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AN ORDINANCE AMENDING AND REPEALING CERTAIN PROVISIONS OF
ORDINANCE NOS. 02-12-2010, 08-35-2011, 08-57-2012, 09-65-2015, 11-73-2018, 05-18-
2020, 05-17-2021, 06-29-2021, 12-65-2021, 10-76-2022 AND 02-11-2024 AND
IMPLEMENTING A UNIFORM COMPENSATION SYSTEM FOR THE NON-
BARGAINING UNIT POSITIONS OF THE CITY OF CIRCLEVILLE AND
DECLARING AN EMERGENCY.

WHEREAS, pursuant to Ordinance 11-51-2007 and 02-12-2010, Council implemented a
Uniform Compensation System for the non-bargaining unit positions of the City of
Circleville; and

WHEREAS, pursuant to Ordinance Number 02-12-2010, 08-35-2011, 08-57-2012, 09-65-
2015, 11-73-2018, 05-18-2020, 05-17-2021, 06-29-2021, 12-65-2021, 10-76-2022, 02-11-
2024 certain amendments were made to the provisions of the Uniform Compensation; and

WHEREAS, Council now desires to completely revamp previously amended ordinances of
this uniform compensation system and implement this new ordinance; and

WHEREAS, implementing, repealing, and replacing these ordinances provides additional
benefits is in the best interest of the citizens of the City of Circleville and same ought to be
done.

NOW THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF
CIRCLEVILLE, COUNTY OF PICKAWAY, STATE OF OHIO AS FOLLOWS:

SECTION I: COMPENSATION
a. A 2024 rate increase of 4.00 percent (4%), with the final percentage added to their
current rate of pay, will be effective June 1, 2024, for all employees in the non-
bargaining unit classifications.

b. A 2025 rate increase of 4.00 percent (4%), with the final percentage added to their
current rate of pay, will be effective June 1, 2025, for all employees in the non-
bargaining unit classifications.

c. A 2026 rate increase of 4.00 percent (4%), with the final percentage added to their
current rate of pay, will be effective June 1, 2026, for all employees in the non-
bargaining unit classifications.

d. Effective on the first day of the pay period following passage of this ordinance, the
salary ranges for the non-bargaining unit classifications will be as established in
Attachment A.

e. Each classification will have a minimum and maximum salary established. The
Human Resources Director is hereby directed to perform a survey of comparable
employers and recommend adjustments to the salary ranges every three (3) years
beginning one year from the effective date of this ordinance.

f. Current employees who are paid above the maximum salary will not receive any
increase in base pay unless and until the salary ranges are adjusted. Those employees
will receive any authorized salary increase as a lump sum payment, even if such
increase is expressed as a percentage of salary.

g. Current employees who are paid below the minimum of the pay range will receive an
increase up to the minimum of the pay range.

h. Salary employees shall pay 15% of all monthly healthcare, dental and vision
premiums and the City of Circleville shall pay 85% of the monthly premiums. The
remainder of the employees in the Compensation Plan shall pay the monthly
healthcare premiums as stated in the collective bargaining agreement between the City
of Circleville and the Non-Uniformed Employees Organization (N.U.E.O.).

i. New employees are typically hired in at the minimum salary established for the
position. In situations in which an applicant has qualifications exceeding the
minimum qualifications for the position, the applicant may be hired at a rate not to
exceed twenty percent 20% above the minimum for the classification.
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When an employee is promoted, he/she will be advanced to a rate of pay up to twenty
(20%) greater than his/her new rate of pay. The new pay rate determined by the
Department Head (or Elected Official if applicable) with consultation with the
Director of Human Resources.

When the need arises, the appropriate Department Director may permit employees to
work from a remote location. Employees are expected to be able to respond to their
assigned work area within one hour if necessary. The Department Director will
evaluate the request. At no time is the Department Director required to approve any
request for remote work and may cease remote work and require the employee to
return to their assigned work area.

Employees are provided with Internet access and electronic communications services
(which may include, but are not limited to, computers, e-mail, cell phones, iPhones,
iPads, PDAs, personal computers and the like) as required for the performance and
fulfillment of job responsibilities. All employees are obligated to make effective, safe
and responsible use of this technology. This policy applies to all employees, including
regular full-time, permanent part-time, temporary, and seasonal employees who are
provided access to the technology systems. Users must understand that any connection
to the Internet offers an opportunity for non-authorized users to view or access
information stored in the system. Therefore, all connections be secured, controlled and
monitored. All individuals completing work for, in, or on behalf of the City shall
comply with any requested training, requirements, and obligations to ensure that all
City data is kept secure.

Electronic equipment and communications systems provided are considered to be City
property to be used for valid business purposes only. All communications and/or
information created, stored, received, sent or otherwise transmitted on or through
provided technology, including without limitation the Internet, intranet, email, servers,
personal computers, iPads, associated hardware and software, online services and
other electronic communications services, are considered City property. There shall be
no expected right of privacy for any matter related to using equipment provided,
including no personal privacy right in any matter passing through, viewed,
downloaded, printed, created, stored, received, sent or otherwise transmitted from
City-provided technology and equipment.

The City reserves and intends to exercise the right to monitor, review, intercept, access
and disclose all Internet usage, email communications sent or received, and all cell
phone, iPhone, iPad and PDA usage, if necessary, to ensure that the system is being
used for business purposes in compliance with its employment policies.

Electronic audits of Internet activity and other electronic communications by City
employees may be implemented to identify and properly deal with unauthorized
activity.

All fulltime employees in positions included in the Compensation Plan shall be
eligible for the merit-based program with the City of Circleville. Merit-based program
provides the ability for employees to earn up to an additional sixteen hours of accrued
personal leave time based on job performance and flex time options set forth in
Exhibit A. At no time is the Department Director required to approve any request for
an alternative work schedule.

Promotion, Demotion, Transfer, Lateral Movement and Temporary Assignment will be
determined by the Department Head and Human Resources Director as set forth in
Exhibit A.

SECTION II: PART TIME PERSONNEL-HOURLY ACTUALLY WORKED

a.

Part-time employees in the classifications of Account Clerk-Auditor, Civil Service
Commission Secretary, Engineering Aide, Arborist and Parking Enforcement Officer
receive only the paid sick leave benefit as stated in the collective bargaining
agreement between the City of Circleville and the N.U.E.O. Such part-time
employees also receive holiday pay for any hours they were scheduled to work on a
holiday as defined in the collective bargaining agreement.
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Amend Codified Ordinance 133.03 to abolish the part time positions of Clerk/Typist
and Laborer effective immediately upon passage of this ordinance.

The part time positions of Account Clerk-Utilities and Park Caretaker/Custodian are
hereby abolished effective immediately upon passage of this ordinance.

SECTION III: HOURLY PERSONNEL-NON-SUPERVISORY LEVEL

a.

Amend Codified Ordinance 121.06 to rename the position of Mayor’s Secretary to
Administrative Assistant, an established full-time, non-union, classified position and
shall be paid under Pay Grade 3 established by the Uniform Compensation Plan for
Non-Bargaining Unit Employees effective immediately upon passage of this
ordinance.

Amend Codified Ordinance 131.04 amending the position of Administrative
Assistant-Public Safety as a full time, classified, non-union position and shall be paid
under Pay Grade 3 established by the Uniform Compensation Plan for Non-
Bargaining Unit Employees effective immediately upon passage of this ordinance.

Amend Codified Ordinance 125.04 to rename Administrative Assistant, Civil
Division and Administrative Assistant, Criminal Division and establishing two (2)
positions of Legal Assistant, an established full-time, non-union, unclassified
position and shall be paid under Pay Grade 5 established by the Uniform
Compensation Plan for Non-Bargaining Unit Employees effective January 1, 2024.

Pursuant to Ohio Revised Code 733.01, enact Section 127.06 of the Codified
Ordinances to create the position of Payroll Clerk, an established full-time, non-
union, classified position is hereby established and shall be paid under Pay Grade 3
established by the Uniform Compensation Plan for Non-Bargaining Unit Employees
effective January 1, 2024.

All employees in the classifications of Human Resources Assistant, Administrative
Assistant-Mayor, Administrative Assistant-Public Service, Administrative Assistant-
Public Safety, Code Enforcement/Zoning Inspector, Two (2) Legal Assistants,
Payroll Clerk are provided the same benefits, including overtime pay in accordance
with the collective bargaining agreement between the City of Circleville and the
N.U.E.O.

All employees in the above classification received an additional eight-hour personal
day each payroll year.

Amend Codified Ordinance 132.05 to abolish the position of Administrative
Assistant-Building Department effective immediately upon passage of this
ordinance.

Abolish Codified Ordinance 132.02 in its entirety effective immediately upon
passage of this ordinance.

Amend Codified Ordinance 137.01 to abolish the position of EMT effective
immediately upon passage of this ordinance.

Amend Codified Ordinance 127.04 to abolish one (1) of the positions of Account
Clerk effective immediately upon passage of this ordinance.

SECTION 1V: HOURLY PERSONNEL-SUPERVISORY LEVEL

a.

All employees in the classifications of Water Distribution Maintenance Supervisor,
Public Service Foreman are provided the same benefits, including overtime pay in
accordance with the collective bargaining agreement between the City of Circleville
and the N.U.E.O.

All employees in the above classification received an additional eight-hour personal
day each payroll year.

Amend Codified Ordinance 139.02 to abolish the position of Wastewater
Maintenance Mechanical Supervisor effective immediately upon passage of this
ordinance.
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d. Amend Codified Ordinance 139.02 to abolish the position of Wastewater Operations
Supervisor effective immediately upon passage of this ordinance.

e. Amend Codified Ordinance 139.02 to abolish the position of Water Maintenance
Operations Supervisor effective immediately upon passage of this ordinance.

f. Amend Codified Ordinance 139.02 to abolish the position of Sanitary Sewer
Collections Maintenance Supervisor effective immediately upon passage of this
ordinance.

g. Amend Codified Ordinance 133.03 to abolish the position of Street Maintenance
Supervisor effective immediately upon passage of this ordinance.

SECTION V.: SALARY PERSONNEL SUPERVISORY LEVEL
a. Amend Codified Ordinance 139.02 to rename the position of Administrative
Assistant to Utility Office Manager, an established full-time, non-union, classified
position is hereby established and shall be paid under Pay Grade 5 established by the
Uniform Compensation Plan for Non-Bargaining Unit Employees effective January
1, 2024,

b. Amend Codified Ordinance 133.03 for position of Public Service Superintendent an
established full-time, FLSA exempt, non-union, classified position and shall be paid
under Pay Grade 6 established by the Uniform Compensation Plan for Non-
Bargaining Unit Employees effective January 1, 2024.

c. Amend Codified Ordinance 139.02 the position of Water Distribution/Sewer
Collections Superintendent shall be paid under Pay Grade 6 established by the

Uniform Compensation Plan for Non-Bargaining Unit Employees effective January
1,2024.

d. All non-bargaining unit employees in the classifications of City Planner, Utility
Office Manager, Wastewater Superintendent, Public Service Superintendent, Water
Distribution/Sewer Collections Superintendent, Water Superintendent are considered
salaried employees and are exempt from the overtime provisions of the Fair Labor
Standards Act.

e. Employees in the above classifications receive all of the benefits (with the exception
of overtime pay) as those stated in the collective bargaining agreement between the
City of Circleville and the N.U.E.O.

f.  Full-time employees in the above classifications shall be permitted, upon hire, to use
vacation leave as previously accrued with other employers. This provision shall now
amend Ordinance 04-28-2016 that was passed on 04-19-2016 to encompass the
current positions.

g. Full-time employees in the above classifications who have accrued OPERS Service
Credit shall have their number of years in OPERS count toward their vacation
accrual.

h. In addition, employees in the classifications listed in Section (d), above shall receive
an additional eight-hour personal day to be used each payroll year.

1. Part-time employees in the above classifications do not receive any of the benefits as
stated in Sections e, f, g, or h.

J.  Amend Codified Ordinance 133.07 to abolish the position of Engineer effective
immediately upon passage of this ordinance.

SECTION VI.: SALARY PERSONNEL-DIRECTOR OR DEPARTMENT HEAD
LEVEL
a. Amend Codified Ordinance 133.03 to rename the position of Deputy Director of
Public Service (Utilities) to Director of Public Utilities and shall be paid under Pay
Grade 8 established by the Uniform Compensation Plan for Non-Bargaining Unit
Employees effective January 1, 2024.
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Pursuant to Ohio Revised Code 737.01 the position of Director of Public Safety
shall be paid under Pay Grade 8 established by the Uniform Compensation Plan for
Non-Bargaining Unit Employees effective January 1, 2024.

Pursuant to Ohio Revised Code 735.01 the position of Director of Public Service
shall be paid under Pay Grade 8 established by the Uniform Compensation Plan for
Non-Bargaining Unit Employees effective January 1, 2024.

Amend Codified Ordinance 121.04 the position of Director of Human Resources
shall be paid under Pay Grade 8§ established by the Uniform Compensation Plan for
Non-Bargaining Unit Employees effective January 1, 2024.

Amend Codified Ordinance 125.03 the position of Assistant Law Director shall be
paid under Pay Grade 8 established by the Uniform Compensation Plan for Non-
Bargaining Unit Employees effective January 1, 2024.

Employees in the classifications of Clerk of Courts, Chief of Police, Fire Chief,
Director of Public Safety, Director of Public Service, Director of Public Utilities,
Director of Human Resources, Director of Cable Television, Deputy Chief of Police,
Police Captain, Communication Center Commander, Deputy Auditor and Assistant
Law Director are considered salary employees and are exempt from the over-time
provisions of the Fair Labor Standards Act.

Full-time employees in the above classifications shall receive all of the benefits (with
the exception of over-time pay) as those stated in the collective bargaining agreement
between the City of Circleville and the N.U.E.O.

Full-time employees in the above classifications shall be permitted, upon hire, to use
vacation leave as previously accrued with other employers.

Full-time employees in the above classifications who have accrued prior OPERS
Service Credit shall have their number of years in OPERS count toward their vacation
accrual.

In addition, full-time employees in the above classifications shall receive an additional
eight-hour personal day to be used each payroll year.

Part-time employees in the above classifications do not receive any of the benefits
stated in Section i, j, k, or 1.

Amend Codified Ordinance 125.03 to abolish the position of Part Time Assistant
Law Director effective immediately upon passage of this ordinance.

. Amend Codified Ordinance 139.02 to abolish the position of Utilities Operations

Manager effective immediately upon passage of this ordinance.

Amend Ordinance 10-85-99 to abolish the position of Parks and Recreation Director
effective immediately upon passage of this ordinance.

SECTION VIIL.: APPLICABILITY

a.

All other provisions of Ordinance 11-51-2007 and 02-12-2010 not otherwise
modified shall remain in full force and effect and unchanged by this Ordinance.

SECTION VIII.: GENERAL RESPONSIBILITIES

a.

It is the responsibility of all employee supervisors and department heads to see that
this chapter and all other personnel guidelines and administrative orders and policies
are enforced and administered fairly and equitably among all their employees.

It shall be the responsibility of each department head to maintain control in their
respective department. This responsibility involves dealing promptly with violations
of this chapter, city ordinances, and federal and state laws. Each department head is
also charged with enforcing and monitoring such matters as punctuality, time worked,
and the like. When a violation occurs, the department head is responsible for initiating
appropriate disciplinary action in a timely manner including the notification and
consultation of the Director of Human Resources or the City Law Director.
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¢. Department heads are authorized and encouraged to frame and promulgate written
departmental rules in conjunction with the city’s employment policies. Such rules
should be organized and distributed to all affected employees and a copy kept in the
department head's office for reference and filed with the Director of Human
Resources. Department Heads are encouraged to consult with the City Law Director
regarding departmental rules and regulations and how those rules and regulations
comply with the city’s policies.

SECTION IX. That this Ordinance is hereby declared to be an emergency measure necessary
for the preservation of the health, safety, and welfare of the citizens of the City of Circleville,
such emergency arising out to the immediate need to enact the Non-Bargaining Unit
Employees Compensation Plan, so that this ordinance shall take effect and be in force
immediately from and after its passage and approval by the Mayor.

/7
PASSED: 5 4/{{ J %/’L’

DATE PRESIBENT OF COUNCIL
ATTEST:
CLERK OF CIL
APPROVED:
DATE R
APPROVED AS FORM:

LA

KENDRA C. KINNEY - LAW DIRECTOR




EXHIBIT A

City of Circleville

Non-Union Employee Compensation Plan

Effective June 1, 2024 through December 31, 2026

Ordinance No Reference

Introduction.

The City of Circleville, in an effort to provide fair and equitable compensation for employees, intended
to promote an enriched environment for employees in the compensation plan to promote long term
highly productive employees with a passion in providing a service to the community, hereby revises its
current compensation plan.

The plan is administered by the Human Resources Department, under the direction of the Mayor.
Whenever existing classifications are significantly revised or new classifications are introduced, it will
be necessary to ensure that these revised or new classifications are properly incorporated into the plan.

Maintenance of the compensation plan needs to be periodically completed. When a position is
classified or reclassified, a review of the position’s pay grade assignment is necessary in order to ensure
that equity between classifications is maintained. The plan is renewed every three (3) years.

Plan Structure.

Each non-union classification utilized by the City of Circleville has been assigned a pay grade. In each
pay grade is a minimum and maximum rate. Employees will normally be hired at the minimum rate for
the pay grade that the position is assigned. A new employee who possesses outstanding experience,
education or skills may be started at a higher rate of pay but shall not exceed twenty percent (20%)
more than the minimum rate for this position. Pay grades are calculated based on a salary survey and
the point factor analysis for each position. Employees shall advance through the pay grade by receiving
periodic increases.

Lump Sum Payments.

Employees who are at rates of pay that exceed the maximum rate for their pay grade shall receive no
increase until their rates of pay no longer exceed the maximum rate. However, an employee whois ata
rate of pay that exceeds the maximum rate for his/her pay grade may receive an increase in a lump sum
amount that is not intended to increase his/her base rate of pay.

Insurance Coverage.

Salary employees shall pay 15% of all monthly healthcare, dental and vision premiums and the City of
Circleville shall pay 85% of the monthly premiums. The remainder of the employees in the
Compensation Plan shall pay the monthly healthcare premium as stated in the collective bargaining
agreement between the City of Circleville and the Non-Uniformed Employees Organization (NUEO).
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Promotion.

Promotion is the act of placing an employee in a compensation plan classification into a different
classification which requires greater skill, knowledge, and abilities to perform in his/her previous
position. When an employee is promoted, he/she may be advanced to a rate of pay up to twenty percent
(20%) greater than his/her new rate of pay based on previous experience, skill, and knowledge. The
Appointing Authority and the Human Resources Director will determine the exact amount.

Demotion.

Demotion is the act of reducing an employee to a classification which requires the performance of less
complex or less responsible work than the employee was required to perform in his/her previous
position. Ademotion is also the reduction of an employee to a lower pay grade. If a demotion occurs for
any reason, the employee’s wages will be reduced accordingly. The Appointing Authority and the
Human Resources Director will determine the exact amount.

Transfer.

Transfer is the act of moving an employee from a position in a department or division to a position with
the same classification title in another department or division. Transfer may also result in a change in
work location and/or department or division but not a change in significant job duties. An employee’s
rate of pay will not change because of this type of action.

Lateral Movement.

Lateral movement is when an employee is assigned to a position which is in a different classification
than his/her former position, but the classifications are assigned to the same pay grade. An employee’s
rate of pay will not be affected because of this type of action.

Temporary Assignment.

Temporary assignment is the act of assigning an employee to a job classification different than his/her
own for a temporary period of time. Such assignments normally occur because of vacancies, illness,
emergencies, or other special circumstances.

An employee temporarily assigned to a classification with a lower rate of pay will not be reduced. An
employee assigned to a higher classification will be advanced to whichever is the greater of the
following: (1) the minimum rate for his/her new classification, or (2) a rate of pay which is up to ten
percent (10%) greater than his/her current rate of pay. However, no temporary increase will exceed the
maximum rate of pay established for the classification assumed.

In order for an employee to receive a temporary increase, he/she must be temporarily assigned the full
duties and responsibilities of the higher-level classification for two (2) weeks or longer. Temporary
assignments of partial duties and responsibilities of the higher-level classification will not qualify an
employee for a temporary increase. Also, an employee who is temporarily assigned partial duties and
responsibilities of a lower-level classification will not be eligible for additional compensation.
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Remote Work.

When the need

EXHIBIT A

arises, the appropriate Department Director or Elected Official may temporarily permit

an employee to work from a remote location. Employees are expected to be able to respond to their
assigned work area within one hour if necessary.

a.

The Department Director or Elected Official will evaluate the request based on the
following factors:
i.  Impacton the overall organization.

ii.  Impact on others within the department.

iii.  Ability to perform work remotely.

iv. At notime is the Department Director or Elected Official required to approve
any request for remote work and may cease remote work and require the
employee to return to their assigned work area.

v.  The appropriate request form shall be completed by the employee and
Department Director or Elected Official prior to approving remote work and
filed with the HR Department.

Merit Based Earned Personal Leave and Flextime.

All full-time employees in positions included in the Compensation Plan shall be eligible for merit based
earned personal leave with the City of Circleville.

1. Earned personal leave time

A. An employee is eligible for up to 16 hours of additional accrued personal leave based
on the prior yearly evaluation and current employee performance.

B. The Department Director or Elected Official will identify after completing the yearly
evaluation if additional earned time off is appropriate. If so, the employee will receive
either eight (8) hours of personal leave or sixteen (16) based on performance.

C. Theappropriate form shall be completed by the Department Director or Elected Official
prior to awarding earned personal leave and filed with the HR Department. The HR
Department will submit the form to the Auditor’s office.

2. FlexTime

a. Flex time is available on a case-by-case basis and shall be only used on a temporary
basis. Flex time is hour for hour. Employees are not permitted to change their scheduled
work week or hours on a permanent basis. Salary employees are encouraged to use flex
time when working more than 40 hours per week.

b. The employee can request flex time directly from the Department Director or Elected

Official. The Department Director or Elected Official will evaluate the request based on
the following factors:
i.  Impact on the overall organization
ii.  Impact on others within the department
iii. Length of timein service
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iv.  Availability of work based on the request made by the employee.
v.  Atno time is the Department Director or Elected Official required to approve
any request for flex time

Electronic Communications and Equipment.

1. Employees are provided with Internet access and electronic communications services (which
may include, but are not limited to, computers, e-mail, cell phones, iPhones, iPads, PDAs,
personal computers, and the like) as required for the performance and fulfillment of job
responsibilities. All employees are obligated to make effective, safe, and responsible use of this
technology. This policy applies to all employees, including regular full-time, permanent part-
time, temporary, and seasonal employees who are provided access to the technology systems.
Users must understand that any connection to the Internet offers an opportunity for non-
authorized users to view or access information stored in the system. Therefore, all connections
be secured, controlled, and monitored. All individuals completing work for, in, or on behalf of
the City shall comply with any requested training, requirements, and obligations to ensure that
all City data is kept secure.

2. Electronic equipment and communications systems provided are considered to be City
property to be used for valid business purposes only. All communications and/or information
created, stored, received, sent, or otherwise transmitted on or through provided technology,
including without limitation the Internet, intranet, email, servers, personal computers, iPads,
associated hardware and software, online services, and other electronic communications
services, are considered City property. There shall be no expected right of privacy for any matter
related to using equipment provided, including no personal privacy right in any matter passing
through, viewed, downloaded, printed, created, stored, received, sent, or otherwise
transmitted from City-provided technology and equipment.

3. The City reserves and intends to exercise the right to monitor, review, intercept, access and
disclose all Internet usage, email communications sent or received, and all cell phone, iPhone,
iPad and PDA usage, if necessary, to ensure that the system is being used for business purposes
in compliance with its employment policies.

4, Electronic audits of Internet activity and other electronic communications by City employees
may be implemented to identify and properly deal with unauthorized activity.

Terms and Conditions.

Full-time employees receive all of the benefits (with the exception of overtime for salary employees or
as otherwise identified in this plan) as those stated in the collective bargaining agreement between the
City of Circleville and Non-Uniformed Employees Organization (NUEO).

Full-time employees listed in the compensation plan receive 24 hours of annual personal leave on
January 1 of each year.

Hourly employees are paid for all hours worked. Off-the-clock work is prohibited.
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Part-Time Positions.

1. Part-time employees are paid for hours worked and are not permitted to work more than 120
hours per month. Benefits are not provided to part-time employees.

2. Part-time employees receive only the paid sick leave benefit as stated in the collective
bargaining agreement between the City of Circleville and the NUEO.

3. Such part-time employees also receive holiday pay for any hours they were scheduled to work
on a holiday as defined in the collective bargaining agreement.
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Compensation Plan Positions and Pay Grade

Salary Personnel - Director or Department Head Level

Director of Cable Television
Director of Human Resources
Director of Public Safety
Director of Public Service
Director of Public Utilities
Fire Chief

Chief of Police

Deputy Chief of Police

Police Captain
Communication Center Commander
Deputy Auditor

Assistant Law Director

Clerk of Court

Salary Personnel -Supervisory Level

Planner

Public Service Superintendent

Utility Office Manager

Water Distribution/Sewer Collections Superintendent
Water Superintendent

Wastewater Superintendent

Hourly Personnel - Supervisory Level
Chief Probation Officer

Water Distribution Maintenance Supervisor
Public Service Foreman

Hourly Personnel - Non-Supervisory Level
Administrative Assistant - Mayor’s Office
Administrative Assistant - Public Service
Administrative Assistant - Public Safety
Assignment Coordinator

Code Enforcement/Zoning Inspector
Deputy Clerk of Court

Human Resources Assistant

Two (2) Legal Assistants

Payroll Clerk

Probation Officer
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EXHIBIT A

Part-Time Personnel - Hourly Actually Worked
Account Clerk - Auditor

Arborist

Engineering Aide

Civil Service Commission Secretary

Parking Enforcement Officer

= Y
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Experience

Point Factor Values

EXHIBIT A

2 Bt 190 19 | 61 | 105 | 148 | 190
g | PersomlContaes 150 15 | 42 | 69 | 96 | 123 | 150
4 stiperiision 110 11 | 30 | 50 | 70 | 9 | 110
Exercised
5 Independence of 110 1 | a4 | 77 | 10
Action
Responsibility for
6 Policies and 70 7 22 38 54 70
Procedures
7 Responsibility for 70 7 28 49 70
Assets
Responsibility for
8 Safety and Health i 7 = o 4 i
Working
9 Conditions 40 4 22 40

1. Experience
This factor refers to the amount of experience that is needed working in the appropriate field
to permit an employee to effectively perform the duties and responsibilities of his position, or

to comply with legal experience requirements.

19

1 0-1 year experience

2 76 1+- 3 years’ experience

3 133 3+-5years’ experience

4 190 5+ years’ experience
Education

This factor refers to the minimum level of education that is needed in order to permit an

employee to effectively perform the duties and responsibilities of the position, or to comply
with legal educational requirements.

19

Completion of seconda (hig

1 h school) or GED
5 61 Completion of associate degree or two (2) years of college
education
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3.

EXHIBIT A

Completion of bachelor’s degree in a practical field of study
3 105 such as business administration, public administration,
management, social sciences, etc.

Completion of bachelor’s degree in a technical field of study
such as computer sciences, engineering, or architecture
Completion of Graduate Degree in a field of public
administration

4 148

5 190

Interaction with Public Officials and the General Public
This factor refers to the requirement of responsibility for securing cooperation and agreement,
meeting, dealing, and maintaining contacts with management, representatives of the general
public, outside organizations and other organization units.

The determination of the degree and point factoring for public official and general public
interaction responsibility is based on the extent, frequency, and regularity of establishing and
maintaining contacts; the purpose and importance of persons contacted. (Contacts with co-
workers in the same unit, direct subordinates and direct supervisors are not included.)

Requires little or no responsibility for personal contacts
outside of the immediate organization unit in performing
duties of the position.

Requires limited responsibility for routine contacts
regarding non-specialized matters with employees, the
general public and outside agencies in performing duties of
the position.

Requires some responsibility for occasional responsible
contacts with the general public, other departments, or
divisions, or with persons at all levels outside of the
organization for the purpose of furnishing or obtaining
information on non-specialized matters; or for making
regular routine contact with the general public.

Requires responsibility for regular contacts with the general
public, persons in other organizational units, or outside
organizations and representatives for the purpose of
furnishing or obtaining information, explaining semi-
specialized matters or explaining procedures and
regulations relating to the duties of the position; or
occasional contacts with officials at higher levels of outside
agencies and in other organizational units on situations
requiring cooperation and explanation of services and
activities of the division or department.
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5 123

Requires considerable responsibility for regular contacts
with the general public, persons in other organizational
units, or outside organizations and representatives for the
purpose of explaining; or interpreting information of a
specialized nature; or for securing cooperation or
agreement from members of the general public, employees,
or officials.

6 150

Requires considerable responsibility for continuing personal
contacts with employees, officials, or members of the
general public involving discussion, explanation, and
interpretation of policies, rules, and regulations; or regularly
completing standard negotiations; or regularly dealing with
specialized matters involving sensitive relationships.

4, Supervision Exercised
This factor refers to the responsibility for exercising supervision over others. Consider the kind
of supervision exercised, the level of those supervised, and the complexity of the work
performed by subordinates. The primary responsibility of supervision involves determining
which employee will do what, when and how.

| Nosu pio rpn5|b|[|t|es. My

ition = e
make accuracy checks of
the work of other employees but does not exercise direct
supervision of other employees.

Generally, no supervisory responsibilities. May provide
direction and guidance to other employees. May review the
work of other employees and correct deficiencies but does
not exercise direct supervision over other employees.

Responsible for immediate supervision of a single or limited
function work unit. May supervise a small number (two or
fewer) of employees of a lower classification. Ensures that
employees perform work in accordance with established
procedures or standards and that deadlines and schedules
are met. The amount of creative or unstructured work
performed by subordinates is limited.

Responsible for immediate supervision of a work unit of a
small to medium size (three to six) employees. Ensures that
employees perform work in accordance with established
procedures and methods. Takes corrective action according
to established policy and ensures that project deadlines are
met.

Requires planning, organizing, directing, and controlling the
work activities of a multi-function work unit. Supervises
medium-six to ten) employees who generally perform
unstructured work activities. May recommend staffing
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patterns and levels. Coordinates flow of work between work
units. Supervision may be exercised through one level of
supervisory personnel.

Requires supervision and coordination of major and varied
work groups and coordination of work programs. Exercises
direction over a large (eleven or more) group of

6 110 subordinates who are performing unstructured work.
Supervision may be exercised through supervisory
personnel. Requires the establishment of standards, overall
checking of progress, formulation of policies, etc.

Independence of Action
This factor refers to the degree to which the work is supervised or guided by practice or
precedent, and the requirements of the job for problem solving and decision making.

- T |

General Supervision. This means that the employee is free to
make some work procedural decisions which do not
contravene policy, and the employee will often determine
work sequences (which task will be completed first). Some
trust is placed in the employee’s reliability and most of his
work is not checked for accuracy or completeness.
Direction. This means that the employee receives general
assignments and time frames but uses independent
judgement to determine details and work sequences. The
employee is likely to be expected to interpret regulations or
policies for other employees, customers, or the general
public. The employee may be required to supervise or
coordinate a small work unit. (This degree often is
appropriate for first level supervisors.)

General Direction. This means that the employee is more
than likely a supervisor or manager who has responsibility
3 77 for a medium-sized work group. Any direction the employee
receives is often by memo, phone call, email, or staff
meeting.

Administrative Direction. This means that the employee is
probably an upper-level manager or administrator. The
employee may have responsibility for a large work group.
Any direction the employee receives is generally in the form
of program objectives or target dates. The employee
develops and interprets guidelines for subordinates and
consistently exercises independent judgement to solve
unigue and varied problems.

4 110
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6. Responsibilities for Policies and Procedures
This factor covers the degree of involvement in developing work policies and procedures and
the extent to which the employee participates in or is responsible for developing, approving,
and enforcing work policies and procedures.

The determination of degree must take into account the kind of responsibility (whether the
position provides input into the development, implementation, interpretation or enforcement
of policies or procedures; whether the position approves or executes any existing or new polices
or procedures; or whether the position assists in the development and enforcement of policies
and procedures), the importance, and/or complexity of the policies and procedures involved.

Requires responsibility for carrying our established policy
1 T and following the methods and procedures relating to the
duties of the position.

Requires some responsibility for carrying out and explaining
2 22 existing policy, methods, and/or procedures relating to the
duties of the position or of subordinate or lateral positions.
Requires responsibility for carrying out, interpreting, and

3 38 enforcing existing policy and procedures or for assisting in
developing infra-unit policy and procedures.

Requires responsibility for carrying out, interpreting, and
enforcing existing intra-unit policy and procedures and for

4 >4 assisting in originating and developing intra-unit policy and
procedures.
Requires responsibility for assisting in the development of
5 0 overall administrative policy or procedures in an

organization-wide staff function; or for determining the
legal basis for policy.

7. Responsibility for Assets
This factor refers to the position’s accountability for actual monies, receipts, budgets,
expenditures, and disbursement; and/or for the effective and economical use, operation,
maintenance, safeguarding, processing, purchase, or storage of machinery, equipment,
materials or products; or for the planning or engineering in connection therewith; or other
activities involving the accountability for assets. This factor also incorporates the effects of the
employee’s errors in judgement on the operations, programs, and services of the organization.

The determination of the degree and point rating for assets responsibility is based upon the
extent of opportunity for achieving economics and preventing losses, the value of the items or
money involved, and whether the responsibility is limited or full and independent.
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collection of payments or direct disbursement of funds. The
amount of funds to be collected or disbursed is pre-
determined by policy and requires little or no discretion.
Errors are usually detected before their consequences
become serious, or the possibility of loss through errors is
low. Little opportunity for achieving minor economics and/or
preventing minor losses through the handling of or
accounting for materials, supplies, or small amounts of
money; or through the operation of simple equipment; or
through the safeguarding of supplies, equipment, or facilities
of moderate value.

28

May manage moderate to large amounts of funds in
performing job. May calculate or determine the amount of
funds to be collected or disbursed. Provides opportunity for
achieving moderate economics and/or preventing moderate
losses through the management of a small unit or division;
the handling of materials and supplies; the handling of large
amounts of money; through the operation, repair or
overhaul of machinery and equipment; through planning,
engineering, or inspection of construction; or through
safeguarding of supplies, equipment, or facilities of high
value; or through legal processes. Errors may cause
noticeable amount of confusion or lost time although they
are usually detected before serious consequences results.

49

Requires responsibility and provides opportunity for
achieving considerable losses through the management of a
large unit or division, or a small department; through
authorizing the expenditure of large amounts of money;
through handling of very large amounts of money; through
purchasing materials, supplies and equipment; through
complex planning or engineering or through the supervision
of inspection in connection with construction of the
preceding; through complex legal processes; through the
supervision of public property protection activity. Errors are
difficult to detect and may have a significant effect on
programs and operations.

70

Requires responsibility and provides opportunity for
achieving major economics and/or preventing major losses
through the management of a large department; through
authorizing the expenditure of very large amounts of
money; through complex purchasing of materials, supplies,
and equipment; through engineering of extensive
construction or other projects. Errors may not be detected
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