a variety of duties requiring the acquisition of howledge  of 
departmental and City procedures. 

This class is the h l l y  qualified, journey level class of the City's .Administrative Clerk 
series, competent to perforri.1 a variety of office support and clerical duties. Positions are 
characterized by the presence of guidelines kom which to malke decisions, and the 
availability of supervision to resolve non-routine problems encountered. 

SUPERVISION EXERCISED AND RECEIVED 

Administrative Clerks work under general supewision from senior clerical staff,' or 
professional or managerial personnel. 

hn A4dministrative Clerk may direct the work of part-time or temporary clerical staff, but 
is not considered a lead level of classification. 

EX4MfLES OF DUTIES 

Duties may include, but are not limited to, the following: 

Performs a variety of support duties related to the department to assist staff in various 
office and public activities; 
Serves as receptionist; receives and screens callers and visitors; provides infoxmation 
regarding City or department practices and procedures to a variety of parties and the 
general public; 
Gathers information from individuals or reference sources to complete and process 
various forms, records and applications; 2nd contacts individuals to obtain additional 
infomation; 
Enters and retrieves data 5om computer systems, Operates personal computer, related 
software and peripheral equipment fo 1 lowinp established formats; 

. . .  



CITY OF LODI 
Administrative Clerk 

Page 2 o f 3  

0 

0 

0 

0 

0 

0 

0 

0 

0 

Operates computer systems, which may be used City-wide or specifically designed 
for use only in the department assigned, to generate reports and perform other 
automated processes; ~ performs various file maintenance. activities related to 
computer systems; 
Maintains records and processes forms, such as time records, purchase requisitions 
and orders, and others specific to the organizationa1 unit; 
Posts and transcribes data, prepares and updates a variety of reports, which may 
require the use Bf routine arithmetic calculations; 
Establishes and maintains office files, and researches and compiles information from 
such files; 
Prepares correspondence, reports, forms and specialized documents related to the 
functions of the department assigned, fiom drafts, notes, dictated tapes, or brief 
instruct ions; 
Proofreads and checks typed and other materials for accuracy, completeness, 
compliance with departmental policies, and correct English usage including grammar, 
punctuation, and spelling; 
Copies, assembles and distributes reports and other written materials; 
Collects fees, issues receipts, adds sums of figures, and performs related basic 
computations; 
Performs office support activities such as opening and distributing mail, processing 
outgoing mail, and ordering office supplies; 
Arranges for repair and maintenance of office and vending equipment ; 
Perfoms other related duties a5 required. . 

Knowfedze of: 

Basic office practices and procedures, including filing and the operation of standard 
office equipment; 
Correct English usage, including spelhg, grammar, and punctuation. 

Business letter writing and the standard format for typed materials; 
Policies, procedures, processes and forms related to the department to which 
assigned; 
Basic business data processing principles and the use of and operation of a personal 
computer. 

Basic business arithmetic. 

.I 

Abilitv to: 

Understand and carry out oral and written instructions; 
Perfonn detailed clerical work accurately; 
Type at a speed necessary for adequate job performance; 
Maintain attention to detail despite interruptions; 
Communicate tactfully and effectively with the public; 



CITY OF LODI 
Administrative Clerk 

Page 3 of 3 

Learn specialized processing, procedures and office support tasks related to the 
department assigned. 

Compose routine correspondence from brief instructions; 
Use initiative and sound independent judgement within established guidelines; 

software, and peripheral equipment; 
Prioritize work-and coordinate several activities simultaneously. 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 

- Organize and maintain accurate recordsand office files; . -  

* Use and operate centralized telephone equipment, personal computer, related 

EDUCATION AND EXPERIENCE 

Any combination of expeAence and education that would likely produce the qualifjmg 
knowledge and ability. A typical combination is: 

Education: 

Equivalent to completion of hi& school including completion of specialized Clerical 
coursework. 

Experience: 

LICENSES AiiD CERTIF?C.L\TES 

Two years of responsible journey level clerical experience. 

Possession of a valid Driver’s license (Class C) issued from the California 
Depar&nent of Motor Vehicles. 



CITY OF LODI August 16,2000 

ADMINIST.R--ITIVE SECRET.U3Y . 

DEFINITION 

Performs a variety of complex andor confidential secretarial and administrative duties 
for a department; manages the clerical support functions of the department. 

DISTINGUISHING CHARACTERISTICS 

This class is distinguished from the general clerical classes by more complex, responsible 
and sensitive duties related to a position functioning as the personal secretary to a 
department head and by responsibility for managing the clerical support functions within 
a department. 

SUPERVISION EXERCISED AND RECEIVED 

Direction is provided by a department head. Functional or technicaI supervision may be 
received fiom departmental management staff. 

ResponsibiIities may include direct or indirect supervision of subordinate clerical 
positions. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to the following: 

Serves as office manager to ensure work is handled on a priority basis and completed 
in a timely manner; 
Acts as a receptionist; screens calls and visitors, and refers inquiries as appropriate; 
responds to complaints and requests for information based upon departmental policies 
and procedures; 
Trains clerical staff in courteous and effective practices when interacting with the 
public; 
Participates and assists in the administration of a department; handles routine 
personnel, payroll, purchasing and budget duties; 
Initiates and maintains a variety of files and records for information regarding such 
areas as payroll, the budget and purchasing; maintains manuals and updates resource 
materials; 
Types and/or transcribes a va-iety of w-ritten material from handwritten copy, types, 
and/or shorthand notes; 
Gathers information regarding City and department activities and advises department 
or division heads s necessary; 
Distributes infomation and materials generated by deparhnent head or manasement 
staff; 
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Composes and handles routine conespondence not requirins the department head’s 
personal attention. When required-, initiates specific correspondence for signature by 
d e p h e n t  head or management staff; 
Researches, compiles, and analyzes data for special projects and various reports; 
compiles data and assists in developing recommendations on the formulation of 
policy, procedures, new programs and systems; 
Serves as Secretary to a board or commission including prepring the agenda, 
assembling background materials and taking minutes of meetings; 
Operates appropriate software for computers used in the department; develops, 
implements, and maintains related filing systems on the computer systems in the 
department; 
Supervises, trains and evaluate subordinates; 
Performs other related huties as required. 

MI NIMUhl Q U AL IFIC AT10 NS 

Knowledne of 

English usage, spelling, grammar and punctuation; 
LModern office methods, procedures and equipment, including word processing 
spreadsheet, database and scheduling software for personal computers; 
Principles of supervision, training and performance evaluation. 0 

Abilitv to: 

0 

0 

0 

0 

0 

0 

0 

Understand the organization and operation of the City, including the role of an elected 
City Council and appointed boards and commissions, and of outside agencies as 
necessary to assume assigned responsibilities; 
Plan, organize and manage the clerical support h c t i o n  of the department to which 
assigned; 
Communicate effectively, orally and in writing; 
Work cooperatively with other dqar&mts, outside agencies, and the public; 
interpret and apply departmental policies, procedures, and rules; 
Type andor  transcribe f?om handwritten copy, dictaphone andor  shorthand notes at a 
speed necessary for adequate job performance; 
Operate appropriate computer software; develop, implement and maintain related 
filing systems on computers; 
Work independently in the absence of supervision; 
Use initiative and independent j udgnent within established guidelines; 
Compile and maintain complex and extensive records and files;. 
Supenise, train, and evaluate subordinates; 
Establish and maintain cooperative and effective relationshps wlth those contacted 
during the course of work. 



C1-J.Y OF LODI 
Administrative Secretary 

Page 3 o f 3  

EDUCATION .&ID EXPERIENCE 

- Any cornbination of experience and. education that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

Education: 

Equivalent to the completion of hi& school supplemented by specialized clerical 
courses. 

Experience: 

Five years directly related and increasingly responsible experience. 
J 

LICENSES AND CERTIFICATES 

Possession of a valid Driver’s License (Class C) issued from the California 
Department of Motor Vehicles. 
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AiiIM4L, _ _  SEI?\/?CES OFFICER _ -  

DEFINITION 

Supervises and participates in the enforcement of animal regulations; manages the 
Animal Services Unit. 

SUPERVISION EXERCISED AiiD RECETVED 

Responsibilities include direct supervision of the Assistant Animal Services Officer, 
part-time kennel staff and volunteers; 
General supervision isprovided by a Police Lieutenant. 4 

EXZlMPLES OF DUTIES - Duties may include, but are not limited to the following: 

Supervises and participates in the enforcement of City ordinances and State animal 
control laws; 
Manages Animal Services Unit operations; trains employees; purchases supplies and 
equipment; cleans kennels and cages; feeds and cares for animals; maintains and 
repairs equipment; 
Picks-up and impounds stray, injured and dead animals; 
Resolves .cornplaints or questions &om the public concerning ordinances, laws and 
Animal Services operations and procedures; 
Prepares and maintains relevant records and reports; 
Coordinates presentations for public groups interested in .&a1 Shelter operations; 
Provides functional supervision to the Assistant Animal Services Officer; 
Recmits, trains and coordinates volunteers; 
Perfoms related duties as required. 

MINTMUM 0 UALIFICATIONS 

Knowledge of: 

Animals and their habits; 

Laws, ordinances, and policies related to animal control; 
Law enforcement procedures, operations and replations; 

Diseases pertaining to dogs and cats; 
iMetfiods of humane animal apprehension, care and disposzl; 
Principles of supervision and training. 
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. -  
ASSISTANT ANI3L4L SERVICES OFFICER 

DEFINITION 

Enforces laws, regulations, and policies relating to animal control; performs general office duties 
related to Animal Services Unit operations. 

- 

SUPERVISION EXERCISED AND RECEIVED 

Direct supervision is provided by the Animal Services Officer. 
2 

EXkiIPLES OF DUTIES 

Duties may include, but are not limited to the following: 

0 Receives and investigates animal cruelty, complaints; issues citations for Violations of animal 
replations; 
Picks-up and impounds stray, injured and dead animals; euthanizes animals as requested and 
directed; 
Investigates animal bites; quarantines animals causing such injury; prepares and submits 
relevant reports regardins actions taken; 
Responds to complaints and requests for mformation on re,oulations, procedures, and policies 
relating to animal control; adopts out and redeems impounded animals; 
Maintains shelter facilities and grounds; cleans kennels and cages; feeds and cares for 
animals; maintains and repairs equipment; 
Performs related duties as required. 

0 

0 

0 

MINIMUM QUALIFICATIONS 

Knowledge of: 

Animals and their habits; 
Diseases pertaining to dogs and cats. 

Abilitc: to: 

0 

0 

0 

0 

Learn laws, reglations and policies related to animal control; 
Learn law enforcement procedures, operaiions, and regulations; 
Learn mehods of humane animal apprehension, care and disposal; 
Impound all types of &imals; 
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- Commuiiicate effectively, orally andin writing 

Humanely perform intravenous euthanasia; 
Vaccinate animals;- 

* 
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_ _  

iMeet and deal effectivdy with the public; 
Use firearms to dispatch animals when necessary, such as sLUnks; 

Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 

EDUCATION AND EXPERIENCE 
r 

. h y  combination of experience and education that would likely produce the qualifyrng 
knowledge and ability. A typical combination is: 

Education : 

Equivaien to the completion of High School. 

Experience: 

Six months of experience in the area of animal control. 

LICENSES PLVD CERTIFICATES 

Possession of  a valid Driver’s License (Class C) issued f?om the California Department of 
LVotor Vehicles. 
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.BUILDING INSPECTOR ID1 . -  

DEFINITION 

Inspects residential, commercial, and industrial buildings at various stages of construction 
alteration, or repair; examines residentia1, commercial, and industrial plans that are 
submitted for a building permit; and otherwise participates in overseeing building activity 
to ensure public safety and compliance with codes and regulations. 

DISTINGUISHING CHARACTERISTICS 

Building Iaspector I - This is the entry level of the 3uilding Inspector class series. 
Positions in this class are distinguished from the II level in that they are not fully familiar 
with the various codes, ordinances, and state laws used in building inspection. The I 
level positions work under closer supervision than do I1 level positions. 

3uildinz InsDector ll - This is the journey level in the Building Inspector class series. 
Positions in this class generally are certified as combination building inspectors by 
I.C.B.0 and perform the full range of building inspection duties, including residential, 
commercial, and industrial inspection. The Il level positions are familiar with and can 
apply the various codes, ordinances, and state laws used by inspectors and work with less 
supervision than I level positions. 

SUPERVISION EXERCISED AND RECEIVED 

Buildina Inspector I - Receives direction fiom the Chief Building Inspector, beginning 
with specific direction and evolving toward general direction as experience and training 
progress. 

Buildino Inspector II - Receives general direction from the Chief 3uilding Inspector. 
May exercise technical supervision over 3uilding Inspector I positions. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to the following: 

Examines residential, commercial, and industrial plans submirted for a building 
permit for compliance with the Uniform Building Code, Uniform Plumbing Code, 
National Electrical Code, State Handiczp Reylations, State Energy Conservation 
Regulations, and local codes and ordinances; 
Inspects residential, commercial, and industrial building projects at various stages for 
compliance with all peainent codes, regulations, and ordinances; 

Answers questions regarding building regulation at the counter and on the telephone; 
Issues building permits; 
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Coordinates the plan checking process with Public Works , Utility, Planning, and Fire 
Departments; 

- Info,ps and instructs ovmers and contFactors on corrections required during the plan 
check process; 
Produces clear, precise correction notices pursuant to job site field inspections; 

0 Interacts with architects and ensjneers on matters pertaining to codes, and 
regulations; 

0 Receives and -investigates complaints on industrial, commerciaf, and residential 
conditions, health hazards, and safety hazards; 
Perfoms related work as required. 0 

iMIiVIMUh1 QUALIFICATIONS 
I 

3uiIdinn Inspector I 

Knowledge of: 

Building construction principles and practices, including familiarity with carpentry, 
plumbing, and electrical trades; 
Safety and construction standards of the building construcrion industry; with 
increasingly detailed familiarity as job experience and training progress: 

Uniform Plumbing and Mechanical Code; . 
Uniform Building Code; 

National Electrical Code; 
HeaIth and Safety codes; 
City of Lodi Codes and Ordinances. 

Abilitv to: 

Organize daily workload 

Learn the content of applicable codes, regulations, and ordinances; 
Detect through inspection deviations from plans, codes, reqIations, and ordinances; 
Read and understand building construction plans and drawings; 

Communicate clearly, orally, and in writing; 
Establish and maintain cooperative and effective relationships with those contacted 
durin,o the course of work. 

3uildina Inspector I 

EDUCATION AND EXPERIENCE 

.Any cornbination of experience and education that would likely produce the qualifymg 
knowledge and ability. A typical combination is: 



' CIIYOFLODI 
Buildins Inspector I/II 

Page 3 of 4 

Experience: 
_ .  . -  

0 Five years experience in the constktion industry as a contractor, carpenter, plumber, 
or electrician. 

Education : 
- 

Completion of high school or its equivalent. 

LICENSES AND CERTIFICATES 

Upon appointment to the position, incumbents are expected to participate in the 
training and testing program sponsored by the Lnternational Conference of Building 
Officials (I.C.B.O.) in pursuit of certification as a Combination Building Inspector. 
Possession of the appropriate valid Driver's License fiom the California Department 
of Motor Vehicles. 

Buildin0 IosDector I1 

Knowledae of: 

Detailed content of applicable codes, ordinances, and state laws; 
Building 'inspection principles and practices as applied to all types of residential, 
commercial and industrial buildings; 
Attributes and characteristics of building structure and construction practices in the 
City of Lodi; 
Inspect various types of residential, commercial, and industrial buildings; 
Apply the full range of codes, ordinances, and state laws as a building inspector. 

EDUCATION AND EXPERIENCE 

Any combination equivalent to education and experience that would likely produce the 
qualifjmg knowledge and ability. A typical combination is: 

Education : 

* Equivalent to the completion of high school. 
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Experience: 

Two years experience comparable 10 a Building Inspector I in thz. City of Lodi, 
preceded by substantial experience in the construction industry. 

LICENSES AVD CERTIFICATES 

Certification as a combination Building Inspector by the International Conference 
Building Officials (I.C.B.O.) is highly desirable. 
Possession of a valid Driver’s License (Class C) issued from the California 
Department of Motor Vehicles. 
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DEFINITION 

Under general direction, purchases and expedites a variety of materials, supplies, 
equipment, and services for use by all City departments; performs related work as 
assigned. 

DISTINGUISHING CR-AR4CTE FUSTI CS 

The class of Buyer is distinguished from that of Senior Storekeeper in that the primary 
duty is to be independently responsible for a wide range of purchasing and expediting 
functions. The Buyer acts as Purchasing Officer in hidher absence. The Senior 
Storekeeper supervises the Storekeeping function and performs pre-established buying 
hnctions. 

SUPERVISION EXERCISED .XWD RECEIVED 

iMay exercise indirect supervision over clerical staff and Senior Storekeeper. 

Receives general direction fiom the Purchasing Officer. 

EXAMPLES OF DUTXES 

Duties may include, but are not limited to, the following: 

0 

0 

0 

0 

0 

0 

Reviews requisitions for accuracy and completeness, consults with user departments 
regarding purchasing needs, and provides information regarding products and 
supplies; 
Obtains and evaluates price quotations and analyzes bids; 
Develops and prepares purchase orders; expedites purchase orders by following up 
with suppliers to reconcile delivery, qualiry, accuracy and other problems hat arise; 
Explains purchasing policies and procedures to potential vendors; places orders and 
negotiates with vendors as required if changes in purchase terns are required; 
Researches availability, price, terms, and delivery schedules with vendors for both 
specific and projected needs; 
Applies economic conditions, commodity price trends, lead times, develops sources 
of supply, and new products for purchasing activities; 
Assists in the development and adininismtion of contracts; 
Assists departments in the preparation of clear and complete specifications; 
Maintains purchasing records, prepares summaries and reports, including vendor 
performance reports, and maintains bid lists; 
Acts as Purchasing Officer in h i sher  absence; 
Performs ofher related duties as required. 
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PIININlUM OU.4LIFTCATIONS 
_ -  .. - 

Knowle'dae of: 

Inventory Control procedures; 
Principles and practices of purchasing, including competilive bidding procedures; 

Basic accountiriig procedures and practices applicable to the purchasing function; 
Types and sources of materials, supplies, semices, and information on economic 
conditions and industry trends; 
Applicable federal, state, and local laws, and regulations regzrding purchasing. 

Abilitv to: 
* 

0 Interpret and apply applicable ordinances, policies, procedures, rules, and reylations 
affecting purchasing operations; 
Analyze and interpret requisitions, plans, drawings, and specifications; 
Prepare clear and concise specifications; 
Buy effectively considering price, service, quality, and delivery; 
Establish and maintain accurate records and files; 
Set priorities, organize work, and make sound business decisions; 
Perform accurate basic mathematical functions; 
Establish - and maintain moperative and effective relationships with those contacted 
during the course of work. 

EDUCATION .&?ID EXPERIENCE 

Any combination of experience and education  at would likely produce the qualifying 
knowledge and ability. A typical combination is: 

Education: 

Equivalent to the completion of high school, supplemented by college level comes  in 
Business Admirustration or related field. 

ExDerience: 

Three years experience in purchasing and expediting materials, supplies and 
equipment. 

LICENSES AND CERTIFICATES 

Possession of a valid Driver's License (Class C) from the California Department of 
Motor Vehicles. 

. . .  
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COMMUNITY IhlPROVEMENT OFFICER IflI 
(Code Enforcement Officer) 

DEFINITION 

Under general supervision of the Community Improvement Manager, performs skilled work in 
the investigation, inspection and enforcement of City codes, ordinances, abatement regulations, 
the Uniform Housing Code and Dangerous Building Code. Performs related work as assigned. 

DISTINGUISHING CH.ARACTEFUSTICS 

Communitv Improvement Officer I - This is the entry level in the Community Improvement 
Officer class series. Positions in this class are distingished form the II Ievel in that they are 
not fulIy familiar with the various codes, ordinances and state laws used in code enforcement. 
Level I positions work under closer supervision than II positions. 

Communitv Improvement Officer I1 - This is the full journey level in the Community 
Improvement Officer class series. Positions in this class are certified as intermediate or 
advanced code enforcement officers or have obtained similar certification in a related field. 
Level II positions can more readily apply various codes and work with less supervision than I 
positions. 

SUPERVISION EXERCISED AW RECEIVED 

Communitv Irnwovement Officer I - Receives direction fiom the Community Improvement 
-Manager, beginning wilh specific direction and evolving towards general direction as 
experience and training progesses. 

Communitv Improvement Officer I1 - Receives general direction from the CommUnity 
Improvement Manager. May exercise technical supervision over Community Improvement 
Officer I positions. 

EXMPLES OF DUTIES 

Duties may include, but are not limited to the following: 

Receives, investigates and responds to complaints regarding substandard dwellings or 
structures, zoning violations, property maintenance violations, noise regulation violations, 
inoperable or abandoned vehicles on private property and other nuisance violations; 
Confers with county, state agencies and City departments on the disposition of a variety of 
complaints and code violations; 
Conducts field inspections of commercial and residential buiIdings during various stases of 
repair to ensure they meet minimum housing standards; . .  . 
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Reads, interprets and applies state laws, municipal codes and ordinances, and other 
pertinent regulations; 
Prepares necessary violation and other notices which outline proper repair and correction 
methods, time limits, permits and all necessary remedial work required; develops cost 
estimates based on work to be performed and specifications; 
Provides information concerning permit, land use and zoning requirements to the public; 
Issues citations for violations of the municipal code and other laws and regulations; 
Conducts inspecthns involving parking, set-backs, encroachments, right-of-ways, and code 
and structural compliance; 
Provides support and information for permit applications; 
Prepares required documentation for all legal actions and conducts follow-up once legal 
activities have been initiated; 
Builds and maintains posftive working relationships with co-workers, other city employees 
and the public using principles of good customer service. 

. 

MINTiCIUiV 0 U AL, I FIC AT10 NS 

Knowledpe of: 
Comrnunitv Improvement Officer I 

Basic law enforcement concepts; 

Safe work methods and safety regulations pertaining to the duties of a Community 
Improvement Officer, including safe dnving habits; 

The operation and use of personal computers and various computer applications within the 
office environment. 

Communitv Improvement Officer IT 

In addition to the requirements of the Community Improvement Officer I: 
Basic terminology used in zoning, including legal descriptions; 
Appropriate building safety, hazardous materials and fire prevention techniques and 
requirements; 
Applicable laws, ordinances and codes; 
Principles of building, planning and zoning permit processes and plan examining; 
Principles and methods of investigation utilized in code enforcement inspections; 
Reylations and requirements for court evidence documentation; 
Principles and methods of enforcing varied municipal codes. 

Abil i tv  to: 
Communitv Improvement Officer I 

- Use personal computer and various computer applications; 
Investigate zoning, ,code and other complaints in a timely and ractful manner; 
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Deal courteously, but firmly, and communicate effectively with a variety of individuals 
contacted in the course of work including resolving conflicts and problems; 
Establish and maintain cooperative and effective relationships with those contacted during 
the course of work. 

Communitv Imnrovernent Officer 11 

In addition to the requirements of the Community hprovement Officer I: - -  
Organize work, set priorities and exercise sound, independent judgement within established 
guidelines; 
Interpret and explain a variety of codes, ordinances and other regulations to the public; 
Prepare accurate and detailed documentation of inspection findings and other written 
materials; 
Maintain organized and &curate records of inspections and code enforcement files; 

EXPERIENCE AND EDUCATION 

Any combination of experience and education that would likely produce the qualifyins 
howiedge and ability. A typical combination is: 

Erperiea c.e: 

Cornrnunitv Improvement Officer I 

None 

Comrnunitv Immovement Officer I1 

Two years experience interpreting plannin,~, building or zoning laws and regulations or a 
closely related field. Understanding of the building and construction trade is prefmed. 

Education: 

Cornmuaitv Improvement Officer I 

Equivalent to graduation from high school. 

Comrnunitv Improvement Officer I1 

Education requirements o f  the Community Improvement Officer I supplemented by 
College level course work in planning, building inspection, technology or a related field is 
preferred. 

. .  
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LICENSES AND CERTIFICATES 

Comrnuni& Improvement Officer I . - 

9 Possession of a basic certificate in an approved field related to code enforcement within 
two years of hire. 
Possession of, or ability to obtain an Arrest Course S32 Penal Code certificate within one 
year of hire. - 

Possession of a valid (Class C) Driver's License issuzd from the California Department of 
iMotor Vehicles. 

Communitv Improvement Officer I1 

In addition to the requiremenk of the Community Improvement Officer I: 
Possession of an intermediate or advanced certificate in code enforcement, or additional 
certification in an approved field related to code enforcemznt that supplements a code 
enforcement backgo und. 

. .  
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. .. 

CUSTOMER SERVICE REPRESENTXTIVE.VT1 

DEFINITION 

Performs a variety of customer service tasks related to resolving customer billing problems and 
complaints; establishiig, disconnecting and reconnecting service; hisj-dlow bill investigation; and 
customer inquiry resolution. 

DISTINGUISHING CH.AFt4CTERISTICS 

Customer Service Representative I 

This is the entry-level classification in the Customer Service Representative series. This class is 
distinguished from the Customer Service Representative II in that this class performs tasks that 
are more routine in nature and are performed under close supervision. This is sliding 
classification and positions allocated at this level typically advance to Customer Service 
Representative II after one year. 

Customer Service ReDresentative II 

Positions in this class perform journey-level clerical customer service work under general 
supervision and structured guidelines and procedures. Positions in this class are normally filled 
by advancement from the Customer Service Representative I class. 

SUPERVISION EXERCISED A N D  RECEIVED 

Receives general supervision from the Customer Service Supervisor or hi&er-level class. 
Receives lead direction from a Senior Customer Service Representative. 

EXMPLES OF DUTIES 

Duties may include, but are not limited to the following: 

Processes utility billings: inputs donnat ion  into custom progams which produce a variety 
of service orders directed to field senices personnel; edits bill batches for exceptions, 
compares exception accounts to rate schedule standards, researches account historical data to 
determine correctness, approves bill batches for billing according to assigned rate schedules; 
Receives utility bill payments over a public counter or through the mail; processes, 
balances, audits, and prepares bank deposit; 
Receives revenue for licenses, permits, recreation fees, and other City revenue accounts; 
.hswers the telephone and responds to questions on utiliy billings, business and pet 
licenses, and other City financial transactions; 

0 

0 

1s-Cusomer Service Represenmrive [-I/ 
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_ -  
Creates, maintains, and monitors computerized files, databases and directories; conducts 
record searches and prepares statistical work sheets and other required documents; audits 
documents, verifies accuracy and ensures compliance with applicable regulations; 
Acts as a liaison to Field personnel to initiate or resolve issues relating to high or low bill 
investigations, meter reliability, disconnects and reconnects; 
Operates a persona1 computer to access customer account data &om multiple computer 
systems; interprets and explains charges, policies, procedures, special programs and rates, 
initiates appropriate transactions to satisfy customer requests, and internal accounting 
procedures 
Resolves problems involving customers’ statements, fees, payments and other service-related 
problems. 
Performs other related duties as required. 

Customer Service Rmresentative I 

Knowledge o f  

0 Customer service techniques. 

AbiliW to: 

Perform routine mathematical computations; 
Perform clerical procedures in an organized and accurate manner; 
Operate a typewriter, calculator, and other common office machines; 
Leam and operate a computer terminal using various financial applications; 
Understand and carry out oral and Written instructions; 
Interact with the public effectively and courteously; 
Communicate clearly and concisely; 
Establish and maintain cooperative and effective relationships with those contacted during 
the course of work. 
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Customer Service Reuresentative II 

In addition to the knowledge - and abilities required for the Customer Service Representative I: 

Knowledo,e of: 

Customer information systzms. 

Utility rate structures; and schedules 
Department policies and procedures pertaining to utility billins; and collection 

Abilitv to: 

Explain policies and utility rates to customers; 
Use a personal computer and job-related software applications. 
Learn and apply approved general ledger chart of accounts 

EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce the quali-g 
knowledge and ability. A typical combination is: 

Customer Service Reuresentative I 

Education: 

Equivalent to completion of hi& school. 

One year of experience working with the public to answer questions and resolve problems 
.AND one year of experience collecting, recording and balancin,o cash 



CLASS SPECIFICATION CITY OF LODI 
Customer Service Representative 101 Page 4 of 4 

_ -  _ .  _ .  

Customer Service Reuresentative II 

Education: 

Equivalent to completion of high school. 

E xnerience : 

One year of experience performing a variety of customer service tasks related to utility 
billing, service disconneczts and reconnects, high/low bill investigation, customer inquiry 
resolution, and collecting, recording and balancing cash OR one year as a Customer Service 
Representative I with the City of Lodi. 
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CUSTOMER SERVICE SUPERVISOR 

DEFINITION 

Plans, directs, supervises and participates in the customer service tasks related to resolving 
customer billing problems and complaints; establishing, disconnecting and reconnecting service; 
high/low bill investigation; and customer inquiry resolution. 

DISTINGUISHING CHARACTERISTICS 

This is the hll supervisory classzin the Customer Service Representative series. This class is 
distinguished from the Senior Customer Service Representative in that the latter is a leadworker 
and advanced journey-level classification, whereas this class performs the full range of 
supervisory functions. 

SUPERVISION EXERCISED AND RECEIVED 

Exercises supervision over Customer Service Representatives and Senior Customer Service 
Representatives. Receives supervision fiom the Customer Service and Revenue Manager or 
higher-level class. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to the following: 

Plans, directs and supervises the work of Customer Service Representatives and Senior 
Customer Service Representatives; coaches, trains and motivates staff; 
Plans, monitors, evaluates work and trains subordinate staft 
Implements programs aimed at improving communication with customers, efficiency in 
customer service operations and revenue recovery; 
Participates in the selection, supervision and work evaluation of personnel; assists in the 
design and implementation of motivational programs; facilitates staff training and 
professional development; 
Schedules and assigns work processes to meet billing schedules; analyzes plans for potential 
problems; 
Compiles a variety of narrative and quantitative reports and correspondence; identifies data 
sources; gathers and evaluates data; devises procedures for data collecting, tracking and 
reporting systems; designs and maintains recordkeeping systems; uses complex computer 
software to produce documents; 
Ensures the implementation of goals, objectives, policies, procedures and work standards for 
the operation of the section; 
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0 

0 

0 

0 

0 

0 

0 

0 

0 

. o  

0 

Keeps abreast of current issues and trends, and participates in the development of public 
information materials; 
Resolves the most complex customer service and complaints; 
Receives revenue for licenses, permits, recreation fees and other City revenue accounts; 
Answers the telephone and responds to questions on utility billings, business and pet licenses 
and other City financial transactions; 
Designs and prepares departmental forms and operational manuals; prepares correspondence 
on procedural or informational matters; 
Participates in the development and implementation of department programs, systems, 
procedures and methods of oprations, including computer-based systems; 
Creates, maintains and monitors computerized files, databases and directories; conducts 
record searches and prepares statistical work sheets and other required documents; audits 
documents, verifies accuracy and ensures compliance With applicable regulations; 
Acts as a liaison to Field personnel to initiate or resolve issues relating to high or low bill 
investigations, meter reliability, disconnects and reconnects; 
Operates a personal computer to access customer account data from multiple computer 
systems; interprets and explains charges, policies, procedures, special programs and rates; 
initiates appropriate transactions to satisfy customer requests and internal accounting 
procedures; 
Resolves the most complex problems involving customers’ statements, fees, payments and 
other service-related problems; 
Performs other related duties as required. 

MINIMUM OUALIFICATIONS: 

Knowledge of: 

0 

Principles and practices of effective supervision; 
Customer service, customer billing and collection techniques; 
Administrative principles, practices and methods, including goal setting, program and budget 
development, work planning and organization; 
Current trends, technologies and regulations in the area of utility customer service; 
Utility rate structures and schedules; 
Department policies and procedures pertaining to utility billing and collections; 

0 

0 

0 

0 Customer information systems. 

Abilitv to: 

Supervise a staff of Customer Service Representatives; 
Communicate effectively, both orally and in writing; 
Develop recordkeeping systems and forms; 
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Develop logical, concise and clear reports and correspondence; 
Use standard business English, spelling and punctuation; 
Perform routine mathematical computations; 
Perform clerical procedures in an organized and accurate manner; 
Operate a typewriter, calculator and other common office machines; 
Use computer word processing, database and spreadsheet software; 
Evaluate alternative solutions and present recommendations; 
Interact with the public effectively and courteously; 
Establish and maintain cooperative and effective relationships with those contacted during 
the course of work; 
Explain policies and utility rates to customers; 
Use a personal computer and job-related software applications; 
Apply approved general ledger chart of accounts. 

.t 

EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

... Education: 

Equivalent to completion of high school. 

Experience: 

Five years of experience performing a variety of customer service tasks related to utility billing, 
service disconnects and reconnects, high/low bill investigation, customer inquiry resolution, and 
collecting, recording and balancing cash, preferably including some supervisory experience OR 
two years as a Senior Customer Service Representative with the City of Lodi. 
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ENGINEERING TECHNICI.ki I . - 
ENGINEERIKG TECHNICIAii IT 

DEFINITION 

Performs sub-professional engineering office and field work involving surveying, 
drafting, minor inspection and design. Tnis is a flexibly staffed class series in that a I 
level position is expected to progress to the II level with training and satisfactory 
performance. 

DISTINGUISHING CH.4RACTERISTICS 

Enoineering Technician I - This is the entry level for the sub-professional engineering 
class series. Positions in this class are distinguished from the Engineering Technician II 
class in that they are not expected to be familiar with a broad range of sub-professional 
engineering fitnctions but are expected to perform assigned duties responsibly given 
necessary training. As incumbents gain experience in the position, they progressively 
acquire the knowledge and abilities of the Engineering Technician II. 

c 

Engineering Technician II - This is the journey level class in the sub-professional 
en,gineering class series. Positions in this class are distinguished &om the Engineering 
Technician I' class in that they perform a broader range of sub-professional engineering 
tasks and are familiar with numerous office and field tasks. They are distinguished from 
the Senior Engineering Technician in that they are not expected to possess extensive, 
specialized knowledge in one or more engineering areas and do not regularly exercise 
indirect supervision over subordinates. Positions in this class normally are filled from the 
I level. 

SUPERVISION EXERCISED .hVD RECEIVED 

Eneineering Technician I 

Receives immediate supen;ision fiom higher level sub-professional engineering positions 
and f?om professional engineers. 

E nni oeerin o Tech n ician 11 

Receives senera1 supervision fiom a Senior Engineering Technician and professional 
engineering positions. 

Occasionally exercises indirect supervision of a technical nature over Engineering, 
Technician I's, usually by zssisting in their training. 



CITY OF LODI 
Engineering Technician LT 

Page 2 of3  

EXAlMfLES OF DUTIES - Duties include, but are not limited to, the following: 
.. 

Office: 

Uses computer aided drafting technology; performs design work on less complex 
public works projects; 
Prepares rough layouts, drawings, details, diagrams, and plans -for public works 
projects; 
Performs computing and drafting operations involved in reducing field survey notes; 
Calculates distances, ties, angles, area, stations, traverses, closures and construction 
quantities; 
Lays out, checks, and keeps maps up to date; 
Takes traffic counts and surveys. 

Field: 

Operates theodolites and levels to determine distances, angles and elevations; 
May serve as a working s w e y  party chief working with subordinates in the 
observation, computing and recording of field data; 
Keeps field notes of readinzs and observations; 
Calculates cuts and fills for pipe and street work; 
Takes relative field inspection on routine public works construction projects; 
In a training capacity, may operate theodolites, levels and serves as rod holder with an 
engineering survey party; 
In office and field work, performs other related duties as required. 

ItIINI3TTJiM OUAJAFTCXTIOXS 

Ewineerina, Technician I I 

Knowledge of 

Computer systems and software including Computer Aided Drafting and Geogaphic 
Information Systems; 
Computer Aided drafting methods, techniques and equipment; 
Principles and uses of algebra, geometry, and trigonomerry; 
Elementary engineering survey principles and practices. 

Perform simple drafting accurately; 
Learn and operate automated drafting technolog used in an Engineering 
environment; . . . 

Solve problems and make computations using algebra, geometry, and trigonometry; 
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Follow oral and written directions; 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. _ _  

EDUCATION AND EXPERIENCE 

Any cornbination of experience and education that would likely produce the qualifying 
knowledge and ability. A typical combination is: -. 

Education : 

Equivalent to the completion of high school supplemented by courses in alsebra, 
geometry, trigonometry, and mechanical drafting. 

I 

Experience: 

No related working experience. 

LICENSES .4VD CERTIFICATES 

Possession of a valid Driver’s License (Class C) issued fiom the California 
Department of Motor Vehicles. 

Enaineerine Tecbniciaa IT 

In addition to the requirements of the En,heering Technician I: 

Knowledge of: 

Nomenclature, symbols, methods, practices, techniques, and instruments used in 
drafting, mappins, and surveying. 

Abiiitv to: 

Collect and analyze data; 
Perform a variety of office and field subprofessional engineering work; 

Prepare accurate construction plans, drawings, and diagrams; 
Interpret engineering maps, plans, construction standards and legal descriptions; 
Understand and apply laws, rules and regulations. 

Education and Experience 

Any combination of education and experience that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

. .  
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Experience: 

Two years of sub-professional en$mring office or field work.. - 

Education: 

Equivalent to the completion of high school supplemented by courses in draftins, 
trigonometry, and surveying. -. 

LICENSES AND CERTIFICATES 

Possession of a valid Driver’s License (Class C) issued from the California 
Department of Motor Vehicles. 

> 

. . .  
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FIELD SERVICES REPRESENTATIVE 

DEFINITION 

Under general supervision performs utility connections, various tasks in the prevention of 
electric service tampering, and the revenue collections process. 

DINSTINGUISHING CHARACTERISTICS 

This class assists the Field Services Supervisor and performs a substantial amount of field 
work. 

> 

SUPERVISION EXERCISED AND RECEIVED 

Receives general supervision fiom the Field Services Supervisor. During the initial 
training period, receives immediate supervision. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to, the following: 

0 

0 

0 

0 

0 

Executes service orders for connecting and disconnecting metered utility service; 
Seals meters for nonpayment; 
Contacts persons who have written bad checks; 
Assists with the enforcement of the Lodi Business License ordinance; 
Receives and investigates reports of electric service tampering; researches high and 
low usage on residents for potential theft; 
Selects customers to receive notices of service termination and delivers to customers 
address; 
Maintains list of “shut-off’ customers and performs follow-up visits to ensure this 
status is maintained; 
Performs on-site energy survey audits for residential utility customers; 
Performs other related duties as required; 
Fill in during absence of Field Services Supervisor; 
Picks up mail at Post Office Daily; 
Selects customers for “seal for non-payment” list; 
Acts as lead Meter Reader; 
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MINIMUM QUALIFICATIONS 

Knowledpe of: 

0 Basic electrical and mechanical systems. 

Abiiitv to: 

0 

0 Acquire public contact skills; 
0 

0 

0 

Learn policies and procedures in billing and collections; 

Perform mechanical tasks on utility meters (hook-ups, sealings); 
Organize daily workload and work independently; 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 

EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

Education: 

Equivalent to completion of h g h  school. 

Experience: 

0 

LICENSES OR CERTIFICATES 

Two years of experience as a meter reader or similar field work. 
0 

Possession of a valid Driver’s License (Class C) issued from the California Department 
of Motor Vehicles. 



CITY OF LODI August 16,2000 

FIELD SERVICES SUPERVISOR - 

DEFINITION 

Plans, organizes, directs and reviews the work of Meter Readers and Field Services 
Representatives. - -. 

DISTINGUISHING CHARACTERISTICS 

Ths  supervisory position has responsibility for meter reading utility connections and 
customer relations. 

SUPERVISION EXERCISED .&YD RECEIVED 
> 

Exercises general supervision over Meter Readers and Field Representatives. Receives 
direction from the Customer Services and Revenue Manager. 

E X k i P L E  OF DUTIES * 

Duties may include, but are not limited to, the following: 

Plans,-organizes, directs and reviews the work of Meter readers and Field Services 
Representatives; 
Assists in the preparation of budgets for the section; 
Assists with and performs a variety of personnel actions, including selections, 
training, promotions, performance evaluations, disciplinary measures and 
dismissals; 
Evaluates operations and recommends and implements improvements to systems 
and procedures; 
Coordinates with office staff to facilitate timely performance of department 
procedures; 
Responsible for notices, termination and late charges relating to accounts sealed 
for non payment; 
City Fleet Committee member - responsible for d e p m e n t s  vehicles; 
Periorms other related duties as required. 

iCIINTMIJM OUALIFICXTIONS 

finowledne of: 

.I Principles and practices of supervision; 
Procedures involved in reading meters and billing utility accounts; 
Public contacl.practices and techniques; 
Basic electrical and mechanical systems. 
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Abilitv to: 
- -  

Evaluate systems and procedures; make effectivt recommendations for 

Communicate clearly and concisely; 
Establish and maintain cooperative and effective relationships with those 
contacted during the course of work. 

Supervise the work of others; 

improvement. 
Interact effectively and courteously with the public; 
Perform mechanical tasks on utility meters (sealings and hookups); 

EDUCATION AND EXPERIENCE 
* 

.4ny combination of experience and education that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

Education : 

Equivalent to completion of high school. 

Experience: 

Four years experience in a position involving field operations. 

LICEXSES AND CERTIFICATIES 

Possession of a valid Driver’s License (Class C) issued fiom the California 
Department of Motor Vehicles. 

. .  
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DEFINITION 

Under general direction performs a variety of responsi ble paraprofessional, technical and support 
duties in the accurate -and timely processing of payroll, accounts payabIe; collections, genera1 
accounting and the posting and maintaining of related records and reports. 

DISTINGUISHING CHARACTERISTICS 

This class is distinguished from the Account Clerk LrlI by the greater level of responsibility and 
the extent of paraprofessioial and technical functions in research, data collection, report 
production, and the City’s payroil system. Incumbents in this class are responsible for one or 
more of the hc t iona l  areas of the finance department including general accounting, accounts 
payable, collections and payroll. 

SUPERVISION EXERCISED AND RECEIVED 

Receives direction &om the Accountant II or Customer Service and Revenue Manager. May 
exercise supervision over Account Clerk VII. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to, the following: 

Researches and compiles complex financial information from a variety of sources and 
presents data in spreadsheets and table format; 
.4ssists in the preparation of mandated and demand reports such as the State Controller’s 
Report and Monthly Executive Reports; 
Prepares a variety of complex journal entries and supervises and coordinates their posting for 
year-end closing; 
Performs a variety of audits such as: daily revenue, purchase orders, weekly claims-checking 
amounts, proper account numbers and authorization on invoices; bi-weekly payroll, Federal 
and State reports; and assists external auditors during examination of the City‘s annual 
financial statements; 
Reconciles bank statements; 
Inputs authorized amounts for revenues and expenses and balance them to the budget and 
senera1 ledger. Researches errors and discusses them with the appropriate managers; 
iMonitors revenue and expense reports for errors and prepares journal corrections. Supervises 
month-end closings and prepares various closing journals; 
Prepares and maintains payroll information and references for employees and departments; 

. .  
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0 

a 

a 

0 

0 

a 

0 

a 

0 

_ -  _ .  

Enters/maintains confidential employee matters including wage garnishments, wage 
deductions, deferred compensation, PERS retirement benefits, leave without pay adjustments, 
credit union, and related; 
Prepares, maintains and verifies the accuracy of a variety of complex records and files 
including federal &d state reporting, PERS retirement, leave without pay adjustments, credit 
union, leave balances, deductions; 
Reviews and interprets numerous Federal, State and Local payroll update materials; 
Verifies new wage information, classification changes and other MOU or CounciUCity 
Manager approved changes; 
Enters and maintains cha_nges relating to pay types, deductions, benefits and accruals in 
automated systems; 
Prepares and assists in year end reports; 
Prepares and generates a variety of reports and summaries, manually or using computer 
system, tracks data and prepares reports; 
Works with Data Processing to program reports as necessary; 
Performs daily input, audit and balancing of employee work time; 
Approves collection arrangements With utility customers; 
Handles bankruptcies; 
Coordinates destruction of records; 
Performs a variety of responsible clerical work in support of the department; 
Performs other related duties as required. 

mmmiM QUALIFICATIONS 

Knowledge of: 

Principles and practices of financial recorl 
governmental accounting and budgeting; 

keeping and the basic purpose and nature of 

Fundamentals of Federal, State and Local reglations, policies and procedures govankg 
various financial practices including payroll, accounts payable, general accounting, benefits, 
insurance and employee deductions; 
Modem office practices and procedures; 
Systems and methods for computerized payroll, record keeping, file maintenance and 
automated financial systems; 
General office methods including the operation of computers, peripheral and standard office 
equipment. 
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. -  

Ability to: 

Interpret, explain and apply complex Federal, State and Local regulations, policies and 
procedures; 
Administer paraprofessional aspects of payroIl programs, and employee deductions and/or 
time; 
Perform complex arithmetical and basic statistical calculations accurately; 
Prepare a variety of written reports, records and correspondence; 
Supervise, train and evaluate the work of others; 
Research and compile fin&cial data and prepare a variety of statistical and financial reports. 
Audit compliance with applicable procedures, methods and regulations; 
Operate a typewriter, calculator, personal computer, peripheral and other standard office 
equipment; 
Establish and maintain cooperative and effective relationships with those contacted during 
the course of work. 

-. 

EDUCATION AND EXPERIENCE 

Any combination of experience and education- that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

Education: 

Equivalent to completion of h& school supplemented by the completion of comes  in 
accounting, budgeting, government finance, or a related field. 

Experience: 

Three years of progressively responsible financial accounting experience. 

LICENSES .AND CERTIFICATES 

Possession of a valid Driver’s License (Class C) issued from the California Department of 
iMo tor Vehcles. 
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INFORMATION . .  SYSTEMS SPECI-LST - 

DEFINITION 

Operates computer console and peripheral equipment; generates a wide variety of routine 
printouts as well as specialized reports for financial and other applications; instructs 
system users in operational procedures and problems; and assists in maintaining and 
updating overall financiaVaccounting information system. 

DINSTINGUXSHING CHARACTERISTICS 

This position is responsible for the performance of numerous jobs or tasks that must be 
conducted at specific, regular intervals. The position is responsible for system 
maintenance, file update, monitoring system security, training of system users, and other 
operational tasks in a modem information systems environment. 

The incumbent works with.llmited supervision of the Finance Director. This position is 
distinguished fkom the progammer analyst positions in that it does not perform 
programming tasks. 

SUPERVISION EXERCISED AND RECEIVED 

Receives general supervision fiom the Finance Director. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to the following: 

Operates computer console and peripheral equipment in the use and maintenance of 
financial utility billing and other programs; operates auxiliary hardware such as 
decollator, and related equipment; 
Executes data processing jobs for utility billing, payroll, payables, and other 
applications on a daily, weekly, biweekly, monthly, or yearly basis. Procedures 
indude: sig-on, s i p o f f ,  , delete files, build files, copy files, restore files, cancel 
jobs, hold and release spooled jobs, save, back-up and re-name files, c h a s e  spools, 
stop and start print writer, catalog and store data. Distributes output in a timely 
manner; 
Performs special data processing jobs on request; 
Performs file transfers to City departments and outside agencies; 
Schedules jobs based upon computer rime and departmental priorities; 
Schedules collection batch, bill batch and other miscellaneous batch postings; 
Trouble shoots hardware and software difficulties; assists in document error and 
problem resolution; monitors needs of system users; 

0 

- 
0 
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iMaintains system libraries and fiIes; learns, reviews, and suggests changes to contro1 
specifications; maintains records of operating commands necessary to initiate data 
processing jobs. Conducts system-maintenance; file updates; - - 
Maintains inventory of data processing materials and orders supplies as necessary; 
Prepares hand held meter reading devices for daily meter reads. 
Coordinates repairs and maintenance on printers. 
Performs related duties as required. 

- 

0 

0 - 

MINIMUM QUALIFICATIONS 

Knowledge of: 

0 

0 

0 

Computer operations, concepts, terminology, and system applications. 
Word processing fim&ons and document formation of letters, reports, and charts; 
Modem office practices, procedures, and equipment; equipment maintenance and 
operation. 
Understanding of accounting and financial terminology and practices. 0 

0 PC Applications; Query Application. 

Abilitv to: 

Perform operational procedures With a hi& degree of organization and accuracy; 
Assist in-the anaiysis and development of complex projects; 
Analyze and resolve problem situations; 
Convey technical concepts to system users; 
Communicate clearly, orally, and in writing; 
Follow written and oral instructions; 
Work independently; 
Establish and maintain cooperative and effective relationships with those contacted 
during the c o m e  of work. 

EDUCATION AND EXPERIENCE 

Any combination of experience and education that would produce the qualifying 
howledge and ability. A typical combination is: 

Education 

0 Completion of the equivalent of two years of college supplemented by data 
processing comes. This requirement can be met with an additional two years of 
applicable data processing control experience. 

. . .  
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_ -  _ -  Experience _ .  

Two years experience as a computer operator with system control experience and one 
year of word processing experience. 

LICENSES AYD CERTIFICATES 

None 
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JUNIOR c r w L  ENGINEER - TRGFIC. - 
ASSISTAiiT CIVIL ESGINEER - TRAFFIC 
ASSOCIATE CIVIL Ei\;GINEER - TRAFFIC 

DEFINITION 

Performs professional engineering work in the planning, design and construction of 
public works and related projects. Assumes varying degrees of responsibility for the 
engineering requirements of traffic, streets, utility and other projects, depending upon 
class level. This is a flexibly staffed class series in that the Junior level position is 
expected to progess to the Assistant level with training, satisfactory performance, and 
obtaining proper certification. SimiluIy, thz Assistant is expected to progress to the 
Associate level. 

- 

DISTINGUISHING CHAR4CTERISTICS 

Junior Civil Engineer - This is the entry level in the professional en,+eering class 
series. Positions in this class differ born Assistant Civil En,oineers in that they are not 
expected to immediately perform a wide range of eqgineering tasks or be familiar with 
City engineering policies and procedures. Unlike the Assistant, they would rarely 
exercise Iead supervision over other engineering positions. 

Assistant Civil Enoineer - This class is between the entry level and full Journey level 
classes in the professional en$neerin,o class series. Positions in this class differ from the 
entry level in that they perform a wider range of moderately difficult tasks, are more 
familiar with City projects and regulations, and are required to possess an En,oineer-In- 
Training certificate from the State. The A s s i m t  differs from the Associate Civil 
Engineer in that the Associate performs the most difficult engineering tasks. The 
Associate regularly exercises indirect supenision over other professional engineers while 
the Assistant does so only occasionally. Also, the Associate is a Registered Engineer 
while the Assistant is an En,aineer-In-Training. Positions in this class generally are filled 
&om the Junior level. 

Associate Civil Eneineer - This is the full journey level class in the professional 
engineering class series. Positions in this class perform the more difficult professional 
engineering work and are distinguished Grom h e  Assistant Civil En,gineer in that they are 
Registered Civil Engineers, or Traffic En,$neers, performing functions requiring 
registration and act in the absence of the Chief Civil Engineer. Positions in this class 
normally are filled from the Assistant level. 
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. -  
- SUPERVISION EXERCISED ~ ~ ~ ~ ~ R E C E I V E D  

Junior Civil Enoineer - Receives specific direction from hi$er level professional 
engineers. Occasionally exercises indirect supervision of a technical nature over sub- 
professional engineering positions. -. 

Assistant and Associate Civil Engineers - Receives general direction from higher level 
professional engineering positions. Exercises indirect supervision of a functional nature 
over lower level Civil Engineers and over sub-professional engineering positions, usually 
as a project manager for a public works project. 

EX4MPLES OF DUTIES - Duties may include, but are not limited to the following: 
* 

0 

0 

Designs and prepares plans, specifications and cost estimates for public works 
projects including traffic control facilities, street, utility, and related projects; 
researches project design requirements; performs complex calculations and prepares 
estimates of time and material costs; 
Reviews and checks final maps, parcel maps, and subdivision improvement plans for 
accuracy and conformance with City codes, ordinances and departmental 
requirements, with emphasis on traffic en,oineering requirements; 
Prepares t h i n s  plans for isolated and interconnected traffic signal systems; 
Conducts specialized studies involving selection and use of materials and equipment, 
design techniques and economic comparison of alternatives, i.e., signal equipment, 
vehicle detectors, safety improvements; 
Serves as  field inspector and field engineer on public works projects; 
Assigns routine investi,oation, design and drafting tasks to technical subordinates; 
reviews completed work; assists in the solution of difficult problems; 
Prepares applications for State and Federal grants; administers grant projects; 
Answers questions from contractors, private engineers, members of the public, other 
City departments and agencies on public works projects, City codes, ordinances, and 
policies; 
Conducts and presents traffic studies to the City Council and other g r o q s .  Typical 
studies include traffic control warrants, parking requirements, signal priorities and 
striping alternatives; 
Develops and reviews City ordinances and policies. 
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. _  MINIMUM OUALIFICXTIONS 

Junior Civil Engineer 

Knowledoe of: 
- _.  

Principles and practices of engineering as applied to public works projects, principles 
of traffic engineering pertainins to desig and construction of streets and traffic 
control devices; 
Methods, materials, and techniques used in the construction of public works projects; 
Use and operation of personal computers, software and peripheral equipment; 
Modem developments: current literature and sources of information regarding traffic 
engineering. 

Abilitv to: 

Prepare engineering designs, perform computations, and prepare traffic en,$neerh,o 
plans and studies; 
Communicate clearly and concisely, orally and in writing. 

EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

Education : 

A Bachelor’s Degree in Civil Engineering fiom an accredited college or university. 

Experience: 

.I No related working experience. 

LICENSES OR CERTIFICATES 

Possession of a valid Driver’s License (Class C) issued from the California 
Department of Motor Vehicles. 

Assistant Civil Enzineer 

In addition to requirements of the Junior Civil Engineer: 
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City engineering policies and procedures; 
Traffic regulation methods and devices and traffic laws and regulations; 

Abilitv to: - 

Prepare moderately complex engineering designs and perform computations under 
general supervision; 
Communicate clearly and concisely, orally and in writins. 

EDUCATION .4YD EXPERIENCE 

.Any combination of education and experience that wouId likely produce the qualifyms 
knowledge and ability. A typical combination is: 

Education : 

A Bachelor's Degree in Civil Engineering from an accredited college or university 
with emphasis on traffic en5neering. 

Experience: 

Two years experience as a professional engineer with substantial en,$neerhg duties. 

LICENSES AND CERTIFICATES 

Possession of an Engineer-In-Training certificate issued by the State Board for 
Professional Engineers and Land Surveyors. 
Possession of a valid Driver's License (Class C) issued from the California 
Department of Motor Vehicles. 

Associate Civit Eagiaeer 

In addition to requirements of the Assistant Civil En,&eer: 

Knowledoe of: 

Principles of supervision and training 

Abiiitv to: 

Perfom complex professional engintering work with a minimum of supervision; 
Manage engineering projects from inception to completion; 
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Perform field inspection of public works projects; review plans and maps submitted 
for compliance with all pertinent -guidelines. . -  

EDUCATION .WD EXPERIENCE 

Any combination of education and experience that would likely produce-the qualifying 
knowledge and ability. A typical combination is: 

Education: 

Experience: 

A Bachelor's Degree in Civil Engineering fiom an accredited colkge or university. 

Three years experience as a professional engineer, with substantial traffic engineering 
duties, including one year experience with the City of Lodi. 

LICENSES AND CERTIFICATES 

Possession of a Certificate of Registration as a Civil Engineer or Traffic Engineer 
issued by the State Board for Professional Engineers and Land Surveyors. 
Possession of a valid Driver's License (Class C) issued from the California 
Department of Motor Vehicles. 
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JUXI-OR ENGINEER _ -  
ASS1ST.A" ENGlNEER 

ASSOCIATE CIVIL EWGINEER 

DEFINITION 

Performs professional engineering work in the planning, desig, and construction of 
public works and related projects including residential, commercial, and industrial 
development projects. Assumes varyins degrees of responsibility for the engineering 
requirements of water, sewer, storm drain, streets and other projects, depending upon 
class Ievel. This is a flexibly staffed class series in that the Junior level position is 
expected to progress to the Assistant level with training, satisfactory performance, and 
obtaining proper certification. Similarly, the Assistant is expected to progress to the 
Associate level. 

- 

DISTINGUISHING CH.UZACTERISTICS 

Junior Engineer - This is the entry level in the professional engineering class series. 
Positions in this class differ fiom Assistant En9neers in that they are not expected to 
immediately perform a wide range of en,gineering tasks or be familiar with City 
en,&ewing policies and procedures. Unlike the Assistant, they would rarely exercise 
lead supervision over other engineering positions. 

Assistant Engineer - This class is between the entry level znd full journey IeveI classes 
in the professional engineering class series. Positions in this class differ fiom the entry 
level (Junior Engineer) in that they perform a wider range of moderately difficult tasks, 
are more familiar with City projects and regulations, and are required to possess an 
En,aineer-In-Training certificate from the State. The Assistant differs from the Associate 
Civil Engineer in that the Associate performs the most dificult en,heering tasks. The 
Associate regularly exercises indirect supervision over other professional engineers while 
the Assistant does so only occasionally. Also the Associate is a Registered Engineer 
while the Assistant is an Engineer-In-Training. Positions in t i i s  class generally are m e d  
fiom the Junior level. 

Associate Civil Engineer - Th~s is the full journey level class in the professional 
engineering class series. Positions in t h i s  class perform the more difficult professional 
en,gineering work and are distingished from the -4ssistant En,oineer in that they are 
Registered Civil En,gineers, performing functions requiring registration and act in the 
absence of the Senior Civil Engineer. Positions in this class nonnally are filled from the 
Assistant level. 
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. -  

SUPERVISION RECEIVED X I D  EXERCISED 
_ -  

- Junior 'Engineer- Receives' specific'hireckon from higher level professional engineers. 
Occasionally exercises indirect supervision of a technical nature over sub-professional 
engineering positions. 

Assistant Engineer and Associate Civil Engineer - Receives general direction from 
higher level professional engineering positions. Exercises indirect supervision of a 
functional nature over lower level Civil Engineers and over sub-professional engineering 
positions, usually as a public works project manager. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to, the following: 
r 

Designs and prepares plans, specifications and cost estimates for public works 
projects including water, wastewater, street, s tom drain, and related projects; 
researches project design and requirements; performs complex calculations and 
prepares estimates of time and material cost; 
Reviews and checks final maps, parcel maps, and subdivision improvement plans for 
accuracy and conformance with City codes, ordinances and departmental 
requirements; 
Writes and checks legal descriptions of parcels of land; 
Conducts specialized studies involving selection and use of materials and equipment, 
design techniques and economic comparison of alternatives, is., water well 
construction and rehabilitation, sewer pipe materials, etc; 
Serves as field inspector and field engineer on public work projects; 
Assigns routine investigation, design and drafting tasks to technical subordinates; 
reviews completed work; assists in the solution of difficult problems; 
Analyze and interpret Federal and State regulations pertaining to engineering 
projects; 
Prepares applications for State and Federal grants; administers grant projects; 
Meets contractors, privates engineers, members of the public, other City departments 
and agencies to discuss enaeer ing problems and answer questions related to public 
works projects, City codes, ordinances, and policies; 
Prepare and evaluate contracts and agreements; 
Performs related duties as required. 
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Junior Engineer 
Principles and practices of engineering as applied to public works, utilities, and 

Methods, materials, and techniques used in the construction of public works and 
u ti 1 ities projects; 
Modern developments, current literature and sources of information regarding 
engineering. 

building construction projects; -. 

* Assistant Engineer 
In addition to the above requirements: 

City engineering policies and procedures. 

Associate Civil Engineer 
In addition to the above requirements: 

Principles of supervision and training. 

Abilitv to: 

Junior Engineer 

* 

Prepare engineering designs, plans and studies, perform computations; 
Use and operate personal computer, related software and peripheral equipment; 
Establish and maintain cooperative and effective relationships with those contacted 
during the c o m e  of work. 

Assistant E agineer 
In addition to the above requirements: 

Prepare moderately complex engineering designs and perform computations under 
general supervision; 
Communicate clearly and concisely, orally and in writing. 

Associate Civil Engineer 

ferfoims complex professional engineering work with a minimum of supervision; 
Manage engineering projects horn inception to completion; 
Perfom field inspection of public works projects; review plans and maps submitted 
for compliance with all pertinent guidelines; 
Prepare ageements and other documents perfainins to residential, commercial and 
industrial projects. 

In addition to the above requirements: 
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EDUCATION .AND EXPERIENCE 

- Any combination of experience and ‘education that would likely product the qualifjmg 
knowledge and ability. A typical combination is: 

Education: 
- 

A Bachelor’s Desee in Civil Engineering from an accredited college or university. 

Exoerience: 

Junior Engineer 
No related work experfence. 

Assistant Engineer 
Two years experience as a professional en,Dineer. 

Associate Civil Engineer 
Three years experience as a professional en,gineer, including two years experience 
with the City of Lodi. 

0 

LICENSES AND CERTIFICATES 

Junior Engineer 
Possession of a valid Driver’s License (class C) issued from the California 
Deparbnent of Motor Vehicles. 

In addition to the above requirements: 
Assistaat Engineer 

Possession of an En,heer-In-Training certificate issued by the California Board for 
Professional Engineers and Land Surveyors. 

Associate Civil Engineer 
In addition to the above requirements: 

Possession of a Certificate of Reghation as a Civil Engineer issued by the California 
State Board for Professional Engineers and Land Surveyors. 

. . .  
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DEFIiWTION 

JUNIOR PL.4iiNER 

ASSOCIATE PL-kYMZR 
- ASSISTANT PLANNER - -  

Performs professional work in the field of current planning, advanced p l ~ a i n , ~ ,  environmental 
analysis, and economic development. Maintains the City General Plan, assists in the 
administration of the City zoning ordinance, and performs project work as required. This is a 
flexibly staffed class series in that the Junior level is expected to progress to the Assistant level 
with training and satisfactory performance. Similarly, the Assistant is expected to progress to 
the Associate level. 

* 

DISTINGUISHING CH.ARACTERISTICS 

Junior Planner - This is the entry level class in the professional planning class series. 
Positions in this class are distinguished from the Assistant Planner level in that they perform a 
narrower range of duties, usualiy those of a technically less complex nature. Also, the Junior 
Planner works under a greater degree of direct supervision fiom higher level planning positions 
than does the Assistant Planner. 

Assistant Planner - This class is at a level between entry level Junior Planner and fill journey 
level Associate Planner classes in the planning class series. Positions in this class are 
distinguished from the Junior Planner in that they have more working experience, are able to 
perform a broader range of tasks, are able to perform more technically complex tasks, and 
work with less direct supervision. This Assistant Planner is distinyished fiom the Associate 
Planner in having less work experience and not yet being able to perform the full range of 
technically complex tasks required of the Associate. 

Associate Planner - This is the full journey level class in the planning class series. Positions 
in this class have the knowledge and ability to perform a variety of professional planning duties 
for the City of Lodi. Incumbents work more independently than positions in lower level 
planning classes, perform tasks of greater complexity, and are expected to interact effectively 
with the public and interest goups in community development. 

SUPERVISION EXERCISED AND RECEIVED 

Junior Planner - Receives direction usually from the Community Development Director or 
Associate Planners. 

Assistant and Associate Planner - Receives direction from the Community Development 
Director. Exercises technical or fhctional supervision over lower level planning class 
positions. 

. .  
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EXWPLES OF DUTIES 
.~ . -  

_ -  - .  
Current Plannina 

Provides assistance to the public in matters of zoning and planning; 
Works with developers, builders, and contractors in reviewing development plans for 

Prepares and reviews environmental documents for the City, including the preparation of 
Environmental Impact Reports; 
Serves as secretary and staff for the Site Plan and Architectural Review Committee. 
Prepares agendas, minutes, and staff reports; 
Processes annexations; 
Serves as secretary to S;'te Plan and Architectural Review Committee; makes presentations 
to the Planning Commission and City Council; 
Presents reports on economic and land use data; 
Responds to questions fiom the public regarding zoning and land use, parking 
requirements, General Plan designation, growth rnanasement, downtown revitalization, 
flood zone perameters; 
Performs related duties as required. 

conformance to City ordinances and planning guidelines; - -  

Advanced flannino 

Researches, analyzes, and interprets social, economic, population, and land use data and 
trends; prepares and revises elements of the Lodi General PIm and submits for approval; 
Prepares special reports on such topics a s  vacant land inventory, development 
informational resources, major retail centers, land use, and economic data. Makes 
presentations to the Planning Commission and City Council; 
Responds to questions fiom the public regardins zoning and land use, parking 
requirements, General Plan designation, growth management, downtown revitalization, 
flood zone perameters and statistical data; 
Coordinates the Abandoned Vehicle Program; 
Identifies and proposes revision to the Lodi Zoning ordinance; 
May serve as Acting Director of Community Development in Director's absence; 
Performs related duties as required. 

. . .  
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? 

MINIMUM OUALIFICATIONS - -  , - . -  

Junior Planner 

Knowledge of: 

PrincipIes of municipal pIanning; 
- 

Fundamental legal guidelines for the municipal function; 
Principles of basic research methods and statistical analysis; 
Current literature and information resources; 
Use and operation of personal > computers, software and peripheral equipment. 

Abilitv to: 

0 

Learn laws underIying general plans, zoning ordinances, and land divisions; 
Perform basic statistical analysis and prepare written reports; 
Communicate clearly, orally and in writing; 
Establish and maintain cooperative and effective relationships with those contacted during 
the c o m e  of work. 

EDUCATION AND EXPEIUENCE 

Any combination of experience and education that would Iikely produce the qudifying 
knowledge and ability. A typical combination is: 

Education: 

Exnerience: 

No related working experience. 

A Bachelor's Degree in City or Regional Planning or a related field. 

Assistant fianaer 

In addition to the requirements for the Junior Planner: 

Einowledqe o f  

Principles and practices of municipal planning; 
Legal guidelines for planning, zoning, and subdivisions, including the City of Lodi zoning 
ordinance. 
Principles and practices of basic research melhods and statistical analysis. 
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Abititv to: . _  

Perform drafting and mapping. 

Review building and architectural plans; 
Interpret and analyze federal, state, and local laws related to planning; 
Work effectively with architects, engineers, contractors and the general public; 
Analyze and interpret statistical data and written reports; 

EDUC-ATION AND EXPERIENCE 

Any combination of education and experience that would likely produce the qualifying 
knowkdge and ability. A t4;pical combination is: 

Education: 

A Bachelor’s Degree in City or Regional Planning or a related field. 

Experience: 

One year experience in a position similar to that of a Junior Planner in the City of Lodi. 

Associate Planner 

In addition to the requirements for the Junior Planner: 

Knowledae of: 

Specific rules and reglations for City of Lodi Plannhg; 
Grants and grant writing for Federal, State and other programs. 

AbiliW to: 

Organize and oversee the work of others. 

EDUCATION AND EXPERIENCE 

Any combination of education and experience that would likely produce the qualifyrng 
laowledge and ability. A typical cornbination is: 

Education: 

A Bachelor’s Degree in City or Regional Planning or related field. 
. . -  
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Experience: 
_ -  

Three'years experience in-a position similar to that of a Junior Planner or Assistant Planner 
in the City of Lodi. 

LICENSES AND CERTIFICATES 
- 

Possession of a vaiid Driver's License (Class C) issued from the California Department of 
Motor Vehicles. 

. .. 
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DEFINITION 

Perfoms professional level librarian work for the Lodi Public Library; provides 
Reference services as assiged, supervises or assists in overseeing activities in the 
assigned service unit of the Library. This is a flexibly staffed class series in that the 
Librarian I may is expected to progress to the II level with training, experience, and 
satisfactory performance. 

DISTINGUISHING CH.*ACTERISTICS 

Librarian I -This is the entry level for the professional librarian class series. Positions 
in this class are distinguished horn the Librarian II class by the extent of working 
experience and knowledge of technical procedures. Also, this class is not expected to 
exercise direct supervision over subordinate classes. 

> 

Librarian I1 - This is the ful l  journey level in the professional librarian class series. 
Positions in this class perform a variety of duties requiring extensive knowledge of 
library science and the policies and procedures of the Lodi Public Library. This class is 
distinguished fiom the Librarian I class by the extent of experience and technical 
knowledge. .It is distinguished kern h;$e~ kvel classes in that it is not expected to 
manage a major section of the library (Adult or Children's sections) and exercises 
technical or functional supervision rather than direct supenision over subordinate 
positions. Positions in th is  class normally zire filled from the I level. 

SUPERVISION EXERCISED .%W RECEIVED 

Librarian I 

Receives direction fiom higher level positions; 
Exercises technical supenision over sub-professional library positions. 

Librarian II 

Receives general direction from the Supervising Librarian; 
Exercises technical and functional supenision over subordinate positions; 
Exercises direct supervision over part-time and temporary personnel; 
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EX4IIIPLES OF DUTIES: 

Duties may include, but are not limited to the following: 
. -  _ .  

Provides reader and reference advisory senice, answers reference questions using a 
variety of print and electronic formats; 
Assists the public in use of the library; helps locate information in a-variety of print 
and electronic formats; assists in use of online catalog; 
Plans, coordinates and publicizes library programs for assigned service unit; 
Develops programs for community outreach; 
Processes interlibrary loan requests; 
Evaluates hardback and paperback donations for inclusion in the library collection; 
Responsible for collection development in assigned subject or service areas; selects 
and orders new materials, books and periodicals; evaluates hardback and paperback 
donations for inclusion in the library collection; 
Reviews new books in the library’s collection; checks initial processing accuracy for 
assiged collection areas. 
Performs related work s required. 

MINIMUM OUALIFICATIONS 

Librarian I 

Knowledge of: 

0 Principles, practices and standards of professional library science including reference 
services, professional techca l  services, collection development, circulation 
practices, theory and application of library automation, and technological applications 
in libraries; 
Books, authors, bibliographies and reference materials. 

Abilitv to: 

Respond to reference questions; 
Perform technical procedures accurately; 
Select library materials to meet community needs; 
Communicate effectively, orally and in witing; 
Interact with the public effectively and courteously. 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 

. .  . 
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EDUCATION AND EXPERIENCE- - . -  

Any combination of experience and education that would likely produce the qualifying 
knowledge and ability. X typical cornbination is: 

Education: - 

A Masters of Library Science degree. 

Experience: 

No experience as a professional librarian. 

Librarian 11 

In addition to the requirements of the Librarian I: 

Eioowledo,e o f  

Principles and practices of library orpization, operations, and procedures; 
Principles and practices of supervision. 

Abilitv to: 

Supenise the work ofothers. 

EDUCATION AND EWEFUENCE 

Any combination of experience and education that would likely produce the qualiwg 
knowledge and ability. A typical combination is: 

Education: 

A Masters of Library Science Degee. 

ExDerieoce: 

0 

LICENSES AND CERTIFICATES 

Two years experience as a professional librarian. 

None 
, .  
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PARKING ENFORCEMENT ASSIST.;t;VT 

DEFINITION 

Under general direction, patrols the City to enforce parking and vehicle ordinances; 
issues parking citations; reports and responds to traffic and emersency situations; 
performs other duties as assigned. 

DISTINGUISHING CHARACTERISTICS 

This position is responsible for patrolling the City and enforcing parking and vehicle 
ordinances. Additional functions include operating a PBX switchboard on a relief basis 
as needed and other office duties. 

SUPERVISION EXERCISED AND RECErVED 

Receives general direction from the Finance Director. 

EX4MfLES OF DUTIES: Duties may include but are not limited to the following: 

Patrols assigned area, operating a motorized scooter, chalking and issuing overtime 
parking citations; 
Patrols permit areas and issues citations for vehicles parked illegally; 
Patrols major shopping areas for handicap and fire lane violations; 
Assists Finance Department with sortins mail, providing telephone relief, and other 
office duties; 
Uses radio to contact police dispatcher to verify auto re,ois&ation, arrange for towing 
and call for emergency assistance; 
Maintains records related to work performed; 
Testifies in court cases related to parking vioIations and citations as required; 
Responds to questions ftom the public on parking laws, ordinances, and City 
operations and functions; 
Performs other related duties as required. 

MINIMUM OUALIF'ICATIONS 

Knowledge of: 

City streets and Seogaphy; 
Basic Mathematics; 
Safe work methods and safety reglations pertaining to the work, including safe 
driving habits; 
3asic recordkeeping principles and practices; 



CITY OF LODI 
Parking Edorcement Assistant 

Page 2 of 2 

Abilitv to: 

0 

Understand and follow \.Mitten and-oral-instructions; . _  

Read and appIy parking codes and ordinances; 
Prepare and maintain organized and accurate records; 
Use sound independent judgment within established guidelines; 
Operate a two-way radio; 
Operate a manual transmission vehicle; 
Type at a speed necessary for adequate job performance; 
Deal tactfully and effectively with those encountered in the course of work, including 
hostile and irate citizens; 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of wgrk. 

EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce the qualifying 
knowledge and ability, A typical combination is: 

Education: 

Equivalent to completion of high school. 

ExDerience: 

One year of experience in a position involving public contact or independence in 
performance of duties. 

LICENSES AND CERTIFICATES: 

Possession of a valid Driver’s License (Class C) issued from the California Department 
of Motor Vehicles. 
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_ .  - -  
DEFINITION 

Under direction, develops, plans, organizes and administers various programs and activities in 
the Parks and Recreation Department. Coordinates the activities in the Parks Division (in 
particular at Lodi L&e Park), with the activities of members of the coinmunity and various 
community goups, to implement programs designed to meet recreational needs; and performs 
related duties as required. 

SUPERVISION EXERCISED AND RECEIVED 
I 

Receives supervision from Parks Superintendent. May supervise various part-time and volunteer 
staff. 

EX4iVPLES OF DUTIES 

Duties may include, but are ncft'lirnited to the following: 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Administer locaI school interpretive program in Nature Area through trained volunteer 
docents; 
Coordinates,'schedules, directs and monitors the work of designated volunteers and staff;  
Conducts andor assists in the training of volunteers and subordinate staff; 
Perfoms administrative tasks such as purchasing materials, record keeping, preparing 
correspondence, and assisting in budget preparation; 
Coordinates, designs, and prepares exhibits and displays; 
Participates in seeking sources of grant revenue and grant writing; 
Coordinates and assists in the implementation of special events; 
Coordinates, oversees and participates in revenue collection and fund raising activities; 
Coordinates Parks and Recreation activities with appropriate City departments; 
Performs related duties as  required. 

M I N T ~ ~ l  OUALIFTCATIONS 

Knowledee of: 

Nature areas and centers; 

Principles of natural resource conservation and interpretation; 
Park systems, operations, and recreation areas; 
Principles and practices ofprogam planning and implemenration; 
Grant writing processes, revenue collection techniques and budgeting; 

Basic principles and practices of supervision; 
. . -  
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. -. 

Methods used in preparing displays and exhibits; 
Basic personal computer software applications and the operation of peripheral equipment. 

Abilitv to: 

Effectively communicate both verbally and in writing; 
Plan, organize, assess and monitor the activities of personnel, members of the public and 
community groups, and related departmental operations; 
Work creatively and independently within established guidelines and directives; 
Operate personal computers and peripheral equipment, and standard office equipment; 
Accumulate and analyze data, and compile reports for budzeting and progam productivity; 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 

' 

EDUC.4TION AND EXPERIENCE 

Any combination of experience and education- that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

Education : 

Equivalent to possession of an Associate of A r t s  degree from an accredited college With an 
emphasis in park operations, public recreation, natural sciences or a related field. 

Exoerience: 

One year of responsible experience in park operations, public recreation, parks and recreation 
administration, or a closely related field. 

LICENSES .AND CERTIFICATES 

Possession of a valid Driver's License (Class C) issued from the California Department of 
Motor Vehicles. 
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P A S  PROJECT COORDIN-ATOR . 

DEFINITION: 

Under general supervision, researches, analyzes, develops and presents a variety of data 
pertaining to park and recreational facility plannin,o, maintenance and construction; 
provides assistance in the development and implementation of park projects to City staff, 
official bodies, contractors, consultants, outside agencies, community service 
organizations and the general public. 

SUPERVISION EXERCISED XiD RECEIVED: 

Receives general supervision from the Parks Superintendent. 
r 

EXaiMPLES OF DUTIES: 

Duties may include, but are not limited to the following: 

0 

0 

0 

. o  

0 

0 

0 

0 

0 

0 

0 

Prepares and develops general and detailed land use and development plans for parks 
and recreation facilities; 
Prepares construction drawings, specifications and cost estimates for construction 
projects; 
Oversees projects while under construction; 
Reviews, checks and evaluates plans, drawings, studies and reports prepared by 
outside consultants and other agencies; 
Serves as a Department representative; interprets and explains existing and proposed 
development activities before public groups and official bodies; acts as an advisor to 
special interest and community groups as related to park design programs; assists in 
the determination of park and recreation needs; 
Participates in the selection process for consultants; prepares performance 
specifications and estimates budgets; 
Assembles a variety of information and data for staff reports and studies; 
Assists in the review and coordination of consultants and contractors engaged in the 
preparation of site and facilities plans and construction; determines field adjustments; 
recommends substitutions and change orders; reviews progress payments; 
Facilitates public park planning and pre-construction meetings; 
Acts as project coordinator for department and service club projects; 
Develops and maintains all department construction files; 
Maintains Parks and Recreation Capital Improvement Project budget and files; 
Works with other City departments in the planning, des ig ,  and construction of park 
gounds and facilities; 
Researches and prepares state and fzderal grant applications; administers approved 
gants; prepares related summary and statistical reports; 
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Prepares requests for proposals; develops plans and specifications for bid documents; 
prepares information for Council on requests for bids, award of bids and final 

Ensures all facilities, grounds, and projects are in compliance with reIevant codes, 
standards, plans, specifications, contracts and City, State and Federal regulations; 
Performs related duties as required. 

- acceptance; ~. . -  

IclINIMUiM OUALIFICATIONS: 

Knowledge of: 

Current issues and sources of information related to park development, park 
community needs, and land use; 
Principles, practices &d techniques of grant application preparation and contract 
administrat ion; 
Park and facility construction principles, practices, methodology and materials; 
Budgeting procedures and techniques; 
Park maintenance and operations; 
3asic irrigation practices; 
Federal, State, County and City ordinances, legislation and regulations which impact 
park planning and construction; 
Construction codes and ordinances; 
Principles of construction contract negotiation and administration; 
Computer word processing and drafting software; 
Drafting methods, techniques and equipment including computer aided draftin,o. 

Abilitv to: 

Operate a variety of standard and specialized office equipment and tools such as a 
personal computer, blueprint machine, calculator, and drafting instruments; 
Prepare effective grant proposals and administer grant awards; 
Adminster a variety of construction contracts ensuring project compliance with 
applicable plans, specifications and regulations; 
Analyze and compile technical and statistical information and prepare reports; 
Work independently; 
Communicate clearly and concisely, both orally and in writing; 
Make effective presentations and conduct meetings with the public, City officials, and 
community service organizations; 
Read, calculate and apply a variety of mathematical formulas; 
Interpret and apply a variety of codes, ordinances, reglatiom and standards; 
Prepare construction estimates, contract specifications, and v a r i ~ u s  related documents 
and reports; 
Utilize and interpret technical terminolog for communication with professionals in 
the engneering, construction, planning and landscape architectural fields; 
Prepare neat and accurate construction plans, drawings and diagrams; 
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InteIpret engineering maps, plans, construction standxds and le,oal descriptions; 
Establish and maintain effective and cooperative relationships with those contacted 
durins the course of work. . -  

EDUCATION AND EXPERIENCE 

Any combination equivalent to experience and education that would IikeIy provide the 
required knowledge and abilities would be qualifylng. h t>cpical combination is: 

Education : 

Equivalent to completion of high school supplemented by courses in drafting, 
construction technology, p2rk planning and design, horticulture, or a related field. 

Experience: 

Two years of subprofessional engineering office or field work; two years of responsible 
experience in park piannin$, design or construction. 

L IC ENS E S AND CE RTI FIC ATE S 

Possession of valid Driver's License (Class C) issued from the California Department of 
Motor Vehicles. 
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POLICE RECORDS CLERK IAI . 

DE FlNITIO N 

Provides infomation and assistance to the public in person and by telephone. Maintains 
police department -records Processes a variety of records and reports. Perfoms related 
work as required. 

DISTINGUISHING CH.4RACTERISTICS 

Police Records Clerk I is the entry level of the Police Records Clerk series. Incumbents 
learn and perfom a variety of duties related to gatherins, processing, maintaining and 
retrieving police records and information, and assisting the public. This class is flexibly- 
staffed with Police Records Clerk 11; incumbents are expected to advance to the hi@er 
level after successful perfomance at the I level, and demonstrating proficiency for 
performing at the higher level. 

Police Records Clerk I1 is the full working level of the series, competent to perform the 
full scope of duties required. 

SUPERVISION EXERCISED AM) RECEIVED 

Police Records Clerks I work initially under close supervision. 

guidelines. Police Records Clerks I1 work under general supervision. 

As experience and 
.. proficiency are gained, there is geater independence of action within estabIished 

These classifications do not exercise supervisory authority over other full time permanent 
employees. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to .&e following: 

Operates a multi-line telephone system to respond to non-emergency requests for 
information or assistance, and refers calls to appropriate locations; 
Assists the public at the counter by providing dormation, explaining procedures and 
forms, and handling a variety of other requests; 
Determines whether requesting parties u e  entitled per laws and regulations to 
information requested, and blocks out confidential information; 
Photocopies and releases reports in accordance with reglations, 
Determines eligibility for vehicle releases and collects payment; 
Responds to requests from other criminal justice agencies for information; 
Maintains and .codes records of contacts, requests for police services, and related 
information; 
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Enters data, reviews, verifies, prepares and processes a variety of forms, reports and 
correspondence including warrants, traffic citations, and bicycle licenses; and 

Enters, queries, and retrieves information from Federal, State and local computer, and 
related systems; 
Files a wide variety of materials and researches files and records; 
Purges and seals various records and reports in accordance with re,oulations; 
Codes, categorizes and tabulates records and reports; 
Collects fees; posts, balances and may distribute monies received; 
Operates and perfonns operator maintenance on a variety of standard and specialized 
office equipment; 
Performs other related duties as required. 

prepares standardized letters of facts or-transmittal; . .  

MINIMUM OUALIFIC:4TIONS 

bowledee of: 

Police Records Clerk I: 

Basic office practices and procedures, including the operation of standvd office 
equipment; 
Alphabetical, numerical, and topical filing systems; 
Correct English usage, including spelling, grammar, and punctuation; 
Basic arithmetic. 

Police Records 11: - In addition to the reqllirernents of I: 

Laws and regulations governing the release of police department reports and 
information; 
Functions and operation of the various computer, and related police information 
systems and equipment; 
Policies and procedures for departmental operations. 

Abilitv to: 

Police Records Clerk I: 

Deal tactfully and effectively with public suspects and prisoners including hostile and 
irate individuals; 
Understand and carry out oral and written instructions; 
Maintain accurate records and files; 
Type at a speed necessary for adequate job performance; 
Make accurate arithmetical calculations; 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 
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Police Records Clerk I1 - In addition to the requirements of the I: 
_ -  

0 Apply applicable mles and regulations to request for confidential and public law 
enforcement related information; 
Prioritize work and coordinate several activities simultaneously; 
Operates standard and specialized office equipment includinz personal computer, 
related soflwar? and peripheral equipment; 
Organize and maintain files and records. 

EDUCATION AND EXPERIENCE 

Any combination equivalent to education and experience that would likely produce the 
required knowledge and alfility. A typical combination is: 

Police Records Clerk I: 

Education: 

0 Equivalent to completion of high school, including coursework in computer 
operation. 

Experience: 

0 One year of general clerical experience which has included computer operation and 
. public contact. 

Police Records Clerk 11: 

Education: 

Completion of an accredited course in law enforcement records management. 

Experience: 

0 One year of records processing and public contact experience in a law enforcement 
department at a level equivalent to the City’s Police Records Clerk I. 

OTHER REOUIREiMENTS 

iMust be able to pass a background investigation and meet City of Lodi Police 
Department requirements for security clearance; 
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LICENSES AND CERTIFICATES - . _  

Possession of a valid Driver’s License (Ciass C) issued from the California 
Department of Motor VehicIes. 

. .. 
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_ -  _ .  

POLICE RECORDS CLERK SUPERVISOR 

DEFINITION 

Under general direction, perfoms the most complex and responsible Police Records clerical 
duties. Provides training and supervises activities of assiged Records Clerks. Performs related 
responsibilities as required. 

- 

DISTINGUISHING CHAR~CTERISTICS 

This is the supervisory level of the Police Records Clerk series. This class is distinguished by 
the level of difficulty and complexity of work performed and supervisory responsibilities. 
Positions in this class require ffequent use of a hi& degee of indcpendent judgement in making 
decisions in accordance with established rules and procedures. 

SUPERVISION EXERCISED AND RECEIVED 

This position provides direct and indirect supervision over Record Clerks DVI. Reports directly 
to a Police Lieutenant and receives direction from the Police Captain responsible for the 
division. 

EXAMPLES OF DUTIES 

Audits law enforcement-related data and statistical reports, verifies information against 
written reports, and makes corrections; 
Advises other staff within area of expertise on matters such as equipment and system 
operation, data coding, document processing, release of records, p q e s ,  and other activities; 
Researches data and records and prepares special reports, bulletins, and other information; 
Responds to inquiries regarding specialized areas of departmental operations, regulations, 
policies, and judicial procedures; 
Receives and handles Records complaints and recommends disciplinary action; 
Provides training to sworn and non-sworn staff on specialized procedures, required 
documents and computer operation; 
Assist in preparing the Records Unit operating budget; 
Enters data, codes and recodes crimes for reporting using national hierarchical coding 
system; 
Researches and adds missing data from crime reports when available; 
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. _  

Types more complex or sensitive documents such as criminal investigation reports, search 
warrants, subpoenas, and related materials; 
Coordinates with dther agencies on special activities such as extradition-paperwork; 
Maintains specialized records, logs, and manuals; 
Composes correspondence regarding assigned area of activity; 
May provide secretarial services to a major division head; 
May hnction as acting supervisor of a clerical function in the absence of the regular 
supervisor. * 

MINIMUM QUALIFICATIONS 

Knowledge of: 

Systems and procedures for processing, maintenance, retrieval and release of police records; 
Applicable laws, codes, regulations, and policies; 
Basic operahng principles, equipment and systems used in automated law enforcement 
recordkeeping; 
Functions and authorities of the department and other criminal justice agencies; 
Office methods and procedures; filing and recordkeeping; 

equipment; 
English grammar, spelling and punctuation. 

0 

I. . Operation of personal computer, related software, peripheral equipment, and standard office 

Abilitv to: 

0 

0 

0 

0 

0 

0 

0 

0 

Instruct and train others in procedures, operations, and document processin,o; 
Interpret and apply complex mles and re,olations to requests for confidential and public law 
enforcement related information; 
Prioritize work and coordinate several activities simultaneously; 
Operate standard and specialized office equipment including computer tenninaIs and 
teletypes; 
Organize and maintain complex files and records; 
Establish and maintain effective working relationships with those contacted in the course of 
the work; 
Type accurately at a speed necessary for adequate job performance; 
Assign, supervise, train and evaluate the work of subordinate personnel. 
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. _  -. 
EDUCATION AND EXPERTENCE: 

Any combination equivalent to education and experience that would likely produce the 
required knowledge and ability. A typical combination is: - 

Education : 

Equivalent to the completion of high school and an accredited course in law enforcement 
records management. 

* 

Experience: 

Two years of experience performing duties equivalent to Police Records Clerk II in the City 
of Lodi. 

LICENSES h i  CERTIFICATES: 

Possession of a valid Driver's License (Class C) issued from the California Department of 
Motor Vehicles. 

. .. 

. .  
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. -  PRO GRAiiME W.Att.4LY ST 101 

DEFINITION 

Under general supervision, initiates and maintains the programs and technical specifications 
necessary to operate data processing pro,orams and equipment; performs related work as required 
to develop new information systems. 

DISTINGUISHING CHAFL4CTERISTICS 

The data processing Programmer/Analyst TI position is distinguished from the I level in that the 
I1 level has a greater understanding and knowledge of systems, sofhvare and hardware; with 
training and experience, work becomes more diversified and complex. 

Progmer/Analyst  I is flexibly staffed with Progammer/Analyst 11, and incumbents are 
expected to progess to the higher level after successfully completing two years of experience as 
a Progammer/Analyst I. 

SUPERVISION EXERCISED AND RECENED 

Receives supervision &om the Data Processing Manager andor Senior Progammer/halyst; 
may provide lead direction to the Computer Operator. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to the following: 

Designs, writes and documents computer programs based on system requirements, and in 
accordance with established standards and practices; 
Writes programs based on system requirements, program logic and processing steps, using 
W G  or other programming languages required for department systems; accurately 
documents all programs and keeps documentation filed and up-to-date; 
Keys specifications into equipment, and runs compilers and other programs or utility 
generators ; 
Operates the software controlling configration and connection of dumb terminals to a 
central computer and personal computers to a network mdlor a central application processor; 
Draws flowcharts and form layouts to assist in communication and development of 
procedures; 
Meets with users as required to determine needs; assists in instructing the data processing 
operator or users in technical procedure or in the absence of the Senior f rogmer /Analys t ;  
Operates equipment in the absence of the computer Operator or as necessary to maintain 
computer service; 
Responsible for the integrity and back-up of server based software libraries containing, and 
files on both the server and the application processor; 
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- Assists in the evaluation and implementation of sofhvare or hardLvare from outside vendors; 
Perfom.'related duties as required. 

Completes on-going studies of software and hardware characteristics applicable to the City's 
work; 

3 11 NI hlUR1 OU .4L I FI C AT I 0  NS 

Knowledge of: 

Principles of computer systems, procedures? analysis, d e s i q  and programming; WG-II, 
system support, and utilities necessary for h e  operation of the City's system; 
System analysis and development; records storage and handling techniques; 
Computer logic, use, capability and limitation; 
Network configuration anh support; connectivity and usage in an environment including a 
Central Application Processor. 

Abil i tv  to: 

0 

0 .  

0 

Identify, evaluate and solve pfogam problems in data processing; 
Draw flowcharts and forms layout; 
Write necessary programs and utility specifications; 
Operate data processing equipment; 
Communicate clearly, orally and in writing; 
Complete a project and exercise initiative wi th  minimum supervision; 
Study manuals and assimilate new techniquzs readily; 
3e  flexible and be able to adapt to ever changing requirements; 
Establish and maintain cooperative and efEctive relationships with those contacted during 
the course of work. 

. 

EDUCATION .4YD EXPERIENCE 

Any combination equivalent to education and experience that would likely produce the required 
howledges and ability. A typical combination is: 

frogrammer/.4naIvst I 

Education: 

Equivalent to completion of two years of college with major course work in computer 
science or a closely related field 
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- .  

Emerience 

None required. Programming or closely related experience may be substituted for the 
education requirement on a year-for-year basis. 

- 

Prozrammer/Analvst I1 

Education 

0 Equivalent to completion of two years of college with major course work in computer 
science or a closely related field. 

Experience 

. Two years ofjourney level programming and systems experience for mainframe computer 
systems. Additional related experience may be substituted for the education on a year-for- 
year basis. 
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PUBLIC W O W  INSPECTOR I/TI . - 

DE FXNTTION 

Inspects and monitors public works construction and maintenance projects for 
conformance with- codes, standards, specifications, and regulations. - Reviews plans, 
conducts tests, and conducts field inspections for a variety of projects, including 
subdivision improvements, encroachment projects, streets, watedwastewater, and storm 
water projects. 

DISTINGUISHING CH.4FC4CTERISTICS 

Public Works Inspector I - This is the entry level in the public works inspector class 
series. Positions in this class are expected to have prior experience in public works 
construction, engineering, suweying, or a related field, but are not expected to possess 
the full range of knowledge and abilities ultimately required of the journey level 
inspector. Level I positions work under closer supervision than level II positions and are 
not assigned more complex inspection jobs. 

* 

Public Works Insoector 11- This is the full journey level in the series. Positions in this 
class are expected to possess knowledge and ability to inspect a variety of pubIic works 
projects, including the most complex. Level Epositions work under general direction or 
supervision. 

SUPERVISION EXERCISED .XVD RECEIVED 

Public Works Inspector I - Receives direction from the 
beginning with specific direction and evolving toward general direction. 

Senior Civil En,+eer, 

Public Works Inspector I1 - Receives senera1 direction from the Senior Civil En,gineer. 
May exercise technical or hc t iona l  supervision over Public Works Inspector I or other 
subordinate positions. 

E X W L E S  OF DUTIES - Duties may include, but are not limited to the following: 

Inspects a variety of public works construction and maintenance projects including 
subdivision improvements, street construction and paving contracts, ponding basins, 
s tom drains, sanitary sewers, watermains, traffic s iga l  systems, street light systems, 
electrical direct burial/vault/conduit, electrical sub-station site preparation, and 
construction of a wide variety of public improvements as well as demolition and 
removal of structures; 
Inspects encroachment permit work, such as curb gutter and sidewalk installation or 
replacement, and . . .  utility ductlvaultlconduit'cabk installation; 

0 
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Public Works Inspector YII 

a 

a 

a 

0 

a 

0 

0 

0 

0 

0 

0 

0 

Prepares and updates forms to ensure appropriate techniques are employed 
consistently on all inspection work; 
Reviews plans and speclfcations prior to construction; recommends revisions; 
Submits contract payments, security releases, contract change orders, and purchase 
order payments; 
Prepares and keeps up-to-date daily diary and job status reports; 
Selects and sends materials for independent lab testing reviews test results; 
Performs relatiie compaction and impact tests; 
Complies contract changes on plans for as-built drawings; 
Confers with design engineers on plans and specifications; discusses plans and field 
work with engineering technicians and field crews; 
Confers with contractors, supervisors, foreman, workmen, and other members of the 
private sector; * 

Obtains informal bids for miscellaneous supplies and issues purchase orders; 
Uses, repairs, evaluates, and calibrates the nuclear compaction gauge; 
Assists in collection of speed zone and other traffic data; 
Performs related work as required. 

$1 IN1 MUM 0 U ALI FIC AT I 0  NS 

Public Works Inspector I 

Knowledoe o f  

_ _  itfaterials, methods, equipment and techniques for consmction of basic public works 
projects; 
Basic construction materials testing methods and procedures; 
3asic math; 
Surveying and use of survey equipment; 
Principles of construction administration. 

Abilitv to: 

Learn the principles, practices, and techniques of advanced public works inspection; 
Read and interpret public works and architectural construction plans and 
specifications; 
Inspect basic public works and related construction projects to determine compliance 
with approved plans and specifications; 
Exercise jud,gnent and tact in dealins with contractors to obtain conformance with 
plans and specifications; 
Interpret City/State laws, rules, and regulations; 
Maintain records and prepare accurate written reports; 
Establish and maintain cooperative working relationship htlth those contacted during 
the course of work; 
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EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce the qualifying 
- knowledge and ability. A typical combination is: 

Education: 

Equivalent to the completion of high school. 

Experience: 

0 Three years experience in public works construction, engineering, surveying, or relate 
field. 

> 

LICENSES .XI D CERTIFICATES 

Possession of a valid Driver’s License (Clzjs C) issued from the California 
Department of Motor Vehicles. 

Public Works Inspector I1 

Iinowledoe of: 

0 Principles, practices, and techniques of advanced public works inspection; 
Detailed knowledge of soils lab testing and sampling, concrete/asphaIt design and 
applications, masonry construction, well construction and welding; 
Specialized inspection duties such as traffic signals, lift starions, and federal public 
works projects inspection. 

. 

Abiiitv to: 

0 

0 

Inspect a wide variety of public works projects; 
Learn and assume responsibility for specizlized h c t i o n s  such as s e h g  as 
Radiation Safety Officer. 

EDUCATION AND EXPERIENCE 

Any cornbinaiion of education and experience that would likely produce the qualifjmg 
knowledge and ability. A typical combination is: 
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Education: 

- Equivalent to the completion of his& school. _ _  

LICENSES AND CERTIFICATES 

Possession of a valid Driver’s License (Class C) issued from the California 
Department of iMotor Vehicles. 

. .  
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_ .  PURCHASING ASS I ST.&XT _ _  
DEFINITION 

To purchase routine office supplies; maintain the office supply stock and inventory; 
process and fill requisitions for office supplies; process invoices and maintain records; 
and perform related duties as required. 

DISTINGUISHING CHARACTERISTICS 

This single position classification is distinguished from the higher level Buyer and related 
classes in that it is limited to purchasing of routine office supplies, and in that it also 
performs clerical duties in support of the department. It is distinguished Grom other 
clerical positions by responsibility for performance of limited routine professional buying 
duties. 

SUPERVISION EXERCISED AND RECEIVED 

General supervision is provided by the Purchasing Officer or Buyer. 

Responsibilities may include directing the work of clerical personnel assigned to the unit, 
particularly on a part-time or temporary basis. . 

. .. EXWlPLES OF DUTIES 

Duties may include, but are not limited to the following: 

* 

Secures and compares information regarding price, quaiity, availability and related 
information for a wide variety of routine office supplies; 
Negotiates with vendors regarding terms, and orders and purchases supplies, business 
cards, printing, and related items; 
Reviews requisitions, determines needed items, and obtains &om stock; 
Develops and maintains inventory and stocking systems for office supplies; 
determines appropriate reorder points and initiates reorders; performs annual office 
supply inventory; 
Codes and enters data, and maintains a variety of manual and computerized records 
and logs related to purchasing, stock movement, charges to departments, coding of 
items, and related; 
Picks up and delivers, or prepares items for delivery; 
Compares purchase orders to invoices and items received, follows-up discrepancies, 
notes parhals, recommends payment, and forwards approved invoices to accounting; 
Computes quantities, discounts, taxes, totals and extensions; 
Discusses office supply and business card needs with requestors; 
Maintains a variety of purchasing and inventory related files and filing systems; 
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- Expedites and coordinates delivery schedules; may assist with receiving; 
Provides telephone and in person reception; processes departmental mail; and 
provides related clerical support for the department; 
May provide lead direction to clerical assistants; 
Operates personal computer, related software and peripheral equipment; 
Performs relateh duties as required. 

MINIMUM QUALIFICATIONS 

Knowledae of: 

0 

0 

Basic principles and p;actices of purchasing in the public sector; 
Basic accounting and recordkeeping procedures; 
Supplies commonly used in office agplications; 
Applicable policies, procedures and codes; 
Modem office practices, including the operation of personal computer, related 
software and peripheral equipment. 

. 

Abilitv to: 

0 

0 

0 

a 

0 

0 

0 

Secure and compare information reSarding.price, quality, quantity, and other aspects 
of office supply purchasing; 
Negotiate With vendors to obtain the most favorable terns and conditions; 
Perform arithmetical computations rapidly and accurately; 
Type at a speed necessary for adequate job performance. 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of the work; 
Establish and maintain compIex filing systems; 
Operate computerized purchasing and recordkeeping systems. 

. .  

EDUCATION AND EXPERIENCE 

Any combination equivalent to education and experience that would likely provide the 
required knowledge and abilities would be qualifymg. -4 typical combination is: 

Education : 

Equivalent to completion of hi& school. 
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Experience: 

Tuo years of responsibk clerical experience which has pr0vided.a basic knowledge of 
purchasing and inventory duties. 

LICENSES AND CERTIFICATES 

Possession of a valid Driver’s License (class C) issued from the California Department of 
Motor Vehicles. 

c 
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. .. 

SENIOR ADiMIXBTRATIVE C L E W  . . 

DEFINITION 

Performs a variety of complex and difficult clerical duties; exercises an advanced level of 
technical expertise andor job knowledge relating to the clerical fimction. 

DISTINGUISHING CHAR4CTERISTICS 

This class is the advanced journey level of the Administrative Clerk series and is 
distinguished from Administrative Clerk by more complex and difficult duties performed. 
Specifically, positions in* this class should have at least one of the following 
charac ten s t ics : 
9 Responsibility for manasement of the clerical support functions of an office. 

Knowledge of and ability to independently apply an advanced technical skill to an 
important departmental fimction while assuming complete responsibility for the 
function; review by superiors is only on the overall results. 

SUPERVISION EXERCXSED AND RECEIVED 

Responsibilities may include the indirect supervision of part-time andor lower clerical 
positions. 

. General supervision is provided by professional or management personnel, or a higher 
level clerical position. Functional or technical supervision may also be received from 
department staff. 

EXWPLES OF DUTIES 

Duties may include, but are not limited to, the following: 
9 Responds to complaints and requests for information on re,oulations, procedures, and 

policies relating to responsibilities assigned; 
Prepares correspondence, reports, forms and specialized documents, often of a 
confidential nature, related to the functions of the department assigned, fiom drafts, 
notes, dictated tapes, or brief instructions; 
Ensures that work in an office is handled on a priority basis and completed in a timely 
manner; 
May participate and assist in the administration of ul office including routine 
personnel, payroll, purchasing, and budget duties; 
Acts as receptionist; screens calls and visitors, and refers inquiries as appropriate; 
responds to complaints and requests for information based upon deparhnental policies 
and procedures; 
Enters and retrieves data from computer systems; operates personal computer, related 
software and peripheral equipment; 

9 



CITY OF LODI 
Senior Administrative Clerk 

page 2 of3 

Operates computer systems, which may be used city-wide or specifically desiged for 
use only in the department assigned, to generate reports and perform other automated 
processes; performs various file maintenance activities related toxomputer systems; 
Performs routine technical computer duties for assigned department including 
performing file back-ups, assigning passwords and security codes for individual desk- 
tops, training department staff standard software, moving and cleaning hardware; 
troubleshooting hardware and software for staff prior to contacting City IT staff; 
Performs genes1 clerical duties including filing, checking and recording infoxmation 
on records, and processing routine requests for information; 
May provide indirect supervision to lower level clerical positions; 
Performs other related duties as required. 

- 

0 U AL I F I CAT1 ONS 
.r 

Knowledge o f  

Correct English usage, spelling, grammar, and punctuation; 
Modern office methods, procedures and equipment, including personal computers and 
automated systems where applicable; 
Principles of supervision, training, and performance evaluation. 

Abilitv to: 

0 

0 

0 

0 

Understand the organization and operations of the City and of outside agencies as 
necessary to assume assigned responsibilities; 
Communicate effectively, orally, and in writing; 
Where applicable, plan, organize, and manage a specific function within an assigned 
department; 
Work cooperatively with other departments, outside agencies, and the public; 
interpret and apply departmental policies, procedures, and rules; 
Type andor transcribe from handwritten copy, dictaphone andor shorthand notes at a 
speed necessary for adequate job performance; 
Use and operate centralized telephone equipment, personal computer, related 
software and peripheral equipment; 
Compile and maintain complex and extensive records and files; 
Supervise and train subordinates as necessary; 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 

EDUCATIOi\l AiYD EXPERIENCE 

h y  combination of experience and education that would likely produce the qualifymg 
knowledge and ability. A typical combination is: 

Education: 
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Equivalent to the completion of High School supplemented by specialized clerical 
and/or computer sofhvqe courses. - - . -  

Experience: 

One year of experience comparable to that of the Administrative Clerk class in the 
CityofLodi. - 

LICENSES AND CERTIFICATES 

Possession of a valid Driver's License (Class C) issued from the California 
Department of Motor Vehicles. 

= 
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SENIOR 3UILDING INSPECTOR . 
(Plans Examiner) 

D E FIN IT10 N : 

Under general supervision, inspects residential, commercial, and industrial buildings; 
examines residential, major commercial and industrial development plans for compliance 
with applicable codes and regulations; performs related work as assigned. 

DISTINGUISHING CHAFL4CTERISTICS 

This is the advanced inspector class with added responsibility for plans examination on 
more complex projects including major commercial and industrial developments. This 
class is distinguished from Chief Building Inspector in that the latter has general 
administrative responsibility for the Building Inspection Division with the Senior 
Building InspectorPlans Examiner having first-line responsibility for the plans 
examination function and sup.ervisory tasks related to inspection. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to the follo%ing: 

a 

a 

a 

a 

a 

a 

a 

Reviews and examines construction documents for residential, commercial and 
industrial buildings; may review other improvement and repair plans and 
specifications as required; 
Inspects residential, commercial, and industrial building projects at various s t a s p  for 
compliance with all pertinent codes, replations and ordinances; 
Issues building permits, correction notices, and stop work orders; 
Confers with homeowners, builders, engineers and architects to provide information 
and interpret building codes and reguulations; recommends changes to obtain 
compliance with applicable codes and regulations; 
Reviews corrected plans for conformity wih requirements; calculates fees to be 
assessed for projects; submits documentation for collection; 
Maintains records of incomins plans and building peimit applications and routes to 
appropriate divisions or departments; enters plan check data into computer data base; 
Makes on-site construction inspections to confirm construction complies With 
approved plans and specifications; 
Initiates appropriate action to enforce code complimce; 
Prepares correspondence to architects, en9neers and contractors relating to correction 
of plans and engineering detail; 
Advises building inspectors on structural and other building-related problems; 
provides lead direction to building inspectors conccming plans examination activities 
Coordinates constniction document processing with other City departments; 
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Participates in setting work priorities, coordinating and scheduling personal 
assignments and those of buildins inspzctors; may participate in staffing activities 

Assumes duties of Chief Building Inspector during his or her absence; 
Performs other related duties as required. 

. -  - and decisions; - .  

0 

Knowledoe of: - 

Techniques, materials and practices in the structural, plumbing, mechanical, and 
electrical construction fields; 
Residential, commercial, and industrial construction materials, methods and 
equipment; 
Applicable codes and qrdinances governing housing, construction, rehabilitation, 
alteration, and occupancy of buildings; 
Appropriate health, safety, and fire resistive standards. 

Abilitv to: 

0 

0 

0 

0 

0 

0 

Perform detailed analysis and examination of building and construction des igs ,  
specifications and plans; 
Apply basic engneering and architectural principles to the solution of residential, 
commercial and industrial construction problems; 
Analyze and evaluate complex building plans and specifications; 
Organize work, set priorities, and exercise sound, independent judgment within 
established guidelines; 
Deal tacthlly and effectively with the public, City staff, other agencies, homeowners, 
builders, engineering firms, contractors, developers, and others; 
Prepare clear, concise and accurate reports, correspondence and other rvritten 
materials; 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 

EDUC4TION .AND EXPERIENCE: 

Any combination of experience and education that would likely produce the qualifymg 
knowledge and ability. A typical combination is: 

Education 

Equivalent to completion of two years of college or possession of an Associate of 
A r t s  degree in pre-engineering, construction technology or closely-related field; 

Experience 

Three years of experience comparable to a Building Inspector I1 in the City of Lodi. 
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LICENSES A i D  C E RTI FI C A4TE S 

- . 
0 

Possession of a valid Driver’s License (Class C> issued from the California 
Department of Motor Vehicles; 
Possession of an International Conference of Buildins Officials (ICBO) Plans 
Examiner and Combination Building Inspector certificates. 
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SENIOR CUSTOMER SERVICE REPRESENTATIVE 

DEFINITION 

Performs a variety of advanced journey-level and leadworker-level customer service tasks related 
to resolving customer billing problems and complaints; establishing, disconnecting and 
reconnecting service; high/low bill investigation; and customer inquiry resolution. 

DISTINGUISHING CHARACTERISTICS 

This is the advanced journey levd and leadworker class in the Customer Service Representative 
series. The Senior Customer Service Representative is distinguished from Customer Service 
Representative I1 in that this class performs the most complex customer service tasks and trains, 
mentors, assigns work to, and monitors the work of lower-level Customer Service 
Representatives. 

SUPERVISION EXERCISED AND RECEIVED 

Exercises lead direction over Customer Service Representatives. Receives general supervision 
from the Customer Service Supervisor or higher-level class. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to the following: 

Leads, trains, mentors, assigns work to, and monitors work of Customer Service 
Representatives; 
Resolves the most complex customer service and complaints; 
Processes utility billings: inputs information into customer programs which produce a 
variety of service orders directed to field services personnel; edits bill batches for exceptions, 
compares accounts to rate schedule standards, researches account historical data to determine 
correctness, and approves bill batches for billing according to assigned rate schedules; 
Receives-utility bill payments over a public counter or through the mail; processes, 
balances, audits and prepares bank deposit; 
Receives revenue for licenses, permits, recreation fees and other City revenue accounts; 
Answers the telephone and responds to questions on utility billings, business and pet licenses 
and other City financial transactions; 
Designs and prepares departmental forms and operational manuals; prepares correspondence 
on procedural or informational matters; 
Participates in the development and implementation of department programs, systems, 
procedures and methods of operations, including computer-based systems. 
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Creates, maintains and monitors computerized files, databases and directories; conducts 
record searches and prepares statistical work sheets and other required documents; audits 
documents, verifies accuracy and ensures compliance with applicable regulations; 
Acts as a liaison to Field personnel to initiate or resolve issues relating to high or low bill 
investigations, meter reliability, disconnects and reconnects; 
Operates a personal computer to access customer account data from multiple computer 
systems; interprets and explains charges, policies, procedures, special programs and rates; 
initiates appropriate transactions to satisfy customer requests and internal accounting 
procedures; 
Resolves the most complex poblems involving customers’ statements, fees, payments and 
other service-related problems; 
Performs other related duties as required. 

MINIMUM OUALIFICATIONS: 

Knowledge of: 

Customer service techniques; 

Customer information systems. 

Utility rate structures and schedules; 
Department policies and procedures pertaining to utility billing and collection; .- 

Abilitv to: 

a 

a 

a 

Perform routine mathematical computations; 
Perform clerical procedures in an organized and accurate manner; 
Operate a typewriter, calculator and other common office machmes; 
Operate a computer terminal using various financial applications; 
Understand and carry out oral and written instructions; 
Interact with the public effectively and courteously; 
Communicate clearly and concisely; 
Establish and maintain cooperative and effective relationships with those contacted during 
the course of work; 
Explain policies and utility rates to customers; 
Use a personal computer and job-related software applications; 
Learn and apply approved general ledger chart of accounts. 
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EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

Education: 

Equivalent to completion of high school. 

Experience: 

Three years of experience performing a variety of customer service tasks related to utility 
billing, service disconnects and reconnects, high/low bill investigation, customer inquiry 
resolution, and collecting, recording and balancing cash OR two years as a Customer Service 
Representative I1 with the City of Lodi. 
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SENIOR ENGINEERING TECHNICIAN . - 

DEFINITION 

Under general supervision, performs advanced technical, sub-professional office and 
field work involving design, surveying, computers, development services, traffic or other 
technical engineering services; performs other duties as assigned. 

b 

DISTINGUISHING CHARACTERISTICS 

This is a supervisory, lead or specialist level in the sub-professional, engineering class 
series. Positions in this clas’s are distinguished from the Engineering Technician II class 
in that they perform the most difficult and complex engineering support work and may 
provide lead direction and training to other engineering staff. 

SUPERVISION EXERCISED AND RECEIVED 

Receives general supervision from professional level engineers. May provide 
supervisory or lead direction over engineering techcians and others as assigned. 

EXAMPLES OF DUTIES: 

Duties may include but are not limited to the following; depending on engineering 
assignment: 

Performs complex drafting and mapping assignments using computer-aided methods; 
prepares layouts, plans specifications and other designs for various public works 
projects from engineer’s instructions and notes; 
Checks parcel, subdivision maps, street improvement, signing/sfriping, and traffic 
control plans and procedures; determines and lays out controls for aerial 
photogrammeizy; 
Reduces survey field notes, prepares quantity take-offs, calculates material quantities; 
maintains and updates accurate records, survey data and progress reports; 
Performs topographic surveying, using electronic equipment, setting lines, grades and 
taking measurements; 
Performs construction staking based on plans and technical directions of project 
engineer; 
May plan, monitor, evaluate work and train subordinate technicians, depending on 
assignment; 
Conducts specialized studies; provides techmcal support to -traffic engineer by 
assessing speed limits, traffic counts, vehicular and pedestrian volumes, parking data 
and traffic controls; 
Analyzes traffic.and accident data and assists the traffic engineer in determining 
improvements; 
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Prepares layouts, drawings, written reports, memoranda and letters for presentation to 
City Council; 
Researches and checks property descriptions, annexation descriptions, and prepares 
legal descriptions for easements and rights of way; processes easements and street 
rights-of-way dedications and abandonment. 
Answers questions and responds to requests for techca l  information fiom 
contractors, private engineers, private citizens, other City departments, and other 
government agencies on public works projects, City codes, ordinances, and policies; 
Supervises preparation of street utility inventory records and maintains street utility 
system maps; 
Prepares and issues encroachment and transportation permits; 
Prepares or assists in the preparation of State and Federal grants; 
Provides lead direction in the operation of computer for engineering recordkeephg, 
graphics, surveying and other engineering applications; develops engineering 
applications for computerized recordkeeping using various mapping data base 
software; 
Inspects minor public works construction projects; 
Performs related duties as required. 

MINIMUM QUALIFICATIONS: 

Knowledge of: 

Principles, practices and terminology of varied engineering technical support work 
including drafting, mapping, traffic control, field inspection and field survey; 
Public works projects such as street reconstruction, subdivision improvements, and 
water and wastewater systems; 
Common public works construction methods and materials, and inspection; 
Principles of algebra, geometry and trigonometry; 
Computer systems and software including Computer Aided Drafting, Mapping and 
record keeping systems. 
Standard office practices and procedures; 
Data collection and analyses methods. 

Abilitv to: 

Plan, assign, review and train others in work procedures; 
Use and operate networked personal computer, related software and peripheral 
equipment; 
Prepare skilled layouts, maps and graphic materials; 
Analyze technical engineering and statistical information, evaluate alternatives and 
make sound recommendations; 
Maintain records and prepare clear and concise reports and correspondence; 
Make accurate field inspections; 
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Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 

. _  

EDUCATION AND EXPERIENCE: 

Any combination equivalent to experience and education that would likely produce the 
required knowledge and ability. A typical combination is: 

Education: 

Equivalent to completion high school supplemented by courses in drafting, surveying, 
and computer science. 

Experience: 

Three years of sub-professional engineering office or field work, including design, 
survey, traffic or inspection, which includes some experience in a lead worker 
capacity. 
College level courses irr Civil Engineering, hydrauIics, statistics, surveying or 
gaphics can be substituted on a year for year basis for up to two years of experience. 

LICENSES AND CERTIFICATES 

Possession of a valid Driver’s License (Class C) issued from the California 
Department of Motor Vehicles. 
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SENIOR LI3R4RY ASSIST.hPIT . 

DEFINITION 

Provides a variety of support functions to various library units and offices, this includes public 
contact, providing infomation, typins, word processing, record keeping, establishing and 
maintaining file systems, and performing specialized processing related to library materials and 
services. This position exercises an advanced level of technical expertise and/or job knowledge 
relative to the library support function. 

DISTINGUISHING CH.AR.ACTERISTICS 

This class is distinguished from the Library Assistant by the more complex and difficult duties 
performed. Positions in this class possess at least one of the following characteristics: 
0 Responsibility for the coordination of the library support functions of a Iibrary service unit. 
0 Knowledge of and ability to independently apply advanced technical skill to an important 

departmental h c t i o n  while assuming complete responsibility for that h c t i o n .  

> 

SUPERVISION EXERCISED .&iD RECEIVED 

General supervision is provided by the Supervising Librarian. Functional or technical 
supervision may also be received from department staff. The Senior Library Assistant provides 
lead direction and training for lower library andor part-time staff positions. 

EXZlMPLES OF DUTIES 

Duties may include, but are not limited to, the following: 

Provides lead direction to a library sewice unit to ensure work is prioritized and completed in 
a timely manner; 
Participates and assists in the administration of department h c t i o n s  such as, schedulin,o 
times when staff work at fiont desk, reviewing part-time time cards, preparing time reports, 
budget preparation, and purchasing books and materials; 
Gathers information from individuals or reference sources to process library card and other 
applications, various forms, and records; 
Responds to requests for information and complaints on regulations and policies; 
Assists in development of training, materials and provides training for library unit staff; 
Evaluates effectiveness of training materials and training procedures; 
Assists in the development of new procedures for the service unit; 
Performs routine t e c b c a l  computer duties for assiged department including performing file 
back-ups, assigning passwords and security codes for individual desk-tops, training staff 
standard software, moving and cleaning hardware; troubleshooting hardware and software 
for staff prior to contacting City IT staff. 
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Enters and retrieves data from on-line or stand-alone computer systems, folIowing 
established formats; 

0- Operates computer systems. to generate repork, and perform other automated processes; 
Types and/or transcribes correspondence, reports, forms and specialized documents related to 
the library and its functions from drafts, notes, or brief instructions; 
Performs various file maintenance activities; 
Performs other related duties as required. 

MINIMUM QUALIFICATIONS 

- 

Gowledoe of: 

English usage, spelling, grammar, > and punctuation; 
Library functions, modem office methods, procedures and equipment, including personal 
computers and standard software applications; 
Principles of supervision, training and performance evaluation. 

Abilitv to: 

0 

0 

0 

0 

0 . .. 
0 

0 

0 

0 

Understand the Library’s organization and operations as well as the operations of the City 
and outside agencies as they relate to functions of the City of Lodi Library; 
Communicate effectively, orally and in writing; 
Plan, organize, and manage specific functions y i h n  an assigned unit; 
Interpret and apply departmental policies, procedures, and rules; 
Type andor transcribe from handwritten copy; 
Use and operate personal computer, related software and peripheral equipment; 
Compile and maintain complex and extensive records and files; 
Supervise and train subordinates; 
Establish and maintain cooperative and effective relationships with those contacted during 
the course of work. 

EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

Education : 

Equivalent to the completion of hi& school. 

Experience: 

Two years of experience comparable to that of the. Library Assistant in the City of Lodi. 
. . *  
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SElVIOR POLICE RECORDS C L E W  . - 

DEFINITION 

Performs the most complex and responsible police records clerical duties; Provides 
training and lead direction to others. Performs related duties as required. 

DISTINGUISHING CH.4Ik4CTERISTICS 

This is the advanced journey/lead worker level of the Police Records Clerk series. 
Assigments at this level are characterized by in-depth technical knowledge requirements 
and/or responsibility for pwviding direction to others. 

SUPERVISION EXERCISED -1;VD RECEIVED 

General supervision is provided by professional or supervisory staff including direction 
from sworn supervisory persowel. 

Responsibilities may include providing lead direction to Police Records Clerks, and/or 
providing back up for higher level supervisors during their absence. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to the following: 

0 

Audits law enforcement-related data and statistical reporrs, verifies infornation 
against written reports, and makes corrections; 
Advises other staff on matters within area of expertise such as equipment and system 
operation, data coding, document processing, release of records, purges, and other 
activities; 
Researches records and prepares special reports, bulletins, and other information; 
Responds to inquiries and assists the public with research regarding specialized areas 
of departmental operations, regulations, policies, and judiciaI procedures; 
Issues permits for massage therapists, solicitors, and concealed weapons under 
Chief's directions; 
Provides training to sworn and non-sworn staff on specialized procedures; required 
documents; and computer operation; 
Enters data, codes crimes, and records crimes for reporting using national fiierarchical 
coding system; 
Researches and adds missing data from crime reports when available; 
Prepares more complex or sensitive documents such as criminal investigation reports, 
search warrants, subpoenas, and related documents; 
Coordinates special activities with other agencies such as extradition paperwork; 
Maintains specialized records, logs, and manuals; 
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- 

Schedules POST training and makes travel arrangements; 
Anends meetings to take and transcribe minutes; 
Composes correspondence regarding assigned area of activity; . - 
May provide secretarial services to a major division head; 
May function as acting supervisor of a clerical function in the absence of the regular 
supervisor; 
Performs other related duties as required. - 

iMINIiMUM OUALIFICATIONS 

Knowledge o f  

Systems and procedures for processin,o, maintenance, retrieval and release of police 
records; 
Applicable laws, codes, regulations, and policies; 

enforcement recordkeeping; 
Functions and authorities of the department and other criminal justice agencies; 
Office methods and procedures, use and operation of personal computer, related 
software and other standard office equipment, filing, and recordkeeping; 
English gammar, spelling and punctuation. 

* 

Basic operating principles, equipment and systems used in automated law 

Abilitv to: 

_ _  

9 

Train ohers  in procedures, operations, a d  document processing; 
Interpret and apply complex rules and replations to requests for confidential and 
public law enforcement related information; 
Prioritize work and coordinate several actih-ities simultaneously; 
Organize and maintain complex files and rxords; 
Establish and maintain effective working relationships with those contacted in the 
course of work; 
Type at a speed necessary for adequate job performance. 

EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce the qualifjmg 
knowledge and ability. A typical combination is: 

Education: 

Equivalent to completion of high school and an accredited course in law enforcement 
records management. . .  . 
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Experience: 

- Two years of responsible law enforczment records experience at .a level equivalent to 
the‘City’s Police Records Clerk 11. 

OTHER REQUIREMENTS 

Must be able to pass a background investisation and meet City of Lodi Police 
Department requirements for security clearance; specified positions must be willing 
to be subject to off-hours call in. 

L ICE NS ES AND CE RTI FI CATE S 
I 

Possession of a valid Driver’s License (Class C) issued from the California 
Department of Motor Vehicles. 
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SENIOR STOREKEEPER . _  

DEFINITION 

Under general supervision, coordinates and supervises operation of a central warehouse, 
which includes inventones of electric, water and sewer utilities and central stores for City 
departments; performs routine buying for selected divisions; perfoms related work as 
assigned. 

DISTINGUISHING CHARACTERISTICS 

This class of Senior Storekeeper is distinguished from that of Buyer in that the primary 
duties of this position are to supervise the day-to-day storekeeping activities; the Buyer is 
responsible for a wide range of purchasing functions, and acts as Purchasing Office in 
hisher absence. 

SUPERVISION EXERCISED AND RECEIVED 

Receives Qeneral supervision fiom the Purchasing Officer; confers with Purchasing 
Officer on pre-established buying activities. Exercises direct supervision over 
subordinate position(s) in the warehouse. 

EXLVPLE OF DUTIES 

Duties may include, but are not limited to, the following: 

Supervises and coordinates the receitin,o, storing and issuing activities of the 
central stores facility. 
Maintains stock within pre-established stock levels; recommends changes in order 
schedules and order quantities; initiates replacement requests when supplies reach 
order point. 
Reviews bids and selects low bidder in accordance with prescribed procedures. 
Performs routine buying of supplies and equipment for electric utility and other 
utilities. 
!Makes daily entries of goods received, records issuance of outgoing stock and 
provides accountin,o division with summaries of mateals issued. 
Fills orders and reviews requisitions submitted to stores by user department. 
Schedules, perfoms and supervises the delivery and pickup of materials, supplies 
and equipment at storage locations and job sites; operates forklift and crane 
during the course of work. 
Performs and supervises the daily, monthly and annual physical inventories; 
assists in investizating and reconciling discrepancies. 
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~~ ~ ~ ~ ~ 

Confers with supervisors concerning requests received for items not stocked; may 
recommend substitutes and takes appropriate action to supply requirements; 
desigs  and install stock control and inventory records. 
Responsible for carrying out an established safety program. 
Assigns work to subordinate employees at stores; assists Buyer when needed. 
Performs other related duties as required. 

~ - 

- 
MINIiMUM OUALIFICATIONS 

Knowledge of: 

Storekeeping methods and procedures; 

Issuing procedures for power tools, traffic counters, water pumps and other 

Clerical process involqed in the receipt, storase and issuance of a variety of goods; 
Inventory controls and minimum record systems; 
Common had tools and equipment; 
Sale of scrap material and surplus property; 

equipment. 

Abilitv to: 

0 

0 

0 

Organize and maintain a storeroom activity; 
Estimate hture supply requirements; 
Cooperate with others in predicting needs; 
Plan, layout and supervise the work of employees performin,o routine storage work; 
Prepare and maintain records and reports; 
Operate material-handling equipment; 
Perform physical work requiring stren,s$h and agility to lift and move heavy objects; 
Make aritfimetical calculations and extensions; 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 

EDUCATION AND EXPERIENCE 

Any combination of experience and education that would lrkely produce the qualifying 
knowledge and abilities. A typical combination is: 

Education: 

0 Equivalent to the completion of hi& school, supplemented by college level 
courses in Business Administrate or related field. 
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Experience: 

0 Two years of experience in procun-ng, receiving, storing a i d  . _  issuing a variety of 
stores items, stock recordkeeping and inventory control. 

LICENSES .4ND CERTIFICATIES 

Possession of-a valid Driver’s License (Class C) issued from the California 
Department of iMotor Vehicles. 



CITY OF LODI August 16,2000 

STORE f(E E PER . _  

DEFINITION 

Receives, stores and issues supplies, equipment and tools. Maintains adequate stock 
levels and inventory records. Assists in the operation of a large diversified central 
warehouse system which includes inventories of electric, water and sewer utilities and 
central stores for all City Departments. 

DISTINGUISHING CHARACTERISTICS 

This class differs f?om other clerical classes in that i t  involves responsibility for physical 
handling, counting of materials, supplies, equipment and tools as  well as clerical work 
involved in maintaining control records. 

SUPERVISION EXERCISED AND RECEIVED 

Receives general supervision from the Senior Storekeeper or Purchzsing Officer. 

EXkMPLE OF DUTIES 

Duties may include, but are not limited to, the following: 

Receives, checks, stores and issues supplies, equipment a d  tools; 
Checks shipping invoices against purchase orders for qumtiv, quality, price and 
extension; 
Inspects deliveries for damaged goods or discrepancits in mount, size, type and 
terms of order; 
Receives authorized requests for supplies and equipmat; issues amount and kind 
authorized; 
Maintains inventory control records; 
Assists in periodic inventories; 
Cleans and maintains assigned work area; 
Operates light equipment to pick up and deliver stock, m i l  and other items; 
Performs related duties as assigned. 

Knowiedce of 

Storekeeping and inventory methods and procedures; 
Nomenclature, grade and classification of a variety of supplies, materials and tools; 
Operation and maintenance of stockroom equipment. 
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Abilitv to: 
. .  

Maintain records and perform arithmetical calculations; 
Apply department policies and procedures; 
Petform heavy physical work in lifting and moving stock; 
Operate forklift and light equipment; 
Sort and store objects of medium weight and varying sizes and description; 
Compare names and numbers accurately; 
Establish and maintain cooperative and effective relationships with those contacted 
during the course of work. 

EDUCATION AND EXPERIENCE 

Any combination of experience and education that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

Education: 

Equivalent to the completion of high school. 

Experience:. 

One year of experience in storekeeping and inventory work. 

Department of Motor Vehicles. 

LICE XS E S . h i D  C E RTI FI C AT IE S 

Possession of a vaIid Driver’s License (Ciass C) issued from the California 
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SUPPORT SERVICES SUPERVISOR . - 

DEFINITION 

Plans, organizes, directs and reviews the work of Support Services Operations including 
parking enforcement and mail services; coordinates customer serviee duties between 
Field Services and Utility Billing. 

DISTINGUISHING CHAR4CTERISTICS 

This supervisory position has responsibility for parking enforcement, mail services and 
customer reIations in the Finance Department. 

SUPERVISION EXERCISED .&ND RECEIVED 

Receives direction from the Finance Director. 

Exercises general supervision over support Services personnel. 

EXAMPLES OF DUTIES 

Duties may include, but are not limited to the following: 

0 . .. 

0 

0 

0 

0 

Plans, organizes, directs and reviews the work of Parkins Enforcement Assistants and 
mail service personnel; 
Assist in the preparation of budgets for Support Services; 
Assists with and performs a variety of personnel actions including selections, 
promotions, performance evaluations, disciplinary measures and dismissals; 
Evaluates the operations of farkmg Enforcement personnel and mail service 
personnel; recommends and implements improvements to systems and procedures; 
Coordinates with office staff to facilitate timely performance of Department 
procedures; 
Contacts delinquent accounts, and makes arrangements for payments; follows up to 
see that arrangements are kept; 
Receives and decides upon requests for extensions to payments; 
Seals meters for nonpayment; 
Contacts persons who have u?itten bad checks; 
Files claims with Bankruptcy Court; 
Assists with the enforcement of Lodi Ordinances; 
Performs related duties as required. 

. .  



QU.4LIFICATIONS 

Knowledee of: - .  . .  

Abilitv to: 

Principles and practices of supervision; 
Procedures involved in mail services, enforcing parking laws and customer service; 
Public contact practices and techniques. 

- 

Communicate clearly and concisely; 

Supervise the work of others; 
Evaluate systems and procedures; make effective recommendations for improvement; 

Establish and maintaii cooperative and effective relationships with those contacted 
during the course of work. 

EXPERIENCE .AND EDUCATION 

Any combination of experience and education that would likely provide the qulifying 
knowledge and abilities. A typical combination is: 

Experience: 

Four years experience in a position involvhg public contact, two of which were in a 
supervisory capacity. 

Education: 

Completion of high school or its equivalent. 

LICENSES AND CERTIFICATES 

Possession of a valid Driver’s License issued from the CaIifomia D e p m e n t  of 
Motor Vehicles. 

. .  
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CONFIDENTIAL 

JOB SPECIFICATIONS 
. _  

Deputy City Clerk 
Human Resources Technician 
Legal Secretary 
Secretary to the City Manager 

Administrative Clerk LrII - Confidential 
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ADMINISTR4TIW CLERK - CONFIDEXTIAL 

DEJXNITION: 

Under direction provides a variety of routine to moderately difficult office support to 
various City departments and offices, which may include public contact, providing 
information, recordkeeping, specialized processing related to the department to which 
assiged, typing, word processing, and establishing and maintaining file systems; and 
performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

This is a fidly qualified, journey level class; competent to perform a variety of office 
support and clerical duties. Positions are characterized by the presence of guidelines 
&om which to make decisions, and the availability of supervision to resolve non-routine 
problems encountered. These positions assist or act in a confidential capacity to persons 
who participate in the formation, determination, or implementation of City management 
policies in the field of employer-employee relations. 

* 

SUPERVISION EXERCISED AND RECEIVED: 

Administrative Clerk work under general supervision from hi9er  level clerical staff, or 
professional or managerial personnel. h Administrative Clerk may direct the work of 

. part-time or temporary clerical stafc but is not considered a lead level of classification. 

EXkVPLES OF DUTIES: 

Duties include, but are not limited to the following: 

Performs a variety of support duties related to the work unit to assist staff in various 
office and public activities; 
Serves as receptionist; receives and screens callers and visitors; provides information 
regarding City or unit practices and procedures to a variety of parties and the general 
public; 
Gathers dormation fiom individuals or reference sources to complete and process 
various forms, records, and applications; and contacts individuals to obtain additional 
information; 
Enters and refrieves data from on-line or stand-alone computer systems, following 
established formats; operates computer systems to senerate reports and perform other 
automated processes; performs various file maintenance activities related to computer 
systems; 
Maintains records and processes forms, such as time records, purchase requisitions 
and orders, and ot&rs specific to ths organizational unit; 

0 
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Posts and transcribes data, prepares 2nd upd2.m a variety of reports, which may 
require the use of routine arithmetic calculations; 
Establishes and maintains office files, a d  researches and compiles information from 
such files; 
Types correspondence, reports, forms, and specialized documents related to the 
functions of the organizational unit to which assigned from drafts, notes, dictated 
tapes, or brief instructions, using a typewriter or personal computer; 
Proofreads and checks typed and other materials for accuracy, completeness, 
compliance with departmental policies, md correct English usage including grammar, 
punctuation, and spellin,o; 
Copies, assembles, and distributes repofis and other written materials; 
Collects fees, issues receipts, adds sums of figures, and performs related basic 
computations; 
Performs such office support activities 2s opening and distributing mail, processing 
outgoing mail, and ordering office supplies; 
Prepares recruitment materials including composing job announcements, writing and 
placing advertising, assembling maillng lists, and preparing and issuing candidate 
notices; 
Schedules, administers, an'd may score v+~t ten  tests; 
Schedules qualification appraisal boar&; 
Processes workers compensation papemork, monitors claims, and serves as liaison 
between employees and City; 
Processes general liability claims and s m e s  as liaison between public and City; 
Oversees and processes Certificates of h u r a n c e  from outside vendors; 
Maintains effective relationships with those conracted during the course of work; 
P d o r m s  other related duties as required. 

Knowiedee of: 

Basic office practices and procedures, including filing and the operation of standard 
office equipment; 
Correct English usage, including spellin,o, gammar, and punctuation; 

Business letter writing and the standard format for typed materials; 
Policies, procedures, processes and forms related to the department to wtrich 
assigned; 
Basic business data processing principles and the use and operation of personal 
computers, related sof%vare and per iphed equipment. 

a 3asic business arithmetic. 

Abilitv to: 

r. 

* 
Understand and carry out oral and wrirten instructions; 
LMaintain accurate records and files; 
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Make accurate arithmetic calculations; 
Perform detailed clerical work accurately; 

iMaintain attention to detail despite interruptions; 
Communicate tactfully and effectively with the public; 
Learn specialized processing, procedures, and office support tasks related to the 
department to which assigned; 
Maintain confidentiality of department materials and issues. 
Organize and maintain office files; 
Compose routine correspondence from brief instructions; 
Use initiative and sound independent judgnent within established guidelines; 
Operate standard office equipment including word processor and centralized 
telephone equipment; = 

Prioritize work and coordinate several activities simultaneously. 

Type at a speed necessary for adequate-job performance; . -  

EDUCATION AND EXPERIENCE: 

Any combination equivalent to experience md education that would likely provide 
the required h o w l e d g l  &d abilities would be qualibing. A typical combination is: 

Education : 

.I Equivalent to the completion of high school. inchding completion of specialized 
clerical coursework. 

Experience: 

LICENSES AND CERTIFICATES: 

Two years of responsible journey level clerical experience 
0 

Possession of a valid Driver’s License (Class C) from the California Department of 
Motor Vehicles. 
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DEPUTY CITY CLERK _ .  

DEFINITIOiri 

Under general direction provides complex and specialized secretarial and administrative support 
to the City Clerk’s office, the City Council, and other city offices; performs or assists in a 
variety of mandated City Clerk functions; provides lead direction and training to a small group of 
Administrative Clerks or related staffi and performs related work as required. 

DISTINGUISHING CHAR4CTERISTICS: 

This is a single position classification in the City Clerk’s office, requiring Depuitization as a 
Deputy City Clerk, and requiring specialized knowledge and skills related to the department. 
This class h c t i o n s  as the direct assistant to the City Clerk, and handles the more complex and 
specialized clerical assi,ments of the department. 

EXAMPLES OF DUTIES: 

Duties may include, but are not limited to the following: 

0 

0 

0 

0 

0 

0 

0 

Prepares and distributes City Council meeting and other (e.g. special session) agendas, 
prepares Council communications, prepares and distributes Council packets ensurins 
appropriate signatures and attachments; posts meeting announcements; 
Records Council votes; files, distributes, and publishes resulting resolutions and ordinances 
in the absence of the City Clerk; 
Prepares resolutions in the absence of the Legal Secretary; 
Prepares City Council meeting minutes, and takes, transcribes, and attests to minutes in the 
absence of the City Clerk; 
Prepares Council chambers for meetings; prepares recording equipment and documents 
infomation for City Council, staff, and the public; 
Provides secretarial support for the Mayor and Council members; 
Provides information to the public, City staff, and others that requires the use of significant 
judgment and the interpretation of policies, rules, or procedures, and researches requests for 
information under Public Act; 
Prepares complex and confidential correspondence, reports, proclamations, and materials 
from &a&, notes, dictated tapes, or brief instructions; 
Establishes, organizes, and maintains complex departmental filing systems and records, 
including original historical documentation and electronic management system; 
Performs various technical processing of forms, application, or procedures requiring in-depth 
subprofessional knowledge of the department’s functions; 
Provides lead direction, training, and work review to a small g o u p  of administrative clerks 
or closely related classifications; 
Records and certifies official bids; 
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Makes arithmetical or routine statisticaI computations related to department operations, 
payroll, and budgets; collects fees, and issues receipts; 

Notifies' officials of conflict of interest filing responsibilities and deadlines and maintains 
conflict of interest filings; 
Serves as travel coordinator for City Clerk, City Council and Dqpartrnent Heads; 

May serve as Acting City Clerk in City Clerk's absence; . -  

Assists in elections processes, including nomination filings, campaign filings, recording 
elections results, and related; notifies elected officials of filing deadlines, and receives, - 
examines, and maintains campaign filings; 
iMay act as a receptionist, receiving, screening and directing callers, and making 
appointments; 
Operates a variety of standard office equipment and software applications; 
Performs other related duti_es as required. 

itlTNIhfUiV1 QUALIFICATIONS: 

Knowledge of: 

Policies, procedures, laws and regulations related to City Council agenda, meetings, minutes, 
resolutions, and ordinances; City Clerk election, campaign, and conflict of interest 
responsibilities; 
Office management practices and procedures, including filin,o systems, operation of standard 
office equipment, and basic knowledge of letter writing formats and composition; 
Basic business arithmetic, including percentages, decimals, and fiscal recordkeeping; 
Correct English usage, including spelling, grammar, and punctuation; 
Use and operation of personal computers, software and periphenl equipment; 
Lead supervisory principles and practices; 
Basic organization and function of public agencies, including h e  role of elected City 
Councils, appointed boards and commissions. 

Abil i tv  to: 

Read, interpret, and apply rules, policies, and procedures; 
Organize, research, and maintain office files and records; 
l a k e  and transcribe accurate official minutes; 
Make arithmetic calculations with speed and accuracy; 
Compose correspondence and related items from brief instructions; 
Use initiative and sound independent judgnent within established sidelines; 
Operate standard office equipment including word processing and centralized telephone 
equipment; 
Type accurately at a speed necessary for adequate job performance; 
Maintain confidentiality of department matenaIs and issues; 
Establish and maintain effective relationships with those contacted during the course of 
work. 
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EDUCATION .kVD EXPERIENCE: 
_ -  

&y combiiiation equivalent to* experience and education that would likely provide the required 
knowledge and abilities would be qualifymg. A typical combination is: 

Education : 
- 

Equivalent to the completion of high school including completion of specialized clerical 
coursework. 

Experience: 

Two years of responsible’journey level clerical experience for a public sector agency at a 
level equivalent to the City’s Administrative Clerk II. 

L I C E NS E S AYD C E RT I FI C ATE S : 

Possession of a valid Driver’s License (Class C) issued from the California Department of 
iMo tor Vehicles. 
Within six months of appointment, should obtain a state of California Notary Public 
certification. 

. .- 
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HUMAN RESOURCES TECR-VICL-G . - 

DEFINITION: 

Under general direction performs a variety of responsible paraprofessional and support 
duties related to -employee benefits, recruitment and selection, Interpretation and 
application of policies and procedures, and compensation and classification 
administration; performs related work as assigned. 

DISTINGUISHING CHARACTERISTICS: 

This classification is distinguished from hi& level clerical classes by the extent and 
nature of responsibility for paraprofessional functions related to the city's personnel 
programs, and the requirement for understanding and inierpretation of federal, state and 
local laws, codes, regulations and policies. This position assists or acts in a confidential 
capacity to persons who participate in the formation, determination or implementation of 
City, management policies in the field of employer-employee relations. 

SUPERVISION EXERCISED AND RECEIVED: 

This classification works under the general direction of the Humm Resources Director or 
designee, and has responsibility for an assigned area of paraprofessional duties. May 
serve as office manager and provide lead direction to clerical support sM. 

. .. 
EXLLiMPLES OF DUTIES: 

Duties may include, but are not limited to the following: 

Provides a wide variety of dormation to employees requiring the interpretation and 
application of policies, procedures, programs, benefits, guidelines, and regulations; 
provides basic information on personnel programs and processes; 
Contacts insurance carriers andor third party administrators to resolve problems and 
answer employee questions; 
Prepares recruitment materials including composing job announcements, Writing and 
placing advertising, assembling mailing lists, and preparing and issuing candidate 
notices; 
Schedules, administers, and may score written tests; 
Performs complex calculations related to examinztion statistics, sick leave 
conversion, C033RA paymenfs and eligibility periods, benefits coverage and 
payments, retirement calculations, and related; 
Conducts orientations for new employees; verifies complimce with immigration 
reform and control act provisions; 
Processes enrollment forms; and coordinates benefit (open enrollment, bargaining 
unit changes) and retirement plan changes; 
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0 

0 

0 

0 
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Processes and coordinates long term disability applications; serves as a liaison 
between employees and the city; processes unemployment insurance claims; 
Conducts exit interviews; . -  
Types confidential materials including disciplinary letters and materials related to 
negotiations process including memorandums of understanding; 
Participates in qualification appraisal boards as chairperson andor rater; 
Prepares and maintains a variety of complex records and files including federal and 
state reporting affirmative action, position control, salary history, negotiated 
ageements, personnel files, and related matters; 
Prepares and generates a variety of reports and statistical summaries manually or 
using computer system; tracks data and prepares reports related to departmental 
budget ; 
Responds to requests for information from other organizations; 
Performs a variety of responsible clerical work in support of the department including 
in-person and telephone reception, typing, preparation, duplication, assembly and 
distribution of documents, mail processing, photocopying, and related tasks; 
Maintains effective relationships with those contacted during the course of work; 
Performs other related duties as required. 

NZIN1MUR.I OU.ALIFIC.ATIONS: 

Knowledne of: 

FundamentaIs of the law, regulations and policies governing benefits, insurance, 
COBKA, and City policies and procedures; 
Basic principles and procedures related to area of assignment such as insurance, 
benefits, retirement, recruitment and selection, and related; 
Systems and methods for recordkeeping, and file maintenance; 
General office methods including the use and operation of personal computers, 
related software, peripheral equipment. 

. .. 

Abilitv to: 

Interpret, explain, and apply complex regulations, rules, and agreements; 
Assist in the adminisrration of various payroll programs, such as insurance, benefits, 
retirement, and employees deductions andor time; 
Maintain confidentiality of personnel-related materials and issues; 
Perf-om complex arithmetical and basic statistical calcularions accurately; 
Prepare a variety of written reports, records, and correspondence; 
Type accurately at a speed necessary for adequate job per '  loxmance. 
Establish and maintain effective workins relationships Rith those contacted in the 
course of work. 

. .  
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EDUCATION AND EXPERIENCE: 

Any combination equivalent to experience and education that wouId likely provide the 
required-knowledge’s and abilities would be qualifymg. A typical combination is: 

Education : 

Equivalent to the completion of high school. 

Experience: 

Three years of responsible clerical experience performing human resources 
department functions. 

z 

LICENSES AND CERTIFICATES: 

Possession of a valid Driver’s License (Class C) issued from the California Department 
of iMotor Vehicles. 

_ .  
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LEGAL SECRET.4RY _ -  

DEFINITION 

Performs a variety of complex andor confidential secretarial and administrative duties 
for the City Attorney and Deputy City Attorney; manages the clerical support h c t i o n s  
for the office; provides a wide variety of legal-clerical services to the City Attorney’s 
Office. 

SUPERVISION EXERCISED .&iD RECEIVED 

General supervision is provided by the City Attorney 

E X M P L E S  OF DUTIES: Duties may include, but are not limited to the following: 

0 

0 

0 

0 

. .. 

0 

0 

0 

0 

0 

0 

0 

Serves as office manager to ensure work is handled on a priority basis and completed 
in a timely manner; 
Acts as a receptionist; screens calls and visitors and refers inquiries as appropriate; 
responds to complaints and requests for information based upon office policies and 
procedures; 
.Participates and assists in the administration of an office; handles routine personnel, 
purchasing and budget duties; 
Types and/or transcribes a variety of correspondence and legal documents, including 
resolutions, ordinances, legal opinions, contracts, briefs, leases and agreements, from 
handwritten copy, Dictaphone andor shorthand notes; 
Prepares and processes legal papers and documents requiring knowledge of legal 
format, terminology, and procedures; 
Sets up and maintains complex files of ongoing court cases; 
Maintains the law library; 
Researches, compiles and analyzes data for special projects and various reports; 
Composes and handles routine correspondence not requiring the City Attorney’s or 
Deputy City Attorney’s personal attention; 
Develops, implements, and maintains related filing systems on personal computers; 
Maintains effective relationships With those contacted during the c o m e  of work. 

MINIMUM QUALIFICATIONS: 

Knowledge of: 

Legal terminolog and the forms and documents used in le,oal clerical work; 
Legal procedures and practices involved in composing, processing, and filing a 
variety of legal documents; 
Standard legal references and their contents; 
Modem office methods and procedures. 
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SECRET.URY TO THE CITY hl.Aii.4GER. 

DEFINITION: 

Under direction, provides varied, complex and often confidential secretarial and office 
administrative assistance to the City Manager, Deputy City Manager, and associated 
administrative staft may provide lead direction to a smali clerical support staff; p e r f o m  
related work as assigned. 

DISTINGUISHING CHAfL4CTEFUSTICS: 

This is the highest level xcretarial class of the City. This class is distinguished from 
other City secretarial classes in that the nature, diversity, and scope of responsibilities 
originating from this management level require the frequent use of discretion, initiative, 
and independent judgment, as actions can have a sigificant effect upon City operations 
or public relations activities. Responsibilities include regular contact With government 
officials, City Council or board or commission members; representative of business or 
community organizations, the public, and all levels of City personnel. 

EXAMPLES OF DUTIES: 

Duties may include, but are not limited to the following: 

Receives and screens visitors and telephone calls, providing infomation which may 
require the use ofjudgment and interpretation of policies and procedures; 
Maintains the City Manager's calendar, scheduling meetings, screening requests a d  
ensuring that the City iManager is cognizant of meeting times and individuals; 
Directs and trains ofiice support staff in the City Manager's office; 
Researches, compiles and summarizes a variety of informational materials; 
Opens mail and either personally handles or routes for handling to appropriate ' 
department; 
Coordinates departmental activifies with those of other City departments, including 
follow-up on projects assigned to other departments; 
Types drafts and a wide variety of finished documents &om stenographic notes, brief 
instructions, or printed materials; may input or retrieve data and prepare reports using 
an on-line or personal computer system; 
Initiates specified conespondence independently for signature by the City Manager or 
associated administrative stafi; 
Reviews finished materials for completeness, accuracy, format, compliance with 
policies and procedures, and appropriate English usage; 
Orgnizes and maintains various admhstrative, reference, and follow-up files; 
Transmits information to others from the City Manager and associate adrmnistrative 
staff; . - .  
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Collects information, composes articles, formats, prints and distributes City 
newsletter and other related publications as required; 

Organizes own work, sets priorities and meets critical deadlines; 
Maintains effective relationships with those contacted during the course of work; 
Performs other related duties as required. 

- Keeps informed of pertinent Citymd ckpartmenta1 activities; - - 

I\IIINIMUM OUaIFICATIONS: 

Knowledoe of: 

0 

0 

0 

Standard office administrative and secretarial practices and procedures, including 
business letter writing_ 
Use and operation of personal computer, related s o h a r e  and peripheral equipment; 
Basic organization and function of public agencies, including the role of an elected 
City Council and appointed boards and commissions; 
Record keeping, report preparation, and filing methods; 
Correct English usage, including spelling, grammar, punctuation, and vocabulary; 
Basic budgetary principles and practices and business arithmetic; 
Basic supervisory principles and practices; 
Basic records keepins principles and practices. 

Abilitv to: 

0 

0 

0 

0 

Provide varied, responsible, and often confidential secretarial and office 
administrative assistance to the City Manager and associated administrative staff; 
Use initiative and independent judgnent within established guidelines; 
Use tact, discretion, and prudence in establishing and maintaining effective working 
relationships with those contacted in the course of the work; 
Analyze and resolve administrative situations and problems; 
Research, compile, and summarize a variety of informational materials; 
Compose correspondence independently or fiom brief instructions; 
Type at a speed necessary for adequate job performance; 
Organize work, set priorities, meet critical deadlines, and follow up assignments with 
a minimum of direction; 
Provide work direction and review for assiged staff. 

EDUCATION ,AND EXPERIENCE: 

. h y  combination equivalent to education and experience that would likely provide 
the required knowledge's and abilities would be qualifylns. A typical combination is: 
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Education: 

- Equivalent to the completion of high school. . .  

Experience: 

Five years of increasingly responsible secretarial and clerical experience involving 
frequent contact with the public, including one year of support provided to a h i ~ e r  
level administrator. 

LICENSES AND CERTIFICATES: 

Possession of a valid Driver's License (Class C) issued from the California 
Department of Motor Vehicles. 



Memorandum City of Lodi Human Resources Department 

TO: Council Member Hitchcock 

FROM: 

DATE: August 16,2000 

SUBJECT: 

Joanne M. Narloch, Human Resources Director 

Response to Your E-Mail Dated August 16,2000 

In response to your request for information this morning, attached are the following: 

Exhibit A:. Old and New Salary Range Comparison Spreadsheet 

Exhibit B: General Services Compensation Study - Final Report 

Exhibit C: Explanation of Changes in Classifications won-Audited) 

Exhibit D: General Services Classification Audit Memo/Recommendations 

,-  

Cc: City Manager 
Dep. City Manager 
Finance Director 
Honorable Mayor Mann 
Council Member Land 
Council Member Nakanishi 
Council Member Pennino 
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Old and New Salary Range Comparison - General Services 

Classification 

Administrative Secretary 

Proposed Range 
Current Ranqe 

Set to # of Percent 
A B C D E Market People Increase 

2664.99 2798.24 2938.15 3085.06 3239.31 M 8 9.98% 
2423.10 2544.28 2671.45 2805.02 2945.31 

~ ~ ~~~ 

Office Supervisor 

Proposed Range 2664.99 2798.24 2938.1 5 3085.06 3239.31 1 19.84% 
Current Range 2223.75 2334.93 2451.65 2574.25 2702.97 

Senior Adminstrative Clerk 

Proposed Range 2234.98 2346.73 2464.07 2587.27 271 6.64 3 10.18% 
Current Range 2028.58 2129.98 2236.47 2348.22 2465.74 

Administrative Clerk 

Proposed Range 
Current Range 

Senior Building Inspector 

Proposed Range 
Current Ranqe 

3120.91 3276.96 3440.81 361 2.85 3793.49 0 7.1 8% 
291 1.79 3057.37 3210.30 3370.75 3539.35 

3707.17 3892.52 4087.15 4291.51 4506.08 1 3.59% 
3578.58 3757.64 3945.36 4142.73 4349.81 

1 



Old and New Salary Range Comparison - General Services 

Senior Customer Service Representative 

Proposed Range 
Current Range 

2451.78 2574.37 2703.09 2838.24 2980.1 5 2 7.57% 
2279.31 2393.28 251 2.90 2638.59 2770.49 
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Old and New Salary Range Comparison - General Services 

Classification 

Purchasing Assistant 
Proposed Range 

Current Range 

A B C D E Market People Increase 

0.30% 21 22.75 2228.89 2340.33 2457.35 2580.22 1 
21 16.34 2222.1 5 2333.26 2449.93 2572.42 

Librarian I 1  
Proposed Range 

Current Range 
Librarian I 

Proposed Range 
Current Range 

Senior Library Assistant 
Proposed Range 

Current Range 

Proposed Range 
Current Range 

Library Assistant 

Parks Proiect Coordinator 

3269.53 3433.00 3604.65 3784.89 3974.1 3 3 11.33% 
2936.84 3083.66 3237.80 3399.72 3569.69 

2972.30 31 20.91 3276.96 3440.81 361 2.85 0 11 58% 
2663.77 2796.97 2936.82 3083.66 3237.80 

2346.73 2464.07 2587.27 271 6.64 2852.47 2 4.58% 
2244.06 2356.28 2474.07 2597.79 2727.62 

21 33.39 2240.06 2352.07 2469.67 2593.1 5 7 5.01 % 
2031.73 2133.28 2239.97 2351.96 2469.53 

Proposed Range 3742.30 3929.42 4125.89 4332.1 8 4548.79 1 12.26% 
Current Ranae 3333.70 35003.38 3675.44 3859.22 4052.1 3 

Parks Program Specialist 
Proposed Range 

Current Range 

Police Records Clerk SuDervisor 

31 18.59 3274.52 3438.24 361 0.1 5 3790.66 1 13.58% 
2745.73 2883.02 3027.1 8 31 78.53 3337.46 

Proposed Range 
Current Range 

Proposed Range 
Current Range 

Senior Police Records Clerk 

~~~ 

2468.04 2591.44 2721.01 2857.06 2999.91 1 6.23% 
2323.28 2439.44 2561.41 2689.48 2823.96 

2360.73 2478.77 2602.70 2732.84 2869.48 2 10.83% 
21 30.00 2236.51 2348.30 2465.74 2589.01 



Old and New Salary Range,Comparison - General Services 

Proposed Range 
Current Range 

Classification 

2146.12 2253.42 2366.10 2484.40 2608.62 M 4 6.23% 
2020.25 2121.27 2227.35 2338.67 2455.62 

Set to # of Percent - 1  A I B  I c  I D  I Market I People I Increase 

Current Range 

Associate Civil Enaineer 

3851.14 4043.68 4245.80 4458.1 5 4681.04 

Proposed Range 
Current Range 

Assistant Engineer 
Proposed Range 

Current Range 

Junior Enaineer 

Assistant Animal Services Officer 

Proposed Range 2258.55 2371.48 2490.05 2614.55 2745.28 1 7.32% 
Current Range 21 04.50 2209.71 2320.21 2436.23 2558.04 

Associate Traffic Engineer 

~~ Proposed Range 4528.1 9 4754.60 4992.33 5241.94 5504.04 1 17.58% 

~~ 

4528.19 4754.60 4992.33 5241.94 5504.04 M 2 17.58% 
3851.14 4043.68 4245.80 4458.15 4681.04 

41 16.53 4322.36 4538.48 4765.40 5003.67 0 12.29% 
3665.89 3849.19 4041.59 4243.75 4455.94 

Proposed Range 
Current Range 

Proposed Range 
Current Range 

Senior Engineering Technician 

3742.30 3929.42 4125.89 4332.1 8 4548.79 0 12.60% 
3323.42 3489.63 3664.08 3847.26 4039.64 

3742.30 3929.42 4125.89 4332.18 4548.79 2 12.26% 
3333.71 3500.43 3675.46 3859.26 4052.1 3 

5 



Old and New Salary Range Comparison - General Services 6 

A 

I Set to # of 
B C D E Market People Classification 

Engineering Technician I I  
Proposed Range 

Current Range 

Enaineerina Technician I 

3402.09 
2876.52 

Pro osed Ran e 
Current Range I Public Works InsDector II 

I 

3572.20 3750.81 3938.35 4135.27 1 
3020.30 3171.33 3329.88 3496.39 

3092.81 
2604.61 

3247.45 3409.83 3580.32 3759.33 0 
2734.86 2871.67 3015.17 3165.94 

- Proposed Range 
Current Range 

Public Works lnspcctor I 
Proposed Range 

Current Range 

I I I I I I 

3370.15 
3366.09 

3063.77 
3050.47 

3538.66 371 5.59 3901.37 4096.44 3 
3534.39 371 1.06 3896.62 4091.50 

3216.96 3377.81 3546.70 3724.04 0 
3203.04 3363.1 6 3531.33 3707.89 

18.74% 

3 0.44% 
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SECTION I - PROJECT OVERVIEW 

Bryce Consulting was retained by the City of Lodi to conduct a compensation study for mid- 
management classifications. This report presents the final compensation survey results including: 

Section I Project Overview 

Section I1 Compensation Survey Results and Salary Recommendations 

STUDY OBJECTIVES 
The study consisted of the following objectives: 

0 Review and recommend the labor market agencies and benchmark job classes to survey. 

0 Collect and analyze base salary survey data for the selected benchmark classes. 

0 Develop a salary plan for all classes in the General Services Unit using market data and internal 
relationships to ensure parity to the labor market and internal equity within the organization. 

~~~ 
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SECTION I1 - SURVEY RESULTS 

This section of the report presents the results of the compensation survey and includes: 

0 

Survey scope. 

0 

o Presentation of salary recommendations 

Selection of labor market employers and survey classes. 

Presentation of the survey results. 

SURVEY EMPLOYERS 
The overall objective in selecting survey employers is to define as accurately as possible the City's 
"Labor Market". A labor market consists of those employers with whom the City competes for 
employees. The criteria typically utilized in identifying those employers includes the following: 

0 EMPLOYER SIZE - As a general rule, the more similar employers are in size and complexity, 
the greater the likelihood that comparable positions exist within both organizations. 
Specifically, agencies of similar size to Lodi are likely to have departmental structures and 
organization of positions more similar to the City than organizations that are significantly larger 
or smaller in size. 

0 ' . GEOGRAPHIC PROXIMITY - Geographic proximity is another factor utilized in identifying 
an appropriate labor market. This factor is particularly important because it identifies those 
employers that the City must directly compete with to recruit and retain quality staff. 
Furthermore, by selecting employers within close geographic proximity, it ensures that the 
resulting labor market will be generally indicative of the region's cost of living. 

0 NATURE OF SERVICES PROVIDED - As a general rule similar organizations are selected 
as survey employers, because they all provide similar services. This is important for the 
following reasons: 

Employers who provide similar services are most likely to compete with one another for 
employees. 

These employers are most likely to have comparable jobs. 

These employers are most likely to have similar organizational characteristics. 
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RECOMMENDED LABOR MARKET 
Based on the above considerations, it was recommended that the City survey the existing labor 
market used for salary surveys. The agencies surveyed are presented below. 

City of Chico 
City of Clovis 
City of Davis 

City of Fairfield 
City of Manteca 
City of Merced 
City of Modesto 
City of Redding 
City of Roseville 
City of Stockton 

City of Tracy 
City of Turlock 

City of Vacaville 
City of Visalia 

City of Woodland 
SURVEY CLASSES 
To ensure market equity for the mid-management compensation plan, the following benchmarks 
where surveyed: 

. *  

Administrative Support 
Department Secretary 

Administrative Clerk I1 

Community Development 
Associate Planner 

Building Inspector I1 

Finance 
Account Clerk 
Meter Reader 

Parking Enforcement Assistant 
Buyer 

Police 
Police Records Clerk I1 

City of Lodi Page 5 



Bryce Consulting 

Animal Control Officer 

Public Works 
Associate Civil Engineer 

SURVEY SCOPE 
The scope of the survey included the labor market presented in this report. The data collected for 
each survey class included: 

Title of each comparable class 

Entry and top step monthly salary 

SURVEY METHODOLOGY 
The survey methodology utilized by Bryce Consulting included: 

An initial telephone call to each labor market employer to explain the purpose and scope of the 
survey and confirm cooperation. 

Letters sent to each labor market employer that included a listing of the survey classifications 
and descriptions of those classifications to survey. 

. -  
In addition to the collection of base salary, careful efforts were made to document the full-range of 
duties and requirements of all job classes as comparable to the City's corresponding survey classes. 
This included the collection of: 

Reporting relationships. 

Functional areas of responsibility. 

0 The class's relationship to other classes in the series. 

Once the data collection phase was completed, the data was analyzed to produce the labor market 
top step mean (the arithmetic average) for each classification using the base salary as the basis of 
comparison. The top step salary for each of the City survey classes was then compared to the labor 
market top step mean which produced the percentage amount that the labor market mean is above or 
below the City. The salary information is as of April 2000. 

SALARY SURVEY RESULTS 
As indicated above, the survey involved the collection of compensation information for each of the 
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survey classes from the labor market employers identified. The results of the survey are presented 
below: 

Participation - Of the fifteen public employers surveyed, all were willing to participate in the survey 
process. 

Relationship to the Market - The following summarizes the City's relationship to the labor market 
for each survey class by market. It shows for each of the survey classes: 

0 

0 

The class title of the City's benchmark. 

The current top step monthly salary for the City's position. 

0 The labor market mean (average) top step salary. 

0 The percentage difference between the City's top step salary and the labor market top step mean. 

In summary, the base salary data shows the following: 

1 class was below the market from to -0.1% to -5.0% 

8 classes were below the market from to -5.1 % to - 10.0% 

1 class was below the market from to -10.1% to -15.0% 

1 class was below the market from to -15.1% to -20.0% 

As this data shows, the City's benchmark salaries are all below market. The vast majority of the 
classes are 5% - 10% below the labor market. The detailed survey results of the labor market survey 
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are presented in Appendix A of this report. 

SALARY RECOMMENDATIONS 
In setting salaries for the City, Bryce Consulting has applied consistent compensation principles 
typically utilized in the public sector as outlined below: 

1. Set the Lodi benchmark classes to the labor market mean 

2. Set other classes internally based on the relationship consistent with other organizationally like 
classes or class series using the following guidelines: 

0 Approximately 10% between entry and journey level classes in a series. 

0 Approximately 10% - 15% between journey and advanced journey level classes in a 
series depending on the level of supervision exercised. 

0 Approximately 15% between first-line supervisor and subordinate classes. 

0 Approximately 15% - 20% between supervisors and section and/or division heads 
depending on levels within the organization structure. 

Classes that have no obvious occupational benchmark have been set to classes that have relative 
organizational value. Based on the above guidelines, the recommended salary plan is presented in 
Appendix B. 

.+ 
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APPENDIX A 

SALARY SURVEY DATA SHEETS 



Appendix A 

CLASS TITLE 
Administrative Secretary 

Department Secretary 

CITY OF LODI 
General Services Salary Survey 

MINIMUhI MAXIMUhI 
MONTHLY MONTHLY 

SALARY SALARY 

S2,075 S2,755 

$2,359 S2,870 

City of Chico 

Administrative Secretary 

Administrative Assistant Citv of Fairfield 

$2,610 $3,173 

$3,025 S3,677 

City of Modesto 

Administrative Secretary I $2,62 1 

City of Roseville 

City of Stockton 

City of Tracy 

City of Turlock 

City of Vacaville 

City of VisaIia 

Citv of Woodland 

S3,203 

ICITY OF LODI 

~~ ~~~~ 

S2,770 
S2,291 

Executive Secretary 

Executive Secretary 

Adminstrative Secretary $2,366 

I 
~ 

S3,375 
$2,755 

53,019 

~~ -~ 

Administrative Secretary 

Supervising Secretary 

Administrative Assistant 

Secretary 111 I 52,3351 52,8391 

~ ~ -~ 

$2,855 S3,5 10' 

S2,757 S3,387 

$2,569 S3,123 

~ ~ ~ 

'Administrative Secretary 

Executive Assistant I S3,13SI S4,029l 

~~ ~-~ 

$2,183 S2,654 
,Senior Administrative Assistant I S2,128 I S2,6751 

I MEAX: S3,140 

I VARIANCE - MEAX: -9.37% 

PERS 7% pulled from 
salaries for Clovis and 
Vacaville A -  1 



Appendix A 

City of Chico 

City of Clovis 

City of Davis 

City of Fairfield 

~ ~~ ~ 

Senior Typist Clerk 5 1,664 

Senior Clerk Typist 52,261 
Office Assistant I1 5 1,943 

Office Assistant I1 52,112 

~~ 

City of Merced 

Citv of Modesto 

~ ~~ 

Clerk Typist 11 5 1,651 
Administrative Clerk I1 s2.000 

-~ 

City of Roseville Administrative Clerk I1 52,039 

City ofStockton Office Assistant I1 52,209 

City of Tracy Senior Administrative Clerk 52,235 

~~ 

City of Vacaville 

Citv of Visalia 

Administrative Clerk 52,102 

Office Assistant 5 1.684 

CITY OF LODI 
General Services Salary Survey 

Administrative Clerk I1 

r ~ 

AGENCY 

M I N I h I ~ h I  
MONTHLY I SALARY 

MAXIhIUhI 
RIONTHLY 

SALARY CLASS TITLE 

52.22s 
~ 

52,441 

52,362 

52,567 
lcity ofbfanteca IOffice Assistant I1 I 5 1,993 52,425 

52,014 

52.431 
lCity of Redding IClerk I1 I 5 1,739 S2,lOS 

52.6 1 t 

52,837 

52.717 
]City ofTurlock IOffice Assistant I1 I 5 1,954 52,374 

52,555 

SZ,I ii 

S2.072 ]City of Woodland IAdministrative Clerk I1 I 51,791 

- ~CITYOFLODI ]Administrative Clerk I1 I S1,26C 

MEAN: 5439 1 

I VARlANCE - MEAN: -5.38% 

PERS 7% pulled from 
salaries for Clovis and 
Vacaville A - 2  



Appendix A 

CLASS TITLE I AGENCY 

hIINIMUM IkIAXIhIUhl 
hIONTHLY IkIONTHLY 

SALARY SALARY 
(City of Chico 

Associate Planner 

Associate Planner City of Davis 

- - ~- 

$3,622 $4,403 
S3,45 1 $4,23 1 

ICity of Fairfield 
~~ ~~ 

Associate Planner 53,732 

Associate Planner $3,222 City of hlerced 

s4,533 

$3,917 
(City of Modesto 

~~ 

Associate Planner 

Associate Planner 

Associate Planner 

lCity of Redding $3,893 $5,2 17 

$3,670 54,684 
%3,606 $4,629 City of Stockton 

~~ 

Planner I1 
Associate Planner 

(City of Tracy 

53,226 53,92 1 

$3.665 54.459 City of Vacaville 

Associate Planner 

,Associate Planner 

CITY OF LODI 
General Services Salary Survey 

53,546 53,309 

$4,157 

Associate Planner 

Associate Planner 

Associate Planner I $4,1361 $5,028 

Associate Planner I S3,515( $4,320 

Associate Planner 1 S4,OS 1 I $4,96 1 

Associate Planner I $3,2001 S4,022 

. -  I MEAN: $4,445 

r VARIANCE - LIEAN: -6.47%1 

PERS 7% pulled from 
salaries for Clovis and 
Vacaville A - 3  



Appendix A 

r 

AGENCY 
City of Chico 

City of Clovis 

City of Davis 

City of Fairfield 

City of blanteca 

City of Merced 

City of Modesto 

City of Redding 

City of Roseville 

City of Stockton 

City of Tncy  

City ofTurlock 

City of Vacaville 

City of Visalia 

City of Woodland 

CITY OF LODI 
.-  

R.IINIhIUR.1 hIAXIhIUh1 
MONTHLY MONTHLY 

CLASS TITLE SALARY SALARY 
Combination Inspector I1 $2,794 53,746 

Building Inspector S3,236 53,934 

Building Inspector $3,655 s3,443 

Building Inspector I1 S3,OOO S3,647 

Building Inspector I1 $3,463 S4,2 10 

Building Inspector I1 53,043 S3,699 
Building Inspector I1 S3,529 53,290 
Building Inspector $2,955 53,590 

Building Inspector 11 $3,169 53,044 
Combinatim Inspector I1 $3,286 S1,2 18 
Building Inspector 11 $3,655 54,432 

Building Inspector 11 $3,194 S3,882 

Building Inspector $3,618 S4,321 
Combined Building Inspector $2,851 S3,587 
Building Inspector I1 $2,795 s3,397 

Building Inspector I1 53,810 

3 

I VARIANCE - MEAY: -3.87% 

PERS.7% pulled from 
salaries for Clovis and 
Vacaville A - 4  



Appendix A 

AGENCY 
City of Chico 

City of Davis 

(City of Fairfield 

City of Merced 

lCity of Redding 

Citv of Stockton 

1City of Tracy 

City of Vacaville 

ICity of Woodland 
~~ 

- CITY OF LODI 

CITY OF LODI 
General Services Salary Survey 

Account Clerk I1 

I IMEAN: . S2,624 

I VARIAXCE - MEAh’: -7.59% 

PERS 7% pulled from 
salaries for Clovis and 
Vacaville A -  5 



Appendix A 

CITY OF LODI 
General Services Salary Survey 

Meter Reader 

I 
1 MEAN: $2,938 , -  

I VARIANCE - MEAN: -7.57% 

PERS 7% pulled from 
salaries for Clovis and 
Vacaville A - 6  



Appendix A 

CLASS TITLE 
NJC 
NIC 
Parking Enforcement Officer 

Community Service Officer 

N/C 
Parking Enforcement Officer I1 

NIC 

City of Clovis 

MINIMUM 
MONTHLY 

SALARY 

$2,138 

$2,325 

$2,200 

lCity of Davis 

City of Redding 

City of Roseville 

City of Stockton 

ICity of Fairfield 

~ 

Parking Violation Officer $2,155 

Parking Enforcement Officer $2,375 

Parking Violations Deputy $2,179 

City of Merced 

City of Turlock 

City of Vacaville 

(City of Modesto 

~~ 

Community Service Officer I1 $2,554 

NJC 

CITY OF LODI 

ICity ofTracy I NIC I 

lcity ofvisalia IParking Enforcement Officer I $ 1.684 

lCity of Woodland 1 N/C 

CITY OF LODI [Parking Enforcement Assistant 

MAXIMUM 
MONTHLY 

$2,826 

$3,105 

$2,117 --l 
L MEAN: $2,703 

1 VARIANCE - MEAN: -5.94%1 

PERS 7% pulled from 
salaries for Clovis and 
Vacaville A - 7  



Appendix A 

CITY OF LODI 
General Services Salary Survey 

Buyer 

I VARIANCE - MEAN: -13.4 1% 

PERS 7% pulled from 
salaries for Clovis and 
Vacaville A - 8  



Appendix A 

CITY OF LODI 
General Services Salary Survey 

Police Records Clerk I1 

I MEAN: 52,5261 

I VARIANCE - MEAN: -6.05%1 

PERS 7% pulled from 
salaries for Clovis and 
Vacaville A - 9  



Appendix A 

CITY OF LODI 
General Services Salary Survey 

Animal Control Officer 

I MEAh’: $2.9241 

I VANANCE - MEAX: -6.74%1 

PERS 7% pulled from 
salaries for Clovis and 
Vacaville A -  10 



Appendix A 

MINIMUM 
MONTHLY 

AGENCY CLASS TITLE SALARY 
City of Chico Associate Civil Engineer $3,461 

City of Clovis Associate Civil Engineer $5,191 

City of Davis Associate Civil Engineer S3,95 1 

City of Fairfield Associate Civil Engineer $4,565 

CITY OF LODI 
General Services Salary Survey 

MAXIMUM 
MONTHLY 

SALARY 

$4,638 

$6,467 

$4,803 

$5,549 

City of Manteca 

City of Merced 

City of Modesto 

Associate Civil Engineer $4,3 19 $5,250 

Associate Civil Engineer $3,651 $4,438 

Associate Civil Engineer 94,539 55,530 

City of Redding 

City of Roseville 

City of Stockton 

City of Tracy 

ICity of Turlock IAssociate Civil Engineer I $4,0001 $4,8631 

Associate Civil Engineer $4,335 $5,808 

Associate Civil Engineer $4,328 $5,800 

Associate Civil Engineer $4,453 $5,437 

Associate Civil Engineer $4,548 $5,528 

~ 

I MEAN: 55,346 

~~~~ 

City of Vacaville Associate Civil Engineer s4,733 $5,752 

City of Visalia N/C 
City of Woodland Associate Civil Engineer 54,097 $4,980 

CITY OF LODI Associate Civil Engineer %4,523 

I- VANANCE - MEAN: -15.39%/ 

PERS 7% pulled from 
salaries for Clovis and 
Vacaville A -  11 



CITY OF LODI 

AGENCY 
City of Chico 

City of Clovis 

Confidential Salary Survey 

MONTHLY 
CLASS TITLE SALARY 

N/C 
N/C 

Deputy City Clerk 
I I I I\IIINIiMUILI 

City of Manteca IDeputy City Clerk $2.62 1 

!City of Davis IN/C I 
ICity of Fairfield I N/C I 

~ 

ICity of Merced IDeputy City Clerk I $2,772 

ICity of Modesto I Deputy City Clerk I $2,770 

ICity of Redding INK I 
ICity of Roseville IDeputy City Clerk I1 I $2,049 
/City of Stockton IDeputy City Clerk I $3,378 

ICity ofTracy I 

City of Vacaville 

City of Woodland 

MAXIIIIUM 
MONTHLY 

SALARY 

53,203 

$3.36S 

$3,375 

$2,616 
S4,127 

$3,297 

S2.735 

I 93,33 1 I MEAN: 

, -  

I -17.78%J VARIANCE - MEAN: 

PERS 7% pulled from 
salaries for Clovis and 
Vacaville Page 1 o f 4  Version 8/77/00 




































