Staff Report
Permit Application for Pier and Boat Lift

Prepared for:  The City of North Bay Village

Applicant: Junius Davis Morrison, Jr.

Request: Permit for a pier (dock) and boat Iift to be
constructed projecting 25 feet from the
bulkhead line.

& Management Services, Inc,
1374 Jackson Streot, Sulte 266
Fort Myars, Fiorida

3443366
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Staff Report Applicant’s Name: Junius Davis Morrison, Jr.
Pier and Boat Lift Permit Request

General Information

General Description

Mr. Morrison is requesting a permit to construct a new four-foot wide timber pier or
dock and boatlift at his residence in the RS-2 zoning district. The finger pier is
proposed to extend from the existing concrete seawall 25 feet into Biscayne Bay. There
is an existing timber 12 foot long walkway and four posts that will be removed before
the new timber pier and boat lift are constructed.

Applicable Code Provisions

The construction or alteration of docks, piers, etc is governed by Section 150.11 and
specifically subsection (F) which requires a public hearing and approval by the City
Commission for construction or structural alterations of any building, dock or pier or
similar structure near water within the corporate limits of the City.

Section 150.11 reads as follows:

“(A) No person, firm, or corporation shall construct, reconstruct, or repair any docks,
piers, dolphins, wharfs, pilings, similar structures of any kind more than twenty-five
(25) feet perpendicular from the seawall or shoreline into any waterway within the
corporate limits of the city. Provided however, if construction of a docking facility is
prevented by the requirement of federal, state or preemptive local environmental
laws, rules and regulations (laws) whereby in order to obtain a permit for
construction of a docking facility, it is necessary to exceed the same more than
twenty-five (25) feet perpendicular from the seawall or shoreline, the docking
facility may be constructed such distance from the seawall or shoreline as may be
required in order to comply with such laws by obtaining a waiver from the City
Commission in accordance with subsection (G), provided further, however the
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Staff Report Applicant's Name: Junius Davis Morrison, Jr.
Pier and Boat Lift Permit Request

furthermost distance seaward from the seawall or shoreline shall not exceed
seventy-five (75) fest including all doiphins or pilings installed beyond the seaward
most line of the dock or pier but not including required rip-rap.

(B) Plans and specifications for construction, reconstruction, or repair of docks, piers,
dolphins, wharfs, pilings, or similar structures shalf comply with all provisions of the
City Code, shall be approved by the City Manager, and shall be kept permanently
in the records of the city. Repair or regonstruction may be made in accordance with
-the original plans.

- {C) No dock, pier, wharf, dolphin, piling, or similar structure shall be erected in the city
unless the structure is set back at least seven and one-half feet from the lot line on
each side; and the structure shall not exceed five (5) feet above ground level,
except a joint or "party" dock may be permitted on the property line if approved by
the City Commission.

(D) No person, firm, or corporation shall build, maintain, extend, or make any structural
alteration on any building, dock, pier, dolphin, wharf, piling, bulkhead, seawall, or
similar structure in, upon, or over the waters adjacent to Harbor Island, Treasurer
Island, North Bay Island, and Cameo Island within the corporate limits of the city,
or do any filling, excavating, or dredging in the waters without first obtaining a
written permit to do so from the City Manager.

(E) Application for any permit or the transfer of any permit required by this section shall
be made to the City Manager in writing on forms provided therefore. The permit
shall constifute an agreement by the applicant to comply with all conditions
imposed upon granting of the permit. The application shall be accompanied by
plans and specifications setting forth in detail the work to be done.

(F) All applications for construction or structural alterations of any building, dock, pier,
dolphin, wharf, piling, bulkhead, seawall, or similar structure in, upon, or over the
waters within the corporate limits of the city shall require the approval of the City
Commission after a public hearing. During the public hearing the City Commission
shall consider safety and compatibility as criteria for approving the application.

(G) Notwithstanding the provisions of paragraph (F), if an applicant seeks a dock or
pier length greater than twenty-five (25) feet, the City Commission shall additionally
consider the following criteria to determine if a waiver shall be granted:

(i) If Miami Dade Department of Environmental Management has required specific
depth or location criteria; and

(i) If the Applicant has provided to the Cily notarized letter(s) of consent from
adjoining riparian property owners, and

(iii} If the City has received any letter(s) of objection from adjoining riparian property
owners; and
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Staff Report Applicant's Name: Junius Davis Morrison, Jr.
Pier and Boat Lift Permit Request

(iv) Any other factors relevant fo the specific site.

(H) The City Commission may deny, approve, or modify the request and/or impose

conditions in the permit, pursuant to paragraph (F), or granting of a waiver,

" pursuant to paragraph (G), which it deems necessary fo protect the waterways of

the City in accordance with the public safety and the general welfare. The

requirement of approval by the City Commission shall not include applications for
repair of existing structures.

() A public hearing held pursuant to this Section shall be quasi judicial and follow the
hearing procedures provided in Section 29.02 of the Code.

(J) Nothing contained in this section shall be construed or apply to prohibiting repair or
reconstruction or otherwise limiting those structures which exist at the time of
adoption of this section, however, the provisions of subsections (D) and (E) above
shall be complied with.”

The location of boats, docks and piers is also governed by Section 152.059, most
specifically subsection (B) which reads as follows:

“(B) No docks, piers, mooring posts, or combinations thereof, may project more than
twenty-five (25) feet from any bulkhead line, nor extend nearer than seven and
one-halif feet to any adjacent property line. A waiver may be granted by the City
Commission pursuant to Section 150.11(A), upon completion of a marine survey
demonstrating the minimum distances from the seawall necessary fo meet the
minimum depth requirements, approved by DERM, and completed by a licensed
professional surveyor and mapper registered to practice in the State of Florida.”

Staff Comments

The finger pier and boat lift comply with the zoning regulations of Section152.059 and
the standards of Section 150.11 in that the proposed finger pier or dock does not
exceed 25 feet and will be located so that the 7.5 foot side setbacks from the property
lines are met. Although not required, there are signed consent letters from adjoining
property owners that indicate the new proposed finger pier and boat lift would be
compatible with the surrounding neighbors and property owners.

Additionally, none of the proposed structures are to exceed 5 feet in height above
ground level. Presumably, this height restriction would include the piles and motor
mounts for the boat lift. The 5 foot height restriction, at ground level, would have to be
verified at the construction permit review level.

3
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Staff Report Applicant's Name: Junius Davis Morrison, Jr.
Pier and Boat Lift Permit Request

The plan for the finger pier and boat lift have been approved by the appropriate state
and/or county agencies as well as the City Building Official acting as the City Manager's
representative.

B Recommendation

Based on the materials presented by the applicant, the proposed structures are in
compliance with the applicable provisions of Sections 152.059 and 150.11. The
proposed finger pier and boatlift are safe and compatible and we recommend approval
of the application by the Commission following the required public hearing subject to the
following condition: At the final construction plan review the Building Official will verify
that the dock piles including the boat lift motor mounts, will not exceed 5 feet in height
from ground level, :

Submitted by:

Garined B, ha Lug .
James L. LaRue, AICP
Planning Consultant

September 19, 2012
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Staff Report Applicant's Name: Junius Davis Morrison, Jr.
Pier and Boat Lift Permit Request

APPENDIX
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City of North Bay Village

Administrative Offices
1700 Kennedy Causeway, Suite #132 North Bay Village, FL 33141
Tel: (305} 756-7171 Fax: {305) 756-7722 Website: www.nbvillage.com

Re: 1510 South Treasure Dri-ve
Lot 24, Block 1

Treasure Island
North Bay Village, FL. 33141

Request to construct Dock and Boatlift

I, Yvonne P. Hamilton, City Clerk, hereby certify that the attached Notice of
Public Hearing was mailed to property owners and residents within 300 feet of the

perty of the subject request pursuant to Section 152.096(A)(2) of the City of
Jay Village Code of Ordinances on August 31, 2012,

‘this 28th dax of September 2012.

vbineB. Hamilton
" City Clerk

(City of North Bay Village City Commission Meeting-10-9-2012)

Mayor Vice-Mayor | Commissioner Comm{ssiorg 67)
Connie Leon-Kreps Eddie Lim Stuart Blumberg Dr. Richard Cliervony
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~ City of North Bay Village

Administrative Offices

1700 Kennedy Causeway, Suite #132 North Bay Village, FL 33141
~Tel: (305) 756-7171 Fax: (305) 756-7722 Website: www.nbvillage.com

CITY OF NORTHBAY VILLAGE
NOTICE OF PUBLIC HEARING

PUBLIC NOTICE IS HEREBY GIVEN THAT THE CITY COMMISSION OF NORTH BAY
VILLAGE, FLORIDA, WILL HOLD A REGULAR MEETING ON TUESDAY, OCTOBER 9, 2012
AT 7:30 P.M., OR AS SOON AS POSSIBLE THEREAFTER, IN THE CITY COMMISSION
CHAMBERS AT 1700 KENNEDY CAUSEWAY, #132, NORTH BAY VILLAGE, FLORIDA.
DURING THIS MEETING THE CITY COMMISSION WILL CONSIDER THE FOLLOWING
REQUEST DURING PUBLIC HEARING:

1. A REQUEST BY THE PROPERTY OWNER OF 1510 SOUTH TREASURE DRIVE, L.OT
24, BLOCK 1, TREASURE ISLAND, NORTH BAY VILLAGE, FLORIDA TO
CONSTRUCT A DOCK AND BOATLIFT PURSUANT TO SECTION 150.11(F) OF THE
NORTH BAY VILLAGE MUNICIPAL CODE OF ORDINANCES.

INTERESTED PERSONS ARE INVITED TO APPEAR AT THIS MEETING OR BE REPRESENTED
BY AN AGENT, OR TO EXPRESS THEIR VIEWS IN WRITING ADDRESSED TO THE CITY
COMMISSION C/O THE CITY CLERK, 1700 KENNEDY CAUSEWAY, #132, KENNEDY
CAUSEWAY, NORTH BAY VILLAGE, FL 33141.

THE DOCUMENTS PERTAINING TO THIS PUBLIC HEARING MAY BE INSPECTED AT THE
OFFICE OF THE CITY CLERK DURING REGULAR BUSINESS HOURS. INQUIRIES MAY BE
DIRECTED TO THAT DEPARTMENT AT (305) 756-7171.

PURSUANT TO SECTION 286.0105, FLORIDA STATUTES IF ANY PERSON DECIDES TO
APPEAL ANY DECISION BY THE CITY COMMISSION WITH RESPECT TO THIS OR ANY
MATTER CONSIDERED AT ITS MEETING OR ITS HEARING, SUCH PERSON MUST ENSURE
THAT A VERBATIM RECORD OF THE PROCEEDINGS IS MADE, WHICH RECORD INCLUDES
THE TESTIMONY AND EVIDENCE UPON WHICH THE APPEAL IS TO BE BASED.

THIS NOTICE DOES NOT CONSTITUTE CONSENT BY THE CITY FOR THE INTRODUCTION
OR ADMISSION OF OTHERWISE INADMISSIBLE OR IRRELEVANT EVIDENCE, NOR DOES IT
AUTHORIZE CHALLENGES OR APPEALS NOT OTHERWISE ALLOWED BY LAW.

TO REQUEST THIS MATERIAL, IN ACCESSIBLE FORMAT, SIGN LANGUAGE
INTERPRETERS, INFORMATION ON ACCESS FOR PERSON WITH DISABILITIES, AND/OR
ANY ACCOMMODATION TO REVIEW ANY DOCUMENT OR PARTICIPATE IN ANY CITY-
SPONSORED PROCEEDING, PLEASE CONTACT (305) 604-248% (VOICE), (305) 756-7171 FIVE
DAYS IN ADVANCE TO INITIATE YOUR REQUEST. TTY USERS MAY ALSO CALL 711
" (FLORIDA RELAY SERVICE).

YVONNE P, HAMILTON, CMC

CITY CLERK
(October 1,2012) /;2 5 ( X) /4
Mayor Vice-Mayor 1 Commissioner | Commissioner

Connie Leon-Kreps Eddie Lim Stuart Blumberg Dr. Richard Chervony '



City of North Bay Village

Administrative Offices
1700 Kennedy Causeway, Suite #132 North Bay Village, FL 33141
Tel: (305) 756-7171  Fax: {305) 756-7722 Website: www.nbvillage.com

Re: 1510 South Treasure Drive
Lot 24, Block 1

Treasure Island
North Bay Village, FL. 33141

' Request to construct Dock and Boatlift

I, Yvonne P. Hamilton, hereby certify that the attached Notice of Public Hearing
A0 be) held on October 9, 2012 was posted at the above-referenced property on

onne P. Hamilton
City Clerk

(City of North Bay Village City Commission Meeting — October 9, 2012)
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Mayor Vice-Mayor Commissioner Commissioner
Connie Leon-Kreps Eddie Lim Stuart Blumberg Dr. Richard Chervony



City of North Bay Village

Administrative Offices
1700 Kennedy Causeway, Suite #132 North Bay Village, FL 33141
Tel: (305) 756-7171 Fax: (305) 756-7722 Wehsite: wwuwv.nbvillage.com

CITY OF NORTH BAY VILLAGE
NOTICE OF PUBLIC HEARING

PUBLIC NOTICE 1S HEREBY GIVEN THAT THE CITY COMMISSION OF NORTH BAY
VILLAGE, FLORIDA, WILL HOLD A REGULAR MEETING ON TUESDAY, OCTOBER 9, 2012
AT 7:30 PM,, OR AS SOON AS POSSIBLE THEREAFTER, IN THE CITY COMMISSION
CHAMBERS AT 1700 KENNEDY CAUSEWAY, #132, NORTH BAY VILLAGE, FLORIDA.
DURING THIS MEETING THE CITY COMMISSION WILL CONSIDER THE FOLLOWING
REQUEST DURING PUBLIC HEARING:

1. A REQUEST BY THE PROPERTY OWNER OF 1510 SOUTH TREASURE DRIVE, LOT
24, BLOCK 1, TREASURE ISLAND, NORTH BAY VILLAGE, FLORIDA TO
CONSTRUCT A DOCK AND BOATLIFT PURSUANT TO SECTION 15@{.1 1(F) OF THE
NORTH BAY VILLAGE MUNICIPAL CODE OF ORDINANCES.

INTERESTED PERSONS ARE INVITED TO APPEAR AT THIS MEETING OR BE REPRESENTED
BY AN AGENT, OR TO EXPRESS THEIR VIEWS IN WRITING ADDRESSED TO THE CITY
COMMISSION C/0 THE CITY CLERK, 1700 KENNEDY CAUSEWAY, #132, KENNEDY
CAUSEWAY, NORTH BAY VILLAGE, FL 33141.

THE DOCUMENTS PERTAINING TO THIS PUBLIC HEARING MAY BE INSPECTED AT THE
OFFICE OF THE CITY CLERK DURING REGULAR BUSINESS HOURS. INQUIRIES MAY BE
DIRECTED TO THAT DEPARTMENT AT (305) 756-7171. ‘

PURSUANT TO SECTION 286.0105, FLORIDA STATUTES IF ANY PERSON DECIDES TO
APPEAL ANY DECISION BY THE CITY COMMISSION WITH RESPECT TO THIS OR ANY
MATTER CONSIDERED AT ITS MEETING OR ITS HEARING, SUCH PERSON MUST ENSURE
THAT A VERBATIM RECORD OF THE PROCEEDINGS IS MADE, WHICH RECORD INCLUDES
THE TESTIMONY AND EVIDENCE UPON WHICH THE APPEAL IS TO BE BASED.

THIS NOTICE DOES NOT CONSTITUTE CONSENT BY THE CITY FOR THE INTRODUCTION
OR ADMISSION OF OTHERWISE INADMISSIBLE OR IRRELEVANT EVIDENCE, NOR DOES IT
AUTHORIZE CHALLENGES OR APPEALS NOT OTHERWISE ALLOWED BY LAW.

TO REQUEST THIS  MATERIAL IN ACCESSIBLE FORMAT, SIGN LANGUAGE
INTERPRETERS, INFORMATION ON ACCESS FOR PERSON WITH DISABILITIES, AND/OR
ANY ACCOMMODATION TO REVIEW ANY DOCUMENT OR PARTICIPATE IN ANY CITY-
SPONSORED PROCEEDING, PLEASE CONTACT (305) 604-2489 (VOICE), (305) 756-7171 FIVE
DAYS IN ADVANCE TO INITIATE YOUR REQUEST. TTY USERS MAY ALSO CALL 711
(FLORIDA RELAY SERVICE).

YVONNE P. HAMILTON, CMC
CITY CLERK

[28(7)
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‘ Mayor Vice-Mayor Commissioner Commissioner
Connie Leon-Kreps Eddie Lim Stuart Blumberg Dr. Richard Chervony
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CITY OF NORTH W><_<_=|_|>Qm
NOTICE OF PUBLIC HEARING

~~
| O
PUBLIC NOTICE IS HEREBY GIVEN THAT THE CITY COMMISSION OF NORTH BAY VILLAGE, FLORIDA, WILL HOLD A /,....l..:lb
REGULAR MEETING ON TUESDAY, OCTOBER 9, 2012 AT 7:30 PM., OR AS SOON AS POSSIBLE THEREAFTER, IN THE >Q
r!.l.-.l'

CITY COMMISSION CHAMBERS AT 1700 KENNEDY CAUSEWAY, #132, NORTH BAY VILLAGE, FLORIDA. DURING THIS
MEETING THE CITY COMMISSION WILL CONSIDER THE FOLLOWING DURING PUBLIC HEARING:

1. AN ORDINANCE OF THE CITY OF NORTH BAY VILLAGE, FLORIDA, CONCERNING MAINTENANCE OF
PROPERTY, PREVENTION AND ABATEMENT OF PUBLIC NUISANCES, AND REGULATING DISTRESSED REAL
PROPERTY; AMENDING CHAPTER 95 “HOUSING”, OF THE NORTH BAY VILLAGE MUNICIPAL CODE OF
ORDINANCES BY AMENDING SECTION 95.01, TO BE ENTITLED “DISTRESSED PROPERTIES”, RELATING TO
PROCEDURES FOR THE REGISTRATION AND MAINTENANCE OF REAL PROPERTY IN FINANCIAL DISTRESS;
PROVIDING FOR CONFLICTS; PROVIDING FOR SEVERABILITY; PROVIDING FOR CODIFICATION; AND
PROVIDING AN EFFECTIVE DATE. (SECOND READING)

2. A REQUEST BY THE PROPERTY OWNER OF 1510 SOUTH TREASURE DRIVE, LOT 24, BLOCK 1,
TREASURE ISLAND, NORTH BAY VILLAGE, FLORIDA TO CONSTRUCT A DOCK AND BOATLIFT PURSUANT
TO SECTION 150f.11(F) OF THE NORTH BAY VILLAGE MUNICIPAL CODE OF ORDINANCES.

INTERESTED PERSONS ARE INVITED TO APPEAR AT THIS MEETING OR BE REPRESENTED BY AN AGENT,
OR TO EXPRESS THEIR VIEWS IN WRITING ADDRESSED TO THE CITY COMMISSION C/O THE CITY CLERK,
1700 KENNEDY CAUSEWAY, #132, KENNEDY CAUSEWAY, NORTH BAY VILLAGE, FL 33141.

THE DOCUMENTS PERTAINING TO THIS PUBLIC HEARING MAY BE INSPECTED AT THE OFFICE OF THE CITY CLERK
DURING REGULAR BUSINESS HOURS. INQUIRIES MAY BE DIRECTED TO THAT DEPARTMENT AT (305) 756-7171.

PURSUANT TQ SECTION 286.0105, FLORIDA STATUTES IF ANY PERSON DECIDES TO APPEAL ANY DECISION BY THE
CITY COMMISSION WITH RESPECT TO THIS OR ANY MATTER CONSIDERED AT ITS MEETING OR ITS HEARING, SUCH
PERSON MUST ENSURE THAT A VERBATIM RECORD OF THE PROCEEDINGS IS MADE, WHICH RECORD INCLUDES
THE TESTIMONY AND EVIDENCE UPON WHICH THE APPEAL IS TO BE BASED.

THIS NOTICE DOES NOT CONSTITUTE CONSENT BY THE CITY FOR THE INTRODUCTION OR ADMISSION OF
OTHERWISE INADMISSIBLE OR IRRELEVANT EVIDENCE, NOR DOES IT AUTHORIZE CHALLENGES OR APPEALS NOT

OTHERWISE ALLOWED BY LAW.

TO REQUEST THIS MATERIAL IN ACCESSIBLE FORMAT, SIGN LANGUAGE INTERPRETERS, INFORMATION ON ACCESS
FOR PERSON WITH DISABILITIES, AND/OR ANY ACCOMMODATION TO REVIEW ANY DOCUMENT OR PARTICIPATE
IN ANY CITY-SPONSORED PROCEEDING, PLEASE CONTACT (305) 604-2489 (VOICE), (305) 756-7171 FIVE DAYS IN
ADVANCE TO INITIATE YOUR REQUEST. TTY USERS MAY ALSO CALL 711 (FLORIDA RELAY SERVICE).

YVONNE P. HAMILTON, CMC
CITY CLERK
September 19, 2012




City of North Bay Village

Administrative Offices
1700 Kennedy Causeway, Suife #132 North Bay Village, FL 33141
Tel: (305) 756-7171 Fax: (305) 756-7722 Website: www.nbvillage.com

Re: 1510 South Treasure Drive
Lot 24, Block 1
Treasure Island
North Bay Village, FL 33141

1, Yvonne P. Hamilton, City Clerk hereby certify, as per Section 152.096(A)(2) of
the City of North Bay Village Code of Ordinances that the application filed by
Juniwg Davis Morrison for construction of a dock and boatlift at 1510 South
freaspre Drive is complete.

Dafed this 24th day)of September 2012.

/A

yonne P. Hamiltort
CitkClerk

(City Commission Meeting-10/9/2012)

!l ] &
Mayor Vice-Mayor Commissioner Commissioner = i AB ( l O) A

Connie Leon-Kreps Eddie Lim Stuart Blumberg Dr. Richard Chervony
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CITY OF NURTH BAY VILLAGE PERMiT APPLICATION

1700 Kennedy Causeway, Sulte.132, North Bay Villags, F1. 33141

DATEE)MQJLMASTER PERMIT # SUB CONTRACTOR PERMIT#

L] - :
JOB ADDRESS \S\D $.7Vveqguee Dewe TAX FOLIO#23-3209 - 0% = (123 O
LOT 2% BLOCK | SUBDIVISIARSVE T ONE: RS-1 RM40 RM-70 C6 CL MUy

PROPERTY OWNER NAME _.\umsmm.éc_ TELEPHONE_ 3% 244 5%9s
OWNER ADDRESS A\DLO S Nreasure Drw@ Iy Maawin staTEE ) z1p copiEdid| ~412;
CONTRACTOR COMPANY Cosnndeni Madiee oty Wol\ywopod _state®\ zip copE 330\ q

QUALIFEIER’SNAME 5;;&@3&,@4&@ S TeLerioNE 954 44 0\ LZ
STATE LIC%%EDQ s CERTIFICATE OF COMPETENCY # INSURANCE EXPIRATION DATE.

ARCHITECT/ ENGINEER ____ Re\aee —lvac\) vicensed__ V3D

T

PERMIT TYPE: ELECTRICAL  MECHANICAL® -\PLUMPING  SPECIAL EVENT
T ey -

separate permits are required Blectrical, Mechanjcal,

Appljcation is hereby made for a permit to do wark & instailation as indicated, I understand that
and Plumbing, Signs, Pools, Windows, Doors & Reofing, work.

WORK DESCRIPTION: (Circle One Only) COMMERCIAL ) RESIDENTIAL

Mew Towdoe ¢ Anele 2 alh i+

SQUARE FEET 120

VALU%‘.L 915 JOB: $2£_0_o_o_ LINEAR FEET
] K’ Abh 7 § -
Cuéil?! /S5 0 pemarr peE: REVIEW FEE: § STRUCTURAL FEE: $

RONT FEE: §
DCAFEE § DC FEE: $ DBPR FEE: § TSM: & PENALTY: § BOND: §
EDUCATIONAL FEE: § IMPACT FEE: § NOTARY FEE TOTAL: §
ELECTRICAL: APPROVED Date MECHANICAL: APPROVED Date
PLUMBING: APPROVED Daie BUILDING OFFICIAL: ~ o Date

WARNING TO OWNER: YOU MUST RECORD A NOTICE OF COMMENCEMENT AND YOUR FAILURE TO DO SO MAY RESULT IN
PAYING TWICE FOR IMPROVEMENTS TO YOUR PROPERTY. IF YOU OBTAIN FINANCING, CONSULT WITH YOUR LENDER OR

ATTORNEY BEFORE RECORDING THE NOTICE

OWNER'S AFFIDAVIT: I certify that all the foregeing information is accurate, and that all work will be done in compliance with all applicable laws
regulating construction and zoning. Furthermore, T authorize the above-named contractor to do the work stated.

e o Yepuan

Signatureof Contractor

ADMINISTERED OATH SWORN TO & SUBCRIBED BEFQR
ME THIS 9 Dﬁ . 20172
Signature of NOTARY to Contractor =5

B\oana \J, lazon

(Print, Type, or Stamp Commissioned Mame)

. Alida: Al ,
Hfgnature of Property Owner or Agent

ADMINISTERED OATH SWORN TO & SUBSCRIBED BEF(JR
ME THIS DAY OF EQM 2017,

Sig;mture of NOTARY to 01-5-'11;‘.:' or Agent
Bilana N Nazon.

{Print, Type, or Stamp Commissioned Name)

Personaily Known or Produced 1D Personally Known /c-r Produced ID.

Type of L.D. produced

u" A
THIS APPLICATION IS VALID FOR 180 DARSEREWIDATE APPROVED, / o? Bcg l)
APPLICATION AND ALL ATTACHEMENTS WICH%¥ DESTROYED AFTER THAT DATE IF PERMIT IS NOT ISSUED /

Type of 1.D. produced




CITY OF NORTH BAY VILLAGE PERMIT APPLICATION

1700 Kennedy Causoway, Sulte.132, North Bay Village, FI. 33141

n(('rfc M.S_;m\?-_;z\.ZDWASTER PERMITH_.. SUB CONTRACTOR PERMITY
JOB ADDRESS_} SVYO S Neva our< Dovine FAX RFOLION 23200 A ~02. 3D

Lor 2.3 prock ) suppvISION Weasy we Iul 0 nsr (rsz v mm c6 oL my
e . @
F TS erss IS rpneenons, FP4- o SLEF

PROPERTY OWNERNAME __ /5 /()
W

:
OWNER ADDRESS Lo b Mm,“m dﬁcrry state Rl 2 copr334i~ 4127
CONTRACTOR COMPANY /- ../é £ Sl CiTY ;5/7‘2,47,4?%3 STATE, 7 ALY conEﬁ«@f}/
_QUAL!IPIER‘SP‘:;}??&!/} mi};i ?’7’ - P 1 e uippione P8~ Fo3 02 72 .
STATE LICENSE# """ 777 CERTIFICATE OF COMPETENCY #___ INSURANCE EXPIRATIONDATE.
ARCHITECT! ENGINEER Rc\o-c.v- 4 T‘)Qc‘.\‘] LICENSEN___ WAV .

PERMITCYPE: BUILDING & BCTRICAL>  MBECHANICAL PLUMBING  SPECIAL EVENT
Application is hereby made far a permit 1o do werk & installation as indicated. I understand that separato permits ave required Blectrical, Mechanicai,
| and Plombing, Slgos, Poots, Windows, Doors & Roofing, work.
3 it
WORK DESCRIPTION: (Circle: One Only) COMMERCIAL : ‘S[DENﬁ,
R —"

ont L1 o .

VALUEORJIOB:S /SO0~  LINEAR FEET SQUARE FELT

UPTRONT PEE; $/_5;)i“>\.,__(.2 ERRMITFEN: S REVIEWFRE:S_______ STRUCTURALEEE: S__
DCAFEES __ DCFEE:S ___ DUPRFEE:S TSM: § PENALIY:S BOND:S
EDUCATIONALFEE:S ____ IMPACTW¥EE:S. NOYARVFRE __  FOTAL:S____
FLECTIUCAL: APPROVED Date MECHANICAL; ALPROVED Date

BUILDING OFFICIAL: Date

PLUMBING: APPROVED Date

WARNING 70 OWNER: YOU MUST RECORD A NOTICE OF COMMENCEMENT AND YOUR FAILURE TO DO 80 MAY RESULT IN
PAYING TWICE FOR IMPROVEMENTS TO YOUR PROPERTY, IR YOU OBTAIN FINANCING, CONSULT WITH} YOUR LENDER OR

ATTORNEY BEFORE RECORDING TiE NOTICE

OWNER'S AFFIDAVIT: | centify that all the foregolng information is accurate, and fhat all work will be done in compliance with all applicable laws
regulating construction and zoning. Furthermore, I authorize the above-named contractor to do the work stated,

‘uf;m» (AP Cn

TSi_g;hture of Obniracior -

ADMINISTERED QATH SWORN TO & SUBCRIBED) I
Meas 127S payo

ADMINISTERED OATH SWORN 'O & SUBSCRIBH & :

METHISZ22%S payoR gﬁ\gﬂmzo_;, Z
chzégzw
Sigenfure of NOTARY to Owner or Agent

B Mvowa, ) \Ma zea

{Print, Type, or Stamp Commissioned Name)

Signature of NOTARY fo Contractor

Bivioma Vil\uwZen

(Print, Type, or Stamp Commissioned Name)

Personatly Known b/or Produced 1D,

Personally Kjlown"’/:)r Prodweed D

Type of L. produced

Type of 1.0, produced

THES APPLICATION IS VALID FOR 180 DAYS FROM DATE APPROVED,
APPLICATION AND ALL ATTACHEMENTS WILL BE DESTROYED AFTER THA'T DATE IF PERMIT I8 NOY, 7881

2By




CITY OF NORTH BAY VILLAGE
| 1841 Galeon Street
North Bay Village, Florida 33181

NOTICE TO THE CITY OF CITY OF NORTH BAY VILLAGE BUILDING DEPARTMENT OF EMPLOYMENT AS
SPECIAL INSPECTOR UNDER THE FLORIDA BUILDING CODE

I, have been retained by Trident Environmental Consultants, Inc. to perform Special Inspector services under
the Florida Building Code at the Morisson Residence on the below listed structures as of May 8, 2012. tam a
professional engineer licensed in the State of Florida.

Process Number: | NOTE: Only the marked boxes apply.

Special Inspector for Pilings, FBC 1822.1.20

Special Inspector for Soil Compaction, FBC 1820.3.1

Special Inspector for Precast Attachments, FBC 1927.12.2 (By P.E. or R.A.)

Special inspector for Reinforced Masonry, FBC 2122.4

Special inspector for Stee! Bolted & Welded Connections, FBC 2218.2 (By P.E. or R.A.)

Special Inspector for Trusses over 35 feet long or 6 feet high, FBC 2319.17.2.4.2 {(By P.E.orR.A\)

O 00D O e

o

The following individuals employed by this firm or me are authorized representatives to perform inspections*

1.
2.
3.

* NOTE: FBC 2010 HVZ sections 1927.12.2, 2218.2, 2319.17.4.2 requires either a Registered Professional
Engineer or Registered Architect to perform the actual inspections.

I will notify the City of NORTH BAY VILLAGE Building Department of any changes regarding authorized
personnel performing inspection services.

| understand that a Special Inspection Log for each building must be displayed in a convenient focation on the
site for reference by the City of NORTH BAY VILLAGE Building Department Inspector. All mandatory
inspections, as required of the Florida Building Code, Inspection performed by the Special Inspector hired by
the Qwner, are in addition to the mandatory inspections performed by the Building Department. Further,
upon completion of the work under each building permit, | will submit to the Building Inspector at the time of
‘the final inspection the completed Inspection Log form and sealed statement that to the best of my
knowledge, belief and professional judgment those portions outlined above meet the intent of the Florida
Building Code and are in subsequent accordance with the approved plans.

Architect / Engineer Signature: ' Ldze

. Signed and Sealed Architect / Engineer Name: Robert N-Tracy, PE

M W Address: 4660 SW 128" Avepue, Southwest Ranches, FL

Phone Number: 954-434-5035 it 954:434-1675 Fax

PE#11363 . Owner / Agent Signature: el
License Number Owner Agent Name: Bibl Villazon } Trﬂﬁpt Environmental
Date: 575"/ [T Building Department Accepted by '

[ABU3) 3
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STRUCTURAL F
Morisson Residence
1510 9. Treasure Drive

North Bay Village, F

New Timber Finger Pier and Boatlift

Tracy Consultants, Inc.
Robert N. Tracy, PE# | 1363
4660 SW 1 28th Avenue
Southwest Ranches,

Phone 954-434-5035

. 132 1L
Fax 954-434-1675 SSRERT N,
ax B FRQENCE I

i Ty 2
B0y stfeve_ PP
Tl | OF &
EXSETY 0Rd
6’;,‘,4'0';\,"‘ L E\‘\g\“‘%
Environmental Consultant: MLUTTHLL

environmental consultants, inc.

Tridont Envirommental Consultants, Ing. | 2645 N.W. 35th Street. Miami, Florida 33142 | 0: 305.638.0266 F: 315.638.0293 | wwwtridentenv.com
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Morisson Residence Project Scope:  New Timber Finger Pier and .

1510 5, Treasure Drive
North Bay Village, Fi

Data: Section; 4 nger
Dead Load 10 PSF Header Length 4 LF
Live Load &0 PSF Stringer Length 12 LF
Tributary Length to Header 12 L
Design of Headers |
L= 4 LF
q = (DL+LLY * TL/2 420.000 PLF
M = (a*Ll?) 8.400E+02 Lb-ft
& .
S, = M212) 10.667 n° required

(0.2 * 1050)

g = (DL+EL) " 1642 93.333 PLF
M = (g L%) | .680E+03 Lb-ft
Fa)
5, = (M1 2) 21.333 W required

P = (OL + LL) * (TL*1) 840 Lbs.
2'2
Zparp for Southern Pine (No. 2); 3/4" Diameter; Side Member = | 1/2° = 660 Ibs. x 2
bolts x R for Main Member

840 lLbs.

Shear = ~ 1.5*P 134.4 < 175 ps1 max, allowable
1.5 6.25

" Alf calevtations are based on Southem Pine Design Valves based on Normal Load Duration and Wet Service
{(MC> 19%). Al structural ismber PT Southern Pme, No. 2 aracle or better,

12B(S)




Morisson Residence

1510 5, Treasure Drive
North Bay Village, Fi

Dead Load 10 PSF Header Length 4 LF

T Lveload &0 POSF 70 StringérLengths 12 LF
Tributary Length to Header 12 LF
Design of Headers

L= 4 LF

q = (DL+LL) * T2 420.000 PLF

M = (g% 8.400E+02 Lb-ft

&
5, = (M*12) 10.667 In required

L= 12 LF
q = (DL+LL) " 16/12 93.333 PLF
M = g 1% | .GBOE+03 Lb-ft
&
5, = M*12) 2|.333 n> required

P = (DL + LL) * (TL*L) 840 |bs.
2*2
Zyerp for Southern Pine (No. 2); 3/4" Dameter; Side Member = | 1/2" = 660 Ibs. x 2
bolts x R for Main Member
Zperp = 640 LbS
Shear = [.5*P 134.4 < {75 psr max. allowable

I.5*6.25

* All caleulations are based on Southern Pine Design Values based on Normal Load Duration and Wet Service
(MC> 19%). All structural lumber PT Southern Pine, No. 2 grade or better,



Morisson Residence Project Scope: #REF1
510 S. Treasure Drive '
North Bay Village, Fl ‘

Check Maximum Pile Loading for 12" Diameter Timber Support Pile

Assuming /2 of load supported on each pile.

Headers Stringers Length Span
Substructure 2x10 2x10 4 12 41 lbsfct
Dimensions = . n. -t ft.
Decking Length Span
Decking 2"x g' 4 12 PT Deck 41 lbg/et
Dimensions = n. - ft. ft.
Substructure = .10 kips
‘ Decking = 0.30 kips
Ple Load Required = Substructure ¢ Decking =  0.40  kps max per pile
= 0.20 tons max per pile
< | 5> max tons per

1BC 2007

For Drop Hammer, 3,000 Ib. minimum with &' drop, per FBC 18622.1.18
P= 30,000 |bs. allowable total load

W= 3.000 lbs, weight of striking hammer
h = 3 ft., in height of fall of striking part of hammer
5= 1.5 In., average penetration per blow of the last 5 blows
55 = 7.5 n., total penetration of five final blows
Mimmum number of blows over the last 3 inches of penetration
no= 3/5 2.000 blows, use 2 blows minimum for last 3"
for pile log acceptance.
Drop Hammer Formula
P = 2 xWxh = 36,000 lbs. allowable
5S-1

= | 8 tons allowable

Bile Driving Log to be kept for each driven pile for FBC 1822.1.20

[3B(I7)
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Morisson Residence Project Scope: #REF
1510 5. Treasure Drive
North Bay Village, Fi

Lhneck Maximum File Loading for | 2" Diamete
Assuming 1/2 of load supported on each pile.
Headers Stringers Length Span
Substructure %10 2410 4 12 41 fbsfcf
Dimensions = in. n. ft. ft.
Decking - Length Span
Decking 2'"x 6" 4 12 PT Deck 41 Ibs/ct
Dimensions = . ft. ft.
Substructure = 0.10 kips
Deckmq = 0.30 ks
Ple Load Required = Substructure ¢ Decking = 0.40  kips max per pile
= .20 touns max per pile
< 15 max tons per
FBC 2007

Eile Driving Formula, Per FBC 1806 and FBC 1622.2
For Drop Hammer, 3,000 lb. mumimum with 6' drop, per FBC 1822.1.186
P= 30,000 Ilbs, alowable total load

W= 3,000 Ibs, weight of striking hammer
h = 3 ft., n haght of fall of striking part of hammer
S = 1.5 n,, average penetration per blow of the last 5 blows
55 = 7.5 ., total penetration of five final blows
Mimmum number of blows over the last 3 wnches_of penetrabon
n = 3/5 2000  blows, use 2 blows minimum for last 3"
for pile log acceptance.
Drop Hammer Formula
P o= 2xWxh = 36,000 ibs. allowable
5- |

=2 18 tons allowable

Bile Driving Log to be kept for each driven pile for £BC 1822.1.20

12.B(t8)
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Letter of Consent

May 21, 2012

Miami Dada County DERM
Coastal Resources Program
33 SW 2™ Avenue, Suite 400
Miami, Florida 33130-1540

Re:  Letter of Consent for Miami-Dade County DERM
Class | Parmit Application MNumber CLI-2012-0087
For work proposed at 1510 South Treasure Drive, North Bay Village

Ladies and Gentlemen:

|, Fred J. Murphy, am the owner of the located at 1500 S Treasure Drive, North Bay Village,
Florida, which is an adjoining riparian property to the above-referenced property. | have
reviewed the plans entitled “Morisson Residence — New Timber Dock and Boatlift” prepared
by Robert N. Tracy, PE, dated May 8, 2012, for the above-referencad project, which received
"Preliminary Approval” on May 9, 2012. Pursuant to Section 24-48.3(1) (j) {iil) of the Code of
Miami-Dade County, Florida, | hereby consent to the above-referenced project.

Sincerely,

RIVIEN MURPHY
Notusy Public - $1ate of Floria
* 8 My Gomm, Expiras Fob 27, 2015
s Commission # EC 68175
Bonded Thiough Nationa! Nolary Assn.

Fred J. Murphy

——

il
Adjoirkﬁg Rlpariy{Pv’ope y Owner

St%d And SW%‘W Me T% Day Of m(ﬂ/,/ , 02
ohd Jltein AYLADAA /

@Persomtlly Nown {3 Produded Identdication (Please Creck One)

Type of Id Produced Notary Public

PO Box 450677 Miarmi, 7L 33245 305-244-0595 dibi@tridentenv.com

I2B(19)
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Letter of Consent

May 21, 2012

Miami Dade County DERM
Coastal Resources Program
33 SW 2" Avenue, Suite 400
Mlami, Florida 331306-1540

Re:  Letter of Consent for Miami-Dade County DERM
Class | Permit Application Number CLI-2012-0087
For work proposed at 1510 South Treasure Drive, North Bay Village

Ladles and Gentlemen:

), Karoline Starostlk, am the owner of the located at 1520 § Treasure Drive, North Bay Village,
Florida, which is an adjoining riparian property to the above-referenced property. | have
reviewed the plans entitled “Morisson Residence - New Timber Dock and Boatlift” prepared
by Robert N, Tracy, PE, dated May 8, 2012, for the above-referenced project, which received
“Preliminary Approval” on May 9, 2012, Pursuant to Section 24-48.3(1) (j) (i) of the Code of
Miami-Dade County, Florida, | hereby consent to the above-referenced project.

Sincerely,

... Karaline Starostik

Gty 7

‘ﬁiﬁj\éﬁ\ing Riparian Property Owner

Subsggihed And Swgm To M}e ;This AD__ bay of ﬁf/x_u , 20 /&
By ' Zﬂ {

Cl Personally Known ;Zfl’roduccd ltentification (Please Check One)

gﬂ. % A Notary Public

W:éﬁ'

Type of id Praduced

kA VHOAMRON- o
v Nafl « HCOMNON L EERRR
L. EXPRES: N 1, 2015
Protnot  Bonded TN Bk Ntk Sores

[2B(20)



July 2,2012

~_____ Cityof North Bay Village  ._ . -—_Re:.__. Morisson Residence B o
Building Department 1510 S. Treasure Drive
1700 Kennedy Causeway, Suite 132 North Bay Village, FL

North Bay Village, FL 33141

Attn: Richard Annese
Building Official
rannese@nbvillage.com
305-754-6740 Office
305-756-7722 Fax

Attached please find DERM’s biological assessment for the above referenced project indicating
the water depths and resources found at the site. Although adequate depths are found within
* 5’ of the existing seawall, Mr. Morrison’s desire to moor two vessels at the site, one of them on
the proposed boatlift requires that the finger pier and four posted boatlift be located at 30
water ward of the wall. Due to.the narrow width of the lot (70') no other mooring
configuration allows for the mooring of two vessels. |

Should you have any questions, do not hesitate to contact me.

Sincerely,

P FNVIRONMENTAL CONSULTANTS, INC.

Bibi VillazorN
President

Trident Environmental Consultants, Inc.  305-244-0595 www.tridentenv.com

J28(21) é
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LOCATION PLAN

SCALE: NTS.

THIS DRAWING 5 THE PROPERTY OF "TRIDENT ENVIRONMENTAL
CONBULTANTS. INC." AND 1S AN INSTRUMENT OF SERVICE NCOT TO BE
REPRODUCED |N WHOLE OR IN PART WITHOUT THE EXPRESSED
WRITTEN PERMISSION OF CWNER,

| GENERAL NOTES
-

ALL HEVATIONS SHOWN ON PLANS REFER TO THE NATIONAL GEODETIC VERTICAL DATUM (N.G.V.D.) OF 1928,

AL DMENSIONS ON PLANS ARE SUBJECT TO VERIFICATION IN THE FIELD. [T IS THE INTENT OF THESE PLANS TO BE IN
ACCORDANCE WITH APPLICABLE CODES AND AUTHORITIES HAVING JURISDICTION. ANY DISCREPANCIES BETWEEN THESE PLANS
AND APPLICABLE CODES SHALL BE IMMEDIATELY BROUGHT TO THE ATTENTION OF DESIGN CONSULTANT AND ENGINEER

. BEFORE PROCEEDING WITH WORK.

IT 15 "THE INTENT OF THESE PUANS ANDTEE RESPONSIBILITY OF THE CONTRACTOR TO COMPLY WITH [UCAL, STATE AND
FEDERAL ENVIRONMENTAL AND BUILDING PERMITS ISSUED FOR THIS PROJECT. IT SHALL BE THE CONTRACTORS
RESPONSIBILITY TO FAMILARIZE AND GOVERN HIMSELF BY ALL PROVISIONS OF THESE FERMITS.

APPLICABLE BUILDING CODE: FLORIDA EUILDING CORE, 2010 EDTION.

PRECAST CONCRETE PILING

T PRECAST CONCRETE PLES SHALL BE | 2% X 1 2* PILES W/5000 PSI MIN. CONCRETE ¢ 4.7/16" DIAMETER 270 KS! ASTM Ad16
LOW-LAX STRANDS WY 24" MIN. QONCRETE CCVER TO TIES.

2.AL CONCRETE PILES SHALL BE DRIVEN TO A MINIMUM BEARING CAPACITY OF 25 TONS WITH 12 MINIMUM PENETRATICN
INTO FIRM MATERIAL BELOW SILT LAYER

3.FILES SHALL BE CUT OFF AT ELEVATICONS SHOWN ON THE FLANS 4 SECTIONS.

WOOD PILIKG.

T AL WOOI PILES TO BE 127 DIAMETER SOUTH AMERICAN GREENMEART PILES; OR 12" DIAMETER SQUTHERN FINE AND
COMPLY WITH AST.M. D25.79 AND BE PRESSURE TREATED W/ C.C.A, FEDERAL SPECIFICATIONS TT-w-5S50D (1) OR
TTW-00550E (L) AND AWFA-MP 4.

2.41L WOOD PILES SHALL BE DRIVEN TC A MINIMUM PENETRATION of 12" INTO FIRM MATERIAL BELOW SILT LAYER. OR €' INTO
CORAL ROCE. )

3.PILES SHALL DF CUT OFF AT ELEVATIONS AS SHOWN ON PLANS AND SECTIONS,

WooD

T. PRIMARY WOOD FRAMING MEMBERS SHALL BE NC. 2 PRESSURE TREATED SOUTHERN PINE OR BETTER, (FB=1.050 P3I
MINIMUIM).

2.ALL DECKING SURFACES SHALL BE AS SPECIFIZD ON PLANS AND SECTIONS. (FB=2.000 PSI MINIMUM},

HARDWARE
T AL MISCELLANEOUS STEEL COMPONENTS, BOLTS AND HARDWARE SHALL BE TYPE 316 STAINLESS STEEL UNLESS

OTHERWISE SPECIFIED ON PLANS.

MISCEILANEQUS

T FASTENERS CMBEDDED INTO COMCRETE STRUCTURES SHalt BE ANCHORED WITH TWO-PART BPOXY ADHESIVE (RAWL®
CHEM-FAST CARTRIDSE SYSTEM OR EQUALN ANCHOR HOLES SHALL BE DRILED TQ {/8" GREATER THAM THE SPECIFIED
PASTENER. $IZE. HOLES SHALL BE DRILED TO MINIMUM DEPTH SHOWN ON PLANS 4 SHALL BE THOROUGHLY CLEANED CUT
AND DRY PRICR TO IKJECTION OF EPOXY.

LOADS

LL= 60 PSF DL = 10 PSF

TURBIDITY BARRIER
APPROVED TURBIDITY BARRIERS SHALL REMAIN IN PLACE DURING ALL PHASES OF IN WATER CONSTRUCTION.

RECEIVED

MAY 09 2012

4660 SW 128th Avenue
Southwest Ranches, FL 33330

/J/)/ enwn:inmam:‘al cansu;tants,. ne.

305-244-0595 (M) BIBI@TRIDENTENY.COM

Bik
to | g
LA )
gET
WE% o
2 <
832 | 2

= »

(5]
- o
8ut | 2

z
Sob | &
QR0 =
== =
§ z
3 =
g

projctao.

|

— S-1

/AB(RE) -

/4



W e = ——

PRQPOSED SITE PLAN T
n 1 §
mo_Pm:mu &0 =] 70-0"
1 e BISCAYNE -~ \_
— £ N BAY
. 8-0" 140" 40 L ey L 36-0" -
1 7
2° @ CCA PINE TIMBER
DOGCK SUPFORT PILE.
TYE W/ 12" MIN
FTRATION INTO FIRR
MATERIAL AND |5 TON
BEARING CAPACITY. (TYP.)
: . 1 2% @ CCA FINE TIMBER
o MOBSRING SUPPORT PILES
N (2). (TYE.) W/ 12' MIN _
- " PENETRARON INTO FIRM
P.T. 2% 0" STRINGERS @ 16"
o.c. IMAX.} FASTENED TO .
W/ 14* GALV. HURR. Y
o R {(USF RT [ & STRAP, L & \
i N4 AP. 205#, NOA: g O
o 2.05) w/ 5-1 G GALV. QY \
A. END (TYP)
/A\ THRU-FLOW FIBERGLASS
~ 5 /V@ RATING FASTENEDTO 5
AN PROPOSED 16,000 wwmwﬁ%”_cm%mw PER &
= LB. CAPACITY -
X FOURLFOSTED SPECIFICATIONS. (43%
Owo\ BORTLIFT. LIGHT TRANSMISSION).
\ ~
_h _ _ PT.owO HEADERS, LA\ | _ _ _ _ =
FASTENED TC FILE WITH i NEW o % 10" LEDGER N
THRU um\m,_.,wm_wz%ﬁ_mwv / FASTENED TO SEAWALL WITH
200 o a0 @ x 1055 WEDGE EXISTING CONCRETE SEAWALL
d ANCHORS BOLTS BY WITH BATTER PILES AND

SIMPSON INTO SEAWALL
CAP. TYP. U.ON.

CONCRETE CAP TO REMAIN,

Tracy Consuftants, Inc.

Robert N. Tracy, PE #113
4660 SW 128th Avenue
Southwest Ranches, FL 33330

ENT

enviranmental consultants, inc.

L2445 25 (M) BIBIATRIDENTENY COM

3.

W

NORTH BAY VILLAGE. FLORIDA

MORRISON RESIDENCE
1510 5. TREASURE DRIVE
" NEW TIMBER DOCK. AND BOATLIFT

Job names
[

.

125 [25)
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SECTION A (SHEET S-2)

SCALE: 38 =T

.. 1242 TIMBER DOCK

PENETRATION INTO

COPFER LA FIRM MATERIAL, FILES
CAP T 7 TO BE CUT OFF +&'
P.T. 238" STRINGERS @ ABQVE DECK.
16' O.C. (WA y
FASTENED 10 HEADERS Hﬁma?mfmz@umﬁqwmm
Y ot R SUBSTRUCTURE AS FER
T e, ™ | MANUFACTURERS
Ui Car. / \ SFECFICATIONS. (45%
iy 2. LIGHT TRANSMISSION).
07030610 Sxp May 2, ,
2012) wi 5-16d GALY. h Ced TOP DOCK ELEVATION TO
alS A B v (L 1) | MATCH TOP OF SEAWALL

T e

P.T. 2% 10" FASCIA

ARCUND DOCK (TYF)

Llta

AN

1 N
iy
el s/ el

FaN

T

= 2-3/4" @ HOT DIFPED

- HALY. THRU-BOLTS Wr

L] WASHERS (TYF. FOR
ALL PILES)

frn”  MUHWEL #1-2'NGV.D.

SECTION B (SHEET 5-2)

SCALE: 3/8" = I'

P.T. 210" STRINGERS @ '6"Q.C.

AX) FASTENED TC HEADERS Wy 14

GALY. HURR. STRAPS (USPRT 16

STRAP, UPUFT CAP. 90G#, NOA:

01.0912,05) wf 5-16d GALY. NAILS

EA. END (TYP) .

THRU-FLOW FIBERGLASS RATING
EASTENED. TO.SUBSTRUCTURE AS
PER MANUFACTURERS
SPECIFICATIONS. {43% LIGMT
TRANSMISSION).

TOP DOCK, ELEVATION TO
MATCH TOP OF SEAWALL

NEW 3" X 10" LEDGER
FASTENED TO SEAWALL WITH
34 x 100 5.5. WEDGE
AMCHORS BOLTS BY
SIMPSON INTO SEAWALL
CAP. TYP. U.ON.

EXISTING SEAWALL
WITH BATTER PILES
AND CONCRETE CAP.

RS

A

e @.ﬂr...... w.hw e
" et [T

> nmw..(,omzwn.uu.w%

+ B8 NGVD [ +2-6 MW}

MAY 09 2012

DZRM Ceastal Resources Seclion
Naturai Resouces Reguiation & Restoraticn
Divisian (NRRRDY

Fracy Consultants, Inc.

Robert N. Tracy, PE #11363
4660 SW 128th Avenue
Southwest Ranches, FL 33330

é/ anvireingrita consu;rants, e,

/7

AL 2AE-ND25 (M) BIB@TRIDENTENY COM

" MORRISON RESIDENCE

1510 %, TREASURE DRIVE

|

NORTH BAY VILLAGE, FLORIDA
" NEW TIMBER DOCK AND BOATLIFT

/3BD
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SECTION C

(SHEET 5-2)

SCALE: 3/8" = |

15-0

MOTOR, - —_— MOTOR. - S
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CONNECTORS,
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4 NOTE: ALL WORR TO BE DONE
| IN ACCORDANCE WINFPA ART,
m (555-4} (555-7) (555-9} AND
¥ SCH 40 PV NFTA 303
FIPE SECURED TQ “hA
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_ ==
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City of North Bay Village

Administrative Offices
1700 Kennedy Causeway, Suite #132 North Bay Village, FL 33141
Tel: {(305) 756-7171 Fax: {305) 756-7722 Website: www.nbvillage.com

CITY OF NORTH BAY VILLAGE
RECOMMENDATION MEMORANDUM

DATE: September 19, 2012

TO: Mayor Connie Leon Kreps
Vice-Mayor Eddie Lim
Commissioner Richard Chervony
Commissioner St@ar{ Blumberg

FROM: Dennis Kelly
City Manager'

SUBJECT: City Manuals and Policies

RECOMMENDATION:

It is recommended that the City Commission approve the amendments to
the Job Description and Position Classification Manual, Personnel Policies and
Procedures Manual, Pay Plan, and related policies and forms.

BACKGROUND:

Since the original creation of the existing City Manuals and Policies there
have not been any recorded changes to them although changes in laws and
employment statuses within the City have occurred. For the past six months the
City has been reviewing these manuals and policies, conducting analysis of
surrounding City policies, job classifications, pay grades, policies, etc. The
changes proposed throughout the attached manuals and policies provide us with a
streamlined, comprehensive and fair approach to reclassification and
compensation. These changes include complete revisions of the Personnel Manual
and related policies to bring them into compliance with current laws, changes to
the Job Description and Position Classification Manual including revision of pay
grades, increase of job requirements and experience thresholds. Aside from
editing the existing job descriptions the City has added job descriptions for new
positions that the City feels should be included in the next fiscal year to allow for

proper staffing. [ {C a > pf .

Mayor : Vice-Mayor 1 Commissioner Commissioner

Connie Leon-Kreps Eddie Lim Stuart Blumberg Dr. Richard Chervony



RECOMMENDATION MEMO: City Manuals and Polices page 2 of 2

Changes to these manuals and policies that affect non union employees
will be immediately implemented with the exception of those changes that
affect the City financially; financial changes have been taken into account in
this recent budget process. There are proposed changes to these manuals that
affect union employees and those changes will have to be negotiated with
respective unions before they can be implemented. At the moment, the City is
anticipating that negotiations with both unions will take place in the next few
months.

These comprehensive changes will allow us as a City to function in
compliance with current law, provide the employees with a clear set of rules
and expectations with which to perform their job functions and ensure that
employees are fairly compensated which ensures retention and recruitment
of experienced staff. Therefore it is in the City’s best interest to approve the
changes and revisions presented in these manuals and policies.

FINANCIAL IMPACT:

The City has made sure that any changes to these policies that are of
monetary nature have been presented to the Commission through the budget
process meetings that occurred in September 2012.

PERSONNEL IMPACT:

All City non union employee changes which are non monetary will be
implemented immediately and union employee proposed changes will be
negotiated as soon as reasonably possible.

CONTACT:

Dennis Kelly, City Manager
Jenice Rosado, Human Resource Manager
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~ City of North Bay Village

Administrative Offices
1700 Kennedy Causeway, Suite #132 North Bay Village, FL 33141
Tel: {305) 756-7171 Fax: (305) 756-7722 Website: www.nbvillage.com

CITY OF NORTH BAY VILLAGE
RECOMMENDATION MEMORANDUM

DATE: August 28, 2012

TO: Mayor Connie Leon Kreps
Vice-Mayor Eddie Lim
Commissioner Richard Chervony
Commissioner Stuart Blumberg

FROM: Dennis Kelly
City Manage ,

SUBJECT: City Manuals and Policies

RECOMMENDATION:

It is recommended that the City Commission approve the amendments to
the Job Description and Position Classification Manual, Personnel Policies and
Procedures Manual, Pay Plan, and related policies and forms.

BACKGROUND:

Since the original creation of the existing City Manuals and Policies there

~ have not been any recorded changes to them although changes in laws and
employment statuses within the City have occurred. For the past six months the
City has been reviewing these manuals and policies, conducting analysis of
surrounding City policies, job classifications, pay grades, policies, etc. The
changes proposed throughout the attached manuals and policies provide us with a

- streamlined, comprehensive and fair approach to reclassification and
compensation. These changes include complete revisions of the Personnel Manual
and related policies to bring them into compliance with current laws, changes to
the Job Description and Position Classification Manual including revision of pay
grades, increase of job requirements and experience thresholds. Aside from
editing the existing job descriptions the City has added job descriptions for new
positions that the City feels should be included in the next fiscal year to allow for

proper staffing. | _ : / / C C[ )

Mayor : Vice-Mayor 1 Commissioner Commissionet
Connie Leon-Kreps Eddie Lim Stuart Blumberg Dr. Richard Chervony



RECOMMENDATION MEMO: City Manuals and Polices page 2 of 2

Changes to these manuals and policies that affect non union employees
will be immediately implemented with the exception of those changes that
affect the City financially; financial changes such as revision of department
director pay grades and corresponding salary changes, insurance stipends
and addition of new positions, will be addressed through the upcoming
budget sessions with anticipation of implementation once our new fiscal year
begins October 1, 2012, There are proposed changes to these manuals that
affect union employees and those changes will have to be negotiated with
respective unions before they can be implemented. At the moment, the City is
anticipating that negotiations with both unions will take place in the next few
months.

These comprehensive changes will allow us as a City to function in
compliance with current law, provide the employees with a clear set of rules
and expectations with which to perform their job functions and ensure that
employees are fairly compensated which ensures retention and recruitment
of experienced staff. Therefore it is in the City’s best interest to approve the
changes and revisions presented in these manuals and policies.

FINANCIAL IMPACT:;

The City will ensure that any changes that are of monetary nature are
presented to the Commission through the budget process during the month of Sept
2012 and if approved, implemented on October 1, 2012.

PERSONNEL IMPACT:

All City non union employee changes which aré non monetary will be
implemented immediately and union employee proposed changes will be
negotiated as soon as reasonably possible.

CONTACT:

Dennis Kelly, City Manager
Jenice Rosado, Human Resource Manager
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City of North Bay Vitlage

Administrative Offices

1700 Kennedy Causeway, Suite #132 North Bay Village, FL 33141
Tel: (305) 756-7171 Fax: (305) 756-7722 Website: www.nbvillage.com

MEMORANDUM
City of North Bay Village

DATE: September 5, 2012

TO: Yvonne P, Hamilton, CMC
' City Clerk

FROM: @W Mfﬂ,

Dennis Kelly, Cit§ Manager

SUBJECT: Introduction of Resolution -

Pursuant to Section 3.08 of the City Charter, T hereby introduce the following
Resolution:

A RESOLUTION OF THE CITY COMMISSION OF THE
CITY OF NORTH BAY VILLAGE, APPROVING THE
POSITION CLASSIFICATION MANUAL, THE PERSONNEL
POLICIES AND PROCEDURES MANUAL, THE PAY PLAN;
AND RELATED POLICIES AND PROCEDURES (THE
“UNIFORM PERSONNEL POLICIES”; PROVIDING FOR
REPLACMENT IN ITS ENTIRETY OF ANY EXISTING
PREVIOUSLY ADOPTED PERSONNEL POLICIES; AND
PROVIDING AN EFFECTIVE DATE.

Accordingly, please place the item on the next available agenda.

DK:yph
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RESOLUTION NO.

A RESOLUTION OF THE CITY COMMISSION OF THE
CITY OF NORTH BAY VILLAGE, APPROVING THE
POSITION CLASSIFICATION MANUAL, THE PERSONNEL
POLICIES AND PROCEDURES MANUAL, THE PAY PLAN,
AND RELATED POLICIES AND PROCEDURES (THE
“UNIFORM PERSONNEL POLICIES”; PROVIDING FOR
REPLACMENT IN ITS ENTIRETY OF ANY EXISTING
PREVIOUSLY ADOPTED PERSONNEL POLICIES; AND
PROVIDING AN EFFECTIVE DATE. (INTRODUCED BY
CITY MANAGER DENNIS KELLY)

WHEREAS, pursuant to Section 4.01G of the City Charter, the City Manager is
charged with administering and managing all employees that fall within his jurisdiction; and

WHEREAS, the City Manager wishes to provide a uniform system of personnel
administration throughout the City for those employees not governed by a collective
bargaining agreement; and

WHEREAS, the Position Classification Manual, Personnel Policies- and Procedures
Manual, Pay Plan, and related Policies and Procedures (the “Uniform Personnel Policies™)
have been drafted to facilitate this goal.

NOW, THEREFORE, BE IT RESOLVED BY THE CITY COMMISSION OF
THE CITY OF NORTH BAY VILLAGE, FLORIDA, AS FOLLOWS:

Section 1. Recitals. The above Recitals are true and correct and incorporated herein
by this reference.

Section 2. Approvél. The City Commission adopts the Position Classification
Manual, Personnel Policies and Procedures Manual, Pay Plan, and related Policies and

Procedures attached and incorporated into this Resolution as Exhibit 1 (the “Uniform Personnel
Policies™).

Section 3.  Existing Personnel Policies. Any previously adopted personnel policies
are replaced in their entirety by the Uniform Personnel Policies. :

J1c( 4)



Section 4. Application. The Uniform Personnel Policies shall apply to all City
employees except to the extent any provision therein alters the terms or conditions of
employment for any employees represented by a union, in which case the provision therein
will not control unless and until the City and its unions agree otherwise.

- Section 5.  Effective Date. This Resolution shall take effect immediately upon
adoption. '

The motion to adopt the foregoing Resolution was offered by , seconded by

FINAL VOTE AT ADOPTION:

Mayor Connie Leon-Kreps

Vice Mayor Eddie Lim
Commissioner Stuart Blumberg
Commissioner Richard Chervony

PASSED and ADOPTED this day of September 2012,

MAYOR CONNIE LEON-KREPS

ATTEST:

YVONNE P, HAMILTON, CMC
City Clerk

APPROVED AS TO FORM:

Weiss Serota Helfman
Pastoriza Cole & Boniske, P.L.
City Attomey

City of North Bay Village Resolution: Job'Description and Position Classification Manual, Personnel Policies and Procedures Manual,

Pay Plan, and related policies and forms,

2
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CITY OF NORTH BAY VILLAGE

PERSONNEL POLICIES AND
PROCEDURES MANUAL

REVISED

September 18, 2012 [ / Q (ép)
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INTRODUCTION

The City Commission and the City Manager welcome you to the City of
North Bay Village (the “City”). This Manual is intended to provide basic
information on a wide variety of policies and procedures affecting City

“employees. This is your reference guide during your time as an employee with the
City.

This Manual is designed to give you a broad overview of the personnel
policies and procedures you will need to know. The contents of this manual are
presented as a matter of information only and are not conditions of employment.
The City reserves the right to modify, amend, revoke, suspend, terminate or
change any or all such plans, policies or procedures, in whole or in part, at any
time, with or without notice, subject to the provisions of any applicable collective
bargaining agreements.

The language used in this manual is not intended to create, nor should it be
construed to constitute a contract between the City and any of its employees. You
are encouraged to become familiar with the policies and provisions contained in
the City’s Policies and Procedures, collective bargaining agreements, and other
related City documents. Any questions should be directed to your
supervisor/manager, department head or Human Resources Director.

To the extent any of the policies contained herein are in direct conflict with
any policy or procedure contained in any of the City’s collective bargaining

agreements, the pertinent provision of the Collective Bargaining Agreement will

; /1¢.</0)



supersede the provision contained herein as to those employees covered by that

respective Collective Bargaining Agreement.
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OVERVIEW
1. A CUSTOMER-ORIENTED SERVICE PHII OSOPHY

The City of North Bay Village is dedicated to enhancing the quality of life
of City residents by providing superior services that meet its residents’ current
needs as well their future needs. The City endeavors to be recognized within and
beyond our community as a city government of excellence.

The City hés a customer-oriented philosophy, which must be taken very
seriously by City employees. As public servants, it is each employee’s
responsibility to ensure that the City’s customers (i.e., the public) is offered and
delivered- the best service available in an expeditious and professional manner.
This includes providing requested information and resolving citizen complaints
and inquiries as promptly as possible. If City employees do not know the answer
to an inquiry posed by a customer, that employee should make every reasonable
effort to locate the reqﬁested information, follow up with the customer, and
provide accurate information on behalf of the City. If the situation warrants,
employees may also refer customers to other employees who can assist them with
the information they need.

2. STATEMENT OF PURPOSE AND DECLARATION OF POLICY

This Manual is created to update, modernize, clarify and establish the
Personnel Rules and Regulations for the City employees of North Bay Village.
These rules and regulations will incorporate Rules and Regulations consistent with
the Constitution of the State of Florida, general laws and the laws of Miami-Dade

County, Florida, as well as the mandate contained in the City’s Charter and Code.
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1. To provide a system of personnel administration that establishes
uniformity of understanding among applicants, City employees, and the
public, and that meets the social and economic needs of the people of
the City, as well as to provide common terms and definitions for human
resources administration. |

2. To provide a means to recruit, select, develop and maintain an effective
and responsive work force on the sole basis of merit and competence to
the best interests of the City of North Bay Village. Equal employment
practices are a high priority of the City of North Bay Village.

/1¢.13)



1. To provide a system of personnel administration that establishes
uniformity of understanding among applicants, City employees, and the
~ public, and that meets the social and economic needs of the people of
the City, as well as to provide common terms and definitions for human
resources administration, |
2. To provide a means to recruit, select, develop and maintain an effective
and responsive work force on the sole basis of merit and competence to
the best interests of the City of North Bay Village. Equal employment
practices are a high priority of the City of North Bay Village.
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GENERAL PROVISIONS

SECTION 1.1 PERSONNEL MANUALS & ADOPTION OF RULES

These rules and regulaﬁons are adopted pursuant to Section 33.037 and
33.038 of the Code of the City of North Bay Village, Florida. The Policies and
Procedures detailed in this Personnel Manual as well as the City Manager-issued
Policies and Job Description/Position Classification Manual (see attached) work
in conjunction to serve as guidelines for personnel activity and to ensure the
proper functioning of personnel issues in the City. This Manual and Policies apply
to all general employees and contractual employees of the City of North Bay
Village, except for elected officials, election workers, and members of advisory
boards and committees.

If any of these Rules and Regulations is modified by the provisions of a
Collective Bargaining Contract, the provisions of the Bafgaining Contract shall
apply to members of the bargaining unit during the term of such contract. If any
issues are not addressed in bargaining contracts but addressed in this manual, the
~ rules of this manual will prevail.

SECTION 1.2 EMPLOYEE PERSONNEL FILES

Employee Personnel Files will be kept securely and
confidentially in the Human Resources Office. It is the duty of an employee to
notify the Human Resources Office of any changes in contact information such as

address, phone number etc. in order to make sure that his/her personnel file is kept
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up to date. If an employee wishes to update his/her contact information that
employee must fill out an updated “Employee Contact Information Form” (see
attached) with the Human Resources Office. If an employee wishes to view
his/her personnel file he/she may do so by request in writing the Human Resource
Office prior to being provided his/her file for review. Public Record requests
compliance for personnel documentation will be in accordance with applicable
Florida law Statute 119.

SECTION 1.3 EQUAL EMPLOYMENT OPPORTUNITY

It is the City’s policy to grant equal employment opportunities to all
employees and qualified applicants without regard to age, sex, sexual preference,
religion, political affiliations, race, color, national origin, marital status, disability,
or any other category protected by federal, state or local laws. Any person who
believes he or she has been discriminated against, in violation of this policy,
should immediately inform the City Manager, Human Resource Director or his or
her Department Head.

SECTION 14 DRUG AND ALCOHOL POLICY STATEMENT

The City regards the misuse of alcohol or drugs by employees to be an
unsafe work practice. The City and the public expect all employees to report to
work drug and alcohol free, and mentally and physically able to perform their
assigned duties and responsibilities in a safé, efficient and reliable manner.

The City of North Bay Village is a drug-free workplace. What this

means to the emplolyees is that they are prdhjbited from manufacturing,
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distributing, dispensing, possessing, or using any controlled substances (as defined |
by federal, state and local laws) or drug paraphernalia (including but not limited to
pipes, bongs, syringes, efc.). Prescription medication (i.e., drugs obtained
pursuant to a prescription from a licensed médical provider) may be taken during

~ work hours as prescribed by the employée’s medical provider; however, the abuse
of prescription medication is strictly prohibited and will result in disciplinary
action up to and including termination. Employees are required to report any
convictions of criminal statutes for drug violations occurring in the workplace
within 5 days of the conviction.

As part of this policy, all applicants considered for employment with the
City will be subject to drug testing as permitted under Florida Law. Any job offer
to such a job applicant is contingent upon that applicant successfully passing the
drug test that is administered to him/her. A job applicant for a special risk or
safety-sensitive position with a confirmed drug test result will be denied
employment. Employees and job applicants may confidentially report the use of
_prescription or non-prescription medication both before and after having a drug
test.

Furthermore, the City requires all employees to submit to post accident
drug testing no later than 24 hours after a job-related accident. When a job-related
accident occurs, drug testing will be conducted when: (1) the accident results in a
fatality; or (2) the accident is non-fatal, but results in injuries which require the

transportation of an injured person to a medical facility or if a vehicle that is
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involved in the accident incurs disabling damage that requires towing from the
accident site.

Random and/or scheduled periodic drug and/or alcohol testing may be
perfonﬁed on employees involved in safety-sensitive or special risk positions, to
the extent allowed by law. This includes employées who drive City vehicles,
operate heavy equipment, are subject to testing by the Florida Department of
Transportation, or persons who occupy a position in which a momentary lapse in
attention could result in injury or death to another person.

The City also has the right to perform drug testing based upon reasonable
suspicioh. Reasonable suspicion exists when there is a belief that the employee is
using or has used drugs or alcohol in violation of this policy, as drawn from
specific objective and articulable facts, and reasonable inferences drawn from
those facts in light of experience. Reasonable suspicion drug testing will only be
conducted upon the approval of a City supervisor/manager who is at least the
second-level supervisor of the subject employee. Reasonable inferences which
may give rise to a belief that an employee has violated the policy include, but are
not limited to: direct observation of drug or alcohol use; physical symptoms or
manifestations of being under the influence of drugs or alcohol; abnormal or
erratic behavior while at work; and a report of drug use from a reliable and
credible source.

Employees who are subject to a routine fitness for duty examination may be

reQuired to take a drug and/or alcohol test as part of their medical examination.
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Employees who require assistance for substance dependency and related
problems are encouraged to contact the Human Resources Director or his/her
designee at (305) 756-7171 Ext. 80. The City will not discharge, discipline or
discfiminate against an employee solely because that employee voluntarily seeks
treatment for illegal or controlled substances if the employee:‘ (1) has not
previously tested positive for drug and/or alcohol use; or (2) entered an employee
assistance program for alcohol and/or drug-related problems; or (3) entered a drug
and/or alcohol rehabilitation program.

To the extent drug testing is addressed in the respective employee
collective bargaining agreements, it is the reSp’onsibility of employees belonging
to unions governed by those collective bargaining agreements to become familiar
with those contractual requirements.

The City shall pay the cost of any initial and confirmation drug and/or
alcohol tests, The employee is responsible for paying the costs of any additional
drug and/or alcohol tests not required by the City.

Drug test results of applicants and employees shall be kept separate and
confidential in accordance with the applicable laws.

Employees who receive a confirmed positive drug test or refuse to submit

to drug testing may be subject to dismissal from employment with the City.
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SECTION 1.5 COMPUTER, EMAIL, INTERNET USE AND SOCIAL,

NETWORKING

Use of the City-provided Internet and electronic mail is a privilege.
Electronic mail and Internet usage by City employees must be limited-to City-
related business. The City’s computer systems as well as equipment and data
stored on those systems are and remain at all times property of the City.

No employee shall install unauthorized software on any City computer.
Prior to installation, all software must be authorized by the City Manager or
his/her designee'. Failure to obtain appropriate approval prior to installing
software shall result in disciplinary action.

Employees are cautioned that they should have no expectation of privacy
while using the Internet and postings can be reviewed by anyone. Employees who
access the City-provided Internet shall not use it for unethical and illegal activities
such as: accessing, viewing, posting, printing and/or downloading- obscene or
sexually oriented material; viewing, accessing, printing and/or downloading
images from pornographic websites; sending receiving, posting, printing and/or
downloading material with offensive or harassing statements concerning a
person’s race, national origin, sex, sexual orientatidn, age, disability or religious or
political beliefs; sending, receiving, printing, posting or otherwise disseminating
proprietary data or other confidential City data. Employees are prohibited from
utilizing City-owned equipment (including computers, to conduct social

networking activities. Employees are further prohibited from making statements
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on social networking sites that their views represent those of their Department or
the City, unless they are given prior writtén authorization by their Department
-Head or his/her designee to do so.

Employees are further prohibited from utilizing social media to harass,
threaten, discriminate against or disparage City employees. The City reserves the
right to monitor comments or discussions posted online about the City, its

employees and its residents.
Failure to abide by the foregoing policy may result in disciplinary action up to and
including termination. Discipline will be administered on a case-by-case basis
based on the nature of the policy violation. The City strongly encourages
employeés to report any violations or possible perceived violations of this policy
to their supervisors or managers for an invesﬁgation into the alleged violation,

SECTION 1.6 SEXUAL HARASSMENT POLICY

All employees are responsible for ensuring that the work place is free from
sexual harassment. Employees must avoid any action or conduct that could be
considered sexual harassment, including, but not limited to: unwelcome sexual
advances, requests for sexual acts or sexual favors, or other verbal and/or physical
conduct of an offensive or harassing nature. Any employee who has a complaint
or has witnessed such harassment should immediately contact their respective
supervisor, the Human Resources Director or the City Manager, and the complaint

will be promptly investigated.

/)¢.(20)
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Employees who believe they are the victim of sexual harassment are
encouraged to notify the offender that his/her actions are considered offensive and
request that such behavior immediately cease. Should the behavior continue, the
employee should immediétely report it to his/her supervisor, the Human Resources
Director, or the City Manager. It is the supervisor's responsibility to take all
complaints seriously and to report all allegations of harassment to thé Human
Resources Director and City Manager. It is the responsibility of the Human
Resources Director to ensure that all allegations of harassment are promptly and
thoroughly investigated and resolved and to keep a written record of the
investigation and its results.

The Human Resources Director may request the involvement of the City’s
police department or an outside professional investigator depending on the
severity of the charges alleged. In those instances where the police department or
other investigator is involved, upon completion of the investigation, the police
department or investigator will send a written report of its findings to the City
Manager and the Human Resource Director for final disposition. All interested
parties will be apprised of the findings of the investigation upon its conclusion.

The City shall take appropriate corrective action, including implementing
any necessary disciplinary measures to remedy violations of this policy.
Complaints and investigations shall be kept confidential to the extent required by
law. No employee will be retaliated against in any way for reporting sexual

harassment or for utilizing the complaint procedure outlined herein. Employees
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in violation of this policy, including emiployees who retaliate against those who
avail themselves of the complaint procedures outlined herein, are subject to
disciplinary action up to and including dismissal.

SECTION 1.7 MEDICAL EXAMINATIONS

The City requires all applicants who have been offered a job with the City
to undergo a medical examination at the expense of the City.  Further, all City
employees at any time during their employment with the City may be required by
their Department head to undergo psychological or medical examinations, in order
to determine if they are mentally and physically fit for the position in which they
are employed. Such fitness for duty examinations shall be at no expense to the
employee. Refusal to submit to such examinations may result in disciplinary
action up fo and including termination from employment.

All records generated as a result of the foregoing medical examinations will
be kept separate and confidential in compliance with the applicable laws.

Medical examinations which reveal that an applicant who has been offered
a City position or an employee cannot, with or without reasonable
accommodation, perform the required job duties for the assigned position, may be
grounds for revocation or termination of employment.

SECTION 1.8 SOLICITATIONS

Because solicitations distract employees from their work, employees are
not permitted to solicit or respond to solicitation for any purpose during work

hours, without prior approval of the City Manager.

/1C(22)
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Employees are further reminded that, as public employees, they are
prohibited from soliciting or receiving anything of value from any person or
association, directly or indirectly, in consideration of some action to be taken or
not to be taken in the performance of their duties. Incidental items provided to
public employees in the due course of business while attending conferences,
seminars and training sessions shall be exempt from this provision,

SECTION 1.9 BUSINESS ATTIRE

The City of North Bay Village expects its employees to maintain a neat,
clean and professional appearance that is appropriate for office and public contact.
Employees who are assigned uniforms are expected to wear their assigned uniform
while they are on duty and to have their uniforms cleaned and mended, as
necessary. To assist employees in determining what appropriate business attire is,

the following guidelines are provided:

Appropriate: Inappropriate:
Business suits (men & women) Cocktail dresses
Gentlemen’s slacks & collared shirts Ripped or stained clothes
Ladies’ dresses Strapless blouses or dresses
Dress shirts and ties Sneakers
Ladies’ slacks and blouses Jogging suits
Uniforms as assigned See-through clothing

Clothing bearing logos, slogans,

ads, etc. — other than City shirts

Shorts '
Exception: Fridays and designated days such as 4 hour (1/2 days) will be

considered “casual days”- You are allowed to wear Jeans, sneakers, loafers,

dress sandals and casual style shirts such as polo shirts.
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- SECTION 1.10 =~ EMPLOYEE IDENTIFICATION CARDS

All City employees are issued a photo identification (“ID”) card upon being
hired by the City. In order to obtain an ID card, employees are required to
complete an “ID Badge Form,” which must be submitted to the Human Resources
Office. This card should be visibly worn by the employee during working hours.
The ID card will also work as an access card to City offices. ID Cards are issued
by the City’s police department and provided to the employee by the Human
Resources Director. It is an employee’s responsibility to report a lost or stolen ID
card to the Human Resources Director and to the Chief of ?olice immediately.. 1D
cards for elected officials will contain the official’s term of office dates. Elected
Officials will be issued a new ID card should they be re-elected, which will reflect
their new term dates. Upon termination of employment with the City, ID cards
must be returned to the office of the Human Resources Director, Upon termination -
of elected officials’ terms, those officials will be allowed to retain their ID cards,

but access to all City premises or facilities will be disabled.
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"SECTION 1.11  POLITICAL CAMPAIGNS

No employee shall actively engage in a political campaign during said
employee’s working hours, while in City uniform or in a manner as to suggest that
he/she is representing the City in any fashion.

Employees are prohibited from engaging in the folloWing political

activities:
1. Utilizing City property to influence or attempt to
influence the results of a City election.

2. Utilizing their positions to influence or to attempt to
influence the results of a City Commission election.

3. Personally soliciting votes for or against any
candidate for the City Commission during working hours.

4, Soliciting, during working hours or while on duty in
the course of their employment, any contribution,
whether money, goods or services, to or for the benefit
of any candidate for elected City office or any
political party or organization supporting any such -
candidate.

5. Using their official position, authority or influence

for the purpose of interfering with or affecting the
results of any City election, or influencing the
selection of candidates for political office.
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SECTION 1.12 EMPLOYEES RUNNING FOR ELECTED OFFICE IN
THE CITY

Employees who are defined as "officers" or "subordinate officers" under
Florida's resign to run law (Fla. Stat. 99.012) shall resign from City employment
prior to running for elected office within the City. Any employee desirous of
running for public office should consult with the City Clerk’s Office or the Human
Resource Office regarding resignation.

SECTION 1.13 OTHER GAINFUL OCCUPATION/OUTSIDE

EMPLOYMENT

The City has the right to be informed about an employee’s outside
employment to ensure that it will not conflict with the employee’s primary job
responsibilities. If an employee is contemplating or is involved in any outside
employment, such employée must complete a “Request for Outside Employment
Form” and “Outside Employment Statement” (both forms are available at the City
Clerk’s Office). These forms must then be submitted to the City Clerk’s office for
review and routing to the City Manager, who must provide written approval to the
employee prior to that employee engaging in outside employment. If approval for
outside employment is denied by the City Manager, the employee cannot engage
in outside employment. Outside employment should not interfere with the
performance of City duties or the adherence to City personnel policies or
procedures or be considered a conflict of interest. The City Manager wiil
determine if a conflict exists. It is the employee’s responsibility to file for renewal

of approval for outside employment on an annual basis, no later than July 1% of

21 /{ et 2b)



each year. Copies of all approvals or statements shall be provided by the City
Clerk to the Human Resource Director and will be placed in the employee’s
personnel file.

SECTION1.14 VIOLATIONS OF PERSONNEL RULES AND

REGULATIONS

Any violation of any of the rules and regulations contained herein shall

constitute adequate grounds for removal from City employment.

SECTION 1.15  APPOINTMENTS TO MORE THAN ONE PART-TIME
POSITION

Any person may be appointed to more than one part-time position in City
service, provided the working hours and duties do not conflict. Any person who is
appointed to more than one part-time position shall not be considered a full-time

employee and will not be afforded the benefits of a full time employee.

SECTION1.16 WORK RELATED INJURY

An employee who sustains a work-related injury or illness must, as soon as
reasonably practicable after the occurrence of the injury or iliness, report the
injury or illness to his/her immediate supervisor and to the Human Resources
Office. If the nature of the injury is not urgent enough to require a hospital visit,
but may be treated by an urgent care facility of the City’s choosing, the employee
will need approval from the Human Resources Office prior to seeking treatment

from that facility. At the time of the employee’s visit the employee will receive
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documentation as to his/her work status and any restrictions on work activities
(e.g., light duty, etc. Employees are required to bring a copy of this workers
compensation s.tatus form (DWC?25) to their supervisors and the Human Resources
office or they will not be allowed to return to work. As soon as possible after
receiving or suffering the injury or illness, the supervisor and employee must fill
out two required forms: “First Report of Injury Form” and “Supervisors Report”
(see attached). These forms must be completed and submitted to the Human
Resourcc-s Office with any additional documentation concerning the injury or -
illness no later than 3 days after the injury or illness. Employees at all times
during their work related injury or illness and for the period of time thereafter
during which they receive treatment, the employee should communicate with their
supervisor as to their work status and any medical instructions that they have been
provided with. If the employee is cleared to return to normal duty but feels that
he/she requires additional time to recover, the employee must use his/her accrued

sick leave for such additional recovery.

SECTION 1.17 ~_ USE OF CITY VEHICLES

All employees who drive a City vehicle are required to have a current valid
Florida driver’s license. By or before October 1% of each year, any employee who
drives a City vehicle must provide a copy of their driver’s license to the City
Manager’s Office, which will be placed in the employee’s personnel file. The
City Manager or his/her designee many conduct random verification of

employees’ drivers’ licenses. Any employee who does not possess a valid Florida
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driver’s license shall immediately cease driving or otherwise operating a City
vehicle. The loss or failure of an employee to maintain a current valid Florida
driver’s license may result in disciplinary action up to and including termination.
Employees governed by a collective bargaining agreement will be disciplined in

accordance with the procedures adopted therein.

SECTION 1.18 BACKGROUND INVESTIGATIONS

All applicants for employment with the City must submit to a background
investigation checks and are required to complete a “Background Information
Release Waiver.” The background investigation will be conducted in compliance
with all applicable federal and state laws, including the Fair Credit Reporting Act,
Applicants who are denied employment based on such background investigation
will be informed of the nature and the scope of the background investigation and
provided with the name of the reporting agency or other sources of information.

~ Further, current and prospective employees, board members, volunteers and
contractors that will be working with children and the elderly in City functions,
events or programs are required to undergo an FDLE criminal background check.
Failure to submit to such background check will prevent any such persons from
participating in any City functions, events or programs that would place them in
contact with children and the elderly. Persons subject to such background check
will be required to sign a waiver agreement (“VECHS Waiver Agreement and
Statement”) allowing the background check to be conducted. Refer to policy

number 2012-01 for the detailed policy (see attached),
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SECTION 1.19 PERFORMANCE EVALUATIONS

Each employee shall be given a performance evaluation by means of a
standard “Performance Evaluation” form (see attached) on the date that such
employee was placed in the current position. Performance evaluations are utilized
by the City to address performance issues and improve work productivity and
engage in a dialogue concerning an employee’s strengths and weaknesses. If the
City is in a financial position to provide a merit increase, employees who receive a
passing score on their performance evaluations will receive a merit increase of
3%. If a passing score is not achieved, the employee will not be entitled to a merit
increase for that year and will have to wait until the next year’s performance
evaluation for another chance at a merit increase, if offerred. For more
information on merit increases, employees should refer to Section 3.1 of thié
Manual as relates to “Employee Compensation.” |

SECTION 1.20  TRAVEL

Travel for business purposes will be according to the rules and regulations
as outlined in Chapter 33 of our City Code. Commission will approve their own
travel and that of the City Manager, City Clerk and City Attorney. All travel for
City Staff must be authorized in advance by the City Manager. Your supervisor
should provide the City Manager with a written request for staff travel and the
approxirﬁate costs of such travel. If approved by the City Manager, the traveling
employee will be notified and should meet with the Finance Department for travel

requirements and specific instructions.
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DEFINITIONS, CLASSIFICATION AND PAY

PLANS

SECTION 2.1 DEFINITIONS, CLASSIFICATIONS, JOB _
DESCRIPTIONS AND PAY PLANS _

The below-listed terms and phrases shall have meanings as defined herein,
and no other meanings are implied. Words of gender shall be mutually inclusive
and interchangeable.

Position Classification and Job Description Manual:
A description of the duties, responsibilities, required
experience, pay grade and related criteria for each Jjob
position.

Appointing Authority:
The City Manager, acting in the capacity of Chief
Administrative Officer of the City.

City Commission:
The elected governing body acting in its capacity as
the legislative and policy-making representatives of
the City.

Department Heads or Management Employees (non-union and exempt):
Fuli time employées or Consultants / Contractual

employees who are not covered by a collective
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bargaining agreement, who answer directly to the City
Manager for the day-to-day operation of their
particular department and who receive Management
Benefits (if not contractual or consultant): -

Deputy City Manager

Chief of Police

Assistant Chief of Police

Assistant to the Chief of Police

o o w p»

City Clerk

=

Chief Building Official

Finance Director

T Q

Public Works Director

|

Human Resources Manager / Director

Professional Employees (non-union and exempt):
Full time employees who shall continue in their
employment at the discretion of the City. Those
employees not represented by a collective bargaining
unit, who act in an administrative or supervisory
capacity, answering directlyr to their respective
Department Heads or Manager. These employees do

not receive standard Management Benefits or overtime
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compensation but are afforded the standard benefits

The City offers.
A. Budgét Utility Accountant
B Public Works Supervisor
C.  Code Enforcement Officer
D Deputy City Clerk
| E. Executive Assistant to the City Manager,

Deputy City Manager and Commission

Service Employees (non-union, non exempt):

Full-time employees that are not represented by a union

who are entitled to overtime and are afforded the standard

benefits the City offers.
A.  Administrative Assistant Generalist
B. Human Resource Clerk & Special Events
Coordinator
C.

Part-time employees:

ATS Program Technical Coordinator & Front

Desk Support Clerk

Employeeé working less than 40 hours a week

and are not afforded the benefits the City offers.
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Bargaining Unit Employees (union, non exempt):
Permanent full-time sworn police personnel of
the rank of police officer, police sergeant,
police corporal, police licutenant, police pubiic
service aide, police dispatcher, Supervisor
dispatcher & communications coordinator,
water utility worker, sewer utility worker,
maintenance  worker, sanitation = worker,
sanitation driver, accounting clerk, records
coordinator, records management clerk & front |
desk support clerk, building and zoning clerk,
account clerks.
Contractual or Consultant Employees:

Those employees who hold a contract for employment

with the City, and work on an as-needed basis, which

may be up to an average of forty (40) hours per work

week, but who are not eligible for employee benefits.

Additionally, regardless of whether a coniractual

employee is required to punch a time clock, overtime

or compensatory time is not granted to contractual

employees.

A. Grants Writer / Administrator
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B. City Planner

Collective Bargaining Agreemeﬁts (unions):
The City of North Bay Village has entered into two
collective bargaining agreements with employees as
they relate to the terms and conditions of sworn police
officers and laborers. Items addressed in Collective
bargaining agreements supersede this manual. If an
item is not addressed in the bargaining agreement then
the Personnel Manual is applicable.

Demotion: The movement of an employee from one job
classification to another classification having a lower
pay grade. An employee may voluntarily request a
demotion by responding to a job posting or an
employee may be involuntarily demoted as a
disciplinary measure when alternative disciplinary
measures are not appropriate or are not in the best
interest of the City.

Promotion: The movement of an employee from one job
classification to another classification of a higher pay

grade. An employee may voluntarily request a
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promotion by responding to a job positing or an
employee may be promoted by his/her supervisor.
Termination: Permanent separation from City service by the City

Manager.

SECTION2.2  NEW POSITIONS / REMOVAL OF POSITIONS AND

- CHANGES IN EMPLOYEE STATUS

All new positions removed positions or edited positions shall be
entered into the Job Claésiﬁcation and Job Description Manual- and assigned a pay
grade. New Department Director and Manager Positions shall be established by
the City Manager and approved by the City Commission. All other positions
shall be established by the City Manager and if applicable, subject to approval by
the applicable Collective Bargaining Unit.

SECTION23  PAY PLAN

The pay plan shall constitute the official schedule of salaries. The
Pay Plan consists of 39 pay grades of 12 steps for each grade (see attached Job
Description and Position Classification Manual). The provisions of any
applicable Collective Bargaining Agreements shall supersede the provisions

contained herein when conflicts arise.
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EMPLOYEE COMPENSATION

SECTION 3.1 EMPLOYEE COMPENSATION

Each employee shall be paid a base salary, determined in accordance with -
a job classification and pay plan. Bach pay period shall consist of fourteen ( 14)
calendar days, within the pay period. All employees are paid biweekly, with each
pay period endlng the week before pay checks are issued. Each department is
responsible for ensuring that all hours are reported on a timely basis,

Each employee shall be given a performance evaluation by means of a
standard “Performance Evaluation” form (see attached) on the date that such
employee was placed in the current position. If the City is in a financial position
to do so, a merit increase of 3% will be provided to an employee if the employee
receives a passing score on his/her performance evaluation. Passing score is
defined as no more than “3” below the satisfactory ratings on the performance
evaluation form. If a passing score is not achieved, the employee will not be
entitled to a merit increase for that year and will have to wait until the next year’s
performance evaluation for another chance at a merit increase if offerred. If the
employee has already reached the Cap or maximum pay step for his/her position
.then he/she will no longer be eligiblé for merit increases and at that point will only
be eligible on an annual basis for cost of living increases (COLA) (if offered). The

provisions of any applicable Coliective Bargaining Agreements shall supersede
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the provisions contained herein when conflicts arise. These Rules shall prohibit
arbitrary, capricious or discriminatory awards of compensation to all City

employees.

A.  MERIT

An employee will be entitled to a merit increase of 3% per year, based on
his/her performance on the date of his/her current position’s anniversary. If the
employee achieves a minimum of a satisfactory score on his/her annual
“Performance Evaluation form” (see attached), then the employee will move up
one (1) step within the pay grade assigned to the employee’s job classification.
The employee job classification with assigned pay grades are found in the City’s
Job Description and Position Classification Manual (see attached). An employee
will no longer be entitied to merit increases after the employee has reached the
max or cap pay for the particular position classification that the employee is under.
The only way to begin to receive merit increases again is through a promotion to a

position with a higher pay grade assignment.

B. COST OF LIVING INCREASES

Cost of living increases (COLA) may be provided on an annual basis on
October 1st. The amount of the COLA is determined by the City Manager based
on budgetary availability or as determined by the applicable collective bargaining

agreements.
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C. LONGEVITY

Longevity pay is provided to each employee on the employee’s full time
date of hire anniversary. Employees will receive $300.00 in annual longevity for
years 5, 6, and 7; $500.00 for years 8, 9,10,11, and 12 and $1,000.00 for year 13
and over. Amounts of longevity may differ based on applicable col.lective
| bargaining agreements.

SECTION 3.2 WORK WEEK

The City work week shall consist of forty (40) hours, normally
consisting of five (5), eight (8) hour days. Work weeks and operating hours of
each employee shall be determined by their respective Department Head or
Manager in accordance with operational needs, and shall be approved by the City
Manager.

Employees are prohibited from signing another employee’s name to any
time cérd or electronic deévice, time sheet, leave request, or any other personnel
action form. Violation of this policy will result in disciplinary action up to and
including termination.

Each employee must take one (1) lunch/meal period during any eight (8)
hour work day, the length of which shall be no more than one hour. Depending
upon the employee’s work hours, the actual length of time permitted for a

lunch/meal period shall be determined by the City Manager.
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The scheduling of breaks shall be determined by the Department Head;
however, breaks shall not exceed two (2) in any eight (8) hour period and shall be

no longer than fifteen (15) minutes in length,

SECTION 3.3 APPOINTMENTS TO BE WITHIN SALARY RANGE

The entrance salary for new appointees shall be within the salary range (pay
grade) for the position to which they are appointed. New hires will generally be
paid within the first step of their position’s assigned pay grade but the City
Manager has discretion to increase the new hire’s pay. |

SECTION 3.4 REINSTATEMENT SALARY

The salary of a reinstated employee shall be within the salary range for the
pay grade assigned to the position in which they are appointed.

SECTION 3.5 PERMANENT TRANSFER SALARY

When an employee is permanently transferred to another position assigned
the same pay grade no change in salary shall be made. (SEE ALSO SECTION 6.6)

SECTION 3.6 PROMOTION SALARY

When an employee is promoted to a position that is assigned a higher pay
grade and his/her salafy is lower than the minimum of new position’s pay grade,
his/her salary shall immediately be increased to the minimum of the new
position’s pay grade.

SECTION 3.7 DEMOTION SALARY

When an employee is demoted to a position assigned a lower pay grade and

his/her existing salary is higher than the new position’s maximum pay, his/her
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salary shall immediately be decreased to the maximum step of the new position’s
pay grade (final step). The demoted employee’s established anniversary date
shall remain the same.

SECTION 3.8 UNIFORMS AND/OR SPECIAL PERSONAL

EQUIPMENT

In positions where uniforms and/or special personal equipment are
specifically required, the same shall be furnished by the City in accordance with
the rules of that specific department.

In the event an employee separates from City employment, it shall be the
Department Head or Manager’s responsibility to obtain all City-owned items
including keys, tools, and uniforms, from the departing employee. The
employee’s final paycheck will not be distributed until all properties are returned
or accounted for. The Department Head or Maﬁager should, at the completion of
collection of such items, send the Human Resources Director an email advising of

the return of all City-issued/owned items.

SECTION 3.9 HEALTH INSURANCE

All full-time employees shall be covered by a health insurance plan as
provided by the City, subject to the plan’s terms and conditions. The City
provides this plan consistent with budgetary considerations and the availability of
employee contributions toward premium payments. The City may pay all or part
of the cost of such insurance; however, providing such coverage is not to be

construed as an agreement to continue to provide coverage in the future,
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The City pays 100% of the cost of employee coverage and 60% of the cost
of employees’ dependents' coverage. For all employees who are not covered under
the City’s medical insurance plan, the City will pay $400 per month to such
eﬁlployees, provided such employee provides acceptable proof to the City that
he/she is covered by his/her spouse’s medical insurance. The Employee must
provide this proof to the Human Resources Director at which point the employee
will be asked to fill out a “Health Insurance Stipend Request Form” (see
attached).

In addition to thé foregoing, the City provides health insurance coverage to
employees involved in a domestic partnership. In order to avail themselves of
health insurance coverage, employees in a domestic partnership must adhere to the
requirements itemized in Ordinance 2007-04, which relates to employment
benefits for registered domestic partners. A copy of Ordinance 2007-04 is
attached to this Manual.

Employees will generally be eligible for insurance coverage on the first of

the month following the date of employment,

SECTION3.10 DENTAL INSURANCE

The City currently offers dental insurance. The City pays 100% of the cost
of employees’ coverage and 60% of the cost of employees” dependents’ coverage.
Employees will generally be eligible for insurance coverage on the first of the

month following the date of employment.
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SECTION 3.11  LIFE INSURANCE

The City pays $75,000 worth of life insurance for general employees.
Employees over the age of 65 may experience reduced coverage. Management
coverage shall be in accordance with the City’s Administrative Policy relating to
- “Management Benefits”. A copy of the policy relating to management benefits is
attached to this Manual (policy number 5-05) (see attached). Eligibility for this
insurance generally begins on the first of the month following the. date of
employment with the City.

SECTION 3.12  DISABILITY INSURANCE

The City of North Bay Village pays 100% of the cost of short-term
disability insurance,

SECTION 3.13 SUPPLEMENTAIL BENEFITS

The City offers a supplemental health insurance plan through AFLAC which
pays benefits or occurrences of specified health events. For more information on
this plan, contact the Human Resources Office to set up a meeting with the
AFLAC representative.

SECTION 3.14 RETIREMENT

The City offers employees retirement contributions through the Florida
Retirement System (FRS). The rate of City contribution into an employee’s FRS
plan will depend on the "employee’s job classification. In addition, a 3% pretax
contribution is directed from the employee’s paycheck into the employee’s

retirement account.
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SECTION 3.15  TRAINING

Each Department Head or Manager shail be responsible for the instruction
and training of employees in their specific duties and for explaining compensation,
time schedules, policies, objectives and methods of the departments and their
operations.

Specific departments or the City as a whole may require employees to
attend supervisory, policy, procedures, and techniques training. Training should
be provided during normal work hours and compensated at the employee’s hourly
rate of pay. If training requires travel, travel expenses will be reimbursable and
employee must meet with Finance Department for instructions prior to travel. To
the extent any overtime hours are involved in connection with City-mandated
training, employees will be compensated in accordance with the Fair Labor
Standards Act (FLSA). Employees will be givén advance notice of training
whenever possible.

SECTION 3.16 EDUCATIONAL ASSISTANCE AND EDUCATIONAL

REIMBURSEMENT

Employees will be compensated for education obtained while under the
employ of the City if the courses, testing or educatién sought are related to their
job function. The employee must, in writing, prior to commencement of courses,
testing or education, provide his/her supervisor with a written request detailing the
course and explaining how it pertains to their field of work and how they would

benefit he/she in the performance of his/her job duties. The supervisor, if he or she
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approves the course, will submit the request to the Human Resources Office for
further approval from the City Manager. If the supervisor or City Manager denies
the request for educational assisfance, a written explanation for the denial must be
provided to the employee. At the conclusion of the courses, testing, etc., the
employee must fill out a “Request for Educational Reimbursement Form” (see
attached). The City will reimburse the employee for the amount spent to take the
courses, testing, etc and related expenses such as books and course materials. The
reimbursement amount will depend on the grade(s) obtained. A pass/fail course
will be reimbursed for the full amount if passed and will not be reimbursed for any
amount if failed. A grade of an A is reimbursed at 100%, B at 80% and C at 70%.
The maximum amount of educational reimbursement that an employee can receive
is $2000 annually (including any other associated costs such as books etc.).
Management staff and bargaining unit members’ educational reimbursement
amounts may differ. Employees utilizing educational assistance must remain with
the Ci_ty’for a period of at least one (1) year from completion of the reimbursed

course(s) or said monies must be repaid to the City (amount deducted from final

pay).
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HOLIDAYS AND VACATIONS

SECTION4.1  OFFICIAL HOLIDAYS

Official holidays shall be: New Year’s Day; Martin Luther King’s

Birthday; Memorial Day; July 4™ Labor Day; Veteran’s Day; Thanksgiving Day;

Friday after Thanksgiving; and Christmas Day.; Employees are also entitled to
three (3) personal days.

New full-time probationary employees hired July 1* or later in the calendar
year shall receive, for that year, only two (2) of the three (3) personal days. All
other employees shall receive twenty-four hours of personal time on their
pay stubs, which represents three (3) personal days. These hours shall be
reflected on existing employees’ pay stubs on the 1% paycheck of each calendar
year. Employees wishing to utilize their personal days must complete an
“Absentee Report Form,” (see attached) and provide it to their supervisor and the
Human Resources Director for approval.

Employees governed by a collective bargaining agreement should check
their respective contracts to determine their holiday schedule.

SECTION 4.2 ELIGIBILITY FOR VACATION LEAVE

Vacation leave will begin to accrue on your date of hire. If requested and at
the City Manager’s discretion, an employee may be eligible to use up to twenty-
four (24) hours of vacation leave after the completion of six (6) months of

employment. After an employee’s probationary period (i.e., once the employee
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becomes a permanent employee) the employee is eligible to use his/her vacation
leave by filling out an “Absentee Report Form™ and providing it to his/her
supervisor and the Human Resources Director for approval.
SECTION 4.3 VACATION LEAVE ACCRUAL

Vacation leave will begin to accrue immediately with restrictions on usage
as described in section 4.2 of this manual. Should an employee be promoted and
begin a new probationaty period, vacation leave shall continue to accrue during
the new probationary period.

SECTION 44 VACATION LEAVE - UNDER  FIVE (5) YEARS

EMPLOYMENT

During the first five (5) years of employment, employees shall receive ten
(10) vacation leave days per year and these days will accrue on a bi-weekly basis
or as specified in the applicable Collective Bargaining Agreements. As noted in
Section 4.3 above, probationary employees have restrictions on vacation leave
during their probationary period. Management staff may havé differing vacation
leave periods as specified in “Management Benefits” administrative policy. The
Management Benefits policy (policy number 5-05) is attached to this Manual.

SECTION 4.5 VACATION LEAVE OVER 5 / UNDER 15 YEARS OF

EMPLOYMENT

Employees who have served more than five (5) years but less than fifteen
(15) years shall receive fifteen (15) vacation leave days per year and these days

will accrue on a bi-weekly basis or as specified in the applicable Collective
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Bargaining Agreements. Management staff may have differing vacation leave
periods as specified in “Management Benefits” administrative policy. The
Management Benefits policy (policy number 5-05) is attached to this Manual.

SECTION 4.6 VACATION LEAVE FOR 15 YEARS OR MORE

Employees who have served fifteen (15) years or longer shall receive
twenty (20) vacation days per year and these days will accrue on a bi-weekly basis
or as specified in the applicable Collective Bargaining Agreement. Management
staff may have differing vacation leave periods as specified in the “Management
Benefits” administrative policy. The Management Beneﬁfs policy (policy number
5-05) is attached to this Manual.

SECTION 4.7 VACATION LEAVE ACCUMULATION

All vacation leave accumulated in excess of Sixty (60) days at the end of
each fiscal year (September 30 of each year) shall be compensated at the
employee’s current rate of pay or as specified in the applicable Collective
Bargaining Agreement. Vacation leave accruals over sixty (60) days will be paid
out to employees in one (1) lump sum check as soon as reasonably possible after
September 30™ of each year. Employees with an excess of Four Hundred Eighty
(480) hours of Vacation leave as of October 1, 2012 must meet with the Finance
Director and Human Resource Director to develop a plan for reducing their
banked hours. Management staff may have differing vacation leave accumulation
rules as specified in the “Management Benefits” administrative policy. The

Management Benefits policy (policy number 5-05) is attached to this Manual.
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SECTION 4.8 VACATION TIME TO BE APPROVED BY

DEPARTMENT HEADS

Requests for vacation leave shall be approved by the employee’s
Department Head or Manager. Vacation requests must be made in writing by an
employee to his/her Department Head or Manager utilizing an “Absentee Report
Form” (see attached). It is the Department Head’s or Manager’s responsibility to
meet with the Human Resources Director prior to final approval of the employee’s
requested time off.

SECTION 4.9 EARNED BALANCE OF ANNUAL LEAVE

Any earned balance of annual leave of a regﬁlar employee who retires,
resigns, is laid off, or who dies in the service of the City, shall be paid as soon as
reasonably possible, to the employee or his/her beneficiary, at the employee’s rate
of compensation at the time of separation from City service, that is occasioned as a

result of retirement, resignation, layoff, or death.,
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ABSENCES AND LEAVES

SECTION 5.1 ATTENDANCE

All employees must come to work on time, work their scheduled shifts, and
leave work at the scheduled time. Irregular attendance of any kind and/or
tardiness, which absenteeism or térdiness is not authorized or excused, shall be
considered in marking efficiency ratings. Employees who demonstrate poor
attendance habits are subject to disciplinary action including but not limited to
termination.

SECTION 5.2 REPORTING ABSENCES FROM DUTY

Employees are required to report absences from duty, which were not
previously arranged, to their Department Head or Manager within one (1) hour
before their work day begins, on each day when such absence occurs. If the
absence is expected to be of considerable duration, the absence must be reported
as specified above on the first day of the absence (i.e., at least one (1) hour before
the beginning of the work day), along with a statement of approximate length of
time such absence is expected to continue. The City Manager or his/her designee
will determine under what circumstances employees on such extended leaves of
absence are entitled to compensation.

To the extent the terms of a collective bargaining agreement address

absences, the terms of the collective bargaining agreement will supersede the

provisions contained herein.
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SECTION 5.3 COMPASSIONATE/BEREAVEMENT LEAVE

All employees shall be entitled up‘ to five (5) days compassionate or
bereavement leave with Pay upon the death of a member of the eniployee’s
immediate family, i.e.: spouse, child, brother, sister, parent, grandparent or other
relative livjng in the same household.

SECTION 5.4 SERVICE CONNECTED INJURY/CITY
= LONNRC TED INJURY/CITY

SUPPLEMENTAL PAY TO WORKERS

COMPENSATION BENEFITS

Whenever any full time employee sustains an on-the-job injury, he or she
shall be carried at fyl] pay and benefits for a period not to exceed three (3) months,
unless extended by the City Manager for a period not to ¢xceed an additional three
(3) months or specified otherwise in the Collective Bargaining Agreements.

Subsequent to that, if the employee is still unable to return to work and remains
on Workers’ Compensation leave, the employee will be paid in accordance with
existing Florida law. The City Manager has the right to have the employee
¢xamined by the City doctor prior to the approval of any pay benefits, Any
Workers® Compensation checks received by the employee during the period the
employee is being provided with fu[] pay and benefits by the City, shall be
endorsed to the City. In consideting whether to award the above-described
additional three (3) months of bay and benefits, the City Manager shall consider

the following:

* /lest)



1. The employee’s length of service and past accident and on -
the-job injury record,

2. Any and all written safety rules aﬁd regulations of the City;
and

3. Copies of all pertinent medical reports prepared by the employee’s
treating physician.

4, All pertinent facts and information concerning the injury sustained
including whether or not the employee was involved in activity that
was not connected with the employee’s job duties; and copies of all
pertinent medical reports prepared by the employees treating
physician.

Employees on Workers’ Compensation leave will be required to complete
an “Absentee Report Form™ and provide it to their supervisor and the Human
Resources Director.

Elﬁployees whose terms and conditions of employment are governed by a
collective bargaining agreement shall be compensated in accordance with the
operative agreement.

SECTION 5.5 SICK LEAVE

Sick time shall start accruing at twelve (12) days per year on a bi-weekly
basis. If an employee desires to utilize sick leave, that employee must complete an
“Absentee Report Form,” (see attached) and provide it to his/her supervisor and

the Human Resources Director for approval. If an employee is absent from work
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for more than three (3) consecutive days, a physician’s medical certificate may be
required to be submitted to the Human Resources Director upon the employee’s
return to work unless specified otherwise in the applicable Collective Bargaining
Agreement. Any accrued sick .leave not utilized in this manner will be
accumulated (banked) and carried over to the following year.

SECTION 5.6 ACCUMULATED SICK LEAVE

Banked sick leave shall be forfeited upon an employee’s separation from
City employment via dismissal or resignation and no payment for the same shall
be made in any manner. After seven (7) years of creditable service, banked sick
léave shall be purchased back by the City on an hour-for-hour basis upon an
employee’s retirement or lay-off and shall be paid out at the same base pay rate as
it was at the time of retirement lay off. Any employee who has accumuiated
(banked) an excess of 500 hours of sick leave as of September 30 of any fiscal
year, may cash out up to eighty (80) hours of accumulated sick leave at his straight
time rate of pay in effect as of September 30™, The cash out will be paid in one
(1) lump sum check as soon as reasonably possible. An employee cannot cash in
accumulated sick leave if it will resulf in less than 500 hours of sick leave in the
employee’s bank. Thé amount of sick leave that may be cashed out by
management staff may vary as specified the Management Benefits administrative
policy. The Management Benefits policy (policy number 5-05) is attached to this

Manual.
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SECTION 5.7 LEAVE WITHOUT PAY

A leave of absence without pay for periods not longer then twelve (12) working
days may be granted to regular employees by the City Manager if so requested by
the employee, within the City Manager’s discretion. The City Manager has the
discretion in extenuating circumstances to extend such leaves of absence, but such
extensions shall not exceed a period of six (6) months. The employee is required
to notify the City Manager of the reason for the leax}e. Any information shared
with the City Manager will be kept strictly confidential. If is the leave is required
for medical reasons, the employee may be required to provide a medical release
from his/her doctor before returning to work. Upon expiration of properly
approved leave without compensation, the employee shall be reinstated to the
position held at the time that leave was granted. In exceptional circumstances,
such leave may be canceled at any time and the employee may be ordered to
report back to his duties within a reasonable time. During the leave time, the
employee will be responsible to coordinate continuétion of payment for fringe
benefits such as health insurance, union deductions ete. with the Human Resources
Director. While on leave without pay, no fringe benefits will accrue,

SECTION 5.8 JURY/WITNESS DUTY

If an employee is summoned for jury duty or must appear in court as a
witness, the employee must notify his/her supervisor as soon as possible and
provide a copy of the notice. The supervisor must then provide the notice to

Human Resources. Upon returning to work, the employee should provide a copy
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of the notice dismissing him/her from jury duty. All employees will be given a
leave of absence with full pay to report for jury duty.

Any compensation received by the employee for jury service must be remitted to
the City.

Time off for testifying in union matters is not reimbursable. Employees
subpoenaed to give testimony in court on behalf of the City will receive full pay
with no loss of time. Employees who testify on their own time on behalf of the

-City may keep any compensation paid pursuant to subpoena. Leaves of absence
shall be without pay for an employee who is a defendant in a civil or criminal
action or plaintiff or complainant in a civil or criminal action not associated with

or arising out of City business.

SECTION 5.9 MILITARY LEAVE

Active Duty

Employees of the City who are members of the United States Armed Forces
must show their military orders to their supervisors as soon as they are received,

During the first thirty (30) days on active military duty, activated
employees will receive their City regular base pay and benefits in addition to their
military base pay. After the initial thirty (30) days on active duty, if the military
base pay is less than the City regular base pay, the City will pay the difference to
the activated employee for the duration of their term of active duty. The employee

will be required to provide official documentation of their compensation from the
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‘military, includjng any increases or decreases,_ which may oceyy during their term

of active duty.



. The Individua] being reinstated must complete employment medical
©Xamination or drug screening applicable for the position,

. If the City’s circumstances have changed and the posi.tion no longer
exists, then the veteran may apply for any other open positions.

. The individyal must apply for re-employment within the applicable
timeframes listed below: (a) For periods of military service of 1 to 30 days, they
niust return by the_ beginning of the following first regularly scheduled workday
with allowance for safe refum travel; (b) For periods of military service of 3] to
180 days, they must apply for re-employment no ater than 14 calendar days after
the completion of their service; or (¢) For periods of military service 18] days or
more, they myst Teport to work no later than 90 calendar days after the completion
of their military service. A of these periods are extended to two years if the
individua] is hospitalized or slow to return to health because of an injury incurred

Or aggravated during military service,

Reserve or National Guard Training Leave
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to the Human Resourceg
Director within the

Specified daeg

listed in the Job announcement,

Completeq
employment applicationg

Vacancy résponses,

SECTION 6.2 P
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confirmation at the nearest scheduled commission meeting, If Commission does
. ot confirm the brospective employee’s hire, the Commission wi]] provide
direction concerning the filling of the position,
SECTION 6.3 PROMOTIONS

If the City Manager desires to promote an existing employee to anothey
position withoyt publicly advertising the position, the City Manager has the
discretion to do 80. A promotion of an existing employee to g Department
Director’s position must pe confirmed by the Commission at the nearest scheduled
Commission Meeting. If the Commission does not confirmy the appointment, the

Commission wijj provide direction concerning the filling of the position,

SECTION 6.4 INTERIM APPOINTMENTS
SEL1ION 6.4 TR ALTOINTMENTS

an employee, it is the City Manager’s discretion to appoint, on an interimy basis,
any person he or she sees fit to render the services of that position. As soon as

reasonably possible, if not promoting from within the Organization, the bosition
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begun. The mnterim appointment, jf
Interested in the Permanent Dosition jg required to comply with the required new
hire procegg
SECTION 6.5 REHIRE

eligible for rehire with the City.

SECTION 6.6 D

EPARTMENT TRANSFER
- AL TRANSFER

Department tra

fiveY,

(5 bercent) additiopa] pay for each
day working in that new capacity,

SECTION ¢.7 P
22 110N 6,7

ROBATIONA_RY PERIOD
The probationary period ghaj be utilized for closely observing the
employee’s work, for Securing the most effective adjustment of 4 new employee to

60

/(65



performance énd/or attendance doeg not meet the requi-red Standards, The
| probationary period for a] original and promotional appointments shal] pe for a
period of ope (1) year. Any absence in €xcess of three (3) weeks shall
utomatically extend the brobationary period by the amount of time of the

absence, Appointment to regular status is not automatic upon the €Xpiration of the

with or withoyt cavse and without the right of appeal or hearing in any manner.
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in some circumstances, th

¢ offense may be go C8regious that immediate Severe
disciplinary action ig Justified,

disciph'nary action imposed.

SECTION 7.2 E
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bersonally served on the employee or sent via certified mail to the employee’s lagt
known address, with a Copy to the Human Resources Director.

SECTION 7.3 DEMOTIONS

period shall be deemed to have his employment terminated, Disciplinary
Suspensions may be deferred by the department director for a period not to exceed

forty five (45) days,

SECTION 7.5 CRIMINAL CONDUCT
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(2 Willful violation of City Ordinances, regulations or applicable

Personne] Rules ang Regulations;

(h) Failure to follow reasonable directiveg of Supervisors;

(m) Incompetence, inefﬁciency or other inability to satisfactorﬂy

berform assigned duties, angd
(n) Refusal to obey direct orders of gy ervisors
p

(o) actions Specified in the applicable collective bargaining

agreements,

SECTION 7.7 RESIGNATIONS
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check their agreements for possibje variations on thijs policy.

SECTION 7.8 PAY OUT oF BANKED TIME (VACATION, SICK,

COMPETC,

Any balances in an employee’s time bank that per the ruleg of this manua]
are eligible for pay out, shall be provided to the employee in one (1) lump sum
check at the time of termination, layoff, or resignation at the employee’s current

rate of hourly pay at the time of Separation,

SECTION 7.9 LAY-OFF DUE TO SHORTAGE OF WORK OR
FUNDS '

City as a whole, and the employee’s performance evaluation scoreg shall be
considered when determining layoff decisions. The performance evaluations wil]

be reviewed to determine if the employee received passing scores on his/her last
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GREVANCE AND APPEAL PROCEDURE

SECTION 8.1 GRIEVANCES/APPEALS OF DISCIPLINARY

ACTION

In cases involving suspensions without pay, reduction in pay, reduction in
rank/demotion, or discharge, the following procedures shall apply (note that the
procedures will not pe available to probationary employees and that no other
disciplinary actions may be grieved):

A, The employee shall recejve written notification of the proposed
disciplinary action, together with sufficient facts and reasons therefore, as wi]j
enable the employee to make an explanation and/or bresent a defense to the
proposed discipline, An employee who contests the broposed disciplinary action in
accordance with the below procedure shall be considered in “pay” status until such

time as the City Manager or his/her designee renders his/her written decision,

property of the City, would be detrimental to the interest of the City, or would

result in injury to the employee, a fellow member or employee, or the general
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B. If an employee desires to contest the disciplinary action proposed by
the City Manager or his/her designee, that employee must, within five (5) calendar
days of receipt of notice of the proposed disciplinary action, file a request for a
hearing before the City Manager or his/her designee, together with a brief
statement outlining the reasons for the request. If the employee does not make a
timely request for a hearing, he/she will be conclusively presumed to have
concurred in the proposed disciplinary action and such action will become final.

C. A hearing will be scheduled by the City Manager or his/her designee
not less than ten (10) calendar days from the date of receipt of the hearing request.
The hearing will be informal and wil be condugted as follows:

1. The City Manager or his/her designee will orally inform the employee of the
proposed disciplinary action and shall provide the employee with the opportunity
to present to present any evidence he/she believes will mitigate, negate or
otherwise explain the conduct for which discipline has been recommended.,

2. The employee may be accompanied by a representative of his/her choice.

3. The employee shall have the right to respond to the charge(s) made against
him/her both in writing to, and orally before, the City Manager or his/her designee.
The employee may call witnesses in support of his/her case and may present any
written documentation that he/she believes is pertinent to the determination that is

made concerning the recommended discipline.
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3. The City Manager or his/her designee shall render g final written decision
within ten (10) calendar days after the hearing. The decision shall advise the
employee of the disciplinary action which i8 tb be taken by the City. The City
Manager's decision is fina] and cannot be further grieved or appealed.
Employees who are governed by a collective bargaining agreement should

adhere to the grievance procedures contained therein,

SECTION 8.1 (cont.)

Any employee in the classified service who has successfully passed his/her
probationary period, who believes that any ri ght under these rules has been denied,
shall have the right to file a grievance. Failure to strictly follow the time limits
contained herein will automatically result in a fing] and binding denial of the
grievance. If the City fails to follow the time limits, the appropriate City official
will be deemed to have denied the grievance and it may proceed to the next step.

Step 1: The aggrieved employee shall present any grievance orally to his or her

shall consult with the Department Head, reach a decision, and communicate that
decision orally to the aggrieved employee within three (3) working days from the
date the grievance was presented to him or her. Supervisors are not empowered to
make policy decisions. If the grievance is not resolved at this step, it shall be the
responsibility of the aggrieved employee to reduce any grievance to writing within

five (5) working days of the date of the supervisor's response,
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grievance to writing, sign it, and present it to the Départment Head. The
Department Head shali confer with thé immediate supervisor and ‘the employee |
and shall attempt to obtain the facts concerning the alleged grievance, and shalj
- conduct a meeting concerning the grievance within five (5) working days of
receipt of the written grievance. The Department Head shail notify the aggrieved
employee of his or her decision no later than five (5) working days after the
meeting,

Step 3: If the grievance has not been satisfactorily resolved inr Step 2, the
employee may forward the grievance to the City Manager within three (3) working
days of receipt of the Department Head's decision. The City Manager or his/her
designee shall meet with the aggrieved employee within ten (10) working days

after receipt of the grievance unless an alternate time period is mutually agreed

made against him/her both in writing to, and orally before, the City Manager or
his/her designee. The City Manager shall render a final written decision within ten

(10) calendar days after the hearing, unless this period is extended by mutual
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Employees who are governed by a collective bargaining agreement should

adhere to the grievance procedures contained therein.

SECTION 8.2 PROMOTED EMPLOYEE RIGHT TO APPEAL

A promoted employee, while in the probationary period of promotion, shall

have no right to appeal a demotion back to the position held prior to promotion.
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SEVERABILITY
Should any part or provision of these rules be rendered invalid by reason of any
existing or subsequently enacted legislation or court decisions, such invalidation
of any part or provision of these ruleg shall not invalidate the remaining portions
thereof, and they shall remain in fiy]] force and effect, Any applicable coIlecﬁve
bargaining agreements shall prevail should there be conflicts or inconsistencies
between this Manual and those agreements, If any issues are not addressed in
Collective Bargaining Agreements but addressed in this manual, the rules of thig

manual will be enforced upon the employee,
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ACKNOWLEDGEMENT PAGE

I acknowledge that T have received a copy of the City of North Bay Village’s
Personnel Policies and Procedures Manual (the “Manual”), 1 agree to read it
thoroughly, including the statements in the introduction describing the scope and
purpose of the Manual, 1 agree that if there is any policy or provision in the
Manual that I do not understand, I will seek clarification from the Human

publication. The policies contained in the Manyal supersede any and all prior
practices, oral and written representations, or statements regarding the terms and

Please sign and date this receipt and return it to the Human Resources
Department.

Signature:

Print Name:

Date:

**REMOVE FOR PERSONNEL FILE**

HC(7D
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Introduction

Classification Plan Design
The plan containg job descriptions for every position authorized by the City Commission. The job
descriptions in the plan illustrate the essential functions and detail the duties and responsibilities of

As mentioned previously, the job descriptions are not unalterable. Organizational structure, job
content, and Federal and State law changes will oceur, and subsequently, revision and updating of
the job descriptions will be required possibly on g yearly basis,

Job Descriptions

This section contains Job Descriptions of the various classes of work in the Personnel System. Joh
descriptions are designed as a “guide” in recruiting and examining candidates for employment, ih
determining lines of promotion, in developing training programs, and as guidelines in determining
salary relationships. They also provide uniform job terminology.

Job Title

General Purpose :
The General Purpose section describes the major functions of the position and places emphasis on
the principle elements of the position to estabiish the general nature of the job.

Essential Duties and Responsibilities

Typical duties and tasks assigned to the position. This section is meant to be descriptive and
explanatory, but it is not intended to be restrictive or limiting. The purpose-is to illustrate the more
typical portions of the work performed by the position.

Required Knowledge, Skills and Abilities
This section explains the attributes and knowledge that an individual must possess in order to
effectively execute the position,

Minimum Qualifica tions

Persons meeting all of the previous selection requirements may be offered a conditional emplayment
pending successtul completion of the job-related medical, background investigation and/or
psychological examination.
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Position Description

City Manager
Classification Identification: Exempt / Department Head

Pay Grade: Thirty-Nine (39)

on of the City of North’a City in
the policies determined by the City Commission and the City Charter.

Oversees the Management of the expenditure of allocated funds and collection of
revenues,

¢ Develops ang recommends Programs to assure the economic development and
financial vitality of the City,

Reviews service delivery Programs to assure the effective provision of City services,
Coordinates the Preparation of the agenda for City Commission Mmeetings.
Represents the City Commission with employees, 'commum’ty groups, individyal
members of the public, and other governmenta| agencies on a variety of Program
areas.

®* Oversees the Preparation of the City's long term capital improvement plans and
ﬁnancing strategies,

¢ Conducts special studies ag directed by the City Commission, prepares reports, and
makes Presentations on the findings.

* Oversees the Negotiation ang Mmanagement of service contracts and leasing
agreements related to City operations.

® Manages g aspects of the City's personnel function including employment
Procedures, grievances, affirmative action, and employer~employee relations,

® Supervises the Preparation ang administration of grant applications  ang
expenditures,

e laws, rUles, regulations, and ordinances Specific

. Knowledge of complex subject matter related to area of assignment,
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Knowledge of management and administration practices and procedures.

Knowledge of budget development, monitoring and administration practices and
procedures, ' '

* Knowledge of public relations and customer service practices and procedures.

¢ Knowiedge of mediation and conflict resolution practices and-procedures.

e Skill in motivating and developing team building within diverse departments.

® Skill in utilizing written and oral communication in developing management level
reports and presentations.

e Skill in developing and implementing programs, policies and procedures.

* Skill in prioritizing and managing multiple tasks and projects simultaneously.

¢ Skill in assigning, delegating, reviewing and evaluating work.

[

Ability to establish and maintain effective working relationships with those contacted
in the course of work.

® As per City Charter, Article IV, 4.01 City Manager.
A Master’s degree from an accredited college in business, public administration, or
related field and Three (3) years of experience in administrative support at the
executive level, or a Bachelor’s degree and five (5) years of experience in
administrative support at the executive level.
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Position Description _
Deputy City Manager

Classification Identification: Exempt / Non Union

Pay Grade: Thirty Two (32)

Nt

Responsible and professional level work assisting the City Manager in directing the
overall operation of the city. Work is performed under the administrative direction of
the City Manager who outlines broad areas or responsibility and assigns projects.
Considerable independent judgment and discretion is involved, as well as the ability to
effectively represent the city administration in communications with the public and with
employees. '

Res

R

® Attend Committee, County and State meetings on behalf of the City as directed by
the City Manager.

¢ Receive information requests and complaints regarding services and resolves
problems with the public.

® Perform organizational and procedural studies and develop recommendations for the
City Manager.

¢ Perform advanced administrative work as directed by the City Manager including
identifying administrative and managerial problems and recommending appropriate
action,

®* Provide technical assistance to other personnel in impiementing new or modified
systems.

Assist in the compilation of the Annual Operating and Capital Budget.
Represent the City Manager in collective bargaining.

Manage or supervise general projects as directed by the City Manager.
Work with City legal department to address legal matters.

Develop and implement departmental operations and procedures manuals.

Assist the City Manager with evaluating staff performance annually, and with

recommending disciplinary action against department employees for violation of City

or Department Policies and Procedures.

¢ Responsibly and effectively assist with recommendations for hiring, terminating,
promoting, or other status changes of employees to the City Manager as requested.

¢ Perform other duties assigned by the City Manager.

¢ Knowledge of City, Federal and State laws, rules, regulations, and ordinances specific
to areas of assignment.

¢ Knowledge of complex subject matter related to area of assignment.

Knowledge of management and administration practices and procedures.

Knowledge of budget development, monitoring and administration practices and
procedures.

¢ Knowledge of public relations and customer service practices and procedures,
Knowledge of mediation and conflict resolution practices and procedures.
Skill in motivating and developing team building within diverse departments.
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Skill In utilizing written and oral communica
reports and presentations.

Skill in developing and implementing programs, policies and procedures,
Skill in prioritizing and managing multiple tasks and projects simultaneously.
Skill in assigning, delegating, reviewing and evaluating work.

Ability to establish and maintain effective working relationships with those contacted
in the course of work.

* A Bachelor's degree from an accred
administration, finance, social science.
® Minimum of Three (3) years of progressively responsible administrative experience in
municipal government, including Mmanagement and supervision of work activities.
Minimum requirements may be waived by the City Manager.

tion in developing management [evel

ik i

ited college in a related field such public
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Position Description

Grants Writer / Administrator

Classification Identification: Contractual
Pay Grade: Contractual

- £
ke

Eeadhad i il HE Y ik ;
Responsible and professional level work assisting the City Manager, Assistant City
Manager and Department Heads with writing grant applications, management and full
administration of grants obtained,

* Research, prepare and adm
City Manager.

* Works with other department heads and finance director to manage existing grants
and newly obtained grants,

* Responsible for the full writing and administration of all City grants,
Attend meetings related to granfs as needed.
Perform other duties assigned by the City Manager.

TSR

state and federal grants as directed by the

inister local,

ool =8
AL

s
ations, and ordinances specific

2 .

State laws, rules, regul

* Knowledge of City, Federal and
to areas of assignment.

¢ Knowledge of grants writing and overall administration process.

Skill in prioritizing and managing multiple grants simultaneously.

Ability to establish and maintain effective working relationships with these contacted
in the course of work.

B RS T, xaé"ov Semanth B i i
A Bachelor's degree from an accredited college In a related field such as finance,
marketing, social science with five (5+) years experience in grant writing and
administration,

* Minimum requirements may be waived by the City Manager.

ce equipment

* The physical demands described here are representative of those that must be met
by an empioyee to successfully perform the essential functions of this job.

Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions,

£
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The employee muyst occasionally lift and/or move
abilities required by this job include close vision,

adjust focys.,
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Position Description
Executive Assistant to the City Manager, Deputy
City Manager and Commission

Classification Identification: Exempt / Non-Union

Pay Grade: Eighteen (18)

tes the City's €mail, website for entire City and other department
heads at their request, updates City's Tv channel, telephone and cejl phone
communications, works with Human Resource Director to incorporate changes

* Maintains direct Communication with elected officials in reference to their emails,
website, electronic devices such as phone and computers as well as recording and
broadcasting of live City Commission meetings, schedule of pProgramming for
broadcast channel and maintenance of recorded meetings for the purposes of public

* Compile, develop and analyze reports ang studies as directed by the City Manager,
Deputy City Manager or City Commissioners,

* Answers and directs calls for the City Manager, Deputy City Manager or City

City Manager or City Commission,
* Open, sort and route all correspondence to appropriate departments,
Assists with City marketing and public relations.

® Perform other clerical duties such as filing and managing office records and assisting
in the work of the general office,

* Perform any other duties as assigned by the City Manager, Deputy City Manager.,

* Exercise independent
knowledge used in carrying out duties,

* Performs g3 wide variety of clerical work including typing, proofreading, filing,
checking an recording information on records,

®* Type letters, Mmemorandums, Spreadsheats, forms, documents, proceedings of
Mmeetings or other materials from oral direction, rough draft, copy, notes or
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Check invoices and requisitions and perform arithmetical calculations.
Receive and account for receipts for City services,

Recelve, sort and distribute incoming mail and outgoing mail.
Prepare purchase requisitions.

Order and maintain office supplies.

1 reqg-Know e
Extensive knowledge of the Ci
authority of city departments.

® Thorough knowledge of modern office practices and procedures, business English,
spelling, punctuation, and math.

* Considerable knowledge of the City’s laws and ordinances.
Must have skill in organizing the work assigned in an efficient manner.,

Ability to assume responsibility and execute the supervisor's directives and
instructions with authority.

Ability to maintain effective working relationships with other employees.

Ability to deal with the public in an effective and courteous manner.

Ability to type accurately and deal with non-routine matters.

Ability to independently make less complex decisions in accordance with laws,
ordinances, policies, and procedures,

* Ability to effectively utilize computer applications including Microsoft Word, Outlook,
Excel, PowerPoint and Front Page.

Riah

and scope of

s " .

ty's policies, procedures, services,

i,

g

i

ree

D (A.A.) from an accredited college in a related field such

as public administration or business administration with Seven 7+ years experience
in the performance of executive level assistant work which has included
administrative or office management duties, preferably in the legal field or a
Bachelors Degree (BA) from an accredited college in related field above and Four 4+
years experience. :
Preferable legai secretary or paralegal degree.

‘Minimum requirements may be waived by the City Manager.

2 £k

Computer and v

arious office equipment

¢ The physical demands described here are representative of those that must be met
by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

¢ . While performing the duties of this job, the employee is frequently required to sit
and talk or hear, use hands and fingers, handle, feel or Operate objects, tools, or
controls; and reach with hands and arms. The employee is occasionally required to
walk.

* The employee must occasionally lift and/or move up to 15 pounds. Specific vision

- abilities required by this job include close vision, depth perception and the ability to
adjust focus.
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HUMAN RESOURCE DEPARTMENT
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Position Description
Human Resource Director

Classification Identification: Exempt / Non-Union

Pay Grade: Thirty One (31)

A

' a Department Head reporting directly to the City Manager, this is a respibe(‘

administrative position which performs and maintains all personnel functions for the
City.

Manages and maintains all City’s personnel documents and functions.
Establishes and updates the City's personnel policies as needed.
Performs research of Personnel policy updates.
Processes all workers compensation claims and insurance enrollments.
Processes all risk management claims.
Maintenance of City personnel database.
Administration of City cell phone plans and alarm.
Works with IT contractor to ensure that the City issued equipment and programs are
properly functioning.
* Preparation of Personnel related recommendation memorandums for the City
Manager.

® Attends regular and special meetings of the City Commission, as required by the City
Manager.

Coordinate employee events and trainings as needed.

Coordinates all Job related advertisement with the City Clerk for posting.
Negotiation of contracts with Unions.

Negotiation of contracts for Health Insurance.

Works with legal counsel on numerous employment issues.

Responsible for administration and coordination of The Children's Trust Grant
requirements and renewal options.

® Supervises the grant school Program Director and establishes policies to be in
adherence with grant requirements,

* Performs other duties as assigned by the City Manag

it

* Thorough knowledge of the functions and organization of the City government.

Thorough knowledge of the personnel rules and regulations. General knowledge of
voter registration laws and procedures. '

® Thorough knowledge of standard office management practices, procedures, filing
systems, equipment, and office assistance techniques; knowledge of business
English, spelling, grammar, composition, and arithmetic; skill in the use of a personal
computer and ability to research and prepare correspondence including letters,
memorandums, reports, and resolutions.
Ablility to maintain confidential information and materials.

Ability to work independently, with little or no supervision, and under pressure with
short deadlines.

e
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Ability to deal tactfully and courteously with other agencies, the public, and
employees,

Ability to handle all types of inquiries, questions, and complaints from other agencies
and the general pubic, :

Ability to deal with hostile and/or irate Individuals.
Ability to follow-up as necessary.

A Bachelor's degree from an accredited college in social sciences and Two (2+) years
in management of staff,

An Associate in Art (A.A.) degree or legal certificate such as Paralegal or Legal
Secretary and five (5) years of experience in management of staff,

Minimum requirements may be waived by the City Manager.

hysie

The physical demands described here are representative of those that myst be met
by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essentia| functions.

While performing the duties of this job, the employee is frequently required to sit
and talk or hear, use hands and fingers, handle, feel or operate objects, tools, or
controls; and reach with hands and arms. The employee s occasionally required to
walk,

The employee must occasionally lift and/or move Up to 15 pounds. Specific Vision
abilities required by this job include close vision, depth perception and the ability to
adjust focus,

21 7
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Position Description
Human Resource Clerk and Special Events Coordinator
Classification Identification; non-exempt / non union

Pay Grade: Eight (8)

Performs a wide variety of clerical work including typing, proofreading, and filing.
Attend all meetings of Arts and Cultural Events Board and other meetings as needed,

Coordinate al] aspects of event planning for City and Employee events and
Coordinate with appropriate departments to €nsure success,

Assist with City website updating.

]
[}
® Assist with the management of the grant funded schoo program, -
¢ Organization ang work all City Special events,

L ]

Perform other duties as assigned by the HR Director,
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While performing the duties of this Job, the employee is frequently required to sit and talk or
hear, use hands and fingers, handle, feel or operate objects, tools, or controls; and reach with
hands and arms. The employee is occasionally required to walk.

The employee must occasionally lift and/or move up to' 15 pounds. Specific vision abilities
required by this job include cloge vision, depth perception and the ability to adjust focus.

Page 18 of 117 //G(?@




Position Description

Children’s Trust Grant
School Program Director

Classification Identification: Contractua|

ligrm Directo

I contractual positiﬁﬁ that ménages every function of then City’s grant
funded afterschool '

and summer camp program.

) £ A

Manages every function of the City's grant afterschool and summer camp program
administration and Curriculum,

¢ Supervises the entire City grant school staff.

* Responsible for adhering to grant requirements,
* Attends all trainings as required by the Trust, -
L J
]

Inputs statistics and information on Program into the Trust website,

Works with the HR Director to make syre that program is running smoothly and in
adherence to grant award.

A Bachelor’s degree from an accredited college in social sciences or education,
4+ years of eXperience in childcare or elementary education assistance. "
Must adhere to minimum qualification requirements as specified in the Grant.

;§° fenpsi s 24
ployee is frequently required to sj

e, feel or operate objects, tools, or
. The employee Is occasionally required to

* The employee must occasionally lift and/or move up to 15 pounds. Specific vision

abilities required by this job include close vision, depth perception and the ability to
adjust focus.

Page1.90f117 //QC/OO)



Position Description

Children’s Trust Grant
Assistant School Program Director / Certified Teacher

Classification Identification: Contractual

An Assistant Program Director / Certi

i3

fied Teacher contractualposition that

Program Director in managing every function of the City’s grant funded afterschool and
summer camp program.

: : it i stk b - .

Assists the Program Director in managing every function of the City's
afterschool and summer camp program administration and curriculum.

* Responsible for adhering to grant requirements.

* Attends all trainings as required by the Trust.

* Inputs statistics and information on' program into the Trust website.

[ ]

Works with the Program Director to make sure that program is running smoathly and
in adherence to grant award.

® Performs other duties as assigned by the, Program Director, Human Resource
Director or City Manager. -

i o

£

i

grant

it e

ducation.

® A Bachelor’s degree from an accredited college in e
® Certified Teacher Certificate.

* 2+ years of experience in teaching.

* Must adhere to minimum qualification requirements as specified in the Grant.

While performing the duties of this job, the employee is frequently required to sit
and talk or hear, use hands and fingers, handle, feel or operate objects, tools, or

controls; and reach with hands and arms. The employee Is occasionally required to
walk, .

®* The employee must occasionally lift and/or move up to 15 pounds. Specific vision

abilities required by this job include close vision, depth perception and the ability to
adjust focus,
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Position Description

Children’s Trust Grant
ESE Coordinator

Classification Identification: Contractuaj

An ESE Coordinator contractual position that works in implementing the grant curriculum
with emphasis in working with those children that have special needs.

® Works In implementing the grant curriculum during the afterschool and summer
camp program with emphasis on working with children with special needs,

* Coordinates and administers lessons for special needs children,

¢ Responsible for adhering to grant requirements.

¢ Attends ali trainings as required by the Trust,

L J

[ ]

Inputs statistics and information on program into the Trust website.

Performs other duties as assigned by the Program Director, Human Resource
Director or City Manager

FEeE

i st e

®* Thorough knowledge in running afterschool / summer camp programs,

®* Degree in Special Education

¢ 2+years of experience in child care or elementary education assistance with
emphasis on children with special needs.

® Must adhere to minimum requirements as specified in the Grant.

4O £ Ertmaitd 5 i

® While performing the duties of this job, the employee is frequently required to sit
and talk or hear, use hands and fingers, handle, feel or operate objects, tools, or

controls; and reach with hands and arms. The employee is occasionally required to
walk.

® The employee must occasionally lift and/or move up to 15 pounds. Specific. vision

abilities required by this job include close vision, depth perception and the ability to
adjust focus.
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Position Descri ption

Children’s Truét Grant
Volunteer Coordinator

Classification Identification: Contractual

55 #
Gk

'An ci‘it (fdrdinator contractual posnon that works in implmentg the grant
curriculum with emphasis in working with those children that have special needs. '

Works in implementing the grant curriculum during the aftersch
camp program for children,

* Coordinates and administers lessons for children,

® Responsible for adhering to grant requirements.

* Attends all trainings as required by the Trust,

L ]

[ ]

i

ol and summer

o

Inputs statistics and information on Program into the Trust website.

Performs other duties as assigned by the Program Director,
Director or City M

Human Resource

duties of this job, the employee s frequently required to sit
and talk or hear, use hands and fingers, handle, feel or Operate objects, tools, or
controls; and reach with hands and arms, The empioyee is occasionally required to

* The employee must occasionally lift and/or move up to 15 pounds, Specific vision

abilities required by this job include close vision, depth perception and the ability to
adjust focus. ’
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FINANCE DEPARTMENT
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Position Description

Finance Director

Classification Identification: Exempt /Non-Union

Pay Grade: Thirty One (31)

ohiand : Sl b
Responsible for overseeing all of the financial activities o
treasury, debt administration, and cash management,

f the City including budgeting,

Develops, analyzes and interprets statistical and accounting information in order to
assess operating results in terms of profitability, performance against the budget,
and industry benchmarks.

¢ Directs the coordination of the annual budget process.

Prepares annual financial statements which are audited by an independent auditing
firm,

* Directs the activities of fund accounting, revenue controls, accounts payabile,
collections, directs pPreparation of financial reports, audits and statements, and
analyzes financlal status.

* Ensures payroll is processed timely and accurately and in accordance with the City’s
payroll policies.

Ensures integrity of the City’s records.

Responsible for budgetary control to effectively manage purchases within pre-
approved budgets,

¢ Interviews, recommends employees for hire, and train employees; plans, assigns,
and directs work; appraises performance; rewards and disciplines employees;
addresses complaints and resolves problems, :

* Manages the City’s debt service and treasury activity.
¢ Prepares annual capital reports.

® Assists with the preparation of grants.

* Oversees the Administration of City insurance policies.
&

[

Researches debt funding alternatives,

Oversees and coordinates Information Technology for internal use in the City which
includes telephones, cellulars and computers, :

® Performs other duties ag assigned by the City Manager.

ge of governmental accounting principles, practices, methods and

procedures.

* Ability to evaluate existing accounting methods, procedures, and practices and
recommend improvements,

Must be able to Present ideas clearly and concisely, orally and in writing.
Must possess computer and communications related expertise.
Must be familiar with Risk Management.

Establish and maintain effective working relationships with departmental officials,
associates, subordinates and the public,

Must be fluent in the English language. :
¢ Ability to meet and deal with the public in a courteous and effective manner.
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Position Description

Budget/ Utility Accountant

Classification Identification: Exempt/Non-Union

Pay Grade: Nineteen (19)

iy

sileil palk o :
Performs 3 variet

Yy of professiona) activities, moderately complex and technical
accounting functions, complex ciericai-accounting and computer system tasks,
Preparation and maintenance of financia| accounts and other departmental records,

Work involves assisting in the annual budget preparation; on-going monitoring and
maintenance of the annual budget; monthly actual-to-budget preparation and analysis;
complex worksheet preparation and analysis; account-keeping and analysis; developing
and providing financial information for uge in negotiations of collective bargaining
agreements; utility billing, reporting, follow-up and analysis; customer service related to
utility billing and accounts; preparation of Journal entries; assisting in the closing of
year-end; assisting external auditors in year-end audit; providing information and
assistance to other accounting personnel development; assisting the development of

and provides general guidelines on New assignments, Positions in this class require
familiarity in bookkeeping, utility billing, and related accounting tasks,

Assists the Finance Director and Department Heads in the Preparation, review and

maintenance of the annual budget.

¢ Develops and provides financial information to City management for use in
hegotiations of collective bargaining agreements.

® Monitors revenye and expenses for departmental accounts; ensures expenditure

control and compliance with budget, funding and reporting requirements, City policy
and standard accounting procedures,

®* Analyzes monthly budget-to-actua) variances and discusses such variances with
Departments for explanation.
Assists in year-end closings and Prepares supporting ledgers for auditors as required,
Provides information and assistance to other accounting personnel, department

managers and other staff regarding accounting requirements and the use of
automated systems,

*  Applies complex policies and procedures to area of.responsibillty, keeping precise
records,

* Assists the development of New or revised procedures to simplify and improve
Operations and services rendered.

¢ Develops and/or Prepares special financial reports as requested by the Finance
Director.

¢ Constructs complex spreadsheet applications, Prepares and reviews financial data for
input into automated financial systems.
* Analyzes, reconciles, balances and maintains accounting records.
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¢ Prepares, reviews and processes revenue, expenses, and related journal entries.

Analyzes utility records and initiates action for correction of errors and clarification of
discrepancies.

® Classifies receipts and expenditures according to The Florida Uniform Accounting
Classification System.

¢ Inputs and processes checks, invoices, purchase orders and accounts payable

¢ Reviews expenditure and purchasing documents for availability of funding,
mathematical correctness, and compliance with City policy and State and Federal
funding requirements.

* Inputs and processes utility billings, cut-off notices and other utility-related
information

® Provides customer service functions for utility bilting functions which include
initiation, update, service orders and termination of accounts

¢ Furnishes information to the public on a variety of routine matters related to
accounts maintained, hears complaints and solves customer problems.

¢ Performs other duties as assigned.

.... il

unts and records,

* Knowledge of clerical methods used in keeping fiscal acco
accounting terminology, procedures, routines and equipment.
Knowiedge of business mathematics and English.

Ability to type from clear copy or rough draft at a moderate rate of speed.
Ability to understand and follow complex oral and written directions.
Ability to operate a computer terminal at a reasonable rate of speed.

Ability to maintain effective working relationships with employees and with the -
public.

® Ability to operate a 10 key calculator efficiently.

m. m ¢ i

£ 5

* A Bachelor's degree from an accredited college in a related field such as accounting,
business administration, or public administration.

¢ Five (5) years experience In utility billing, budgeting or accounting or an equivaient
combination of education and experience in the bookkeeping field.

¢ Minimum requirements may be waived by the City Manager.

Sl M

processing, spreadsheet, data base, 10-ke
calculator; telephone; copy machine and fax machine.

* The physical demands described here are representative of those that must be met
by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

¢ While performing the duties of this job, the employee is frequently required to sit

and talk or hear, use hands and fingers, handle, feel or operate objects, tools, or
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controls; and reach with hands and arms. The employee is occasionally required to
walk. :

¢ The employee must occasionally lift and/or move up to 15 pounds. Specific vision
abilities required by this job inctude close vision, depth perception and the ability to
adjust focus.
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Position Description
Account Clerk I

Classification Identification: Non-Exempt / Union

Pay Grade: Thirteen (13)

lifanittvalily 4 tenihealtil fe i
Performs complex clerical-bookkeeping and computer system tasks, preparation and
maintenance of financial accounts and other departmental records; does related work as
required.

An employee in this class performs account keeping, analysis, clerical-bookkeeping,
utility billing, payroll and related tasks through manual and computer terminal
operations. Ability to analyze and prepare worksheets and schedules. Supervisors are
available for consultation on routine problems and provide detailed instructions on all
new assignments. Positions in this class some familiarity with the division to which
assigned or a background in bookkeeping require, data processing, payroll, utility billing,.
and related clerical-accounting tasks. When assigned to the collection counter, the
employee is responsible for seeing that all routine work and reports are completed daily.

* Analyses utility records and initiates action for correction of errors and clarification of
discrepancies.

e Operates computer terminal for the input and processing of a variety of data
applications such as preparation of utility bills, posting of payments, accounting,
billing, invoices, purchase orders, accounts payable, payroil, bank reconciliation, and
other related computer applications.

* Performs incidental clerical work in connection with typing reports, accounting
statements, and form letters.

e Furnishes information to the public on a variety of routine matters related to
accounts maintained.

® Provides customer service functions for utility billing functions which include
initiation, update, service orders and termination of accounts.

Hears complaints and solves customer problems.

Serves as payroll clerk, reviews all changes to master file, enters into computer all
hours worked by employees, generates and balances payroll as required, advises
department head on payroll problems, prepares federal and state quarterly and
annual payroll reports, prepares W-2 forms, 1099 reports and other related reports.

Maintains check registration and associated reprints.
Responsible for central cashiering operations and related activities.
Summarizes and transmits receipts for various permit fees and municipal revenues.

Balances cash receipts, disbursements and other applications on a daily and monthly
basis and post to appropriate reports.

¢ Classifies receipts and expenditures according to The Florida Uniform Accounting
Classification System.

¢ Performs other duties as assigned.
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e Maintains genel:al and subsidiary revenue and expenditure records, sorting, proofing
and posting entries from supporting records, making adjusting entries, balancing
against other records and preparing reports for such records.

Prepares monthly reports showing encumbrances and expenditures for each fund on
a comparative basis for review by department head and subsequent transmittal to
the various departments, and prepares other departmental reports that may be
required.

Assists in prepéring schedules, graphs, worksheets, printing and assembling the
annual budget.

¢ Checks payroll time sheets and codes for individual employees.
¢ Maintains files and cross indexes to update and determine status of accounts.
e Advises department head on any computer or operational problems.

¢ Knowledge of clerical methods used In keeping fiscal accounts and records,
accounting terminology, procedures, routines and equipment.

Knowledge of business mathematics and English.

Ability to type from clear copy or rough draft at a moderate rate of speed.

Ability to understand and follow complex oral and written directions.

Ability to operate a computer terminal at a reasonable rate of speed when required.

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

Physical ability to perform duties.
Ability to operate a 10 key calculator efficiently.

i

A High School Diploma or GED.

Three (3) years experience in bookkeeping work or an equivalent combination of
education and experience in the bookkeeping field.

¢ The minimum requirements may be waived by the City Manager.

rallh

s Typewriter, computer including word processing, spreadsheet, data base, 10-key
calculator, telephone, copy machine, fax machine, and survey equipment.

¢ The physical demands described herein are representative of those that must be met
by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions,

¢  While performing the duties of this job, the empioyee is frequently required to sit
and talk or hear; use hands and fingers; handle, feel or operate objects; tools, or
controls; and reach with hands and arms. The employee is occasionally required to
walk.

e The employee must occasionally lift and/or move up to 15 pounds. Specific vision
abilities required by this job include close vision, depth perception and the ability to
adjust focus.
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Position Description
Account Clerk II

Classification Identification: Non-Exempt / Union

Pay Grade: Sixteen (16)

Performs cal-booking and computer system tasks
maintenance of financial accounts and other departmental records; does related work as
required.

An employee in this class performs account keeping, analysis, clerical-bookkeeping,
utility billing, payroll and related tasks through manual and computer terminal
operations. Ability to analyze and prepare worksheets and schedules. Supervisors are
available for consultation on routine probiems and give detailed instructions on all new
assignments. Positions in this class require some familiarity with the division to which
assigned or a background in bookkeeping, data processing, payroll, utility billing, and
related clerical-accounting tasks. When assigned to the collection counter, the employee
is responsible for seeing that all routine work and reports are completed daily.

® Analyses utility records and initiates action for correction of errors and clarification of
discrepancies.

* Operates computer terminal for the input and processing of a variety of data

- applications such as preparation of bills, posting of payments, accounting, utility
billing, invoices, purchase orders, accounts payable, payroll, bank reconciliation, and
other related computer applications.

e Performs incidental clerical work in connection with accounts maintained such as
typing reports, accounting statements, and form letters.

¢ Furnishes information to the public on a variety of routine matters related to
accounts maintained.

e Provides customer service functions for utility billing functions which include

initiation, update, service orders and termination of accounts.

Hears complaints and solves customer problems.

Serves as payroll clerk, reviews all changes to master file, enters into computer all

hours worked by employees, generates and balances payroll as required, advises

department head on payroll problems, prepares Federal and State quarterly and

annual payroll reports, prepares W-2 forms, 1099 reports and other reports.

Maintains check registration and associated reprints.

Responsible for central cashiering operations and related activities.

Summarizes and transmits receipts for various permit fees and municipal revenues.

Balances cash receipts, disbursements and other applications on a daily and monthly

basis and post appropriately.

¢ Classifies receipts and expenditures according to The Florida Uniform Accounting
Classification System.

* Maintains general and subsidiary revenue and expenditure records, sorts, proofs and
post entries from supporting records, making adjusting entries, balancing against
other records and preparing reports for such records.
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e Prepares monthly reports showing encumbrances and expenditures for each fund on
a comparative basis for review by department head. Prepares other departmental
reports as may be required.

® Assists in preparing schedules, graphs, worksheets, printing and assembling the
annual budget.

Checks payroll time sheets and codes for individual employees.

Maintains files and cross indexes to update and determine status of accounts.
Advises department head on any computer or operational problems.
Performs other duties as assigned.

o Knowledge of clerical methods used in keeping fiscal accounts and records, -
accounting terminology, procedures, routines and equipment.

¢ Knowledge of business mathematics and English.

e Ability to type from clear copy or rough draft at a moderate rate of speed.

e Ability to understand and follow complex oral and written directions.

e Ability to operate a computer terminal at a reasonable rate of speed when required.
e Ability to maintain effective working relationships with employees and the public,

¢ Physical ability to perform duties.

e Ability to operate a 10 key calculator efficiently.

* A High School Diploma or GED.

e Five (5) years experience in bookkeeping work or an equivalent combination of
education and experience in the bookkeeping fieid.

¢ The minimum requirements may be waived by the City Manager.

e Typewriter, computer including word processing, spreadsheet, data base, 10-key
calculator, telephone, copy machine, fax machine, and survey equipment.

e The physical demands described here are representative of those that must be met
by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

o While performing the duties of this job, the employee is frequently required to sit
and talk or hear, use hands and fingers, handle, feel or operate objects, tools, or
controls; and reach with hands and arms. The employee is occasionally required to
walk.

e The employee must occasionally lift and/or move up to 15 pounds. Specific vision
abilities required by this job include close vision, depth perception and the ability to
adjust focus.

Position Description
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Accountant 11

Classification Identification: Exempt / Non-Union

Pay Grade: Nineteen (19)

Performs a variety of professional activities, moderately complex and technical
accounting functions. Work involves reconciling and closing general ledger accounts,
preparing a variety of reports and analysis, using electronic spreadsheets and
worksheets, Prepares financial statements, supervises bookkeeping and clerical staff.

. Monltors revenue and expenses for departmental accounts; ensures expendlture
control and compliance with funding and reporting requirements, City policy, and
standard accounting procedures.

» Constructs complex spreadsheet applications, prepares and reviews financial data for
input into automated financial systems, and generates reports,

e Reviews expenditure and purchasing documents for availability of funding,
mathematical correctness, and compliance with City policy and State and Federal
funding requirements.

» Analyzes, reconciles, balances, and maintains accounting records; develops budgets
and special financial reports.

e Prepares, reviews, and processes budget, revenue, expenses, payroll, and related

correcting entries and prepares bank reconciliation of great complexity.

« Compiles and reviews statements and/or prepares reports on fund and transaction
activities routinely and upon request.

Performs bank reconciliation.

+ Reconciles payroll journal entries and payroll deductions.

» Reconciles annual inventory of fixed assets and reconciles the general ledger for any
additions and deletions of fixed assets

» Assists in year-end closings and prepares supporting ledgers for auditors as required.

s Prepares and file annual or quarterly state reports.

e Oversees utility billing, reconciliation and customer relationships.

» Oversees payroll process as required.

e Provides technical information and assistance to other accounting personnel,

department managers and other staff regarding accounting requirements and the
use of automated systems.

« Applies complex policies and procedures to area of responsibility, keeping precise
records.

+ Assists the development of new or revised procedures to simplify and improve
operations and services rendered.

» Performs other duties as assigned.

e Knowledge of clerical methods used in keeping fiscal accounts and records, office
terminology, procedures, routines and equipment.

Knowledge of business mathematics and English.

Ability to type from clear copy or rough draft at a moderate rate of speed.
Ability to understand and follow complex oral and written directions.
Ability to operate a computer terminal at a reasonable rate of speed.
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. Ability to maintain effective working- relationships with employees and with the
public.

¢ Ability to operate a 10 key calculator efficiently,

i:d

. A Bachelors egree from an accredlted college in a related fieid such as accountmg,
business administration, or public administration.

e Three (3) years experience in accounting and supervision or an equivalent
combination of education and experience in the bookkeeping field.

e Minimum requirements may be waived by the City Manager.

. Typewrlter, computer includmg word processing, spreadsheet, data base, 10-key
calculator; telephone; copy machine; fax machine; and survey equipment.

The physical demands described here are representatlve of those that must be met
by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with dlsabilltles to
perform the essential functions.

¢ While performing the duties of this job, the employee is frequently required to sit
and talk or hear, use hands and fingers, handle, feel or operate objects, tools, or
controls; and reach with hands and arms. The employee is occasionally required to
walk.

o The employee must occasionally lift and/or move up to 15 pounds. Specific vision
abilities required by this job include close vision, depth perception and the ability to
adjust. focus.
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CITY CLERKS DEPARTMENT
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Position Description
' City Clerk

Classification Identification: Exempt / Non-Union

Pay Grade: Thirty One (31)

As a Department Head reporting directly to the City Manager and Commission, this is a
responsible administrative position in recording the actions and maintaining the official
records of the City and the City Commission.

Serves as Clerk to the City Commission.
Oversees preparation of the agenda with supporting documents for meetings of the
City Commission.

¢ Attends all regular and special meetings of the City Commission, takes nbtes and
records official actions.

Prepares detailed minutes of meetings.
Reviews completed minutes of each meeting for errors and confirmation of City
actions prior to submission for approval,

* Maintains official Minutes Book.

® Supervises City elections and also provides support services to the City Manager,
City Commission, City Attorney, and various boards and committees.

® Maintenance of the City's records maintenance program, including monitoring the
storage retention and disposition of City records in accordance with State of Florida
Public Records Law and City requirements.

* Maintains the City's official records.

® Performs research of City records as assigned.

* Publishes and distributes notices and legal advertising as required by law,

* Establishes and coordinates the City’s records management program in compliance
with State law.

® Serves as Financial Disclosure Liaison.

¢ Responds to public records requests and lien searches.

* Disseminate public information to the public and media.

¢ Coordinates all City related advertisements for Commission and Board meetings, and

other City functions or postings.
¢ Performs other duties as assigned by the City Manager.

e

Thorough knowledge of the functions and organization of the City government.
Thorough knowledge of the rules of order related to public hearings.

Thorough knowledge of the City's Charter and City Code. )

General knowledge of voter registration laws and procedures.

Thorough knowledge of elections processes, procedures, laws, rules and regulations.

Thorough knowledge of standard office management practices, procedures, filing
systems, equipment, and office assistance techniques; knowledge of business
English, spelling, grammar, composition, and arithmetic; skill in the use of a perscnal

*® & o o o 9
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computer and ability to research and prepare correspondence including letters,
memorandums, reports, and resolutions.

® Ability to maintain confidential information and materials; ability to operate various
office equipment such as typewriter, PC, copier, etc,

® Ability to take and transcribe dictation using recording and transcribing equipment.;

® Ability to work independently, with little or NO supervision, and under pressure with
short deadlines; ability to supervise a clerical staff,

* Ability to deal tactfully and courteously with other agencies, the public, énd
employees,

¢ Ability to handle all types of inquiries, questions, and complaints from other agencies
and the general pubic,

Ability to deal with hostile and/or irate individuals,
Abllity to follow-up as hecessary,

related field.
5 years of experience in Management or as a City Clerk or Deputy City Clerk.

* Certified Municipal Clerk Certificate,
The minimum requirements may be waived by the City Manager.

S LAy 1 3 iR CERAlns Hit s AR i
® The physical demands described here are representative of those that must be met
by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to

® The employee must occasionally lift and/or move up to 15 pounds. Specific vision
abilities required by this job include close vision, depth perception and the ability to
adjust focus,
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Position Description

Deputy City Clerk

Classification Identification: Exempt/Non Union

Pay Grade: Sixteen (16)

Provides administrative support to the City Cierk and acts in the capacity of the City
Clerk in her absence., Performs a variety of complex analytical, report writing, record
keeping technical work in grant Preparation, analysis of programs, services, systems,
policies, and procedures, and maintaining of; confidential records, official documents of
the City and action of the City Commission, to devise the most efficient and effective
methods of accomplishing the work of City government.

* Assists in preparation and finalizing of Commission agenda packets and theijr
distribution

* Prepares Commission Chambers prior to meetings

* Prepares standard sigh-in, voting record and other forms for use during City
Commission and other meetings, and assists in manually and electronically recording
and transcribing Minutes of Commission meetings, and prepares and distributes
agenda results,

¢ Coordinates approval and execution by proper authority of various documents
approved by Commission including attesting to official documents, in the absence of
the City Clerk; distributes copies of ordinances and resolutions to agencies and
persons concerned, and maintains such documents in designated permanent records.

* Updates City Code Book including Zoning and Land Development Codes and arrange
for printing of City Code Book supplements and their distribution.

¢ Handles municipal correspondence as directed by the City Clerk

¢ Assists in the Preparation of legal advertisements and public notification letters for
public hearings; notarize documents, certify copies in the absence of the City Clerk,
respond to queries regarding property and special assessment liens. Place agendas
and other public notices on the City bulletin boards and on Cable TV as directed.

* Research and compile records for outstanding liens, prepare lien search result letters

* Assists the City Clerk and other departments with enhancement and implementation of
@ comprehensive City Records Retention, and Disposition Program in accordance with
State Records Schedules and municipal requirements

* Assists with determining proper categorization of records, location for optimal access,

other related documents.

¢ Assists in performing activities connected with municipal elections

* Advises the City Clerk of Board and Committee vacancies and advertise openings.
Distribute, accept and process Board and Committee applications, Assists in the

the City Commission, ,
¢ Gathers, interprets, and pPrepares data for studies, reports and recommendations; and
coordinates activities with other departments and agencies as needed.
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* Reviews and analyzes complex problems involving technical and departmental systems
and processes, operating procedures, and makes recommendations for their solution.

*» Studies management methods in order to improve workflow and simplify reporting
procedures to implement cost reductions to increase efficiency.

» Conducts salary studies.

» Develops and analyzes new systems relating to policy changes and/or revises
established policies, procedures and manuals relating to personnel, safety, benefits,
and internal procedures.

* Provide presentations and/or training to employees, committees or the public in
general, relating to changes in policies, programs and procedures.

¢ Organizes and documents findings of studies and prepares recommendations for
implementation of new systems, procedures or organizational changes.

 Prepares and edits computer and other reports on various project assignments
including conclusions and recommendations for solutions to administrative problems.

* Researches, coordinates, prepare, submit, and/or monitor grants.

» Responsible for maintaining updated and accurate records of insurance coverage,
pension plans and personnel transactions. '

* Maintains records and gathers information for reports confidential in nature.

* Assists in the development and implementation of the department’s goals, objectives,
policies, procedures, and work standards.

» Performs duties as assigned by the City Clerk,

i

w and documents su

amig

érter,

ch as‘lty

Co nowledge of governmental la
Code of Ordinances, policies and procedures,

* Good knowledge of legal requirements, rules of order and procedures of City
Commission meetings.

* Good knowledge of municipal government organization, functions and activities,
including election laws and procedures and records management reguirements.
Working knowledge of the principles and practices of modern public administration -

» Working knowledge of research methods and techniques and methods of report
presentation
Considerable knowledge of the use of computers for varied applications
Ability to accurately record and maintain records
Ability to establish and maintain effective working relationships with employees,
supervisors, other departments, officials and the public
Ability to communicate effectively verbally and in writing

* Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists

e Ability to write clear and concise reports, memoranda, directives and letters
Ability to exercise judgment and initiative in the performance of work

¢ Must be abie to work independently

S et i

* Associate (A.A.) D
or a related field.

* 3+ years of experience as an Assistant or Deputy City Clerk in the performance of
records management and supervision of employees,

* Local, state or federal records management or other similar experience, as well as
experience with the business of an elected governmental body, highly preferred.

+ Two years of full-time administrative work experience and considerable knowledge of
computer systems and applications.

* Minimum requirements may be waived by the City Manager.

i et

ness, Political

47T a

Science, Eng!ih |

egree in Public Adminisrétroﬁ,

Busi
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Computr and

various office equipment

n gl

me
the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit
and talk or hear, use hands to fingers, handle, feel or operate objects, tools, or
controls; and reach with hands and arms. The employee is occasionally required to
walk.

The employee must occasionally lift and/or move Up to 15 pounds. Specific vision
abilities required by this job include cloge vision, depth perception and the ability to
adjust focus.

/¢.crzr)
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Position Description

G

This is specia

Records Management Clerk & Front Desk Support
Clerk

Classification Identification: Non-Exempt / Union

Pay Grade: Eleven (11)

4 b ;

lized technical work in storage, retention, retrieval, and disposition of

A
133

records. Work involves the processing of permanent, long term, short term, and vital
records in all media forms, including the scanning or filming of records and management
of records in a digital format, Work requires the use of initiative and judgment in
cooperating with all county agencies to provide a complete and efficient method of
information management, retention, and retrieval requirements,

“3 o . $ j

Retrieves requested boxes, or files and documents for all departments; performs
look-ups in the computer database to get box locators; generates routing reports
from the database to a printer; performs retrieval scanning procedures.

Receives retrieval requests for records by mail and facsimile; screens requests to
ensure that information and confidential files are released only to authorized
persons.

Through the operation of a computer, converts input data from source documents to
electronic format,

Through the operation of a microfilm camera, computer, and/or document scanner,
scans, checks image quality, and indexes digital images of archived records.

Receives and checks boxes of records against transmittal lists to ensure
completeness, accuracy; and compliance with regulations; notifies supervisor of
missing records; enters data from transmittals into computer database; produces
audit reports to ensure database accuracy; files source documents.

Assists in systematic records destruction in accordance with authorized retention
schedules. :

1380531 e

Performs other duties as assigned by the City Clerk.

izt e

nd techniques.

Advanced knowledge of the operation and maintenance of microfilming equipment.

Good knowledge of basic clerical process including filing, sorting, and a typewriter
keyboard.

Good knowledge of record storage methods.

Ability to microfilm documents and records rapidly and accurately.

Ability to quickly locate requested documents,

Ability to accurately and in a timely manner enter input for production processing,
Ability to perform timely preparation of reports for pickup/distribution.

Abllity to get along well with others including the ability to lead and supervise
subordinates in an ongoing daily production environment,
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* Ability to read and comprehend simple instructions, short correspondence, ang
memos,

® Ability to write simple correspondence,

® Ability to effectively present information to customers, clients, and other employees
of the organization,

* Ability to apply common sense understanding to Carry out instructions furnished in
“written, oral, or diagram form,.

¢ Ability to deal with problems involving several concrete variables in standardized
situations.

*  While performing the duties of this job, the employee is occasionally required to use
a typewriter, calculator and Copy machine,

*  While performing the duties of this job, the employee s required to use g computer,
Good knowledge of pC

* Good typing skills are also required.

S
ipme

various office equipment

those that must be met
functions of this job.
easonabie accommodations may be made to enable individuals with disabilities to
perform the essential functions,

*  While performing the duties of this job, the employee is frequently required to sijt
and talk or hear, use hands and fingers, handle, feel or Operate objects, tools, or
controls; and reach with hands and arms. The empioyee s occasionally required to
walk,

* The employee must occasionally lift and/or move up to 15 pounds, Specific vision

abilities required by this Job include close vision, depth perception and the ability to
adjust focus.
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Position Description
Clerical Assistant

Classitication Identification: Part-Time / non exempt / non
union

Pay Grade: Seven (7

Advanced secretarial/administrative work assisting the City Clerk and other departments
with a variety of operational and administrative details. Work is performed with
considerable independence under general supervision of the City Clerk as needed. Work

Perform all activities associated with the scheduling of Advisory Board Meetings
Attend Advisory Board Meetings and prepare Minutes,

Perform any other duties as assigned by the City Clerk.

Exercise independent judgment involving the interpretation of instructions and

knowledge used in carrying out duties,
* Performs a wide variety of clerical work including typing, proofreading, and filing.

¢ Knowledge of modern office practices and procedures, business English, spelling, and
punctuation.

¢ Must have skill in organizing the work assigned in an efficient manner.

Ability to assume responsibility and execute the supervisor's directives and
instructions with authority,

Ability to maintain effective working relationships with other employees,
Ability to deal with the public in an effective and courteous manner.
Ability to type accurately and deal with non-routine matters.

Ability to effectively utilize Microsoft Word computer application,

* Computer including word processing, 10-key calculator; telephone: copy machine;
fax machine.

Three (3) years work experience in the Clerical field.
High School diploma or GED.
*  Minimum requirements may be waived by the City Manager.
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POLICE DEPARTMENT
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Position Description

Chief of Police
Classification Identification: Exempt / Department Head

Pay Grade: Thirty six (36)

I

This position is a sworn

G

eo

plic fficer, management position involvi the adinistratlo

and command of the police department including directing patrol, traffic, criminal
investigations and related police services in a community involved and problem solving
policing environment.,

Command, administer and supervise as a normal part of his/her duties all empioyees
within the Police Department.
* Plan, organize, direct and administer all activities of the Police Department including,

but not limited to, personnel, general departmental operations, and records
management.

¢ Formulate and prescribe work within the Police Department for all departmental
staff.

* Appraises cbnditions of work in the Police Department and takes necessary steps to
improve police operations.,

* Assures optimum departmental activity in the enforcement of traffic and safety
regulations and in furthering crime prevention programs and criminal investigation
proceciure.

* Plans and supervises the execution of police training programs.

¢ Cooperates with the County, State and Federal officers when their activities and the
activities of the City Police Department are mutually involved.

* Prepare and submit reports of police department activities to the City Manager.
Attend periodic meetings of the various law enforcement groups,

¢ Responsible for the development of departmental operations and procedures
manual; disciplines departmental personnel, evaluates staff performance and
recommends approval/denial of promotions as prescribed in the City’s Personnel
Rules and Regulations. Recommends hiring, termination, or other status changes of
employees to the City Manager as necessary,

® Submit annual budget estimates and accompanying descriptions of need to the City
Manager and supervise the control and expenditure of departmental appropriations.

* Attend periodic meetings as directed by the City Manager.
* Develops and maintains high level of community service,
[ ]
L ]

Maintain honesty and high ethical and moral standards.
Performs any other duties assigned by the City Manager,

g ‘15§!E
e ey eeet ) i

¢ Thorough knowledge of all phases of Police Department work, including principles
and practices of modern crime prevention, criminal and traffic investigation,

apprehension and rules of evidence, management and operations of
telecommunications center.
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Knowledge of office management and administration practices and Principles,

including budgeting, planning and forecasting. -

* Knowledge of effective supervisory principies and practices and ability to effectively
plan, supervise and evaluate the work of subordinates.

* Knowledge of City policies, geography, buildings, street systems and specia| areas
requiring pre-crime knowledge or special crime prevention technigues,

Knowledge of the behavior of criminals and the causes underlying criminality.

* Knowledge of the organization and function of county, state and federal agencies
concerned with enforcement regulations, licensing, safety, and related investigative
activities,

¢ Ablility to analyze situations and to act quickly, calmly, and effectively under
emergency and other stressfu| circumstances.

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

¢ Ability to prepare and Supervise the accurate preparation and maintenance of
comprehensive reports and records.

* Ability to plan, organize, coordinate, direct and evaluate the work of supervisory and

support staff.

¢ Ability to communicate effectively both orally and in writing.

A Master’s degree or 5 Bachelor’s degree from an accredited college in Jaw

enforcement or related field, an FB] National Academy Graduate Or a relevant

combination of training and/or experience, .

®* A minimum of ten (10) years experience as 3 full-time, sworn police officer with a
minimum of Seven (7) vyears in command  lave) experience required, with
administrative background preferred.

* Current Certification or the ability to meet, by training, the requirements of the

Florida Department of Law Enforcement, Criminal Justice Standards, for certification

as a Florida Police Officer.,
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Position Description
Assistant Chief of Police

Classification Identification: Exempt / Non-Union

Pay Grade: Thirty Two (32)

'Thisis a hlghly' reépon5|ble position geared “towards directing and coordinating the
activities of the Police Department and provides complex staff assistance to the Police
Chief.

Employees in this class manage Bureau Lieutenants. Incumbents in this class exercise
direct supervision over sworn and non-sworn personnel, advise and recommend policy
and procedural changes affecting their divisions, and keep the Police Chief and other
police managers abreast of all activities under their command.

Under general direction, employees in this class perform varied and complex
assignments requiring the exercise of considerable initlative and Independent judgment
in conformance with established policies and procedures. Work is reviewed by the Police
Chief or other higher level police managers through conferences, reports, observations
and success In achieving established goals.

e Manages, directs, organlzes and administers the Bureau Lieutenants of the
Department.

¢ As assigned, serves as Assistant Police Chief and directs the activities of either
Operations, Investigations or Administration.

e Directs, oversees and participates in the development of the division work plan;
assigns work activities, projects and programs; monitors work flow, implements
policies and procedures; reviews and evaluates work products, methods and
procedures.

s Coordinates division activities with Bureau Lieutenants and outside agencies and
organizations; ensures that work performed is providing for the needs of the
Department; provides staff assistance to the Police Chief and other police managers;
prepares and presents staff reports and other necessary carrespondence.

¢ Ensures that Department goals and objectives are met W|th a Patrol/Community
Policing Division by transforming ideas into results.

¢ Assists the Police Chief by participating in establishing standards, planning
schedules, developing operating procedures and directing subordinate professionals,
command, technical and clerical personnel in such functions as patrol, criminal
investigations or administrative services.

Provides direction for short and long term planning and action.
Assists in establishing. and updating Departmental Goals and Objectives; and
recommends standards, procedures, forms and regulations,

¢ Makes recommendations regarding operational policies, expenditures, plans and
other administrative matters, and assists in preparing and administering the
Department Budget.

e Coordinates and assigns tasks to shifts and support units. Ensures that Department
policies and procedures, City rules and labor contracts are adhered to in all activities.
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Recommends, in the interest of the City, that eligible applicants are considered for
hire and that subordinate employees be transferred, suspended, promoted,
terminated, re-assigned or disciplined; participates in the disposition of grievances

conducting a continuing research program to identify problems and formulate plans,
Prepares the division budget; assists in budget implementation; participates in the
forecast of additional funds needed for staffing, equipment, materiais, and supplies,
and administer the approved budget, ‘
Directs the Mmaintenance of complete police records including  genera|
correspondence, statistical records, fingerprint records, criminal investigation records
and other miscellaneoyus types of records.

Studies the incidence, type and severity of crimes occurring in the City and adjusts

activities on all Lieutenant responses,
Reports unusual problems and Progress of operations within the division to higher
management, .

Develops field service plans to handle unusual circumstances and serves as a police
representative in the City’s emergency operations plan.

Prepares and supervises the preparation of necessary reports relating to activities
and reviews reports prepared and submitted by subordinates,

Thorough knowledge of the principles and procedures of the Criminal Justice System,

Thorough knowledge of the organization, function, policies, and procedures of the
Police Department.

administration, organization and operations including those related to patrol, traffic
control and fnvestigation and identification techniques.

Thorough knowledge of pertinent Federal, State and local laws, codes and
regulations.

Considerable knowledge of the Principles and practices of supervision, training and
personnel management,

Considerabie knowledge of the use of police records and their application to the
solution of police problems,

Ability to organize, direct, and implement activities in a comprehensive Police
Department Division,

Ability to supervise, train and evaluate assigned staff,

Ability to analyze problems, identifies alternative solutions, project consequences of
Proposed actions, and implements recommendations in support of goals.
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* Ability to pProperly interpret and apply Federal, State and Local policies, Procedures,
laws and regulations,

Ability to act quickly and calmly in emergency situations.
Ability to use and care for firearms,

A Bachelor's degree from an accredited college in a related field such as criminology,
criminal justice or public administration,

* A State of Florida Certified Police Officer.,

[ ]

Seven (7) years of Sworn administrative experience or five (5) years of such service
with possession of a Master's degree.
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Assistant to the Chief of Police

Classification Identification: Exempt / Non-Union

Pay Grade: Twenty Seven (27)

- B

This is an executive management level position that assists the Chief of Police and
Assistant. Chief of Police. This position manages, personnel, fiscal, and material
resources. Duties include the support to the Chief and Assistant Chief of Police in all
levels of administration and budget management.

i

e LA,

* Perform advanced administrative work as directed by the Chief of Police and
Assistant Chief including identifying administrative and managerial problems and
recommending appropriate action.

* Responsible for the organization of the office procedures for all members of the
agency and directly responsible for compliance to protocol.

* Develop regulations for the Police Department by virtue of following a protocol for
law enforcement and assist in authoring update to Policies and Procedures Manual
Author and maintain a comprehensive Gity Hurricane Plan

Represents the City of North Bay Village at various functions as directed by Chief or
Assistance Chief of Police.

® Initiates Department Press Releases.
Transcribe and maintain all confidential files, including Union Grievances/Department
Discipline and Internal Affairs Investigations.

* Maintain the Chief / Assistant Chief calendar and set up meetings within the City, as
well as coordinating multi agency events.

» Distribute and assign incoming correspondence to the appropriate Command Staff
for their corresponding Division and track/ensure actions taken.

¢ Maintain FDLE ATMS Training and Employment Records in accordance with Florida
Department of Law Enforcement mandates, as well as in-house Training Records

¢ Compose all Department correspondence, interoffice memorandums, financial
reports . :

¢ Directly responsible for the Police Budget and Federal Forfeiture Account: Asset
Tracking and Reporting as reqguired in the Guidelines set forth by the U.S.
Department of Justice and makes presentations to City Management with
recommendations for utilizing these funds.

® Approve and maintain accounts payable (maintain database to document fleet
purchase and maintenance / repairs tire expenses and uniform/equipment purchase.

¢ Perform other duties assigned by the Chief of Police and Assistant Chief of Police.

* Thorough knowledge of organizational and management practices as applied to the
analysis and evaluation of police programs, policies and operational needs,

* Must be fluent in the English language. Ability to communicate In Spanish is a
preferred.

Considerable knowledge of modern office practices and procedures.

Must be computer literate with knowledge of Microsoft Word, WordPerfect or similar
word processing programs.

Page 50 of 117 //4,(/3/)



Ability to type at least 30 words per minute.
Ability to meet and deal with the public in an effective and courteous manner.
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Position Description

This position is a swor police officer management position involving the administration
and command of the investigation of crime and the detection and prevention of
violations of the law. '

Investigative Lieutenant

Classification Identification: Non-Exempt / Union

Pay Grade: Twenty Six (26)

i o 2

Supervises detectives and support personnel in their assigned duties.
Supervises the scheduling and coordination of shifts.

Reviews a variety of police related reports prepared by detectives or others.
Makes day-to-day police assignments as required by the needs of the service.
Establish probable cause for warrant and warrant-less searches and arrests.

Conducts periodic performance evaluations and planning sessions for assigned
personnel. Counsels assigned personnel on job performance and disciplinary
matters. ‘

Reviews information on criminal activity.

Conduct surveillance of individuals/locations.

Investigate crimes against persons and properties.

Conduct follow-up investigations.

Prepare photo line-ups.

Conduct background investigations.

Coordinate crime scene activities.

Ensure crime scene evidence is properly collected and preserved.
Searches crime scenes for physical evidence.

Document chain of custody for evidence,

Locates and interviews crime victims, witnesses and suspects.
Searches premises or property.

Keeps Victims Services Coordinator fully apprised of case activity and progress.
Traces stolen property.

Recovers and maintain an inventory of stolen property.

Check status of stolen property through computer networks.
Search for missing persons and suspects.

Attend meetings with other agencies.

Work closely with Patrol Officers by quickly responding to crimes to provide
assistance and guidance where necessary.

Perform all other duties as assigned by the Police Chief.
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uate, audit, deduce and/or assess data and/or information using

established criteria. Includes exercise of discretion in determining actual or probable
consequences, and references such evaluation to identify and select alternatives.

Knowledge of City ordinances relating to police activity, investigations and practices.
Ability to type and operate a personal computer,
Ability to compile information into reports.

* A Bachelor's degree from an accredited college in a related field such as criminology
or criminal justice.
Completion of the State Basic Training Academy or equivalent academy.

Four (4) years work experience in research, statistical analysis, investigations, or law
enforcement.

¢ Must posses a valid State of Florida driver license.
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Position Description

Operations Lieutenant

Classification Identification: Non-Exempt / Union

Pay Grade: Twenty Six (26)

T kg i ek 3 it 5 e ik
Supervises sergeants, corporals, police officers ang Support person
assigned duties. :
¢ Oversees ang may personally Participate jn investigating criminal law violations
occurring  within the jurisdiction of the department, obtaining evidences angd
compliling information regarding these Crimes, Preparing cases for filing of charges,
testifying in court, and relateq activities,

A5

L

nel in thejr

Plans individual tactics” matters such as equipment to be used for particular
Operations or the detailed plans needed for an investigation, Develops new

performance of police activitjes,

¢  Conducts periodic performance evaluations ang planning sessions for assigned
personnel. Counsels assigned Personnel on job performance ang disciplinary
Mmatters,

® Oversees and assists, as needed in the response to €mergency radio calls and
investigates accidents, robberies, cjvjj disturbances, domestic disputes, fights,
drunkenness, Mmissing children, Prowlers, abuse of drugs, etc. Takes appropriate law
enforcement action as required.

* Prepares 3 variety of réports and records,

® Reviews, evaluates ang develops Programs, policies and procedures for various
departmental Ooperations,
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Assists in the preparation and administration of the department budget.
Performs other duties as assigned by the Police Chief.

Principles of supervision, instruction, training and performance evaluation.

]

* Procedures, methods and techniques of civil service process law enforcement.

* Pertinent federal, state and local laws, codes and regulations.

e Police policies and procedures.

e Criminal behavior and causes underlying criminality and social, psychological and
physical needs of criminals.

¢ Police training; arresting and corrections procedures.

* Police terminology and practices.

e Standard police practices, methods, and procedures.

* Business communications skills.

* Good leadership skills,

® The safe and appropriate use of firearms and other police related tools.

® Supervise, organize, train and review the work of sworn personnel.

e Apply principles and techniques of modern crime prevention, mvestlgatlon
apprehension, rules of evidence, and all other aspects of law enforcement.

® Interpret and explain law enforcement policies and procedures.

¢ Maintain composure under adverse conditions such as public harassment, critical
injuries and death.

* Communicate clearly and concisely, both orally and in writing.

¢ Use good leadership skills.

¢ Prioritize tasks.

¢ Establish and maintain effective working relationships with City management,
employees and the public.

¢ Read and comprehend complex laws, ordinances, plans and order.

¢ Frequently use printer, telephone, fax.

® Properly operate city vehicle.

¢ Knowledge of City ordinances relating to police activity, investigations and practices.

® Ability to type and operate a personal computer.

* Ability to compile information into reports.

e A Bachelor's degree from an accredited college in a related field such as crlmmoiogy
or criminal justice.

¢ Completion of the State Basic Training Academy or equivalent academy.

® Four (4) years work experience in research, statistical analysis, investigations, or law
enforcement.
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Position Description
Sergeant

Classification Identification: Non-Exempt / Union

Pay Grade: Twenty Three (23)

kX i

Performs a variety of routine and 'c"oplex pbhc safety work in the performance and
administration of police patrol, investigation, traffic regulation, and related law
enforcement activities. Investigates complaints on subordinates as may be assighed.

* Supervis and other assigned personnel in their duties.
* Supervises the scheduling and coordinating of shift changes.

¢ Makes day-to-day police assignments as required.
L]

[ ]

Advises supervisors on deployment of personnel during emergency responses.
Personally participates in investigating criminal law violations occurring within the
City limits, obtaining evidences and compiling information regarding these crimes,
preparing cases for filing of charges, testifying in court, and performing other related
activities,

® Patrols City streets, parks, commercial and residential areas to preserve the peace
and enforce the law, control vehicular traffic prevent or detect and Investigate
misconduct involving misdemeanors, felonies and other law violations’, and
otherwise serve and protect,

® Responds to emergency radio calls and investigates accidents, robberies, civil
disturbances, domestic disputes, fights, drunkenness, missing chiidren, prowlers,
abuse of drugs, etc.

* Takes appropriate law enforcement action as required.

%

* Police methods and procedures, including patrol, crime prevention, traffic control,
investigation and identification techniques and equipment, police records and reports
and first aid techniques.

Departmental rules, regulations, policies and procedures,

Criminal law with particular reference to the apprehension, arrest and custody of
persans committing misdemeanors and felonies.

* Rules of evidence pertaining to the search and seizure and the preservation of
evidence in traffic and criminal cases.

® Principles and practices of modern supervision and training.

® Supervise, train, and schedule subordinates effectively.

¢ Evaluate the performance of subordinates.

* Provide specific feedback and corrective counseling to employees as it relates to job
performance.

¢ Exercise good judgment and make sound decisions when dealing with workplace
conflict. '

Use sound judgment and work with a minimum of supervision.
Gather, assemble, analyze, evaluate and use facts and evidence,
Deal effectively with simultaneous activities.

J1e.C137)
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e Quickly analyze situations and adopt effective courses of action.

e Properly interpret and make decisions in accordance with laws, rules, regulations and
policies,

Communicate clearly and concisely, orally and in writing.

Speak clearly and communicate tactfully and professionally.

Write clear and concise reports.

Follow oral and written instructions.

Use and care for firearms.

Effectively communicate with and elicit information from upset and irate citizens.
Faclilitate meetings and mediate conflicts.

Performs cther duties as assigned by the Police Chief.

el

e An Associate in Arts Degree (A.A.) from an accredited college in a related field such
as public administration or criminal justice.

Completion of the State Basic Training Academy or equivalent academy.
Must possess a valld State of Florida driver license.
Three (3) years of experience as a North Bay City Police Officer,

/1 (138)
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Position Description

Corporal

Classification Identification: Non-Exempt / Union

Pay Grade: Twenty Two (22)

Performs a variety of routine and c mplex public safety work in the performance and
administration of police patrol, investigation, and related law enforcement activities.

T 3 - T
g g i
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* Reviews a variety of police related reports prepared by subordinate officers.

* Creates a plan for individual tactical matters such as equipment to be used for
particular operations of the detailed plans for an investigation.

® Advises supervisors on deployment of personnel during emergency responses.

®* Works a uniformed shift in the performance of security patrols, traffic control,
investigation and administers first aid at accidents, detection, investigation and
arrest of persons involved in crimes or misconduct,

¢ Patrols City streets, park, commercial and residential areas to preserve the peace
and enforce the law.

* Responds to emergency radio calls and investigates accidents, robberies, civii

disturbances, domestic disputes, fights, drunkenness, missing children, prowlers,

abuse of drugs, etc.

¢ Takes appropriate law enforcement action as required.

Principles of supervision, instruction, training and performance evaluation.
Procedures, methods and techniques of civil service process law enforcement.
Pertinent federal, state and local laws, codes and regulations.

Police policies and pracedures.

Criminal behavior and causes underlying criminality and social, psychological and
physical needs of criminals.

Police training; arresting and corrections procedures.

Police terminology and practices.

Standard police practices, methods, and procedures.

Business communications skills.

Good leadership skills,

The safe and appropriate use of firearms and other police related tools.
Supervise, organize, train and review the work of sworn personnel.

Apply principles and techniques of modern crime prevention, investigation,
apprehension, rules of evidence, and all other aspects of law enforcement.

Interpret and explain law enforcement policies and procedures.

Maintain composure under adverse conditions such as public harassment, critical
injuries and death.

¢ Communicate clearly and concisely, both orally and in writing.
* Use good leadership skills.
* Prioritize tasks.

e (139)
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® Establish and maintain effective working relationships with City management,
employees and the public.

¢ Read and comprehend complex laws, ordinances, plans and order.
Frequently use printer, telephone, and fax.
Properly operate city vehicle.

* An Associate in Arts Degree (A.A.) from an accredited college in a related field such
as public administration or criminal justice.

¢ Completion of the State Basic Training Academy or equivalent academy.
Two (2) years work experience as a fully commissioned police officer.

¢ A valid State of Florida driver's license.

Position Description
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Detective

Classification Identification: Non-Exempt / Union

Pay Grade: Twenty Three (23)

i

The purpose of this classification is to perform law enforcement duties associated with
initiating and following up on criminal investigations, compiling and maintaining
testimony and physical evidence, and coordinating other law enforcement activities,
services, and programs.

S ;i AW o

Establish probable cause for warrant and warrant-less searches and arrests.
Review information on criminal activity.

Conduct surveillance of individuals/locations,

Investigate crimes against persons and property.

Conduct follow-up investigations.

Prepare photo line-ups.

Conduct background investigations.

Coordinate crime scene activities.

Ensure crime scene evidence is properly collected and preserved.

Search crime scenes for physical evidence,

Document chain of custody for evidence.

Locate and interview crime victims, witnesses and suspects.

Search premises or property.

Keep Victims Services Coordinator fully apprised of case activity and progress.
Trace stolen property.

Recover and inventory stclen property.

Check stolen status on property through computer networks.

Search for missing persons and suspects.

Attend meetings with other agéncies.

Work closely with Patrol Officers by quickly responding to crimes to provide
assistance and guidance where necessary.

+ Perform other duties as assigned by the Police Chief.

e Ability to evaluate, audit, deduce and/or assess data and/or information using

established criteria. Includes exercise of discretion in determining actual or probable
consequences, and in referencing such evaluation to identify and select alternatives,

Knowledge of City ordinances relating to police activity, investigations and practices.
Ability to type and operate a personal computer.
Abllity to compile information into reports.

i1

e An Assoclate in Arts Degree (A.A.) from an accredited college In a related fleld such
as criminology or criminatl justice.

e Completion of the State Basic Training Academy or equivalent academy.
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s Three (3) years work experience in research, statistical analysis, investigations, or
law enforcement.

¢ Must possess a valid driver license.
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Position Description
Police/Patrol

Classification Identification: Non-Exempt / Union

Pay Grade: Twenty One {(21)

a2 s
Performs police patrol, investigation, traffic regulation, and related law enforcement
activities. Police officers may be assigned to various units within the police department
to include but not limited to: Road Patrol, Detective Bureau, Traffic unit, and Marine
Patrol.

The purpose of the class is to protect life and property, enforce laws, and investigate
crime. The class is responsible for surveillance, law enforcement, investigations,
apprehension, and reporting. The class works in accordance with procedures and under
general supervision.

e Rotating shift-work, performing security patrols, traffic control, investigation and first
aid accidents, detection, investigation and arrest of persons involved in crimes or
misconduct,

e Works an assigned shift with the expectation of using own judgment in deciding
course of action in handling difficult and emergency situations without assistance,

e Carries out duties in conformance with Federal, State, County and City laws and
ordinances.

e Patrols City streets, parks, and commercial and residential areas to preserve the
peace and enforce the law; control vehicular traffic; prevent or detect and
investigate misconduct involving misdemeanors, felonies and other violations’ of the
law, -and to otherwise serve and protect,

e Responds to emergency calls and Iinvestigates accidents, robberies, civil
disturbances, domestic disputes, fights, drunkenness, missing children, prowlers,
abuse of drugs, etc. Takes appropriate law enforcement action when necessary.

e Undertakes community oriented police work, and assists citizens with such matter as
locked or stalled vehicles, crime prevention, traffic safety, etc.

¢ Carries out duties in accordance with accepted police procedures to ensure personal
safety and safety of fellow Officers. Conducts patrol activities including directing
traffic, investigation of reported or observed violations of law, and conducting patrol
activities. '

-

e Procedures, methods and technigues of civil service process law enforcement.
¢ Pertinent federal, state and local laws, codes and regulations.

s Police policies and procedures.

L ]

Criminal behavior and causes underlying criminality and social, psychological and
physical needs of criminals.

Police training; arresting and corrections procedures.
Police terminology and practices.

Standard police practices, methods, and procedures.
Business communications skills.

Good leadership skills.
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The safe and appropriate use of firearms and other police related tools.

Apply principles and techniques of modern crime prevention, investigation,
apprehension, rules of evidence, and all other aspects of law enforcement.

Interpret and explain law enforcement policies and- procedures.

Maintain composure under adverse conditions such as public harassment, critical
_injuries and death.

Communicate clearly and concisely, both crally and in writing.
Use good leadership skills.

- Prioritize tasks.
Read and comprehend complex laws, ordinances, plans and order.
Properly operate city vehicle.

¢ & & & @

A High School Diploma or GED.

Must posses a valld State of Florida driver license.

Must be a U.S. citizen.

Completion of the State Basic Training Academy or equivalent academy.
Must be at least 18 years of age.

Page 63 of 117 //CC/“/‘ﬂ



Positioﬁ Description
Special Assignment Officer: K-9 Officer / Marine
Patrol / Motors

Classification Identification: Non-Exempt / Union

Pay Grade: Twenty Two (22)

T
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volves performing traditio

functions involving the use of a certified police canine. This assignment is at the rank of
Police Officer or as otherwise designated by the Chief of Police.

This assignment carries the same expectations as the description for Police Officer by
providing basic police patrol services to the City with the following additions:

¢ Answer calls for service When not working a call involving the canine. Act as the
primary backup unit for the shift, and as the primary unit as necessary.

Ability to work with a certified canine partner.

Ability to care for a canine partner and related equipment.

Ability to care for and maintain a department vehicle that has been specially fitted
for canine use.

e Ability to maintain a standard of proficiency set forth for appropriate canine
certification(s) as determined by the department and Florida Department of Law
Enforcement.

Ability to demonstrate canine proficiency during training and public demonstrations.
Ability to be available for call-outs during off duty hours.

e Ability to keep and maintain accurate records for court, training, street use and
public demonstrations.

e Ability to comprehend and adhere to established Canine Standard Operating
Procedures and directives.

e Ability to appropriately deploy the canine in tactical situations, to advance
department objectives, protect officers, apprehend suspects or locate missing
persons.

Ability to control the canine in volatile or potentially hostile situations.
Ability to integrate the unit and advance the department’s mission and overall law
enforcement objectives.

e Ability to write comprehensive reports pertaining to canine services, including canine
bite reports, canine injury reports, use of force reports, and all other related written
correspondence.

e Ability to get along with others, and work effectively with the public and with fellow
workers.

s Perform all other duties as assigned.

e Ability to evaluate, audit, deduce and/or assess data and/or information using
established criteria. Includes exercise of discretion in determining actual or probable
consequences, and in referencing such evaluation to identify and select alternatives.
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Knowledge of City ordinances relating to police activity, investigations and practices.
Ability to type and operate a personal computer.
Ability to compile information into reports.

A High School Diploma or GED.
Must be a U.S. citizen.

Completion of the State Basic Training Academy or equivalent academy.
Must be at least 18 years of age.
Must possess a valid State of Florida driver license.
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Position Description
Supervisor Dispatcher &
Communications Coordinator

Classification Identification: Non-Exempt / Union

Pay Grade: Ten (10)

o

Performs a variety of routine clerical, administrative and technical work in receiving and
dispatching routine and emergency information; keeping official records; and assisting in
the administration of the standard operating policies and procedures of the
Communications Center,

o Monitors telephones and radio in the dispatch center, answers all incoming calis and
ascertains nature of call, gathers all necessary information to transmit or relay.

¢ Dispatches police and other response vehicles for emergency responses; broadcasts
nature, location and time of incident.

¢ Contacts all required personnel and other local concerns such as the fire department
in the event of an emergency situation.

¢ Ensures the presence of reserve units by contacting personnel designated for call-
hack and relays information as required.

Monitors reverse 911 computer ensuring all members are accounted for.
Creates outbound calls to citizens, if the need arises.

Maintains employee sick log and keeps supervisor advised of possible manpower
shortages.

e Composes, types, and edits correspondence‘, reports, memoranda, and other
material requiring judgment as to content, accuracy and completeness.

¢ Performs other duties as assigned by the Chief of Police.

e Considerable knowledge of modern public safet
procedures, techniques, and equipment.

e Considerable knowledge of applicabie laws, ordinances, rules, regulations and
standard operating procedures related to emergency public safety communications.

¢ Considerable knowledge of computers and computer-aided dispatching; working
knowledge of modern principles and practices of public administration.

s Ability to train and supervise staff.
Ability to communicate effectively orally and in writing.

Ability to establish and maintain effective working relaticnships with empioyees,
peers and supervisors.

Ability to exercise sound judgment in evaluating situations and in making decisions.
Ability to give verbal and written instructions.

y communications practices,

Bttt b, patEdent R il it 3 ‘x IEatath

¢ . High School diploma or GED,
» Three (3) years of experience in clerical or customer service.
e Minimum requirements may be waived by City Manager.
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Position Description
Dispatcher

Classification Identification: Non-Exempt / Union

Pay Grade: Eight (8)

ge

Performs non-emergency dispatch duties utilizing 2-way radio or other means to
transmit, receive and relay information to field personnel regarding work assignments.
Advises field personnel of service problems and directs service or repair crews to work
locations. May serve as a receptionist and/or switchboard operator, receiving service
calls, answering routine service calls, answering routine questions and/or dispatching
service or repair crews directly for routine matters.

e Receives and records written and voice messages by telephone and radio via the
Computer Aided Dispatching system.
Transmits messages and departmental information by radio to personnel in the field.

Maintains records of all assigned units as to location, availability, and type of
eguipment via the Computer Aided Dispatching system.

¢ Maintains files on wanted, missing, or lost persons, stolen vehicles, and related
information used in disseminating information to field units.

e Operates computer terminal and originates input information, such as stolen articles
and requests for information via National Criminal Information Center and Florida
Criminal Information Center.

Furnishes field units with computer data as requested.
Dispatch all calls for Police service including 911 emergencies.

Assists the public by greeting citizens when they enter the station and respond to
informational requests.

¢ Takes telephone complaints from citizens and directs the information to the
appropriate person within the department.

e Performs related work as assigned by the Chief of Police or a designee.
Performs clerical, administrative and technical work In receiving and dispatching
routine and emergency information to police personnel and other emergency
response vehicles.
Keeps official records.

* Assists in the administration of the standard operating policies and procedures of the
Communications Center.

ility to communicate in Spanish is highly

» Must be fluent in the English language. Ab
desirable.
Considerable knowledge of modern office practices and procedures.

Must be computer literate with knowledge of Microsoft Office, WordPerfect or similar
word processing programs.

Ability to type at least 30 words per minute.
Ability to meet and deal with the public in an effective and courteous manner.
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Ability to perform several tasks at one time.
Must posses or be able to obtain 911 emergency medical priority training,
Must be flexible in duty hours.

High School Graduate, preferable experience in law enforcement, but not necessary.
Must pass Background Check and Polygraph for final consideration.

Three (3) years work experience in the performance of general secretarial and
clerical work.

¢ Previous experience as a dispatcher with a Law Enforcement Agency is preferred.
s  Minimum requirements may be walved by City Manager.
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Position Description
Records Coordinator I

Classification Identification: Non-Exempt / Union

Pay Grade: Eleven (11)

Sl B iitisitiedl L23% (e e it py i $2PE5A0 2 is £ i RS
This is clerical a zed

nd technical work involving police information files and computeri

information systems. Employees in this class are responsible for operating computer
terminals and performing diversified duties pertaining to data processing formats on
local, state, and national criminal justice information systems. Duties include the rapid
and accurate inquiry, entry, modification, and retrieval of a wide variety of police records
information concerning wanted subjects, stolen articles, traffic records, etc. Related
work includes receiving and providing information telephonically, providing counter
services to the public, processing correspondence and researching records.

e Operates a computer terminal to make inquiries, recoveries, modifications,
‘cancellations and entries on wanted, missing/runaway subjects, articles, guns and
securities, into local, state, and national criminal justice information systems for the
City’s Police Department

e Sends and receives messages from local, state, and Florida Crime Information Center
terminals; verifies messages and bench warrants in the Florida Crime Information
Center to other police agencies.

e Receives telephone calls from Police Officers; verifies information and enters data
into computer terminals.

e Provides counter services to the public, processes correspondence, researches
general records, and files.

Maintains appropriate work records and logs.
Performs other duties as assigned by the Police Chief or designee.

i bt o A hifil sttt}

o Knowledge of mmunications and records management systems and a
willingness to develop innovative approaches to the delivery of emergency services
maintenance.

¢ Knowledge and understanding of automated computer systems available to public
safety organizations.

e Ability to understand training needs and approaches that can be utilized in
accomplishing division training goals; ability to understand and enhance appropriate
interpersonal relationships that will facilitate organizational effectiveness in achieving
divisional and departmental goals; prepare budget justifications.

Knowledge of laws and regulations relating to the release of information and records.
¢ Knowledge and ability pertaining to principles and practices of supervision and
training.

& Ability to communicate with others and to assimilate and understand information, in
a manner consistent with the essential job functions.

¢ Ability to operate assigned equipment.

e Ability to make sound decisions in a manner consistent with the essential job
functions.
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e Ability and experience in dealing positively with members of the public.

e An Associate in Arts Degree (A.A.) from an accredited college in a related field such
as public administration or criminal justice.

Additional experience my substitute for education on a year for year basis.

Three (3) years work experience in research, statistical analysis, investigations, or
law enforcement.

¢ Minimum requirements may be waived by City Manager.

L] Typewr:ter, computer mcludmg word processmg, spreadsheet data base 10- key

) The physu:al demands described here are representatlve of those that must be met
by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

o While performing the duties of this job, the employee is frequently required to sit

- and talk or hear, use hands and fingers, handle, feel or operate objects, tools, or
controls; and reach with hands and arms. The employee is occasionally required to
walk,

e The employee must occasionally lift and/or move up to 15 pounds. Specific vision
abilities required by this job include close vision, depth perception and the ability to
adjust focus.,
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Position Description
Records Coordinator II

Classification Identification: Non-Exempt / Union

Pay Grade: Fourteen (14)

Th|s is clencal and technlcal work involving police lnformatlon files and computerized
information systems. Employees in this class are responsible for operating computer
terminals and performing diversified duties pertaining to data processing formats on
local, state, and national criminal justice information systems. Duties include the rapid
and accurate inquiry, entry, modification, and retrieval of a wide variety of police records
information concerning wanted subjects, stolen articles, traffic records, etc. Related
work includes receiving and providing information telephonically, providing counter
services to the public, processing correspondence and researching records.

L Operates a computer termlnal to make inquiries, . recoverles, modifications,
cancellations and entries on wanted, missing/runaway subjects, articles, guns and
securities, into local, state, and natlonal criminal justice information systems for the
City's Police Department

¢ Sends and receives messages from local, state, and Florida Crime Information Center
terminals; verifies messages and bench warrants in the Florida Crime Information
Center to other police agencies.

® Receives telephone calls from Police Officers; verifies information and enters data
into computer terminals.

e Provides counter services to the public, processes correspondence, researches
general records, and files.

Maintains appropriate work records and logs.
Performs other duties as assigned by the Police Chief or designee,

) Knowledge of modern communlcatlons and records management systems and a
willingness to develop innovative approaches to the delivery of emergency services
maintenance.

o Knowledge and understanding of automated computer systems available to public
safety organizations.

e Ability to understand training needs and approaches that can be utilized in
accomplishing division training goals; ability to understand and enhance appropriate
interpersonal relationships that will facilitate organizational effectiveness in achieving
divisional and departmental goals; prepare budget justifications.

Knowledge of laws and regulations relating to the release of information and records.
Knowledge and ability pertaining to principles and practices of supervision and
training.

e Ability to communicate with others and to assimilate and understand information,

a manner consistent with the essential job functions.

Ability to operate assigned equipment.

Ability to make sound decisions in a manner consistent with the essential job
functions.
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* Ability and experience in dealing positively with members of the public.

G i

* An Associate in Arts Degree (A.A.) from an accredited college in a related field such -
as public administration or criminal justice.
Additional experience my substitute for education on a year for year basis.

Five (5) years work experience in research, statistical analysis, investigations, or law
enforcement. :

¢ Minimum requirements may be waived by the City Manager.‘
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* Typewriter, computer including word p'rocessing, spreadsheet, data base, 10-key

calculator; telephone; copy machine; fax machine; survey equipment.

5.8 L L5 : 5

* The physical demands described here are representative of those that must be met
by an employee to successfully perform the essential functions of this job,
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

® While performing the duties of this job, the employee is frequently required to sit

and talk or hear, use hands and fingers, handle, feel or operate objects, tools, or

controls; and reach with hands and arms. The employee is occasionally required to

walk. :

¢ The employee must occasionally lift and/or move up to 15 pounds. Specific vision

abilities required by this job include close vision, depth perception and the ability to
adjust focus.
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Position Description

Public Service Aide

Classification Identification: Non-Exempt / Union

Pay Grade: Thirteen (13)

At i

This is paraprofessional work assisting sworn police personnel in the City’s Police
Department. Employees in this class perform a variety of para-professional duties in
support of sworn police officials including preliminary investigations, investigation of
automobile accidents and a variety of community contact work. Duties include the
preparation of various reports, utilization of police communications equipment, operating
a motor vehicle, and processing crime scenes for latent fingerprints and other physical
evidence. Incumbents are unarmed civilian employees with no arrest or enforcement
powers, with the exception of the issuance of traffic citations in conjunction with
~accident investigations and parking violations. Supervision is received from a field
training officer or other immediate supervisor who reviews work for satisfactory
performance of assigned responsibilities.

¢ Conducts preliminary investigations of nonviolent criminal offenses and prepares
appropriate police offense/incidents reports; communicates with persons reporting,
victims and witnesses,

* Operates police two-way radio equipment and utilizes a computer terminal for
processing information. ‘

¢ Investigates automobile accidents, prepares accident reports, issues traffic summons
and testifies in related court proceedings; provides emergency first aid to injured if
required and examines accident scene for signs of physical evidence.

* Processes crime scenes for latent fingerprints and other physical evidence; uses
powder, tape and cards to lift latent fingerprints found; and prepares crime scene
reports.

* Performs liaison functions between police authorities and the comimunity; makes
daily contacts with businesses and residents in assigned work areas; attends
community meetings and assists in community programs and special events.

* Operates a motor vehicle on a continual basis in varied traffic conditions or
directions; and conducts routine patrolling.

Performs routine (minor) crime scene processing as assigned.

Completes a variety of administrative reports, delivers department mail to various
units, uses duplicating equipment and answers telephones.

* Performs related work and other duties as assigned by the Police Chief or designee.

i
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Knowledge of departmental rules, regulations and procedures.
Knowledge of public relations principles and techniques.
Knowledge of basic legal concepts as they relate to the classification of crimes.
Knowledge of the principles and practices of first aid,

Knowledge of the various reports and forms utilized in the course of work.
Knowledge of the traffic laws.

Knowledge of basic chemistry concepts related to latent fingerprint processing.
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e Ability to communicate clearly and concisely, verbally and in writing, to groups and
individuals.

¢ Ability to exercise judgment in dealing with human interactions.
Ability to prepare a variety of specialized reports. -

Ability to use mobile or hand-held radio equipment and related communications
equipment.

Ability to render first aid.

Ability to weigh facts and maintain objectivity in making decisions.

Ability to exercise tact, diplomacy and courtesy in dealing with a variety of people.
Ability to operate a motor vehicle.

Ability to control situations requiring traffic direction.

Three (3) years experience in bookkeeping work or an equivalent combination of
education and experience in the bookkeeping field.

Must posses a valid State of Florida driver license.
The minimum requirements may be waived by the City Manager.

i

o Typewriter, computer including word processing, spreadsheet, data base, 10-key
calculator; telephone; copy machine; fax machine; survey equipment.

Belih b

e The physical demands described here are representative of those that must be met
by an employee to successfully perform the essential functions of this job.
Reasonable accommeodations may be made to enable individuals with disabilities to
perform the essential functions..

o While performing the duties of this job, the employee is frequently required to sit
and talk or hear, use hands to fingers, handle, feel or operate objects, tools, or
controls; and reach with hands and arms. The employee is occasionally required to
walk,

¢ The employee must occasionally lift and/or move up to 15 pounds. Specific vision
abilities required by this job include close vision, depth perception and the ability to
adjust focus.
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Position Description
School Crossing Guard

Classification Identification: Non-Exempt / Part-time

Pay Grade: One (1)

et e it b
Under ice Department, provides assistance to
children and other pedestrians in crossing at specified streets along school routes; and
performs related work as required.

s i e
Escort children across busy crosswalks.and/or intersections.
Monitor the flow of traffic to ensure safe passage.

AL
v

Perform other related duties as assigned.
Watches for suspicious persons and/or vehicles that may prey upon young children,

Provides a safe adult presence that young children may go to when they need
assistance while going to and from school.

L ]
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* May interact with parents, school personnel, city employees, and others.
®

®

[ ]

® Ability to exercise sound judgment in evaluating situations and in making decisions.
* Ability to work independently, with a minimum of supervision and utilizing good time
management skills.

Ability to use a hand-held stop sign, flashlight, narrowcade, and sandbag.

Basic safety rules,

Basic safe driving rules and procedures.

Techniques for communicating with children and adults.

Obtaining the attention and cooperation of school children and other pedestrians.
Observing and recording license numbers and incident details accurately,

Following oral and written directions.

Communicating and acting effectively with co-workers, the supervisor and the
general public sufficient to exchange or convey information and to receive work
direction.

R B distmiinblalnton Batnaibd A0
A High School Diploma or GED.,
Minimum requirements may be waived by the City Manager,
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Position Description

En

Must

Code Enforcement Officer

Classification Identification: Exempt / non union

Pay Grade: Seventeen (17)

. T e

Inspects land and building properties for conformity with zoning rules and regulations.
Investigates complaints and makes recommendations to resolve any complaints
concerning code viclations.

bl T EA e ] ; i SRbhri
nd interprets the City’s Zoning Code, including but not limited to,
nuisance abatement, clearing, grading, filling, and flood.

Issues verbal and written notices of code violation and citations for code violations.
Presents zoning code violation cases to the City Manager or Assistant City Manager.

Assists in resolving complex and sensitive customer service issues, either personally,
by telephone or in writing.

Maintains records and documents of customer service issues and resolutions.

Research problems and complaints regarding commercial and residential buildings
code compliance.

Maintain honesty and high ethical, and moral standards.
Ability to prepare and present Code Compliance Cases before the Special Master.
Perform zoning and code compliance inspections.

Ability to get along with others and work effectively with the public and fellow
workers.

Performs other duties as assigned by the City Manager or Assistant City Manager.

Attends Code Enforcement Board Meetings held by the special master and attends
the City Commission Meetings.

ppihy

ge of Microsoft Word, WordPerfect or

a similar word processing program as well as Excel, GIS and AutoCAD.,

Ability to meet and deal with the public in an effective and courteous manner.
Ability to perform several tasks at one time.

Ability to read and understand architectural plans.

Must be fluent in the English language. Ability to communicate in Spanish is a plus.

A Bachelors Degree {B.A.) from an accredited college in a related field.
Three (3) years of experience in enforcement of governmental regulations.
Minimum of 2 levels of Code Enforcement Certification.

Minimum requirements may be waived by the City Manager.
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Position Description
. Chief Building Official

Classification Identification: Exempt / Non-Union
Pay Grade: Thirty One (31)
Part time Building Official

Classification Identification: Exempt / Non-Union
: Pay Grade: Contractua|

i :‘é‘ 4 2
This is technical and administ,
Zoni

development and maintenance of policies and procedures related to the enforcement of
all applicable laws, ordinances, and regulations. This employee also attends meetings of
Boards related to field activities,

Supervises and coordinates through subordinates the enforcement of the City’s

Building & Zoning Code; confers with staff members on work problems; occasionally

accompanies staff in the field to review unusual probiems and to give general

assistance,

® Supervises approval of applications for building permits; confers or corresponds with
architects, Property owners, and contractors concerning questions involved in the
enforcement process. :

® Supervises Inspectors, Chief Inspectors, Code Enforcement Officers, and Clerks
within the Building Department.

® Attends and participates in the activities of various boards and committees dealing
with matters relating to the City’s Building & Zoning Code; and makes

- recommendations for changes in ordinances and regulations relative to construction.
® Supervises the formulation of written procedures for the building inspection section.

* Enforces and interprets the Building Code and other related codes and ordinances of
the City including, but not limited to, site inspections, building and structural plans
review,

¢ Administer the permitting function, including application processing, fee assessment
and collection, and permit issuance. '

¢ Plan, organize, direct and administer all activities of the Building Department,
including, but not limited to, personnel evaluation, training, customer service,
general departmental operations, records management, and employee discipline.

* Formulate and prescribe work within the Building Department for all departmental
staff.

Assure optimum departmental activity in the enforcement of the Building Code.
Submit annual budget estimates and accompanying descriptions and oversees the
expenditures and revenues of the department’s budget in compliance with the City's
purchasing procedure.

® Prepare and submit reports of department activities to the City Manager
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¢ Develop a customer service program and instill upon all staff the importance of
friendly service,

Maintain honesty and high ethical and moral standards.
Develop and implement a departmental operations and procedures manual.
Evaluate staff performance annually. Discipline department employees for violation
of City or Department Policies and Procedures.

¢ The knowledge, ability and responsibility to effectively recommend hiring, firing,
promotion or other status changes of employees to the City Manager as necessary,

¢ Perform other assigned duties by the City Manager.

quired

Knowledge of general office procedures.
Knowledge of City Ordinance and the City’s Building and Zoning codes,

Ability to keep moderately complex records, to assemble and organize data, and to
prepare reports from such records.

¢ Read and accurately interpret plans and specifications.

¢ Thorough knowledge of organizational and management practices as applied to the
analysis and evaluation of police programs, policies and operational needs,

¢ Must be fluent in the English language. Ability to communicate in Spanish Is a plus.
* Considerable knowledge of modern office practices and procedures.

¢ Must be computer literate with knowledge of Microsoft Word, WordPerfect or simiiar
word processing programs.

* Ability to meet and deal with the public in an effective and courteous manner,

i

Must be qualified as one of the foliowing pursuant to Section 8-20, Chapter 8 of the

Miami-Dade County Code of Ordinances,

1. A Registered Professional Engineer licensed in the State of Florida with not less
than 5 years experience under that registration and having practiced within the
area of jurisdiction of the Building Code for at least 5 years. (License under the
structural discipline, while highly desirable, is not required.)

2. A Registered Architect licensed in the State of Florida with not less than 5 years
experience under that registration.

3. A licensed General Contractor holding a current Certificate of Competency issued
by the Florida Construction Industry Licensing Board with not less than 5 years
experience under that license.

4. A licensed General Contractor holding a current Certificate of Competency issued
by the Miami Dade County Construction Trade Qualifying Board with not less than
5 years experience under that license,

¢ Must be certified or eligible for certification as a Chief Building Inspector and Building
Plans Examiner by the Miami-Dade County Board of Rules and Appeals,

¢ Must be certified by the Miami-Dade Board of Rules and Appeals. To be certified by
the Board of Rules and Appeals the individual will need the following:

1. The inspection authority (the City) must apply for certification to the Building
Code Compliance Office prior to the appointment of the Building Official. Based
on a preliminary review of the application for certification, the Building Code
Compliance Office will within ten days grant temporary certification or deny it.

certification from the Office of Code Compliance.
2. The City would also need to certify the Building Official as a Building Plans
Examiner and Chief Building Inspector. The code requirements for these positions
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to be certified are the same a
above,

¢ Must hold a valid standard certificate issue
Business & Professional Re
Inspectors in the category an

s the minimum criteria for a Building Official listed

d by the State of Florida Department of
gulation Board of Building Code Administrators and
d discipline he/she is seeking certification.
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Position Description
Building and Zoning Clerk

Classification Identification: Non-Exempt / Unlon

Pay Grade: Eleven (11)

Advanced clerical and building permit application and plans. Provides support services
for the Building Department.

provides general zoning, building and related code information and
application forms to permit applicants and the general public, and provides guidance
in filling out various permit applications and forms, making sure applicants
understand the permitting process and the necessary information and attachments
required to submit an accurate and complete application.

e Answers questions regarding building codes and land use requirements at the
counter or on the phone.

e Processes permit applications by accepting the application, checking for accuracy and
completeness, receipting It in, calculating fees, routing to appropriate review staff,
monitoring application progress for status reports, and preparing plans and permits
for issuance.

® Maintains accurate and timely records of the permit process; inputs, maintains and
compiles a variety of data permitting activity, such as number of permits by type,
calculations, permit fees, review time, problem areas, conditions imposed, actions
taken, etc.

e Prepares, maintains and stores records, files and logs related to permit issuance and
inspections; prepares documents and plans for storage.

Assists in the scheduling of requests for field inspections.
Performs duties as assigned by the Building Official.

Attends Planning & Zoning Board Meetings and prepares the minutes of the
meetings.

R

s  Know f general office procedures.
Knowledge of City Ordinance and the City’s Building and Zoning codes.

s Ability to communicate in the English language with the public, both in person and on
the telephone.

e Ability to keep moderately complex records, to assemble and organize data, and to
prepare reports from such records.

Ability to make computations and tabulations with speed and accuracy.

e Ability to recognize plans for various building department disciplinary (Building,
Plumbing, Electrical, Mechanical, Signs, etc.)

Bachelors Degree or AA Degree in Social Sciences
Two (2) years of experience in varied clerical and secretarial work.
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e Four (4) years experience in a Building/Zoning Department or any equivalent
combination of training and experience.

e The minimum requirements may be walved by the City Manager.
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¢ The physical demands described here are representative of those that must be met
by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions,

¢ While performing the duties of this job, the employee is frequently required to sit

and talk or hear, use hands and fingers, handle, feel or operate objects, tools, or

controls; and reach with hands and arms. The employee is occasionally required to

walk.

» The employee must occasionally lift and/or move up to 15 pounds. Specific vision
abilities required by this job include close vision, depth perception and the ability to
adjust focus. '
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Position Description
Building Inspector

Classification Identification: Contractual

0

Highly responsible, administrative, supervisory, and technical work in enforcing

compliance with applicable national, state and local laws, codes, ordinances and
regulations through reviewing construction plans and specifications of new and
existing buildings, structures, and properties. Work includes office and field
duties.

as .,.X, a T Tgr:“
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¢ Enforces related national, state and local laws, codes, ordinances and
regulations by issuing warnings and written notices of violations; and follows

departmental procedures for inspection and action required to ensure
compliance. -

* May conduct technical field inspections of buildings and premises during
various phases of construction and use.
® May inspect the structure of and materials used in new and existing buildings,

structures and premises. Requests demolition of any structures declared
unsafe.

e Detects and investigates reported and unreported hazards, possible safety
problems, and violations; determines conformity with established standards
and approved plans.

* Reviews building plans, blueprints, specifications, and material lists to
determine compliance with applicable regulations and good building and
construction practices, and recommends approval or rejection.

e May issue permits and certifications dependent upon compliance with
standards, and assist applicants in completing necessary forms.

* Recommends methods, materials, equipment, and alterations to assist in
compliance with accepted standards.

May compute fees for building permits and certifications.
Determines acceptability of qualifications of contractors engaged in work
relating to the type of work referred to herein.

e Testifies in court and before related boards; obtains documentation; and
prepares testimony.

¢ Reports suspected or known violations of zoning, electrical, plumbing,
mechanical, licensing, fire, marine, and planning standards to the appropriate
authorities.

* Prepares and maintains reports, records and correspondence concerning
building structure enforcement and inspection activities.

¢ Performs related work as required.

¢ Thorough knowledge of national, state, and local laws, codes, ordinances and
regulations regarding construction, alteration, and repair of buildings and
other structures.

® Thorough knowledge of general building design and construction.
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¢ Thorough knowledge of good construction practices.

Considerable knowledge of effective practices concerning air conditioning,
electrical, plumbing and other phases of building construction.

e Ability to read and interpret blueprints, plans, drawings, specifications, and
diagrams and to determine conformance with established standards.

Ability to read, understand, explain and apply regulations.
Ability to make technical inspections and render valid decisions.
Ability to enforce regulations tactfully, firmly and impartially.

Ability to establish and maintain effective working relationship with other
employees, agencies and the public.

* Ability to make arithmetic and statistical computations with speed and
accuracy.

Ability to communicate effectively both verbally and in writing.
* Ability to testify effectively in court and before related boards.

Ability to research data and originate legal documents and other instruments
of law,

¢ Ability to prepare clear and concise records, reports, correspondence, and
other documentation.

Ability to complete forms legibly and accurately.

Ability to supervise the work of subordinate employees in a manner
conductive to full performance and high morale.

¢ Must be gualified as one of the following pursuant

Miami-Dade County Code of Ordinances.

1. A Registered Professional Engineer licensed in the State of Florida with not less
than 5 years experience under that registration and having practiced within the
area of jurisdiction of the Building Code for at least 5 years. (License under the
structural discipline, while highly desirable, is not required.)

2. A Registered Architect licensed in the State of Florida with not less than 5 years
experience under that registration.

3. A licensed General Contractor holding a current Certificate of Competency issued
by the Florida Construction Industry Licensing Board with not less than 5 years
experience under that license.

4. A licensed General Contractor holding a current Certificate of Competency issued
by the Miami-Dade County Construction Trade Qualifying Board with not less than
5 years experience under that license,

¢ Must be certified or eligible for certification as a Chief Building Inspector and Building

Plans Examiner by the Miami-Dade County Board of Rules and Appeals.

e Must be certified by the Miami-Dade County Board of Rules and Appeals. To be
certified by the Board of Rules and Appeals the individual will need the following:

1. The inspection authority (the City) must apply for certification to the Building
Code Compliance Office prior to the appointment of the Building Official. Based
on a preliminary review of the application for certification, the Building Code
Compliance Office will within ten days grant temporary certification or deny it.
The application is then submitted to the Board of Rules and Appeals for approval
or denial. The city shall not employ any person without first obtaining temporary
certification from the Office of Code Compliance.

2. The City would also need to certify the Building Official as a Building Plans
Examiner and Chief Building Inspector. The code requirements for these positions
to be certified are the same as the minimum criteria for a Building Official listed
above.

g
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to Section 8-20, Chapter 8 of the

Page 84 of 117 //C'Ué5)



¢ Must hold a valid standard certificate issued by the State of Florida Department of
Business & Professional Regu

lation Board of Building Code Administrators and
Inspectors in the category and discipline he/she is seeking certification.
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Position Description
Electrical Inspector

Classification Identification: Contractual

i 3

m Hily resible

P

visory, and

it Y

, administrative, super technical work in enforcing

compliance with applicable national, state and local laws, codes, ordinances and
regulations through reviewing construction plans and specifications of new and
existing electrical installation. Work includes offices and field duties, supervising
the enforcement program to ensure that legally established requirements for
plans, workmanship and materials are met with regard to electrical work
throughout the City.

L4

® Enforces related national, state and local laws, codes, ordinances and
regulations by issuing warnings and written notices of violations; follows
departmental procedures for inspection and action required to ensure
compliance.

* May conduct technical field inspections of buildings and premises during
various phases of construction and use, related to the installation and
operation of electrical systems and equipment.

® May inspect the structure of and materials used in new and existing electrical
systems and requests correction of any deficiencies.

¢ Detects and investigates reported and unreported hazards, possible safety
problems, and violations; and determines conformity with established
standards and approved plans.

® Reviews building plans, blueprints, specifications, and material lists to
determine compliance with applicable regulations and good electrical
construction practices and recommends approval or rejection.

e May issue permits and certifications dependent upon compliance with
standards, and assist applicants in completing necessary forms.

¢ Recommends methods, materials, equipment, and alterations to assist in
compliance with accepted standards.

May compute fees for building permits and certifications.

Testifies in court and before related boards; obtains documentation; and
prepares testimany.

¢ Reports suspected or known violations of electrical systems installation,
materials and workmanship standards to the appropriate authorities.

® Prepares and maintains reports, records and correspondence concerning
building structure enforcement and inspection activities.

¢ Performs related work as required.

g g i 3
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* Thorough knowledge of national, state, and local laws, codes, ordinances and
regulations regarding construction, alteration, and repair of electrical systems
installation, materials, workmanship and equipment.

*. Thorough knowledge of good construction practices.
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® Considerable knowledge of effective practices concerning electrical systems,
installation practices and other phases of building construction relating to
electrical work.

® Ability to read and interpret biueprints, plans, drawings, specifications, and
diagrams and to determine conformance with established standards.

Ability to read, understands, explain and apply regulations.

Abllity to make technical inspections and render valid decisions,

Ability to enforce regulations tactfully, firmly and impartially.

Ability to establish and maintain effective working relationship with other
employees, agencies and the public.

Ability to communicate effectively both verbaily and in writing.
Ability to testify effectively in court and before related boards.

Ability to research data and originate legal documents and other instruments
of law,

* Abllity to prepare clear and concise records, reports, correspondence, and
other documentation.

® Ability to complete forms legibly and accurately,

¢ Ability to supervise the work of subordinate employees in a manner conducive
to full performance and high morale.

* A Certificate of Competency as a master and with at least ten (10) vyears
experience as a master electrician; OR a degree in Electrical Engineering and
five (5) years experience as a master electrician, working in the Miami Dade
County area. )

® Must be certified or eligible for certification as a Chief Building Inspector and Building
Plans Examiner by the Miami-Dade Board of Rules and Appeals.

* Must be certified by the Miami-Dade Board of Rules and Appeals. To be certified by
the Board of Rules and Appeals the individual will need the following:

1. The inspection authority (the City) must apply for certification to the Bullding
Code Compliance Office prior to the appointment of the Building Official,
Based on a preliminary review of the application for certification, the Building
Code Compliance Office will within ten days grant temporary certification or
deny it. The application is then submitted to the Board of Rules and Appeals
for approval or denial. The City shall not employ any person without first
obtaining temporary certification from the Office of Code Compliance.

2. The City would also need to certify the Chief Electrical Inspector as a Plans
Examiner and Building Inspector.

* Must hold a valid standard certificate issued by the State of Florida Department of
Business & Professional Regulation Board of Building Code Administrators and
Inspectors in the category and discipline he/she is seeking certification.
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Position Description

Mechanical Inspector

Classification Identification: Contractual

B

supervisory, and technical work | enforcing

“Highi

y responsible, administrative,

compliance with applicable national, state and local laws, codes, ordinances and
regulations through reviewing construction plans and specifications of new and
existing buildings, structures, and properties. Work includes office and field
duties,

5 i

Enforces related national, state and local laws, codes, ordinances and

regulation by issuing warnings and written notices of violations; and follows

departmental procedures for inspection and action required to ensure
compliance.

¢ Conducts technical field inspections of buildings and premises during various
phases of construction and use; Issues safety certificates and renews onh an
annual basis following re-inspection. ,

* Detects and investigates reported and unreported hazards, possible safety
problems, and violations; determines conformity with established standards
and approved plans.

* Reviews building plans, blueprints, specifications, and material lists to
determine compliance with applicable regulations and good mechanical
practices and recommends approval or rejection,

* May issue permits and certifications dependent upon compliance with
standards, and assist applicants in completing necessary forms.

* Recommends methods, materials, equipment, and alterations to assist in
compliance with accepted standards,

¢ Testifies In court and before related boards; obtains documentation; and
prepares testimony.

* Reports suspected or known violations of mechanical standards to the
appropriate authorities.

* Prepares and maintains reports, records and correspondence concerning
building structure enforcement and inspection activities.

® Performs related work as required.

- 5

Thorough knowledge of national, state, and local laws, codes, ordinances and
regulations relating mechanical equipment installation, operation and
maintenance.

* Considerable knowledge of effective practices concerning air conditioning,
electrical, plumbing and other phases of building construction. :

* Knowledge of effective supervisory techniques.

* Ability to read and interpret blueprints, plans, drawings, specifications, and
diagrams and to determine conformance with established standards;

Ability to read, understands, explain and apply regulations.
Ability to make technical Inspections and render valid decisions.
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e Ability to enforce regulations tactfully, firmly and impartially.

e Ability to establish and maintain effective working relationship with other
employees, agencies and the public.

e Ability to make arithmetic and statistical computations with speed and
accuracy. '

e Ability to communicate effectively both verbally and in writing.
e Ability to testify effectively in court and before related boards.

¢ Ability to research data and originate legal documents and other instruments
of law.

e Ability to prepare clear and concise records, reports, correspondence, and other
documentation.

e Ability to complete forms legibly and accurately.

¢ Ability to supervise the work of subordinate employees in a manner conductive to full
performance and high morale.

oy Ransties i 15 eritbialis Rt b Lt i 4 =

¢ A Registered Professional Engineer licensed in the State of Florida, with not less than
five (5) years under that registration, OR a licensed Master General Mechanical,
holding a current Certificate of Competency from Miami Dade County Construction
Trades Qualifying Board, with not less than ten (10) years experience as a practicing
Mechanical Master or Journeyman general.

» Must be certified or eligible for certification as a Chief Building Inspector and Building
Plans Examiner by the Miami-Dade County Board of Rules and Appeals.

o Must be certified by the Miami-Dade County Board of Rules and Appeals. To be
certified by the Board of Rules and Appeals the individual will need the following:

1. The inspection authority (the City) must apply for certification to the Building
Code Compliance Office prior to the appointment of the Building Official. Based
on a preliminary review of the application for certification, the Building Code
Compliance Office will within ten days grant temporary certification or deny it. -
The application is then submitted to the Board of Rules and Appeals for approval
or denial. The City shall not employ any person without first obtaining temporary

_certification from the Office of Code Compliance.

2. The City would also need to certify the Chief Mechanical Inspecter as a Plans
Examiner and Building Inspector.

» Must hold a valid standard certificate issued by the State of Florida Department of
Business & Professional Regulation Board of Building Code Administrators and
Inspectors in the category and discipline he/she is seeking certification.

i i
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Position Description

Plumbing Inspector

Classification Identification: Contractual

= i ] #
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Highly responsible, administrative, supervisory, and technical work in enforcing
compliance with applicable national, state and local laws, codes, ordinances and
regulations through reviewing construction plans and specifications of new and existing
plumbing installation. Work includes office and field duties.

£ R
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* Enforces related national, state and local laws, codes, ordinances and regulations by
issuing warnings and written notices of violations; follows departmental procedures
for inspection and action required to ensure compliance,

® Conducts technical field inspections of buildings, equipment and installation during
various phases of plumbing construction, installation and operation.

s Inspects new and existing plumbing facilities such as: plumbing, water supply, gas
supply, and drainage systems, fixtures, and appliances; pipe work in connection with
oil burning equipment, air conditioning and boiler installation, fire lines and sprinkier
systems.

* Detects and investigates reported and unreported hazards, possible safety problems,
unsanitary or inadequate conditions and violations; and determines conformity with
established standards and approved plans.

® Reviews plumbing installation plans, blueprints, specifications, and material lists to
determine compliance with applicable regulations and good building and construction
practices and recommends approval or rejection.

* May issue permits and certifications dependent upon compliance with standards, and
assist applicants in completing necessary forms.

* Recommends methods, materials, equipment, and alterations to assist in compliance
with accepted standards.

May compute fees for building permits and certifications.

Determines acceptability of qualifications of contractors engaged in work relating to
the type of work referred to herein.

¢ Testifies in court and before related boards; obtains documentation; and prepares
testimony.

* Reports suspected or known violations of zoning, electrical, plumbing, mechanical,
licensing, fire, marine, and planning standards to the appropriate authorities.

® Prepares and maintains reports, records and correspondence concerning building
structure enforcement and inspection activities.

¢ Performs related work as required.

TE a( e

* Thorough knowledge of national, state, and local laws, codes, ordinances and
regulations regarding plumbing, water supply, gas supply, and drainage systems,
fixtures, and appliances; knowledge also required for pipe work in connection with oil
burning equipment, air conditioning and boiler installation, fire lines and sprinkler
systems.

® Thorough knowledge of effective practices concerning installation, operation and
maintenance of sanitary plumbing, water supply and gas supply systems.
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¢ Considerable knowledge of building design and construction.
Considerable knowledge of good construction practices,

Ability to read and interpret blueprints, plans, drawings, specific'ations, and diagrams
and to determine conformance with established standards.

Ability to read, understand, explain and apply regulations.
Ability to make technical inspections and render valid decisions.
Ability to enforce regulations tactfully, firmly and impartially.

Ability to establish and maintain effective working relationship with other employees,
agencies and the public.

Ability to make arithmetic and statistical computations with speed and accuracy.
Ability to communicate effectively both verbally and in writing.

Ability to testify effectively in court and before related boards.

Ability to research data and originate legal documents and other instruments of law.

Ability to prepare clear and concise records, reports, correspondence, and other
documentation.

* & o o »

Ability to complete forms legibly and accurately.

Ability to supervise the work of subordinate employees in a manner conducive to full
performance and high morale.

patialal i drtitan. Sredbnlh it s
Ten (10) years experience as a practical plumber with a vaiid, recognized Certificate
of Competency as a Journeyman or Master Plumber.
¢ Must be certified or eligible for certification as a Chief Building Inspector and Building

Plans Examiner by the Miami-Dade County Board of Rules and Appealis.

* Must be certified by the Miami-Dade County Board of Rules and Appeals. To be
certified by the Board of Rules and Appeals the individual will need the following:

1. The inspection authority (the City) must apply for certification to the Building
Code Compliance Office prior to the appointment of the Building Official. Based
on a preliminary review of the application for certification, the Building Code
Compliance Office will within ten days grant temporary certification or deny it.
The application is then submitted to the Board of Rules and Appeals for approval
or denial. The City shail not employ any person without first obtaining temporary
certification from the Office of Code Compliance.

2. The City would also need to certify the Chief Plumbing Inspector as a Plans
Examiner and Building Inspector.

* Must hold a valid standard certificate issued by the State of Florida Department of
Business & Professional Regulation Board of Building Code Administrators and
Inspectors in the category and discipline he/she is seeking certification. '
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Position Description

Structural Inspector

Classification Identification: Contractual

S i b ¥ S s i 5 e
Highly responsible, advanced technical, supervisory and administrative work in"enforcing
compliance with appiicable national, state and local laws, codes, ordinances and
regulations. Work involves approving and disapproving construction plans , demolition
plans and specifications prior to issuing building permits and conducting or supervising
inspections  of new and existing buildings, structures, and properties, activities
hotification, posting, violation and issuance of recertification, building violations and
abandoned buildings activities. Work includes field and office duties.

Fsld 3 i

Performs the more technical and/or more complex inspection, investigative,
enforcement, licensing and contractor certification duties,

* Interprets and explains regulations and standards and disseminates technical advice
to interested parties including subordinates, other sections and agencies, and the
public,

* Enforces relevant national, state and local laws, codes, ordinances and regulations by
issuing warnings and written notices of violations; follows departmental procedures
for inspection and action required to ensure compliance.

* Conducts or Supervises the technical field inspections of buildings, structures and
premises during various phases of construction and use,

* May order portions of a building or structure to be exposed for inspection,

i

in a dangerous or unsafe manner, and permit work to proceed after compliance with
required standards have been met.

May order buildings vacated if occupancy or use is contrary to accepted regulations,
* Requests demolition of any building or structures declared unsafe.

® Approves or rejects plans, blueprints, specifications, and material lists based on
compliance with applicable bullding regulations and good building and construction
practices and issues licenses accordingly.,

® Testifies in court and before related boards; obtains documentation; and prepares
testimony,

® Prepares and maintains reports, records and correspondence concerning building
structure enforcement and inspection actjvities.

® Performs related work as required.

¢ Thorough knowle ge of national, state, and local laws, codes, ordinances and
regulations regarding construction, aiteration, and repair of buildings and other
structures.

* Thorough knowledge of general building design and construction,
¢ Thorough knowledge of good construction practices.

¢ Considerable knowledge of City and departmental rules, regulations, procedures ang
policies,

. Kndwledge of effective practices in planning, scheduling, assigning, directing,
coordinating and evaluating the functions of the section.

s
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o Knowledge of Federal Emergency Management Agency's Flood Plain Management
Regulations and standards.

¢ Knowledge of Department of Environmental Resource Management's Asbestos
Removal regulations.

* Knowledge of Department of Transportation's Access Control regulations.

Knowledge of National, State and Local laws, codes and ordinances pertaining to
drainage and sanitation.

Knowledge of national life safety code and occupancy standards.

¢ Ability to read and interpret blueprints, plans, drawings, specifications, and diagrams
and to determine conformance with established standards;

* Ability to make highly technical inspections and render valid decisions,

* Ability to enforce regulations tactfully, firmly and impartially.

¢ Ability to establish and maintain effective working relationship with other employees,
agencies and the public.

¢ Ability to communicate effectively both verbally and in writing.

¢ Ability to make arithmetic and statistical computations with speed and accuracy.

e Ability to testify effectively in court and before related boards.

® Ability to research data and originate legal documents and other instruments of law.

¢ Ability to prepare clear and concise records, reports, correspondence, and other

documentation,
¢ Ability to complete forms legibly and accurately.

® Bachelor's degree from an accredited college in Civil Engineering, Civil Engineering
Technology, Construction Engineering Technology, or Architectural Engineering.

® Registered Professional Engineer licensed in the State of Florida, Registered Architect
licensed in the State of Florida or General Contractor with current Certificate of
Competency from Florida Construction Industry Licensing Board or from Dade County
Construction Trade Qualifying Board.
A minimum of one (1) year experience as an Engineering Inspector.

Must be certified or eligible for certification as a Chief Building Inspector and Building
Plans Examiner by the Miami-Dade County Board of Rules and Appeals.

* Must be certified by the Miami-Dade County Board of Rules and Appeals. To be
certified by the Board of Rules and Appeals the individual will need the following:
1. The inspection authority (the City) must apply for certification to the Building
Code Compliance Office prior to the appointment of the chief Structural Engineer.
Based on a preliminary review of the application for certification, the Building
Code Compliance Office will within ten days grant temporary certification or deny
it. The application is then submitted to the Board of Rules and Appeals for
approval or denial, The City shall not employ any person without first obtaining
temporary certification from the Office of Code Compliance.
2. The City would also need to certify the Chief Structural Engineer as a Plans
Examiner, and Building Inspector.
e Must hold a valid standard certificate issued by the State of Florida Department of
Business & Professional Regulation Board of Building Code Administrators and
Inspectors in the category and discipline he/she is seeking certification.
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Position Description
Public Works Director

Classification Identification: Exempt / Non-Union

Pay Grade: Thirty One (31)

The fundamental reason this classification exists is to organize, direct, and coordinate
the activities of the Public Works Department. The Public Works Director manages all
residential solid waste collection and disposal activities including recycling and household
hazardous waste programs. The Director shall also oversee the administration, operation
and capital projects for City’s sewer, water, stormwater, roadways, and landscraping.
The incumbent oversees the procurement, management and maintenance of the City's
fleet of equipment, construction, maintenance and operation of City-owned facilities and
related electrical and mechanical systems. The employee administers departmental
service contracts. The Director is responsible for determining major departmental
policies for planning long-term programs, for resolving difficult administrative problems
and for managing the departmental budget and capital projects and procurements. The
position delegates considerable authority for the performance of technical and day-to-
day administrative activities to Utilities Superintendent since the major emphasis is on
overall administration and coordination. Broad policies are prescribed by, and general
direction is received from the City Manager, who holds the Public Works Director
responsible for the effectiveness of departmental programs,

Develops and implements programs, policies and procedures for assigned division.
Plans, organizes and directs the activities of staff involved in Water, Sewer, Transit,
Maintenance, Solid Waste Management and landscaping.

» Exercises general supervision over union professional, supervisory and technical
staff.

Plans for existing and future equipment and facility needs.

Prepares Departmental operating budget including, revenues and expenditures for
enterprise funds, and capital projects.

Analyzes costs and production data to increase the cost effectiveness of operations.

Directs the preparation of operating and capital budget estimates and prepares cost
estimates on a variety of projects and procurements.

Reviews various operations and formulates proposals for contract services.

¢ Performs contract administration duties, including negotiating and recommending
contract terms, evaluating performance and ensuring compliance to warranty and
contract agreements.

Writes or directs the preparation of comprehensive management reports and grants.

Monitors legislation and develops policies and programs to ensure compliance with
federal, state, county and local laws and regulations.

e Participates and leads various interdepartmental project groups, special projects and
task forces. '
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Demonstrates continuous effort to improve operations, decrease turnaround times,
streamline work processes and work cooperatively and jointly to provide quality
seamless customer service,

Represents management in collective bargaining agreements.
Represents the City of North Bay City at Public Meetings.
Performs other duties as assigned by the City Manager.

Automotive and construction equipment usage, maintenance, and related-equipment.
Electrical systems.

Materials, methods and techniques utilized in construction and maintenance activities
of the department.

Principles and practices of public administration.

Refuse collection, disposal and recycling.

Principles and practices of personnel management and supervision.
Principles and practices of budget preparation and administration.
Privatization and contracting methods and techniques.

Organize, direct and coordinate the activities of several divisions.

Develop long-term plans and programs to make major policy decisions on compiex
technical and administrative problems.

Perform a broad range of supervisory responsibilities over others.

Communicate orally with customers, clients and the public using a telephone or in a
one-to-one or group setting.

Produce written documents with clearly-organized thoughts with proper sentence
construction, punctuation and grammar.

Works cooperatively with others,

A Bachelors degree from an accredited college in a related field such as civil,
electrical, or mechanical engineering.

P.E. is preferred,

Five (5) years supervisory experience in maintenance management, refuse collection
and disposal activities or utilities.

Minimum requirements may be waived by the City Manager.
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Position Description
Public Works Supervisor

Classification Identification: Exempt / Non-Union

Pay Grade: Twenty (20)

B i

Work involves direct responsibility for the 24-hour operation and maintenance of the
City's infrastructure to ensure customer needs are met while protecting public health
and the environment. Position coordinates, plans, and directs the operation and
maintenance of the City’s infrastructure and sanitation collection to ensure efficient
operation and compliance with all applicable federal, state, county and local regulatory
requirements. Supervision is exercised over subordinate managers and supervisors.
Directly oversees the daily operations of sanitation services, road maintenance,
landscaping, sanitary sewer, water distribution and stormwater. Work is performed with
considerable independent judgment within established policies and procedures.

stutted ‘,«.4 Pttt et el T e »’s,"xg. cHls R é; 3 Al L2

» Develops and implements policies and procedures to ensure area of responsibility is
in compliance with all regulatory requirements.

« Assists and performs long-range strategic planning to ensure the future needs of the
customers are met, while protecting public health and the environment.

» Directs and plans the corrective and preventive maintenance aspects of the system
which may include large scale industrial electronic/electrical process controls.

* Manages subordinate supervisors engaged in the maintenance and operation of the
system. _

* Ensures that facility activities are in compliance with all federal, state, county and
local requirements.

* Administers the preparation and submittal of operations and maintenance records
and reports for the system.

Conducts routine staff meetings and training programs for staff.

Confers with city officials, regulatory officials, contractors, civic ieaders and the
general public regarding system maintenance and operations.

® An AA degree from an accredited college in a related field such as civil, electrical
mechanical engineering, or construction management.

® Three (3) years experience in managing the operation and maintenance of water or
wastewater treatment or solid waste systems, including experience in the high-level
supervisory aspects of the work or any equivalent combination of training and
experience.

¢ Minimum requirements may be waived by the City Manager.

Vol
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Position Description
Sanitation Truck Driver

Classification Identification: Non-Exempt / Union

Pay Grade: Ten (10)

& S i

This is a skilled work involving the operation of moderately heavy trucks. Waste truck
drivers operate large capacity open and closed carrler vehicles in collecting garbage.
Work involves responsibility for the safe and efficient operation of motorized equipment
and for the completeness of route schedules.

Washes, cleans and gives routine first level maintenance to the equipment.

Performs manual laboring tasks such as picking up refuse and trash and loading
materials on to truck.

Drives truck to landfill and empties refuse, trash and other items.

Treats the public and other employees in a respectful and courteous manner.
Adheres to safe work practices and follows safety policies and rules,
Complies with all City regulations.

Performs other duties as assigned.

Knowledge of practices, methods and materials used in physical laboring,
Knowledge of rules and regulations pertaining to safety and operation of equipment.

Ability to make minor repairs and adjustments to equipment and detect problems
with equipment.

Ability to perform manual work.

Ability to follow and understand written and oral instructions.
Ability to learn and remember street addresses and routes.
Ability to lift fifty (50) pounds.

¢ High School Diploma or GED.
®* Must possess a valld State of Florida CDL class A or B license.

* Three (3) years experience in general maintenance and repair work.
L

Minimum requirements may be waived by the City Manager.
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Position Description
Sanitation Worker I

Classification Identification: Non-Exempt / Union

Pay Grade: Five (5)

‘xg

This is manual, semi-skilled general maintenance work in the department of public
works. Work performance requires some knowledge of with the basic trades used in a
sanitation maintenance shop. Knowledge of a wide variety of operational and
maintenance principles.

¢ Loading trash, garbage and other debris onto assigned collection vehicles.
* Assist in maintenance of collection vehicles as required.

¢ Operate hydraulic control systems on collection equipment,
¢ Perform manual labor tasks as assigned.
* Perform other appropriate duties as required.
]

Duties involve continuous bending, lifting, digging, carrying, or walking with little
chance for variety, and/or using force equal to lifting up to 50 pounds.

* Washes, cleans and gives routine first level maintenance to the equipment.
® Aids the sanitation truck driver as required.

e Performs other duties as assigned.

¢ Complies with all City regulations.

b

* Knowledge of rules and regulations pertaining to safety and operation of equipment.

e Ability to make minor repairs and adjustments to equipment and detect problems
with equipment.

¢ Ability to perform manual work.
¢ Ability to follow and understand written and oral instructions.

fionast 2 e

e High School Diploma or GED,

e One (1) year experience in general maintenance and repair work.
* A valid State of Florida driver's license preferable.
[ ]

Minimum requirements may be waived by the City Manager.

Page 99 of 117 el 18y



Position Description
Sanitation Worker 11

Classification Identification: Non-Exempt / Union

Pay Grade: Eight (8)

h

s is manual, i~ski general maintenance work in the department of public

works. Work performance requires some knowledge of with the basic trades used ina
sanitation maintenance shop, Knowledge of a wide variety of operational ang
Mmaintenance principles.
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rash

. + garbage and other debris onto assigned collection vehicles,
® Assist in maintenance of collection vehicles as required.

* Operate hydraulic control systems on collection equipment.

* Perform manual labor tasks as assigned.

*

®

%

Loading t

Perform other appropriate duties as required,

Duties involve continuous bending, lifting, digging, carrying, or walking with {jttle
chance for variety, and/or using force equal to lifting up to 50 pounds.

®

* Aids the sanitation truck driver as required.
* Performs other duties as assigned.

¢ Complies with all City regulations.

with equipment,
Ability to perform manual work.
Ability to follow and understand written and oral instructions.

e Dt bt dd ks
High School Diploma or GED.
Three (3) years experience in general maintenance and repair work,
A valid State of Florida driver’s license preferable,

Minimum requirements may be waived by the City Manager,
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Position Description

Maintenance Worker I

Classification Identification: Non-Exempt / Union

Pay Grade: Three (3)

Under close or general supervision, performs maintenance to a variety of general
buildings and grounds related to work at an assigned facility.

* Maintains grounds and landscape areas in order to ensure that grounds and
landscape areas are presentable, clean and safe.

*  Performs a. variety of facility maintenance work on public properties in order to
ensure a clean and safe environment for the public, City employees, and to minimize
major repair/replacement costs and/or extend the useful life of equipment/fixtures.,

* Cleans gutters, storm drains, pavilions, sidewalks, etc. in order to provide a clean,
sanitary and safe environment for the public.

* Prepares a variety of log sheets in order to document work activities, track
equipment usage and provide summary information to management,

& Maintains a variety of landscape and construction related equipment in order to
ensure that the equipment operates safely and appropriately when needed. Moves a
variety of furniture and related items in order to relocate/rearrange  work
stations/offices, and set up for meetings, activities and events,

®* Performs related work as required.

Complies with City regulations.

Ability to read, understand and follow instructions/guidelines associated with g
variety of general maintenance work.

® Ability to learn to perform a variety of work activities *associated with general
maintenance work.

¢ Ability to multi-task,

® Ability to communicate effectively orally and in writing,

¢ Ability to bend, stoop, reach and/or climb to complete assigned work activities.
® Ability to work outdoors in a variety of temperature/weather conditions.
L
[ ]
]

Ability to lift, carry, push and/or puil up to 30 pounds without assistance.
Ability to work with limited supervision,
Ability to operate a variety of motor vehicles,

A High School Diploma or GED,
Must posses a valid State of Florida driver license.

One (1) year experience performing full time building and/or grounds maintenance
work.

¢ Minimum requirements may be waived by the City Manager.
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Position Description

Maintenance Worker 11

Classification Identification: Non-Exempt / Union

Pay Grade: sjx (6)

xclose
buildings angd
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Maintains grounds and landscape areas in order to ensure that grounds and
~landscape areas are presentable, clean, and safe,
*  Performs a variety of facility Maintenance work on public properties jn order to

¢ Cleans gutters, storm drains, pavilions, sidewalks, etc. in order to provide 3 clean,

® Prepares g variety of log sheets in order to document work activities, track
equipment usage, and provide Summary information to management,

* Maintains a variety of landscape and construction related equipment in order to
ensure that the €quipment operates safely and appropriately when needed. Moves a
variety of furniture and related items in order to relocate/rearrange work
stations/ofﬁces, and set up for Meetings, activities, and events,

® Performs related work as required,

Ability to read, rstand, and follow instructions/guidelines associated with g
variety of general Mmaintenance work,

® Ability to learn to perform g variety of work activities associated with generaj
maintenance work,

Ability to multi-task.

Ability to communicate effectively orally and in writing,

Ability to bend, stoop, reach, and/or climb to complete assigned work activities,
Ability to work outdoors in g variety of temperature/weather conditions.

Ability to lift, carry, push, and/or pul up to 30 pounds without assistance.
Ability to work with limited supervision.

Ability to Operate a va riety of motor vehicles,

A High School Dipl
Must posses g valid State of Florida driver license,

Three (3) vyears experience performing fyjj time building and/or grounds
Mmaintenance work,

¢  Minimum requirements may be waived by the City Manager.
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Position Description

Sewer Utility Worker 1

Classification Identification: Non-Exempt / Union

Pay Grade: Nine (9)

i3 sl bty 1 A 5 : i i
Performs manyal and semi-skijlied work requiring above average knowledge and
€xperience related to the instailation, inspection, maintenance and repair of wastewater
transmission and collection facjlities and equipment including, but not limited to, lift
stations, pumps, telemetry systems, force mains, laterals, cleanouts, valves, wet wells,
dry welis, manholes, etc., Work is reviewed by periodic inspections while in progress and
upon completion.

Performs related work as required.
Complies with aj City regulations,

*  Work includes the responsibility for the safe and proper use of standard hand tools,
heavy and light power driven equipment, trucks, cars, safety equipment and other

®* Must possess the ability to complete assignments with a minimum degree of
Supervision,

® Ability to lift up to fifty (50) pounds,

. igh School Diploma
* A class C, B, or A Wastewater or Water Technician issued by the FWPCOA is
preferred.

* Two (2) years verifiable experience in wastewater, water, commercial plumbing, or
any combination thereof,

Must posses a valid State of Florida driver license,

Must Possess, or be able to obtain, a State of Florida Class B driver’s license within
the first six (6) months of employment.

* Minimum requirements may be waived by the City Manager.
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Position Description
Sewer Utility Worker 11

Classification Identification: Non-Exempt / Union

Pay Grade: Twelve (12)

Performs manual and semi-skilled work requiring above average knowledge and
experience related to the installation, inspection, maintenance and repair of wastewater
transmission and collection facilities and equipment including, but not limited to, lift
stations, pumps, telemetry systems, force mains, laterals, cleanouts, valves, wet wells,
dry wells, manholes, etc.. Work is reviewed by periodic inspections while in progress and
upon completion.

¢ Operates light and heavy equipment used in construction and maintenance such as
dump trucks, tractors, skid steers, mini excavators, crane trucks, TV trucks,
vacuum-trucks, pressure cleaners, pipe recoding equipment and backhoes.

- Assists other Utilities & Engineering Department divisions as needed.
® Performs related work as required.

MNE - 05; f»z 13 g " iy & T T m T

¢ Working knowledge of methods, materials, tools and equipment needed for the
operation and maintenance of wastewater systems,

¢ Must have the ability to understand and follow oral and written directions as well as
the ability to establish and maintain effective working relationships with other
employees and the general public.

® Must be willing to perform heavy manual and arduous labor for extended periods
under varying climatic and potentially unfavorable conditions.

® Work includes the responsibility for the safe and proper use of standard hand tools,
heavy and light power driven equipment, trucks, cars, safety equipment and other
equipment as may be required.

® Must possess the ability to complete assignments with a minimum degree of
supervision,

e Ability to lift up to fifty (50) pounds.

¢ High School Diploma or GED.
A class C, B, or A Wastewater or Water Technician issued by the FWPCOA is
preferred.

¢ Four (4) years verifiable experience in wastewater, water, commercial plumbing, or
any combination thereof., ,

Must posses a valid State of Fiorida driver license.

Must possess, or be able to obtain, a State of Florida Class B driver’s license within
the first six {(6) months of employment.

¢ Minimum requirements may be waived by the City Manager.
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Position Description
Water Utility Worker I

Classification Identification: Non-Exempt / Union

Pay Grade: Eight (8)

¢4

Work involves operation and maintenance of the City’s water system to ensure customer

needs are met while protecting public health and the environment, Performs manual
and semi-skilled work requiring above knowledge and experience related to the
maintenance, inspection, and repair of the water transmission and collection facilities.
This position must maintain all of the City’s water meters, water valves and plumbing.
Work includes the responsibility for the safe and proper use of standard hand tools,
heavy and light power driven equipment, trucks, cars, safety equipment and other
equipment as may be required.

Uses a wide variety of general construction tools and heavy and light equipment.

* Safe work practices, including safety precautions for operating power equipment and
for working in traffic under hazardous condition.

* Use common hand tools, such as a hammer, saw, drills, wrenches, screwdriver or
similar tools.

® Understand and carry out oral and written directions in order to accomplish assigned
tasks in a timely manner.

® Use various hand and power tools, such as a chain saw, jackhammer, sprayer,
hydraulic shap cutter, power saw and concrete saw.

¢ Inspects, determines needed repairs, repair if possible, replace if not reparable.,
Removes meters and replaces them with new or properly adjusted meters.
Performs other duties as assigned.

Uses a of a wide variety

L]

® Plumbing operation.

* Water and wastewater system design and operation.

* Basic writing and report generation.

* Specialized knowledge of plumbing, underground construction, heavy equipment
operation and technical utility refated repair activities.

¢ Operate heavy equipment.

* Learn job-related material through oral instruction and observation.

¢ Perform heavy manual labor under adverse working conditions.

* Read and understand work orders, diagrams, and maps.

* Take basic measurements of boards or spaces.

* Fill out work orders and daily logs of work performed,

L J

Learn job related material through structured lecture and reading.

Page 105 of 117 /1el186)



High School Diploma or GED.
A class C, B, or A Water Technician issued by the FWPCOA is

Two (2) years verifiable experience in wastewater, water, ¢
any combination thereof.

Must posses a valid State of Florida driver license.
Minimum requirements may be waived by the City Manager.
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Position Description
Water Utility Worker II

Classification Identification: Non-Exempt / Union

Pay Grade: Eleven (11)

Work involves operation and maintenance of the City’s water system to ensure customer
needs are met while protecting public health and the environment. Performs manual
and semi-skilled work requiring above knowledge and experience related to the
maintenance, inspection, and repair of the water transmission and collection facilities.
This position must maintain all of the City’s water meters, water valves and plumbing.
Work includes the responsibility for the safe and proper use of standard hand tools,

heavy and light power driven equipment, trucks, cars, safety equipment and other
equipment as may be required.

i 3 B % £ ]

Uses a wide variety of general construction tools and heavy and light equipment.

Safe work practices, including safety precautions for operating power equipment and
for working in traffic under hazardous condition.

¢ Use common hand tools, such as a hammer, saw, drills, wrenches, screwdriver or
simiiar tools.

e Understand and carry out oral and written directions in order to accomplish assigned
tasks in a timely manner.

e Use various hand and power tools, such as a chain saw, jackhammer, sprayer,
hydraulic snap cutter, power saw and concrete saw.

Inspects, determines needed repairs, repair if possible, replace if not reparable.
Removes meters and replaces them with new or properly adjusted meters.
Performs other duties as assigned.

Uses a wide variety of general construction tools and heavy and
Plumbing operation.

Water and wastewater system design and operation.

Basic writing and report generation.

Specialized knowledge of plumbing, underground construction, heavy equipment
operation and technical utility related repair activities.

Operate heavy equipment.

Learn job-related material through oral instruction and observation.
Perform heavy manual labor under adverse working conditions.
Read and understand work orders, diagrams, and maps.

Take basic measurements of boards or spaces.

Fill out work orders and daily logs of work performed.

Learn job related material through structured lecture and reading.
Ability to lift up to fifty (50) pounds.

£ SR
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¢ High School Diploma or GED.
A class C, B, or A Water Technician issued by the FWPCOA is preferred.

Two (2) years verifiable experience in wastewater, water, commercial plumbing, or
any combination thereof,

Must posses a valid State of Florida driver license.
Minimum requirements may be walved by the City Manager.
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GENERAL GOVERNMENT
SUPPORT STAFF
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Position Description

Postal Service Clerk

Classification Identification: Non-Exempt / Part-time

Pay Grade: Two (2)

Perform any combmatlon of tasks in a post office, such as recelvmg letters and parcels;
sell postage and revenue stamps, the postal cards, and stamped envelopes; fill out and
sell money orders; place mail, order stamps, examine mail for correct postage, prepare
end of day closing.

‘ Malntainsapproprlate records regarding postage,‘reglstered mail, certified mail, parcels, |
and other mail requiring special handling.

Maintains an inventory of supplies.
Maintains current standards and compliance with postal regulations.

Keeps work areas orderly, clean, and safe; ensures proper care in the use of
equipment and supplies.

Performs miscellaneous job-related duties as assugned

Performs cashiering functions.

Works with the public and demonstrate good customer service skills.
Order postage stamps and other postal supplies

Prepare report of daily collections for delivery to main post office.

Knowledge of supplles, equlpment and/or services orderlng and mventory control

Ability to effectively manage time and schedules.
Ability to follow routine verbal and written instructions.
Records maintenance skills.

Ability to sort, check, count, and verify numbers.

Ability to understand and follow safety procedures.

Knowledge of United States Post Office regulations.
Ability to handle cash and prepare daily bank deposits.

A High School Diploma or GED
Minimum requirements may be walived by the City Manager.
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Position Description

ATS Program Technical
Coordinator & Front Desk Support Clerk

Classification Identification: Non-Exempt / Non-Union

Pay Grade: Ten (10)

Perform all administrative duties related to the operation of the Red Light Traffic Camera
Program and assist with general City office clerical duties

Assists in the revie
Program functions.

Attends and assist traffic hearing officers to adjudicate final judgments.
Responsible for downloading Red Light Traffic Camera Evidence.

Responsible for attending court hearings related to the Red light Traffic Camera
program in order to present evidence to Miami Dade County Clerk of Courts.

Meets the public, gives non-technical information and explains well defined rules.
Screens and refers office callers.

Takes telephone messages.

Completes and mail routine forms or form letters.

Sorts and files correspondence.

Opens, sorts and distributes mail.

Performs a wide variety of . clerical work including typing, filing, checking and
recording information on records.

o Type letters, memorandums, spreadsheets, forms, documents, proceedings of
meetings or other materials from oral direction, rough draft, copy, or notes.

¢ Sort and file documents and records according to predetermined classifications,
maintaining alphabetical, index and cross-reference files.

e Gathers, tabulates and interprets financial information related to the work
assignment.

Balance all incoming revenues against processed receipts.

Generate daily reports.

Operates adding machine and other office appliances.

Checks invoices and requisitions and to perform arithmetical calculations.
May receive and account for receipts for City services.

Orders and maintain office supplies.

Reviews occupational license applications for compliance with City and Sate codes.
Prepares and issues occupational license and/or renewals.

Prepares and issues occupational tax invoices for collection.

Keeps up-to-date files on all occupational licensing applications and actions.
Maintains occupational license records and receivables.
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Responds to telephone and customer inquiries regarding licensing procedures, etc.
Perform other related dutles as assigned.

Knowledge of telephone etiquette.
Some knowledge of the principles and practices of modern office management,
administrative principles and their application.

Some knowledge of general record keeping and billing practices, policies and
procedures.

Ability to prepare meaningful and informative reports, special and regular financial
and statistical reports in regards to licenses.

Skill in basic filing and record keeping.
Skill in using computer applications for word processing in windows environment.,
Ability to read, speill, and perform simple mathematical computations.

Ability to learn the operation of a variety of office machines including personal
computers, telephones, copiers and fax machines.

si nimum o

High School diploma or GED.
Four (4) years experience in clerical or customer service work.
The minimum requirements may be waived by the City Manager.

The physical demands described here are representative of those that must be met

by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit
and talk or hear, use hands and fingers, handle, feel or operate objects, tools, or
controls; and reach with hands and arms. The employee is occasionally required to
walk.

The employee must occasionally lift and/or move up to 15 pounds. Specific vision

abilities required by this job include close vision, depth perception and the ability to
adjust focus.

Page 112 of 117 //GC/‘B)




Position Description
Administrative Assistant Generalist

Classification Identification: Non-exempt / Non-Union

Pay Grade: Thirteen (13)

af

Secretarlal/admiistrative work assisting with general office functioning. Work is
performed with considerable independence under general supervision of the City
Manager and/or Human Resource Director.

e Perform executive secretarial and administrative work in order to assist with the
general office functions.

e Works with the City IT provider to coordinate services for employees and ensure
proper functioning of equipment.

¢ Manages and updates the City's email, website for entire City and other department
heads at their request, updates City's TV channel, telephone and cell phone
communications, works with Human Resource Director to incorporate changes
needed due to changes in employee status.

e Orders and organizes City office supplies as needed.
Assist with City events as needed.

Assist with the general duties associated with providing front desk assistance such as
customer service, flling and managing office records and assisting In the work of the
general office.

o Performs receptionist duties when necessary.

Take dictation and transcribe administrative correspondence through verbal dictation
and/or the use of a dictating machine or similar recording equipment.

o Performs a wide variety of clerical work including typing, proofreading, filing,
- checking and recording Information on records,

e Answer routine correspondence and compose letters for Department Directors and
plan travel as needed.

Assist with Building Department coverage as needed.
Open, sort and route all correspondence to appropriate departments.

Perform any other duties as assigned by the City Manager and/or Human Resource
Director.

e Exercise independent judgment involving the interpretation of instructions and
knowledge used in carrying out duties.

e Type letters, memorandums, spreadsheets, forms, documents, proceedings of
meetings or other materials from oral direction, rough draft, copy, notes or
transcribing machine recordings, and stenographic notes.

Independently compose correspondence and routine reports.

Gather, tabulate and interpret financial information related to the work assignment.
Operate adding machine and other office appliances.

Check invoices and requisitions and perform arithmetical calculations.

Receive and account for receipts for City services.

Receive, sort and distribute incoming mail and outgoing mail.

Prepare purchase requisitions.

Order-and maintain office supplies.
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Extensive knowledge of the City's policies, procedures, services, and scope of

authority of city departments.

Thorough knowledge of modern office practices and procedures, business English,
spelling, punctuation, and math.

Considerable knowledge of the City’s laws and ordinances.
Must have skill in organizing the work assigned in an efficient manner.

Ability to assume responsibility and execute the supervisor’s directives and
instructions with authority.

Ability to maintain effective working relationships with other employees.

Ability to deal with the public in an effective and courteous manner.

Ability. to type accurately and deal with non-routine matters.

Ability to independently make less complex decisions in accordance with laws,
ordinances, policies, and procedures.

Ability to effectively utilize computer applications including Microsoft Word, Outlook,
Excel, PowerPoint and Front Page.

An Assocuate in Arts Degree (A A ) from an accredlted college ina related field such
as public administration or business administration with Three 3+ years experience
in the performance of executive level assistant work which has included
administrative or office management duties.

Minimum requirements may be waived by the City Manager.

The phy5|cal demands descrlbed here are representatlve of those that must be met
by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit
and talk or hear, use hands and fingers, handle, feel or operate objects, tools, or
controls; and reach with hands and arms. The employee is occasionally required to
walk.

The employee must occasionally lift and/or move up to 15 pounds. Specific vision
abilities reguired by this job include close vision, depth perception and the ability to
adjust focus.
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Position Description
City Planner

Classification Identification: Contractual
Pay Grade: Contractual

Perform all duties related to the review, interpretation and editing of the City Code in
order to determine the best way to use the City's land and resources

] Rewew, edlt and interpret City Code.

¢ Conduct studies of the City and resources contained within in order to determine the
best uses and suggest future infrastructure projects.

Attends any hearings, planning and zoning meetings or other City meetings as
required.

Perform other related duties as assigned.

Knowledge of telephone ethuette.

Some knowledge of the principles and practices of modern office management,
administrative principles and their application.

e Some knowledge of general record keeping and billing practices, policies and
procedures.

e Ability to prepare meaningful and informative reports, special and regular financial
and statistical reports in regards to licenses.

¢ Skill in basic filing and record keeping.

¢ Skill in using computer applications for word processing in windows environment.

¢ Ability to read, spell, and perform simple mathematical computations.

e Ability to learn the operation of a variety of office machines including personal

computers, telephones, copiers and fax machines.

. Masters degree In urban or reg|onai planmng, envrronmental planning.

e Certificate in City Planning by the American Institute of Certified Planners (AICP)
¢ 5 years experience in City Planning.

e The minimum requirements may be waived by the City Manager.

. Computer and various offlce equipment
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NBV EMPLOYEES PAY SCALE FLAN FY 12-13

% of COLA " 2.00%
Step Increase 3.00%
Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 Step 11 Step 12

PayGrade 1 3 1198451 % 12.3440 1 $ 12,7143 | $ 13.0958 1 § 13.4886 1 $ 138933 | § 14.3101 | § 14.7394 { § 151816 | & 156370 1 § 16.1062 | § 16.5893
BiWeekly| $ 95876 | $ 98752 | % 1,017.15[ 8 1,047.66 | $ 1,07909 | 8 1,111.456 | § 1,14481 | 8 1,179.15 [ § 121453 1 § 125096 | $ 1,288.49 | § 1,327.15
Annnally| 3 2492774 | § 2567557 |8 26443.34 $ 272392115 2805639}% 2889808|% 29,765.02 $ 306579718 315777118 3252505 (% 3350080 15  34505.82
PayGrade 2 $ 1243391 3 128069 1 3 13.1911 | § 13.5869 | § 13.99451 8 144143 1 8 148467 | 8 1526211 % 157509 1 § 162234 | $ 16.7101 | $ 17.2114
BiWeeklyl § 99471 | § 1,024.55 | § 10552918 1,086951{ $ 1,11956 | $ 1,153.14 | $ 1,187.74 1 § 1,22337( $ 1,26007 | § 1,29787 1§ 1,336.81 | 8 1,376.91
Anmmally| § 2586252 | §  26,638.39 §  27437.541% 2826067 )% 29,10849 $ 20981748 30,88120|$ 31,807.63 $ 32761868 3374472 |3 34757.06|% 3579977
PayGrade 3 3 12.9002 | $ 13.2873 18 13.6859 | $ 14.0964 | § 1451931 % 149549 1 § 154036 | 8 158657 | § 163416 | § 168319 [ 8 17.3369 | $ 17.8570
BiWeekly| $ 1,03202 1 % 1,06298 | 8 1,094.87 | 8 1,127.72 { § 1,161.551 § 1,196.39 1 § 1,232291 3 126925 [ § 1307.33 | § 134655 | 8 1,386.951 8§ 1,428.56
Apnually] § 26,832.51 |8 27637498 2846661 1%  29,320.61 $ 3020023 )% 31,10624 |8 3203942 |8 3300060 |5 339906205 35010341% 360606513 3714247
PayGrade 4 $ 133835 | 8 13,7854 | 8 14.19901 3 14.6250 | § 15.0637 | § 15.5156 1 $ 159811 | $ 1646051 8 1695441 § 1746301 8 17.9869 1 § 18.5265
BiWeeklyt $ 107071 | & 1,102.84 | $ 1,13592 [ § 1,170.00 1 § 1,205.10 1 § 1,241251 % 1,27849 1 8 131684 (% 1356351 8 1397.04 | § 1,438.95 | % 1,482.12
Apnuallyl § 2783857 1§ 2867373 % 20533.04 | 3041996 |$ 31,332.56 | §  32,372.54 $ 332407108 34237948 35265078 363230318 374127213 3853510
Pay(Grade S 3 13.8859 1 8 143024 | § 14.7315 1 % 151735 | 8 156287 | § 160975 | $ 16.38051 % 170779 1 % 17590218 18.1179 { § 18.6615 | § 19.2213
A BiWeekly| 3 1,110.87 | § 1,14420 | § 1,178.52 | § 121388 | § 1,250.29 1 § 1,287.80 | 3 132644 1 8 1,366.23 | $ 1,407.22 | § 1449433 1,492.92 18 1,537.70
. Annuallyl §  28,882.61 1§ 29,749.0% | § 30,641.56 | $ . 3156081 [8 3250764 |§ 33482878 3448735 | § 35521978 3658763 | 376852613 388 1582 | % 3958029
PayGrade 6 3 14.4066 | 3 148383 | § 152835 | 3 1574251 % 1621471 8 167012 1 § 17.2022 | $ 17.7183 1% 182498 | § 18.7973 | § 19.3612 | § 19.9421
BiWeekly| § 1,152.53 1 § 1,187.101 % 1,22272 1 % 1,259.40.1 § 1,297.18 | § 1,336.05 | § 137618 1 8 141746 | § 1,458.99 | $ 1,503.79 | § 1,548.90 | § 1,595.37
Anpuallyl| § 2996569 | §  30,864.66 | § 31,790.60 | $ 32,7443218 3372665 | §  34,73845 $ 3578060 | % 36854.02 |8 37.959.64 | § 3900843 $ 402713813 4147952
PayGrade 7 3 14.9469 | $ 153953 | % 158571 | $ 163329 | § 168228 1 1732751 8 17.8474 | § 183828 | § 1893431 % 19.5023 | § 200874 | § 20.6%00
Biweekly{ $ 1,19575 [ § 12316218 1,268.57 | § 130663 | § 13458318 1,386.26 | § 1,427.79 1 § 147062 3 1,514.74 | 8 1,560.18 | $ 1,606.99 | § 1,655.20
Anpually| §  31,089.50-} 8 3202219 § 3208285|% 33972343 3499151 |$ 3604125 $ 3712249 % 3823617 |3 3938325 1§ 40,564.75 $ 41,781.69 | § 43,035.14
PayGrade 8 3 155074 i § 159726 | § 164518 1 3 169453 | § 17.4537 | § 179773 | $ 185166 1 $ 19.0721 | 3 19.6443 [ $ 20.2336 1 § 208406 | 21.4658
BiWeekly| 1,240.59 | §. 127781 1| % 1,316.14 | § 1355631 8 1,396.29 | 3 1,438.18 | § 14813313 1,525.771 % 1,571.54 | 8 16186913 1,667.251 % 1,717.27
Anmuallyl 322553218 3322298 )8 3421967 § 352462613 3630365|% 373927618 3851434 1F% 3966998 | $  40,860.08 | $ 42085888 4334845 | % 44,648.91
PayGrade 9 3 16.0889 | § 16.5715 1 § 17.0687 | § 1758071 % 18.1082 1 % 18.6514 | § 19.2109 | 8 197873 1 8 203809 1 3 2099231 8 216221 | § 22.2708
BiWeekly] $ 1787.111 8 1,325.72 1 8 13654918 1,406.46 | $ 144865 |3 1492111 8 1,536.88 | § 1,58298 | $ 1,63047 1 § 1,679.39 1 § 1,729.77 | § 1,781.66
Annuallyt § 3346485 [ § 3446879 | § 3550285 |8 3656794 $ 376649318 3879493 |8 3995878 1% 41157541% 42392261 % 4366403 |3 449739513 4632317
PayGrade 10 3 16.6922 | § 17.1930 | 8 17.7088 | § 18.2400 1 § 18.7872 1 § 193508 | § 19.9314 { § 205293 | 3 21.1452 13 21.7795 1 3 224320 | 3 23.1059
BiWeekly! 3 133538 1 § 1,37544 1 8 1,416.70 | § 1,459.20 | § 1,502.98 | § 1,54807 1 § 1,59451 | & 1,642.34 | 8 1,601.61 | § 1,74236 | § 1,794.63 | $ 1,848.47
Annualtyl § 347197718 3576136 | § 36,834.21 $ 379392308 3007741 (S 4024913 |§ 4145722 1% 4270094 $ 43981978 45301433 4666047 % 48,060.28
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EMPLOYEES PAY PLAN

Step 1 Step 2 Step 3 . Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 Step 11 Step 12

PayGrade 11 3 17.3182 ] % 17.8377 1 % 183728 | § 189240 | § 194918 | § 2007651 % 206788 | § 212992 1% 219381 ({8 22.5963 1% 232742 | § 23.9724
BiWeekiv| § 1,38545 | § 14270218 1,46983 | 3 1,51392 1% 1,55934 | § 1,606.12 |8 1,654.30 1 § 1,703.93 | $ 1,755051% 1,807.70{ $ 1,861.93 1§ 1,917.79
Annualivi$  36,021.801% 371024513 3821553 |8 3936199 (3 405428513 4175914 |§ 430119118 4430227 |8 4563134 [§ 4700028 {F 4841028 |5 49,862.59
PayGrade 12 b 179676 | § 18.5066 1 & 19.0618 | § 1963371 $ 2022271 8 20.8294 1 $ 214543 | § 220979 1 8 22,7608 | $ 23.4437 1 § 24.1470 {1 % 24.8714
BiWeekly| $ 143741 1% 1,480.53 | § 1524951 % 1,570.70 1 $ 16178218 1,666.35 | 3 171634 | § 1,76783 | § 1832087 1 % 1,87549 | § 193176 | § 1.989.71
Annuallyl 8 3737262 |$§ 3849380 |$ 3964861 |3 408380713 420632133 4332511 |8 446248618 4596361 | § 47342352 |$ 4876279 |3 5022568 |%  51,732.45
PayGrade 13 3 18.6414 | § 19.20607 | § 19.7767 | § 20.3700 | 8 200811 ] § 2161051 8 222588 | 8 22.9266 1 & 236144 | $ 243228 1 % 2505251 % 25.8041
BiWeekly} 3 14913118 1,536051 % 158213 1 § 1,629.60 { § 167849 | § 172884 | § 1,780.71 | § 1,834.131 8 1889015} % 1,94583 | $ 2,004.20 1§ 2,064.33
Annuailyf 8 387741518 3993737 |8 41,135501 3% 423695613 436406518 4494087 |F 4620836 (F 4768731138 4911793 |% 50,59147F%  52,109021 (3% 53,672.49
PayGrade 14 3 19.3404 | § 19,9206 | § 205183 | % 21.1338 | % 217678 | § 22420918 23.0935 | % 237863 | § 244999 1§ 25.2349 | § 259919 | § 26.7717
BiWeekly| § 1,547.23 | § - 1593653 1,64146 | $ 1,690.70 | § 1,74143 | $ 1,793.67 | § 184748 | $ 1,902.90 | 3 1,95999 1 § 2018791 % 2,079.351% 2,141.73
Anmuallyl § 40,22808 | § 414349218 426779718 4395831 |3 4527706 |$ 46635373 4803443 |§ 4947547 | 3 50,959.73 1% 5248852 |3 54,06318 (8 55,685.07
PayGrade 15 3 20.0657 1 § 20.6677 18 2128771 % 219264 1 % 22,5842 1 § 23.2617 | $ 23.9596 | § 246783 | & 254187 | 261812 1% 26.9667 1 % 27.7757
BiWeekly] § 1,60526 1 $ 1,65342 1§ 1,703.02 | § 1,754111 8 1,806.73 | § 1,860.94 | $ 191676 { § 197427 | $ 203349 | § 2,09450 1 § 2,15733 18 2,222 .05
Anmually] § 417367518  4298885(8 44278528 4560688 |3 4697508 [§ 4838433 |3 4983586(% 51330948 5287087 (% 5443699 |3 5609070 | $ 57,773.43
{PayGrade 16 3 20,8182 |8 214427 |1 8 2208601 8 22.7486 | § 23.4311 | $ 24.1340 | $ 24.8580 1 $ 256038 | 8 2637191 % 27.16301 3% 2797791 % 28,8173
BiWeekivl 3 1,665.46 | § 1,71542 1 § 1,766 88 | & 1,819.89 | § 1,87449 | § 193072 | $ 198864 | $ 2048301 8 2,10975 1 8 2,173.04 | § 2,238.23 1% 2,305.38
Annuallyl 3 4330186 |§ 4460091 |$ 4593894 |8 47317.11 | % 4873662185 50198.72 13 5170468 |$ 5325582 |8 54,853.50 |5 56499103  58,19407 |8 59,939.90
PayGrade 17 $ 215988 | % 22,2468 | § 229142 | $ 23.6016 | 8 243096 | § 25.038¢ | § 257501 1 % 26.5638 | § 273607 1 $ 281815 | $ 20,0270 | 3 29.8978
BiWeekly| § 1,72790 1 § 1,779.74 | § 1,833,131 § 1,888.13 | § 1944771 & 2003111 % 20632118 2,125.10 | 2,188.86 | $ 225452 | % 2,322.16 | $ 2,391.82
Anmally| § 4492552 |3 4627328 |8 476614818 49091328 5056406 |8 5208099 1% 53643428 5525272 |8 5691030|3 3861761 |8 60,376.14 | $§ 62,187.42
PayGrade 18 $ 224088 1 % 23.0811 1 % 23773518 24,4867 | § 2522131 % 2597791 % 26,7573 | $ 2756001 8 28.3868 | § 202384 | § 30.1155 | § 31.0190
BiWeekily| § 179270 | § 1,846.48 | § 190188 | % 195894 | § 2017701 8 207823 8% 214058 | § 2,204.80 | $ 227094 | § 23390718 240924 | § 2,481.52
Annually] § 4661028 |3 4800859 |§ 49448851% 50093231 (3 5246028 |§ 5403409 |§ 5565511 |% 5732476(3 59044515 6081584 |$ 6264032 |3 64,519.53
PayGrade 19 $ 232492 | % 239466 | § 24.6650 | § 2540501 8 261671 | § 269522 | 8 277607 | § 28593518 264513 | § 303349 | § 312449 | $ 32.1823
BiWeeklyl § 185993 | § 1915731 % 197320 | § 20324018 2,09337 ] % 2,156.17 | § 222086 | § 22874818 2356111 % 242679 | % 249959 1% 2,574.58
Anmually| § 4835827 |§  49800.01 |8 5130328 |$ 5284238[35 5442765|35 5606048 | § 57742308 59474578 612588008 6309657 |8 6498946 |%  66,939.15
PayGrade 20 3 24.1210 | $ 248446 | $ 25.5899 | § 26357618 27.1484 | § 279628 1 % 28.80171 3 2966571 8 30.5557 1 % 314724 | § 324166 { § 33.3890
BiWeekly| $ 192968 1§ 1,987571% 204719 | § 21086118 2171871 % 2237021% 2,304,141 § 2373261 8% 244446 1 % 2,517.79 | § 2,59332 1% 2,671.12
Anmuallyl $§ 50,171.60 | $§ 516767418  53227.05 )% 548238613 S5646857]% 5816263 |3 59907518 61,70474 | % 6355588 |8 6546255|% 674264313 6944922
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EMPLOYEES PAY PEAN

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 Step i1 Step 12

PayGrade 21 $ 250255 |8 257763 | 26549513 27.3460 | $ 28.1664 | § 290114 | § 29.8818 | 30.7782 | $ 31.7015 [ § 32.6526 | $ 33.6322 | § 34.6411
BiWeekly| $ 2,00204 | 3 2,06210 | § 223961 % 2,187.68 | § 2253311 % 23209118 239054 18 2462261 % 2,536.12 18 2,612.211% 2,690.57 1% 2,771.29
Anmually] §  52,053.03 13 5361462 1% 5522306 (3 568797518 58586.15|% 6034373183 621540415 640186613 650302218 675174018 6955492 |F  72053.57
PayGrade 22 $ 259640 | & 267429 | § 275452 1 8 283716 | % 2922271 % 300994 | 31.0024 | $ 3193241 % 328904 { 3 338771 | % 348934 1% 35.9402
BiWeekly| $ 2,077.12 1 § 2,13943 | § 2,20362 18 22687213 233782 |8 240795 | % 2,480.19 | % 2,554.60 | 3 263123 | % 271017 | $ 2,791.48 | % 2.875.22
Apnnuallyl § 5400512 |8 556252718 5729403 |$ -59,01285]8 60,783.23 |8 6260673 |5 6448493 1% 6641948 |3 6841206 |3 7046443 |3 7257836 |$ 7475571
PayGrade 23 $ 269376 | 8% 27.7457 | $ 28.5781 1 29.4354 | $ 30.3185 | § 31,2280 | 3 321649 | 3 33.1208 | § 3412371 % 351474 | § 36.2019 | $ 37.2879
BiWeekly| $ 2,155.01 | 8 2,21966 | $ 2286251 8% 235483 |3 242548 | % 2,49824 | § 2,573.19 1 3 2650391 % 272890 | 3 2811803 2,896.15 | % 2.983.03
Annually| § 5603018 | §  57,711.09 {8 5944242 |§ 6122569 |$ 6306246 |3 649543413 6690297 |3 6891006 [% 7097736 |8 7310668 |8 75290833 7755888
PayGrade 24 $ 279478 | § 287862 | § 296498 | § 305393 1 § 3145551 % 323992 [ % 333711 | § 3437231 % 354034 | § 36.46551 % 375595 ] % 38.6863
BiWeekly| $ 2235821 % 230290 | % 2,37199 { § 244314 1% 251644 | § 259193 | § 2,669.69 | $ 274978 | 2,832271 8% 29172418 3,004.76 | $ 3,094.90
Annuallyt § 5813142 |$ 5987536 (8 616716218 635217718 6542742 |8 673902413 6941195 |3 7149431 |8 73639.1418 75848311% 78123.76 |3 8046747
PayGrade 25 $ 289958 | $ 298657 1§ 30,7617 | & 31,6845 [ & 3263511 8 336141 | § 346226 { § 3566121 % 3673111 % 37.8330 | $ 38.9680 | § 40.1370
BiWeeklv! § 2,319.67{ § 2,389.26 | § 2,46054 | 8 2,534.76 | § 2,610.81 | $ 2,680,131 8 2,769.80 | § 2,85290 | 8 293849 | % 3026641 % 3117441 % 3,210.96
Amually] § 6031136 |8 62,120.70 |3 63,984.3241% 65903.85[3 6788097 |3 69917408 720149243 7417537(3 7640063 |$ 7869264 |% 8105342}3 §3485.03
PayGrade 26 3 30.0832 | 3 309857 1 & 319152 | § 3287271 % 3385801 % 348746 1 8 359209 | $ 36.9985 | B 38.1085 | $ 392517 | § 404203 | § 41.6421
BiWeekly| § 2,406.65{ 8 247885 [ & 2553221% 262982 | $ 27087118 278997 | § 287367138 29558813 3048681 3 3,140.14 1 § 3234341 % 3,331.37
Annuallyl § 6257299 | §  64450.17 | § 66,383.68 |3 6837519 |§ 704264518 7253024 |8 747154218 7695688 |8 7926550 {% B1643.55|8 84092.86|$ 8661565
PayGrade 27 3 312113 8 32.1476 | § 331121 1 § 341054 { 3 351286 | 3 36.1824 | § 37.2679 | § 38.3859 { § 39.53751 8 40,7236 | § 41.9454 | § 43.2037
BiWeekly| $ 2496901 % 257181 | 2,64896 1 & 272843 | $ 28102913 2,894.59 18 20814313 307088 [ $ 3,163.00 | § 32578018 33556318 3,456.30
Annuallyl § 64919471838 6686706 |$ 68873.07}18% 7093926 |§ 7306744 F 7525946 |F T77517.25|%  79,84277|% 82238053 84705.19|% 8724635]|% 89.863.74
PayGrade 28 3 323817 | § 33353218 343538 | & 353844 | % 364459 | % 37.5393 1% 38.6655 | § 3082551 % 41.0202 | 3 4225081 § 43518318 44.8239
BiWesklvl § 2590354 1 § 2,668261% 274830 | $ 2,830.75 [ $ 29156713 30031418 309324 1 $ 3,186.04 | § 32816218 3,380.07 15 348147 | % 3,585.91
Annuathy) § 6735401 |3 6937463 |$ 71455878 735995518 7580753 1% 78081.76{% 804242135 8283694 (3 mmuwm.m.a $ 878817118 90518.16 (% 93,233.70
PayGrade 29 3 33.5960 | § 34.6039 |1 8 356420 | § 367113 | § 3781261 % 3894701 3 40.1154 | § 41318818 425585 { % 43.8352 | $ 451503 | § 46.5048
BiWeekly] $ 2,687.68 | 276831 | § 28513618 2,93690 |8 3025011 % 311576 | § 3,20923 18 330551 { 340468 | $ 3,506.82 | 8 36120218 3,720.38
Anpuallyl § 6987978 |8 7197617 |3 74,13545 |8 7635952 |8 7865030 |§ 8100981 |$ 8344011 |$ 8594331 (3% 88521618 91L,17726 | § 9391258 |§  ©6,729.95
PayGrade 30 $ 34.8558 | $ 359015 | % 36,9786 | 8 38.0879 13 39.2306 | § 404075 | § 41.6197 | & 42.8683 | § 44,1543 | § 454790 | $ 46.8433 1 § 48.2486
Biweekly| § 2,788.47 | § 287212 | % 2958.2% | § 30470313 3138458 3.232.60 1 § 33205818 342946 % 3,5323541 8 3,638321% 3747471 % 3,859.89
Anmally| 8 7250016 13 746751713 769154213 7922289 |8 81,59957 13 840475613 8656899 |% 8916606 | % 91.841.04 |3 945962718 97434.16{8% 100357.18
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.EMPLOYEES PAY PLAN

Step 1 Step 1 Step 3 Step 4 Step S Step 6 Step 7 Step § Step 9 Step 10 Step 11 - Step 12

PayGrade 31 $ 36.1630 1 3 37.2479 | 8 383653 | § 3951631 % 40.7018 | & 419228 | § 43,1305 | § 444759 1 § 458102 | 8 47.1845 | $ 48.6000 ; 3 500580
BiWecekly| § 2.893.04 | § 297983 18 306922 1% 3161301 8 3,256.14 1 § 33538213 345444 1 8 3,558.07 | § 3,66481 13 377476 | § 3.888.001% 4,004.64
Anpually] § 7521899 | 8 77,475.56 $ 7979983 |8 8219383 (3 8465964 |$ 87,199.43 $ 8981541 |8 92,50988 (5 9528517 |% 98,143.73 $ 101,088.04 | § 104,120.68
waﬁqwnm 32 $ , 3751911 5% 38.6446 1 3 39.8040 | 3 40.9981 | 3 422280 | § 434949 | § 44.7997 |'$ 46.1437 1 § 475280 | $ 489339 1 § 50.4225 | $ 51.9352
BiWeekly| § 3,001.53 | § 3,001.57 {8 31843213 32798518 337824 | $ 3479591 8 358398 18 3,661.50 | § 3,80224 1 § 3916318 4,033.80 | 8 4,154 8%
Annually] §  78,039.66 | 8 80.380.85 | § 8279228 )8 8527605 |3 8783433 [$ 9046936 |3 931834418 9597894 |% 9885831 $ 101,8240615 10487878 | § 108,025.14
PayGrade 33 $ 38926118 40,0938 | 3 41.29671 % 42.5356 | § 43,8116 | $ 451260 | § 46.4797 | $ 478741 | % 493104 | $ 5078971 % 523134 | 8 53.8828
BiWeekly| § 311408 | § 3,207.51 | 8 330373 | 8 340284 1 3 3,50493 1 % 3,610.08 | 8 371838 | % 3,82993 1§ 394483 1 % 406317 (3 4,185.07 | % 4,310.62
Annuallyl § 8096620 (8§ 8339518 |$§ 8589704 |$ 8847395 $ 0112817 % 9386201]8% 966778718 9957821 |§ 10256556 [§ 105.642.52 $ 10881180 % 112,076.15
PayGrade 34 $ 40.3858 |- 3 415974 | 8 42.8453 1 8 44.1306 | § 454545 1 8 46.8182 | 3 482227 | 49.6694 | 8 51.1595 1 % 52694318 54.2751 | $ 35.9034
BiWeekly| § 32308613 33277918 342762 | % 3,530451% 3,636.36 | § 3,74545 1 § 38578218 39735518 400276 | 3 4,215541% 434201 | 3 4,472.27
Anmually] § 8400242 |8 865224918 891181718 9179171 |3 9454546 $ 97381.83]% 100303.28]3% 103312383 1064117513 109,604.10 {§ 11289223 /8 116,278.99
PayGrade 35 3 41,9003 | 431573 1% 444520 | 8 457856 | § 471591 1% 485739 | § 50.0311 | $ 515321 | § 53.0780 | § 54.6704 | § 536.3105 1 % 57.9998
BiWeekly| § 33520218 345258 | % 3,556.16 i $ 366284 | § 377273 18 3,88591 | 8 40024915 412256 | § 4,246.24 | § 437363183 450484 | 4,639.98
Anmually| 8715257 |$ 89,767.1513% 9246016 |% 9523397 |8 98,000.99 $ 101,033.71 1% 1040647313 1071866713 110,4022718% 11371434 {38 11712577 [ § 120,639.54
PayGrade 36 3 434715 1 8 447756 | § 46.1189 | § 47.5025 | § 489275 | 3 503954 | $ 5190721 8 534644 | $ 55.0684 | 56.7204 | $ 58.4220 18 60.1747
BiWeekly] $ 3477721 8% 3,582.051% 3,689.51 1§ 3800201 8 3614201 % A_owy.m.m 3 4,152.58 | § 427716 1 3 440547 13 4,53763 18 467376 [ § 4.813.98
Anmually| 3 904206815  93,13330 |8 93927301 8% 9880512 | § 101,76927 | S 104,822.35|% 107,967.02 |5 11120603 | § 11454222 | § 117,97848 | § 12151784 | § 125,163.37
PayGrade 37 3 451016 | 8 464547 | § 478483 1% 492838 | § 50.7623 1 522852 | § 538537193 554693 1% 571334 1% 58.8474 1 % 60.6128 | § 62.4312
BiWeekly| $ 360813 18 3716381 8 382787 |8 394270 5 4,06098 | § 418281 | § 43083013 443755 | § 4570678 4707791 3 484903 1% 4,994.50
Anmally] § 938114218 966257718 9952454 |3 102,510.28 $ 10538558 1% 108,753.15}8 11201575[$ 11537622 |5 11883750 |§ 12240263 |§ 12607471 |3 129,856.95
PayGrade 38 $ 46.7930 | $ 48.1968 | 3 496427 | 8 51.1320 | § 526659 1 8 54.2459 | § 558733 1% 5754951 8 592760 | 3 61,0543 | 8 62.8859 | § 64.7725
BiWeekiy} 3 3,74344 1 8 3,855.74 1 % 39714218 4,090.56 | $ 4,213.28 t § 4,339.67 1% 446586 1% 4,603.96 | $ 474208 [ 3 4884341 8 503087 1% 5,181.80
Anmally] § 9732946 1 $ 1002493415 10325682 | § 10635453 |8 10954517 | 8 112,831.52 [ § 116216473 11970296 | § 123.2094.05 $ 12699287 |% 130,80266 | % 134,726.74
PayGrade 39 3 48.5477 1% 50.0041 | § 51.5043 1 % 53.0494 | 3 54.6409 | 3 56.2801 15 579685 | § 597076 | § 614988 | 3 633438 | $ 65.2441 | § 67.2014
Biweekly| § 388382 | $ 400033 | 3 42034 1 § 424395 (% 437127 1§ 4,502.41 [ § 463748 1§ 4,776.61 | § 4,91990 | § 5,067.50 ( $ 52195318 5,376.11
Anmally} $§ 10097925 | § 10400863 |3 10712889 | § 11034275, 3% 113,653.03 $ 117,062.63 |$ 120,574.50 | § 12419174 | § 12791749 | § 131,755.02 135,707.67 | $ 139,778.90
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MANAGEMENT & NON
MANAGEMENT BENEFITS
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POLICY NAME: Management Benefits POLICY NUMBER: 5-05
ORGINAL DATE ISSUED:  June 15, 2006

ORIGINALLY APPROVED BY: Charity Good, City Manager

DATE REVISED: September 11, 2012

REVISION APPROVED BY: Dennis Kelly, City Manager

RESOLUTUION NUMBER: 2012-

RESOLUTION APPROVED BY COMMISISON:

PURPOSE:
To establish set standard benefits / severance pay for Management Employees.
DEFINITION:

Management Employees include City Manager, Deputy City Manager, Human Resource
Manager / Director, City Clerk, Chief of Police, Assistant Chief of Police, Assistant to the Chief
of Police, Finance Director, the Public Works Director and Chief Building Official. Contractual
or part-time employees are not covered by this policy. :

POLICY:
Benefits:

1. Management staff shall be entitled to receive FRS Management level contribution,

2. Management staff shall be entitled to vacation as follows: from the date of hire through
three years of employment (three (3) weeks); greater than three years through five years
(four (4) weeks); five years and above (five (5) weeks),

3. Management staff shall be entitled to sell vacation time and sick time up to a maximum
of 80 hours annually.

4. Management staff shall be entitled to cell phone stipend of $100.00 monthly or entitled to
receive a City issued smart phone under the City phone plan.

5. Management staff shall be entitled to receive $138.00 bi-weekly in vehicle allowance.

6. Management staff shall be entitled to life insurance coverage as follows: from the date of
hire through three years employment $150,000 and after three years $300,000.

7. Management staff shall receive an education incentive salary increase of 3% for
obtaining Bachelors Degree, 6% for obtaining a Masters Degree. Degrees should be
related to field of work and must be obtained while employed with: City and must remain

with the City for a period of 2 years after degree is obtained or they will have to
reimburse the City for the additional salary amount received to date of separation.

8. Management staff shall be entitled to $2,000 annually for continuing education as
afforded to all city employees.

9. Management Staff shall be entitled to merit & cost of living increases as adopted in
accordance with other City policies.

10. Management staff shall accrue benefits on the anniversary date of their hire.
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Separations:
In the event of a job separation, employees shall receive the following:

1. Voluntary separation: Upon voluntarily separating from the City, employees will be
entitled to salary through the date of separation and will receive a payout for any and all
accrued leave as of the separation date.

2. Termination for non-disciplinary reasons: If the employee has been contimially employed
and on the City payroll for more than 3 years, the employee shall be compensated for
salary through the date of separation and will receive a payout for any and all acerued
leave as of the separation date.

3. Termination for disciplinary reasons: Termination for disciplinary reasons includes but is
not limited to termination based on a felony conviction or a finding of guilt of in a felony
case where adjudication has been withheld or a conviction or finding of guilt and
withholding of adjudication in a misdemeanor case involving moral turpitude. In such
circumstances, the employee will be compensated for salary through the date of
separation.
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POLICY NAME: Non Management / Non Union Employees
POLICY NUMBER: 2012- 02
DATE ISSUED: September 4, 2012

APPROVED BY: Dennis Kelly, City Manager

RESOLUTUION NUMBER: 2012-

RESOLUTION APPROVED BY COMMISISON:

PURPOSE:
To establish set standard benefits for non management / non union,
DEFINITION:

Non management / non union employees include: Executive Assistant to the City Manager and
Commission, Human Resource Clerk and Special Events Coordinator, Public Works Supervisor,
Budget Utility Acgountant, Accountant 11, Deputy City Clerk, Code Enforcement Officer, ATS
Program Technical Coordinator and Front Desk Support Clerk, Administrative Assistant
Generalist. Part tithe dr contractual employees are not included.

>

POLICY:
Benefits:

1. These employees named above should receive the same benefits afforded to the
‘employees who are members of the Laborers International Union (LIUNA).

/1e(20])



ATTACHMENT C

DOMESTIC PARTNERSHIP
ORDINANCE

/¢ (202)



ORDINANCE NO. 2007-04

AN ORDINANCE OF THE MAYOR AND CITY COMMISSION OF
THE CITY OF NORTH BAY VILLAGE, FLORIDA, REVISING
CHAPTER 156 OF THE CITY’S CODE OF ORDINANCE BY
ADDING SUBSECTIONS 156.031 AND 156.032 GRANTING
CERTAIN EMPLOYMENT BENEFITS TO REGISTERED
DOMESTIC PARTNERS; PROVIDING FOR REPEALER,
SEVERABILITY, CODIFICATION, AND AN EFFECTIVE DATE.
(INTRODUCED BY MAYOR JOSEPH S. GELLER)

WHEREAS, the City finds that a significant number of employees establish and
maintain important personal, emotional, and economic relationships with persons to
whom they are not married. Individuals forming such domestic partnerships often live in
a committed family relationship. Domestic partners are often denied public and private
sector benefits because there is no established system for such relationships to be
registered or recognized. In addition, because of the status of their relationship, domestic
partners in many cases are not extended certain employment benefits that are otherwise
made available to other employees; and

WHEREAS, the City Commission finds that employment benefits form an
essential portion of the compensation provided to City employees; and

WHEREAS, the City Commission acknowledges that in 1994 over 3 million
Americans identified themselves as living in a domestic partnership. As a result,
employers have begun to provide domestic partner benefits in greater numbers.

WHEREAS, the City Commission finds that the provision of domestic partner
benefits promotes employee recruitment, employee retention, and employee loyalty.
Furthermore, the provision of such benefits promotes fairness and serves to address the
discriminatory effect of practices, which deny such benefits solely upon the basis of an
employee’s familial or marital status.

NOW, THEREFORE, BE IT ENACTED BY THE MAYOR AND CITY
COMMISSION OF THE CITY OF NORTH BAY VILLAGE, FLORIDA:

SECTION 1. That Chapter 156 of the North Bay Village City Code is hereby amended
to create Section 156.031 and 156.032 as follows:

Chapter 156
Registered Domestic Partners

Additions shown by underlining and deletion shown by strikethrough. The remainder of the text will not
change.
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156.01 Definitions.

“Committed relationship” means a family relationship, intended to be of indefinite
duration, between two individuals characterized by mutual caring and the sharing of a
mutual residence.

“Mutual residence” means that the Registered Domestic Partnets share the same place to
live. It is not necessary that the legal right to possess the place of residence be in both of
their names. Two people may share a mutual residence even if one or both have
additional places to live. Registered Domestic Partners do not cease to share a mutual
residence if one leaves the shared place but intends to return.

~“Declaration of Registered Domestic Partnership” means the document that is filed with
the City Cletk’s office in-accordance to the procedures set forth herein.

A “dependent” is a person who resides within the household of a Registered Domestic
Partnership and is:

1. a biological, adopted, or foster child of a Registered Domestic Partner; or

2. a dependent as defined under IRS regulations; or

3 a ward of a Registered Domestic Partner as determined in a guardianship

or other legal proceeding.

4,
“Registered Domestic Partnership” means committed relationship between two persons
who consider themselves to be a member of each other’s immediate family and have
registered their partnership in accordance with the requirements set forth herein.

156.02 Registration, amendment, termination and administration procedures.

(a.)  Registration '
(1) Declaration of Registered Domestic Partnership. A declaration of Registered
Domestic Partnership shall be filed with the City Clerk’s office and shall contain the

names and addresses of the applicants who shall swear or affirm under penalty of perjury
that each partner;

a. Is at least 18 yeas old and competent to contract;

b. Is not married to or a member of another Registered Domestic Partnership
or civil union with anyone other than the co-applicant;

C. Agrees to share the common necessities of life and to be responsible for
each other’s welfare;

d. Shares his or her primary residence with the other;

e. considers himself or herself to be a member of the immediate family of the

other partner; and

Additions shown by underlining and deletion shown by strikethreugh. The remainder of the text will not
change.
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£. Agrees to immediately notify the City Clerk’s office, in writing, of any
change in the status of the Registered Domestic Partnership.
g.. Agrees to mutually support the other by contributing in some fashion, not

necessarily equally, to maintain and support the Registered Domestic
Partnership.

(2) Each partner agrees to immediately notify the City Clerk’s office, in writing,
if the terms of the Registered Domestic Partnership are no longer applicable or
one of the domestic partners wishes to terminate the domestic partnership.

(b)  Amendment
- A Registered Domestic Partner may amend a Registered Domestic Partnership
previously filed with the City Clerk to show a change in his or her household
address or to add or delete dependents. Amendments shall be signed by both
members of the Registered Domestic Partnership under penalty of perjury.

(c) Termination
(1)  Termination statement. A Registered Domestic Partner may terminate the

Registered Domestic Partnership by filing a termination statement with the

City Clerk’s office. The person filing the termination statement shall

swear or affitm under penalty of perjury that:

The Registered Domestic Partnership is to be terminated; and

If the termination statement is not signed by both Registered Domestic

Partners, a copy of the termination statement shall be served, by certified

or registered mail, on the other Registered Domestic Partner, and proof of

service shall be filed with the City Clerk’s office.

(2)  Effective date. The termination shall become effective on the date of
filing of the termination statement signed by both Registered Domestic
Partners or if the termination statement is not signed by both parties, on
the date proof of the service is filed with the City Clerk’s office pursuant

- to subsection (c) (1) b., above. |

(3)  Automatic termination. A Registered Domestic Partnership shall
automatically terminate in the event that one of the Domestic Partners
dies, marries, or enters into a civil union with someone other than his or
her Registered Domestic Partner. '

P

(d)  Administration.
(1)  Forms. The City Clerk’s office shall provide forms for the establishment,
amendment, and termination of Registered Domestic Partnerships.

Additions shown by underlining and deletion shown by strikethreugh. The remainder of the text will not
change.
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(2) - Certificate of Registered Domestic Partnership. The City Clerk’s office

' shall issue to the Registered Domestic Partners a certificate of Registered
Domestic Partnership no later that ten business days after the declaration
of Registered Domestic Partnership is filed.

(3)  Maintain records. The City Clerk’s office shall maintain copies of the
declaration of Registered Domestic Partnerships, any and all amendments
thereto, certificates of Registered Domestic Partnership, and termination
statements filed by Registered Domestic Partners.

(4) Fees. The fee for registering the declaration of Registered Domestic
Patinership shall be $50.00, which shall cover all costs of registration. The
fee for amending or terminating the declaration of Registered Domestic
Partnership shall be $25.00, which shall cover all costs of amendment or
termination of the Registered Domestic Partnership.

156.03. Rights and Legal Effect of Registered Domestic Partnership
To the extent not superseded by federal, state, or City law or ordinance, Registered
Domestic Partners shall have the following rights:

(a)  Health care facility visitation.

The term “health care facility” includes, but is not limited to, hospitals, convalescent
facilities, walk-in clinics, doctor’s offices, mental health care facilities, and other short
and long-term facilities located within, or under the jurisdiction of, the City of North Bay
village. All health care facilities operating within the City of North Bay Village shall
allow a Registered Domestic Partner the same visitation rights as a spouse (or parents, if
the patient is a dependent of the Registered Domestic Partnership) of the patient. A

dependent of a Registered Domestic Partner shall have the same visitation rights as a
patient’s child.

(b)y  Correctional facility visitation rights. _
The term ‘correctional facility” includes, but is not limited to, holding cells, jails, and
juvenile correction centers of any kind, located within or under the jurisdiction of the
City of North Bay Village. A Registered Domestic Partner shall have the same visitation
rights at all correctional facilities operating within the City of North Bay Village as a
spouse (or parent, if the person in custody is a dependent of the Registered Domestic
Partnership) of a person in custody. A dependent shall have the same visitation rights
afforded to the child of a person in custody.

(¢)  Health care decisions.

This section pertains to decisions concerning both physical and mental health. If a
patient lacks the capacity to make a health care decision, the patient’s Registered
Domestic Partner shall have the same authority as a spouse to make a health care decision
for the incapacitated party.

Additions shown by underlining and deletion shown by strikethrough. The remainder of the text will not
change.
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If the patient is a dependent of the Registered Domestic Partnership, the Registered
Domestic Partners shall have the same authority to make health carc decisions as a
parent; however, if a biological parent of a minor dependent, who parental rights have not
been terminated, is available, willing, and competent to make the health care decision, the
biological parents’ authority to make health care decisions on behalf of the minor shall
supersede that of a Registered Domestic Partner who is not the biological parent of the
minor dependent.

(d)  Participation in Education.

A Registered Domestic Partner shall have the same rights to participated in the education
of a dependent of the Registered Domestic Partnership as a parent to participate in the
education of their child, in all educational facilities located within or under the
jurisdiction of the City of North Bay Village. This includes the right of a Registered
Domestic Partner to participate in the home schooling of a dependent in accordance with
Florida law.

156.031. Employment benefits _
To the extent not superseded by federal, state, or City law or ordinance, Registered
Domestic Partners shall have the following rights:

(a) Employees shall be granted bereavement leave with pay for the death of a
domestic partner or family member of a domestic partner as set forth in the City’s
Personnel Rules and Regulations.

(b) Employees shall be granted sick leave, family medical leave, or leave withéut
pay to care for a domestic partner as set forth in Section 5.10 of the City’s Personnel
Rules and Regulations and in accordance with the City’s family medical leave policy.

(¢)  Employees' domestic partners shall be allowed to be members of the city health
plan as set forth.

156.032. Extension of benefits to domestic partners of City employees.

(a) Any City employee who is a party to a registered domestic partnership relationship
under this ordinance shall be entitled to elect insurance coverage for his or her domestic
partner or a dependent of such domestic partner on the same basis in which any City
employee may elect insurance coverage for his or her spouse or dependents.

Additions shown by underlining and deletion shown by strikethrengh. The remainder of the text will not
change.
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A City employee’s right to elect insurance coverage for his or her domestic partner, or the
partner’s dependent, shall extend to all forms of insurance provided by the City to the
spouses and dependents of City employees, unless such coverage is prohibited by state or
federal law. All elections of coverage shall be made in accordance with the requirements
of applicable City ordinances, administrative rules, City policies and applicable collective
bargaining agreements, However, in no event shall an employee make an election for
coverage of a domestic partner more than two times in a plan year.

(b)  Any City employee who is a party to a registered domestic partnership relationship
under this ordinance shall be entitled to use all forms of leave provided by the City
including, but not limited to, sick leave, annual leave, funeral leave and family leave to
care for his or her domestic partner or the dependent of the domestic partner as
applicable. The use of leave authorized in this section shall be consistent with the
applicable requirements in City ordinances, administrative rules, and collective
bargaining agreements.

Section 156.04. Limited effects.

(a)  Nothing in this article shall be interpreted to alter, affect, or contravene City, state
or federal law.

(b)  Nothing in this article shall be construed as recognizing or treating a Registered
Domestic Partnership as a marriage.

(c) All rights, privileges, and benefits extended to Registered Domestic Partnerships
registered pursuant to this Chapter shall also be extended to all persons legally partnered
in another jurisdiction.

(e) This Chapter does not affect any rights or benefits of City employees.

(f) The rules developed to implement the provisions of this ordinance shall be
liberally construed to accomplish the policies and purposes of the ordinance. However,
this ordinance shall not be construed to supersede any federal, state, or county laws or
regulations, nor shall this ordinance be interpreted in a manner as to bring it into conflict
with federal, state, county or city laws. Nothing in this ordinance shall be construed as
recognizing or treating a domestic partnership as a marriage.

(f)  Unless prohibited by state or federal-law or the terms of a collective bargaining
agreement, all other benefits available to the spouses and dependents of City employees
shall be made available on the same basis to the domestic partnér, or dependent of such
domestic partner, of a City employee who is a party to a registered domestic partnership
relattonship pursuant to this ordinance.

Additions shown by underlining and deletion shown by strikethreough. The remainder of the text will not
change.
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"(g)  Any City employee who obtains or attempts to obtain benefits under this
provision fraudulently shall be subject to discipline, up to and including termination.

Section2,  All Ordinances or parts of ordinances in conflict with the
provisions of this ordinance are repealed.

Section 3.  This ordinance shall be codified and included in the Code of
Ordinances.

Section4.  If any section, clause, sentence, or phrase of this ordinance is
for any reason held invalid or unconstitutional by a court of competent

jurisdiction, the holding shall not affect the validity of the remaining portions of
this Ordinance.

Section 5. This Ordinance shall take effect immediately upon enactment,

A motion to approve the foregoing Ordinance on first reading on March 20, 2007
was offered by Mayor Joseph S. Geller, seconded by Vice Mayor George A. Kane.

The Votes were as follows:

Mayor Joseph S. Geller Yes

Vice Mayor George A. Kane Yes
Commissioner Oscar Alfonso Absent from dais
Commissioner Reinaldo Trujillo  Yes
Commissioner Paul Vogel No

A motion to adopt the foregoing Ordinance on final reading was offered by Mayor
Joseph S. Geller, seconded by Commissioner Reinalde Trujillo.

FINAL VOTES AT ADOPTION:

Mayor Joseph S. Geller - Yes

Vice Mayor George A. Kane Yes
Commissioner Oscar Alfonso Absent from dais
Commissioner Reinaldo Trujillo Yes
Commissioner Paul Vogel Yes

Additions shown by underlining and deletion shown by strikethreugh. The remainder of the text will not
. change.
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DULY PASSED AND ADOPTED this 15th day of May, 2007,

ATTEST:

Yvonne P, Hamilton, City Clerk

APPROVED AS TO FORM:

Robert L. Switkes, City Attorney

Joseph S. Geller, Mayor

City of North Bay Village Ordinance: Domestic Partners Revised, Final Reading-5/15/2007

Additions shown by underlining and deletion shown by strikethrough. The remainder of the text will not

change.
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ATTACHMENT D

BACKGROUND
INVESTIGATIONS
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POLICY NAME: BACKGROUND CHECKS POLICY NUMBER: 2012 -01
DATE ISSUED: 1/112
APPROVED BY: DENNIS KELLY, CITY MANAGER

DIRECTED BY COMMISSION: YES INO_X

PURPOSE:

To establish set standard practices for background checks for current and prospective employees
board members, volunteers, contractors, that will be working with children & elderly (“protected
class”) in City functions /events / programs.

DEFINITION:

Individuals that are or will be affected by this policy include any current and prospective
employees, board members, volunteers, contractors that will be in contact with the protected class
in City functions / events / programs.

POLICY:

1. Each of the above named groups of individuals shall be subject to FDLE criminal
- background checks. If any of these individuals are not willing to submit to this
background check then they will not be allowed to participate in the City function /event /
‘program that will place them in contact with the protected class.

2. FDLE criminal background checks are state and national criminal history backgrounds
checks that are the standard used when working with the protected class.

3. [Itis the responsibility of City Department Heads who oversee the functioning of other
City employees, volunteers, board members, contractors to make these individuals aware
of this policy and to at least 2 months prior to an individual’s participation in functions /
events / programs in which they will come into contact with the protected class or in
cases of new hires before the start of employment; to contact the Human Resource
Director and provide the Human Resource Director with the appropriate filled out
documentation for the individual ( the waiver agreement & volunteer application or
employment application) in order for the Department Head to receive an appointment
date, time and location for the individuals background check.

4. Any individual that a City Department Head determines to be in contact with the
protected class will not be allowed to participate in ANY City functions / events /
programs until resuits for the backgrounds are received and reviewed for these
individuals.

5. Results of the Background checks are confidential to the extent permitted by law and will
be kept by the Human Resource Director. The results will determine the individual’s
ability to be hired by the City or in cases of volunteers, board contractors to participate in
City functions/events/boards.

6. Afier background check results are received, the individual will receive a letter from the
City Human Resource Director either approving their participation or denying their
participation in the function/event/program. The letter will either state approval or denial
but will not go into detail as to the results of the background check. If a denial is issued
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the individual is welcomed to request a meeting with the Human Resource Director to
discuss the result of the background check.

7. Results that may disqualify an individual’s hire or participation in a City
function/event/program may include but are not limited to findings of:

- Being found guilty regardless of adjudication or plea of nolo contendere for
any of the following, regardless of time elapsed: felony offense involving
violence, any type of crime against children, any crime of sexual nature, and
any drug offense related to possession with intent to distribute.

- Being found guilty regardless of adjudication or plea of nolo contendere for
any of the following within the past 7 years: any felony conviction, more
than one drug or alcohol related crime including but not limited to DUI, SW1
or other such offenses related to the operation of a moving vehicle while
impaired, any other conviction involving moral turpitude or ary conviction
of any economic crime at a felony level.

- Having served in any capacity of incarceration until they have completed
probation period.

8. The cost of the background checks will be paid by the City for those individuals that the
City determines meet the above criteria and the approximate current costs for these
checks are $55.00 for employees and $35.00 for volunteers.

9. This policy will begin on the date this policy is issued and will be applied to already
existing employees, board members, contractors and/or any other individuals that the
City determines will be in contact with the protected class at future City
functions/events/programs.

10. Please see attached Vechs Waiver Agreement and Statement Form & City Volunteer
Application Form & City Employment Application.

11. The City, its officers, directors, employees and or agents are not responsible for any
errors or omissions that may or may not have been reported on background checks.
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Florida Department of Law Enforcement
Criminal Justice Information Services Division/User Services Bureau

VECHS WAIVER AGREEMENT AND STATEMENT

Volunteer & Employee Criminail History System (VECHS)
for Criminal History Record Checks

under the National Child Protection Act of 1993, as amended,
and Section 943.0542, Florida Statutes

Pursuznt to the National Child Protection Act of 1993, as amended, and section 943.0542, Florida Statutes,
this form must be completed and signed by every current or prospective employee, volunteer, and ,
contractor/vendor, for whom criminal history records are requested by a qualified entity under these laws,

| hereby authorize (enfer Name of Qualified Entity) :
to submit a set of my fingerprints and this form to the Florida Department of Law Enforcement for the purpose of
accessing and rewewnng Florida and national criminal history records that may pertain‘to me. | understand that |
would be able to receive any national criminal history record that may pertain to me directly from the FBI,
pursuant to 28 CFR Sections 16.30-16.34, and that | could then freely disclose any such information to Whomever
| chose. By signing this Waiver Agreement, it is my intent to authorize the disseimination of any national criminaj
history record that may pertain to me to the Qualified Entity with which | am or am seeking 1o be employed or to

serve as a volunteer, pursuant to the National Child Protection Act of 1993, as amended, and Seclion 943.0542,
Florida Statutes.

| understand that, until the criminal history background check is completed, you may choose to deny me
unsupervised access to children, the elderly, or individuals with disabilities. | further understand that, upon
request, you will provide me a copy of the criminal history background report, if any, you receive on me and that |
am entitled to challenge the accuracy and completeness of any information contained in any such report, | may

obtain a prompt determination as 10 the validity of my challenge before you make a final decision about my status
as an employee, volunteer, contractor, or subcontractor,

A national criminal history background check on me has previously been requested by:

{Name and Address of Previous Qualified Entity) {Year of Request)

| ___have OR ___have not been convicted of a crime.

If convicted, describe the crime(s} and the particulars of the conviction(s) in the space helow:

1 __do OR ___donot authorize you to release my criminal history records, if any, to other qualified entities,

| am a current or prospective (check one):  Employee D Volunteer D Contractor/Vendor D

Signature: Date:

Printed Name:
Address:
Date of Birth:

TO BE COMPLETED BY QUALIFIED ENTITY:
Entity Name:
Address:

Telephone: Fax:

FDLE Assigned Qualified Entity Number:

ORIGINAL - MUST BE RETAINED BY QUALIFIED ENTITY

7_VECHS Waiver
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APPLICATION TO WORK FOR THE CITY OF NORTH BAY.VILLAGE, FLORID A
AS A VOLUNTEER AND HOLD HARMLESS AGREEMENT

I hereby request permission of the City of North Bay Village, Florida (hereinafter referred to as the "City”) ta volunteer
my services to the City inany manner they deem appropriate and beneficial to it. 1fully understand and agree that my duties wil
be assigned to me on anas needed basis and | will be performing them in a purely voluntary basis, not as an employee, contractor
or other agent of the City, As such, I will not be entitled to any of the benefits generally afforded to the City's agents, independent
contractors or employees, including, but not limited to: benefits, insurance coverage and/or worker's compensation protection,

If my application is approved, 1 hereby agree to obey, at al} times, all instructions, orders and comménds given by the
person to whom I repert, to the extent that such orders do not-compromise my rights or me physically. 1 fully realize, although
precautions are taken by the City to maintain a safe-working environment, the danger to physical harm may still exist and I am

responsible to take all reasonable precautions to prevent same. 1 freely and voluntarily accept any risk associated with
volunteering for the City.

NAME OF APPLICANT:

ADDRESS: _

SEX: M [F DATE OF BIRTH: [/ SOCIAL SECURITY #:

HOME TELEPHONE #: WORK TELEPHONE #:
EMERGENCY CONTACT: : EMERGENCY TELEPHONE #:

RELEASE OF ALL CLAIMS: The undersigned releases, covenants not to sue and forever discharges the City of North Bay Village,
its Officers, Employees, Agents, Volunteers and their successors in interest and their assigns (hereinafter collectively known as
the “released parties”) of ALL liabilities, claims, actions, damages, costs or expenses that the applicant may have against the
released parties resulting from or arising out of, or in any way connected with the applicant's own negligence, his/her intentional
acts and/or the negligence or intentional acts of third parties in any way connected with the volunteer work performed for the

City of North Bay Village, including, but not limited to injury or damage to person or property, or resulting in the death of the
applicant.

Applicant’s Signature: Date:

State of
County of

Sworn to and subscribed before me this ___day of
acknowledged before me by,

persenally known to me and who did/did not take an oath.

, 200___. The foregoing instrument was
who has produced as identification and/or is

STATE OF FLORIDA NOTARY PUBLIC

PRINT NAME

MY COMMISSION EXPIRES: .

APPROVAL
FOR OFFICE USE ONLY

Approved: Approved:

Department/Division Head City Manager
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AFPLIVALIUN 1U WUKK FUK FHE ULLY UF NUKIH BAY VILLAGL, FLUKID &
AS A VOLUNTEER AND HOLD HARMLESS AGREEMENT

QUESTIONNAIRE

1)

2)

3)

4)

5)

How did you learn about The City of North Bay Village's Volunteer Program? Please provide the name of the person or
entity that referred you, if applicable:

List any Special Skills you feel can be utilized in your volunteering:

Have you ever plead nolo contendere (no contest) or plead guilty to a felony or misdemeanor (other than a minor traffic
violation)? . [JYes [ JNo
If yes, please provide an explanation with dates:

Have you ever been charged with any violent crime, including violence against a minor, domestic violence crimes, or crimes
resulting from the illegal use of drugs or alcohol? [1Yes [iNo
If yes, please provide an explanation with dates:

If you are applying for a bosition that requires you to drive a motor vehicle, please answer the following questions:

a. Do you currently have a valid driver's license? If so, please provide the State where it was issued and driver's license
number (a copy of your driver’s license will be made for our records)

b. Has your driver’s license ever been suspended or revoked? If yes, explain:

c.  List all accidents and moving violations within the last two (2) years:

NOTE: POLICE AND DRIVING RECORDS WILL BE CHECKED WHERE APPLICABLE. Information concerning convictions will not

necessarily disqualify an applicant unless the conviction record indicates that the applicant would net be suitable or desirable for
employment on a particular position.

1 hereby certify that all statements made by me on this application are true and complete to the best of my knowledge. |
understand that any false, incomplete, or incorrect statements may result in my dismissal and may eliminate me from future
consideration as a volunteer or for employment with the Coty of Coral Gables.

Applicant Signature: Date:

Je(2/6)



The: City of North Bay Village appreciates your interest in volunteering your services. You may be required to undergo a
background check before you begin your volunteer assignment.

You must bring a copy-of this letter signed to the Human Resources Department, located at 1666 Kennedy Causeway, Suite 700,
City of North Bay Village, Florida 33141. Once your application has been approved, you will be contacted by a City re presentative
with the information regarding your volunteer position, including where to report on your start date and time,

In compliance with Florida Statues §119.071 (5), The City of North Bay Village collects and uses Social Security numbers for
comnpleting the applicant’s background screening.

I hereby acknowledge that 1 have read this application, that my statements are true and correct and that [ voluntarily accept the
terms of this application process.

Applicant Signature: Date:

lHal217)



OFFICE USE ONLY
i \ i APPROVED
City of North Bay Village AR D =
1700 Kennedy Causeway, # 132 REASONS:
North Bay Village, Florida 33141
305-756-7171 Fax 305-756-7722
www.nhvillage.com
EMPLOYMENT APPLICATION
BY:

INSTRUCTIONS: Please print or type ali information completely. Answer all questions. Do not leave an item
blank. If an item does not apply, write N/A (not applicable). Incomplete applications wilt not be considered. All
statemeants made on the application are subject to verification, Exaggerated, false, or misleading statements
may be cause for rejection of the application and/or termination of employment. Eligibility for hire may be based
ona rating of this application; therefore, completeness and accuracy Is of the utmost importance,

Position Applied For:

Last Name: First: Middle Initiat:
Street Address:

City: ) State: Zip Code

Home Phone: Work/Message Phone: E-Mail:

Please Check Appropriate Response

6. Have you ever baeen found guilty of, had djudication

1 .Have you ever worked for the City of North Bay Village? nad
withheld, or pled no contest to any viotation of law?

1 Yes 0 No
0 Yes [ No
If yas, please give date(s} of employment.
2. Are you a U.S, citizen? 0 Yes L No if yes, please give details below:
If no, are you authorized by Immigration and Naturalization to Date:
work in the U.S.? 0 Yes 0 No
Agency:
Allen #A: Offense/Charge:
Admission #- 11 Felony 11 Misdemeanor
3. Will you work night shift? 0 Yes 0 No
Will you work weekends? o Yes o No Oulcome:
4. Have you ever been fired, forced to resign, or resigned in lisu
of termination? 0 Yes D No
Ifyes, please explain below: Note: A conviction does not automatically mean you cannot
Employer's Name: Date: be employed by the City of North Bay Village. The nature of
the offense, how long ago it occurred, etc., are given
Reason: consideration
Attach additional sheets as needed.
§. Are you related to a Cig,( employege or is any member of your 7. Were you in the U. S. Armed Forces? o Yes 0 No
family employed by the City of North Bay Village? Did you receive an honorable discharge? 0 Yes 1 No
oYes 0 No If yes, please give the person's Do you claim veteran's preference? 0 Yes o No
Name: .
If yes, copy of your DD214 must accompany this
Relationship: application.
Department:

/e (218)
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8. DRIVER'S LICENSE NFORMATION

Do you have a valid Driver's License?

O Yes (J No

Have your license ever been
suspended?

() Yes CJ No

Drivers License Number:

Have your license ever been revoked?

O Yes (I No

State:

Expiration Date:

If yas, please provide dates and explain:

CDL Class;

Endorsements:

9. TRAFFIC CITATIONS ~ PLESE LIST ALL RECEIVED WITHIN THE LAST SEVEN (7) YEARS
{Driving under the influence, driving while intoxlcated, etc., should be listed under number 6 on page 1)

Date: Date:

Agency: Agency:

Offense / Charge: Offense / Charge:
Points: Points:

QOutcome: Outcome:

Date: Date:

Agency: Agency:

Offense / Charge: Offense / Charge:
Points: Points:

Outcome:; Outcome:

If you have more than four citations within the last seven years, please attach a separafe sheet in the same format.
10. EDUCATION AND SPECIAL TRAINING

Do you have a High School
Diploma?

(3 Yes (O No

Dale Oblained:

Do you have a GED?

D Yes O No

Date thained:

if not, highest grade completed:

Name;

Name and Location of Last High School Attended:

City:

State

List Special Training (Busin-ess, Trade, Vocational, Armed Forces Schools, etc.) Below:

Name and Location Total Hours Hours Course / Subject Taken
Complsted Required for
Certification

Certificates Received

List Colleges and Uni

versities Attended Below:

Name and Location Credit Hours Did you Major / Minor Degree Field of Type of Degree Received
Received Graduate? Program of Study
Please circle
OYes ONo
SEM QTR
OYes ONo
SEM QTR
OYes CNo
SEM QTR
OYes [ONo
SEM QTR
OYes ONo
SEM QTR

Revised JANZ007
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INSTRUCTIONS: Beginning with your present or most recent job, describe your paid work
experience for the past ten (10) years and list a minimum of three (3) employers. List each
promotion or transfer as a separate job even if they were with the same employer. Include
military, part time, and self-employment. List all gaps in work history in spaces provided.
If you have more than four (4) separate periods of employment, sign and attach sheets in
the same format as below. Resumes will not be accepted as official applications.

CURRENT JOB STATUS | () UNEMPLOYED FROM TO
[(JIN SCHOOL {MMIYY) (MM/YY)
PRESENT OR MOST RECENT EMPLOYER | Employer
From To Total Time | Address
Mo Mo Yr Telephone
Yr Yr Mo Number
Your Job
Hours per week Title
Supervisor's
Starting Salary $ per Name / Title
) Reason for
Last Salary $ per Leaving
Position :
Number of Employses Supervised (if Applicable): May we contact your present employer?
OYes [DNo
Specific Duties:

JOBS | O) UNEMPLOYED
O IN SCHOOL

P

"BETWEEN THESE
( Iif applicable)

PRESENT OR MOST RECENT EMPLOYER | Employer
From To Total Time | Address
Mo Mo Yr Telephone
Yr Yr Mo Number
Your Job
Hours per week Title
Supervisor's
Starting Salary $ per Name / Title
Reason for
Last Salary $ per Leaving
Position
Number of Employees Supervised (if Applicable): May we contact your present employer?
OYes CTINo
Specific Duties:

/¢ sza)
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ETWEEN THESE JOBS | () UNEMPLOYED FROM TO
{ If applicable) (ZJIN SCHOOL (mm/yy) (mmiyy)
PRESENT OR MOST RECENT EMPLOYER | Employer
From To Tota! Time | Address
Mo Mo Yr Telephone
Yr Yr Mo Number
Your Job
Hours per week ] Title
Supervisor'
Starting Salary $ per s Name/
Title
Reason for
Last Salary $ per Leaving
Position
Number of Employees Supervised {if Applicable): May we contact your present employer?
' OYes (ONo

Specific Duties:

( if applicable) SCHOOL

(mmfyy)

PRESENT OR MOST RECENT EMPLOYER | Employer
From To Total Time | Address
Mo Mo Yr Telephone
Yr Yr Mo Number
Your Job
Hours per week Title
Supervisor'
Starting Salary $ per s Name /
Title
Reason for
Last Salary $ per Leaving
Position
Number of Employees Supervised (if Applicable): - May we contact your present employer?
(OYes (No

Specific Duties:

NOTE: We may contact previous employers to verify employment information,

Jle(zzr)
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VETERAN'S PREFERENCE

Are you claiming Veteran's-preference? 0 YES o NO

(Copy of DD 214 must be submitted with application. Disabled veterans must submit document from:

Department of Defense, Veteran's Administration or Division of Veteran's Affairs certifying a service-
connected disability.)

Have you claimed this preference for any other position since October 1, 19877 © YES o NO
Where? Were you hired? o YES o NO

Your Veteran's Preference shali be deemed to have expired if you have been previously employed by
any siate or any agency of a political subdivision of the state.

If you are a preference eligible applicant and a non-preference eligible is appointed to the position, you
are entitled to request an investigation by the Florida Division of Veteran's. Affairs, P.O. Box 1437, St.

Petersburg, FL 33731 within twenty-one (21) days after you receive written notice that the position has
been filled.

Date Applicants Signature

PERSONAL REFERENCES
May not be a family member or employment related
Name Address Phone How long
have you
known?

(C (22 22))
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City of North Bay Village

EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION SURVEY

TO ALL APPLICANTS:

The following information is being gathered by the City of North Bay Village for research, affirmative action, and federal
EEO reporting requirements.

If you choose not to answer any of the items, you will not be subject to adverse freatment; however; we urge you to do
s0 and assure you that this information will not be used to evaluate your application, and will be kept confidential,

Job / Position Applied for:

Date of Birth ( MM/DD/YYYY )

Gender
0O Male O Female

‘Race/Ethnic Categories (Check One)

- Black (Not of Hispanic origin): Alt persons having origins in any Black racial groups Africa.

3 Asian or Pacific Islander: includes all persons having origins in the Far East, Southeast Asia, the Indian
Subcontinent or the Pacific Islands. This area includes, for example, China, Japan, Korea, the Philippine Islands,
and Samoa.

a Hispanic: includes all persons of Mexican, Puerto Rican, Cuban, South American, or Spanish culture or origin,
regardless of race.

0 American Indian or Alaskan native: includes all person having origins in North America, and who maintain cultural
identification through tribal affiliation or community recognition.

O White {not of Hispanic origin}: includes all persons having origins in Europe, North Africa, and The Middle East.
(J Other: includes Aleuts, Eskimos, Malayans, Thais, and others not covered by a spacific category.‘ :

(3 Ifthis category is checked, indicate specific ethnicity or natlonal origin:

HOW DIiD YOU LEARN OF THIS POSITION?
Ad in newspaper

~ Ad in trade journal

Ad on Radio

Job Line

City bulletin board/walk-in
Friend

City employee

Internet
Job Fair

Agency Referral

0 0CcCo0oo00oocDBotcoon

Other J1¢(22.3)
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Did You:

Answer all questions completely?

Cover & full 10 year employment history?

Explain all gaps in employment?

Complete application supplement, if applicab1e?
Submit copies of documents requested, if applicable?
Sign and date the application?

Piease read this statement carefully before signing below:

The City of North Bay Village Is an Equal Opportunity Employer. The City of North Bay Village does not
discriminate on the basis of age, race, religion, sex, national origin, sexual orientation, disability or any
legally protected classification of employment, promotional opportunities or in the selection of
volunteers or interns. .

| hereby certify that each response on this application and all other information | have furnished in
applying for employment with the City of North Bay Village is true and correct. | understand that any
incorrect, incomplete, or false statement or information | have furnished may subject me to disqualification
in an examination or to discharge at any time. ‘

Copies of Education Documents, Photo Identification, and Social Security Card must be submitted prior to
employment. All information is subject to investigation and verification.

Subsequent to a conditional offer of employment, | give my consent to the City of North Bay Village to
conduct a complete criminal background investigation, motor vehicle record check, reference checks and

pre-employment physical examination which may include a drug screen as required by the Drug Free
Workplace Program and any other selection processes at a later date prior to a final job offer.

My signature affirms fhat all information is true to the best of my know'ledge and that 1
understand that any misstatement of fact may result in disqualification or dismissal.

SIGNATURE OF APPLICANT DATE

Notes:

s Applicants must provide copies of documents required with application.

» if you require special testing accommodations due to a disability, please notify the staff
BEFORE the test date.

/(¢ (22y)
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BACKGROUND INFORMATION RELEASE WAIVER

In connection with.my application for employment with the City of North Bay Village, | understand a
background investigation, in accordance with the Fair Credit Reporting Act and all State and Federal
laws, is to be conducted and may include information about my personal character, abilities, work habits,
mode of living, residency, immigration status, general reputation, performance, experience and other
qualities pertinent towards determining my qualifications for employment.

| understand, according to the Fair Credit Reporting Act 1 am entitled to know if employment is denied
because of information obtained by any prospective employer from a Consumer Credit, | will be informed
whether an Investigative Consumer Report was requested and will be given full information as to the
nature and scope of this investigation, as well as the name of the reporting agency or sources of

~ information.

| understand that during this background investigation, the City of North Bay Village may make inquiries
and request information including but not limited to my criminal history, consumer credit history,
employment history, driving history, military history, medical history, workers' compensation history,
education, professional licensing, including information of a confidential or privileged nature.

| hereby authorize, without reservation any party (including, but not limited to, past and present
employers, Law Enforcement agencies, state agencies, institutions and private information bureaus or

repositories) contacted by the City Of North Bay Village, to furnish any or all of the above mentioned
information.

in addition, | hereby release the City of North Bay Village, and its agents or representatives, from any and
all liability for damages arising from this background investigation and the disclosure of the requested
information. | further release and discharge from all liability, any companies, agencies, officials, officers,
employees, and other persons, who, in good faith provides to the City of North Bay Village any of the
above mentioned requested information obtained during the course of the background investigation.

I will also allow a photocopy or facsimile of this Background information Release Waiver to be as valid as
the original. :

PRINT FULL NAME SIGNATURE
STATE OF
COUNTY OF
The foregoing instrument was acknowledged before me this day of
- MONTH ' YEAR
By:
Personally known by me Produced Identification: type of Identification produced

SIGNATURE OF NOTARY PUBLIC-STATE OF

Stamp

Commissioned Name of Notary Public / / C. CZZS—)
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BACKGROUND INFORMATION RELEASE WAIVER

In connection with my application for empioyment with the City of North Bay Village, | understand a
background investigation, in accordance with the Fair Credit Reporting Act and all State and Federa|
laws, is to be conducted and may include information about my personal character, abilities, work habits,
made of living, residency, immigration status, general reputation, performance, experience and other
gualities pertinent towards determining my qualifications for employment.

| understand, according to the Fair Credit Reporting Act | am entitled to know if employment is denied
because of information obtained by any prospective employer from a Consumer Credit, | will be informed
whether an Investigative Consumer Report was requested and will be given full information as to the

nature and scope of this investigation, as well as the name of the reporting agency or sources of
~ information.

| understand that during this background investigation, the City of North Bay Village may make inquiries
and request information including but not limited to my criminal history, consumer credit history,
employment history, driving history, military history, medical history, workers' compensation history,
education, professional licensing, including information of a confidential or privileged nature.

| hereby authorize, without reservation any party (including, but not limited to, past and present
employers, Law Enforcement agencies, state agencies, institutions and private information bureaus or

repositories) contacted by the City Of North Bay Village, to furnish any or all of the above mentioned
information.

In addition, | hereby release the City of North Bay Village, and its agents or representatives, from any and
all liability for damages arising from this background investigation and the disclosure of the requested
information. | further release and discharge from all liability, any companies, agencies, officials, officers,
employees, and other persons, who, in good faith provides to the City of North Bay Village any of the
above mentioned requested information obtained during the course of the background investigation.

| will also allow a photocopy or facsimile of this Background information Release Waiver to be as valid as
the original.

PRINT FULL NAME SIGNATURE
STATE OF
COUNTY OF
The foregoing instrument was acknowledged before me this day of
R MONTH ' YEAR
By:
Personally known by me Produced ldentification: type of Identification produced

SIGNATURE OF NGTARY PUBLIC-STATE OF

Stamp

Commissioned Name of Notary Public / / C CZZ 5)
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ATTACHMENTE

ABSENTEE REPORT FORM
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City of North Bay Village
Absentee Report

Today’s Date:

Employee’s Name:

Employee’s Position/Department:

Leave Requested

1¥ date of absence: _/ /
Returning to work on: / /
Charge To:
Sick Vacation
Personal CTU
W/C CHU

Employee Signature:

Supervisor’s Signature:

Approval: / Rejection:

Partial approval:
(Please explain)

Human Resource Manager Signature:

/e(227)



ATTACHMENT F

PERFORMANCE EVALUATION
FORM
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CITY OF NORTH BAY VILLAGE
PERFORMANCE EVALUATION REPORT

Name {Last} (First) {Initial) Period Covered
' A ~IFrom To : '
o Mo. Day Yr. Mo. Day Yr.
POSITION Employee  S@ff [ ] if Probation, Date Ends
|Tvoe:
Mgmnt |

D'epa\_r'tment'
REAGON FOR REVIEW

Merit Raise D Annual Review l:] Probationary Review Qther (explain)

Explanation for Review:

 MORE BELOW SATISFACTORY SCORES.IN THIS EVALUATION REPORT WILL RESULT IN NO MERIT/STE

D Outstanding
I:] Above Satisfactory
D Satisfactory
] Needs Improvement

ATTENDANCE AND OBSERVANCE OF WORKING HOURS

No absences, always on time.
One or two occasions absent/late
Three or four occasions absent/late.
Five or six occasions absent/late.

[] outstanding

D Above Satisfactory
D Satisfactory

I:l Needs Improvement
] Unsatisfactory

D Unsatisfactory Seven or more occasions abseni/late

QUANTITY OF WORK

{_Joutstanding Unusually high output, meats emergency demands.

D Above Satisfactory Consistently turns ouf more than standard for the job.

D Satisfactory Complstes assignments as expected.

D Neé:ds !mprdvement Amount of work is below normal operating standards.

[:l Unsatisfactory Amount of work is substantially below normal operating standards.

INITIATHVE / COOPERATION _ ) .

D Qutstanding Seeks additional responsibilities, suggests ideas to improve efficiency or effectiveness. Goes out of his/her way
to cooperate with supervisors, fellow workers, or public

D Above Satisfactory Accepts all additional responsibilities, shows interest, promotes cooperation with others, recommends new procedures.

I:l Satisfactory Accepts responsibility, successful in cooperating with others, responds well to new conditions.

|:| Needs Improvement Leaves problems or situations as found, cooperates reluciantly.

[:1 Unsatisfactory Ignores suggested changes, functions with difficulty in a team situation, treats others in an abrupt or rude manner.

SAFETY

No preventable accidents, recognizes and resolves safety problems.
Mo preventable accidents, always adheres to all safety regulations.
No preventable accldents, usually adheres to safety regulations.
One preventable accident, disregards some safety regulations.

Two or more preventable accldents, ignores safety regulations.

JOB KNOWLEDGE

D Outstanding

D Above Salisfactory
O Satisfactory

L__] Needs Improvement
D Unsatisfactory

Performs job independently, handles all assignments well, complete understanding/ application of rules and procedures.
Performs job fairly independentiy, handies most assignments well, knows procedures and rules.

Performs job with little supervision after instruction, knows most procedures and rules.

QOccaslonally has difficulty understanding |ob function, disregards some rules or operating procedures.

Follows instructions with difficulty, violates rules and procedures.

D Outstanding

D Above Satisfactory
D Satisfactory

|___l Needs Improvement

D Unsatisfactory

PERSONAL APPEARANCE

Always reporis to work dressed appropriately or with clean uniform, exemplary grooming and personal hygiene.

Reports to work with uniform or dressed appropriately, presents well groomed appearance, good personal hygiene.

Usually reports to work appropriately dressed or with uniform, acceptable personal hygiene and.grooming,

Occasionally reports to work without uniform or inappropriately dressed, groommg and personal hygiene sometimes
unacceptable.

Frequently reports to work without uniform or inappropriately dressed, poor personal hygiene and grooming,

//c.(229)




INTERPERSONAL SKILLS

% Outstanding Always is a team player, works cooperatively with public, peers and subordinates and establishes clear communication

Above Salisfactory Frequently is a team player, works cooperatively with public, peers and subordinates and promotes communication

D Satisfactory Cooperates and communicates with public, peers and subordinates on a regular basis

D Needs Improvement Cooperates and communicates with public, peers and subordinates only as requested

[:] Unsatisfactory Never Cooperates and communicates with public, peers and subordinates

JOB PERFORMANCE

D Outstanding Performance surpasses Job requirements, employee displays initiative and creativity enhancing departmental
efficiency and/or effectiveness.

D Above Satisfactory Performance surpasses job requirements.

D Satisfactory Employes is performing as required.

[} Needs Improvement Performance dogs not fully meet job requirements.

l:] Unsatisfactory Performance is inadequate and must be corrected.

MANAGEMENT SECTION (TO BE COMPLETED ONLY FOR MANAGEMENT EMPLOYEES)

OVERALL SUPERVISORY SKILL

D Outstanding - , Continuously exhibits exemptary leadership qualiies which include planning & assigning work, making decisions, training /
instructing employees, evaluaiing employee performance, disciplinary control, leadership, fairness and impartiality,
interest in employee/City welfare.

|:| Above Satisfactory Accomplishes work objectives following proper practices, successfully delegates/completes tasks with superior results.

D Satisfactory Supervises subordinates with minimal problems as a result of leadership style. In general, accomplishes assigned work
effectively,

r__l Needs improvement Accomplishes most assigned tasks, has problems delegating work, meeting schedules or motivating workers,

l:l Unsatisfactory Unable to deal effsctively with or direct subordinates in order to accomplish assigned tasks.

RATER: If an employee is eligible for merit/step increase, | recommand the following as it pertains to receiving a merit increase:

[:| Granted [:I Not Granted (Please provide further explanation in writing why you would niot grant merit/siep
increase. Final determination not to grant a merit/stop will be made by the City Manager)

RATER: This report is based onmy observauons knowledge of employee's performance and review of applicable Information.
it represents my best judgment of the employes's performance.

RATER'S SIGNATURE - DATE

PRINT NAME - : ' TITLE

RATER'S COMMENTS: Attach additional sheet if necessary. Rater, reviewer and employee must sign and date attachment

EMPLOYEE: | have reviewed this report and discussed it with the rater and acknowledge that | have received a copy of this evaluation, -

D I agree with rater L] | do not agree with rater
EMPLOYEE'S SIGNATURE DATE
PRINT NAME TITLE

EMPLOYEE COMMENTS: Attach additional sheet if necessary, Rater, reviewer and employee must sign and date attachment.

CiTY MANAGER { have revleWed thls eva!uatron report and my declsmn be|ow |s a5 follows

D Agree wrth rater 3 _ E |:| Do not agree wrth rater and request a mtg for. fuﬂher axplanatien & possible amendment of eval form

cnv MANAGERS SIGNATURE -' DATE

Nbte: The Clty Manager has the: rlght to request a maelmg wrth tha rater for explanauqn on the ratlngs and Clty Manager has the nght lo

amend the rater s evaluatlon of the employee Once thls process is: comp!eted the Performance Evalualron Raport wrll be placad :n the employees
personnel ﬂe In the Human Resources Dept ’ : ‘

/¢ (230)




ATTACHMENT G

EDUCATIONAL
REIMBURSEMENT FORM
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The City of North Bay Village Request for Tuition Reimbursement

Name of Employee:
Date:
Department:

I understand that the courses | am submitting for reimbursement on this form
pertain to my field of work and that | have already been pre-approved by my
supervisor and the City Manager to take this course(s) / seminar.

Maximum limitation on reimbursement shall be $2,000.00 (including books
materials) per individual (Management and/or union employee may differ per
contract / policies) per fiscal year as foliows:

A 100% B 80% C 70 % Pass 100%
Fail 0%

| have attached a copy of my written request to take these courses and approval from my
supervisor and City Manager, proof of payment for courses; payment for books, final
grades obtained or certificate and | request the following:

+ Cost for courses: $
o Cost for books and materials: $
« Total request is for: $

| have reviewed the request and determine that said course/seminar and materials meet
the criteria for reimbursement

City Manager Date

| hereby verify that | have received a check in the amount of $ as full and
complete reimbursement for my satisfactory completion of the course(s)/seminar
referenced above.

Employee Date
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ATTACHMENTH

FMLA REQUEST FORM
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City of North Bay Village

Human Resources

Application for Family and Medical Leave

Name: Department:
Job Title: Supervisor:
SS#:

Home Address:

City: Zip:

Home Phene: Work Phone:

Under the Family and Medical Leave Act (FMLA), eligible employees are entitled to up
to 12 weeks of job-protected leave for certain family and medical reasons, Please submit
this request form to your supervisor at least 30 days before leave is to commence, when
practicable. When submission of the request 30 days in advance is not possible, submit

the request as early as possible before leave would commence. The City reserves the right

to deny or postpone leave for failure to give appropriate notice when such
denial/postponement would be permitted under Federal and State law.

ELIGIBILTTY DETERMINATION

1.

Counting any periods of time that you worked for the City (whether they were

consecutive or not), have you worked for the City for a total of 12 months or
more?

YES NO
(If YES, continue. If NO, stop here.)

During the past 12 months, have you worked at least 1,250 hours?

YES NO
. Have you previously received family or medical leave?
YES NO
If YES, dates of previous leave: from to

Purpose of previous leave:

/¢ (239)
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4. Have you taken any previous intermittent leave? YES. NO
- Have you taken extended time off from scheduled hours? YES NO

If YES, provide details:

REASON(S) FOR REQUESTING LEAVE (complete all that apply)
I am requesting leave for the following reason(s):
Personal serious health condition

‘Serious health condition of:

Spouse Name

Child Name

Parent Name
Birth of child -

Expected date of delivery:

Adoption or placement of a child for foster care
Child’s Name
Date of adoption/placement

Note: A leave request based on an employee’s serious health condition or the serious
health condition of an employee’s spouse, child, or parent MUST be accompanied
by a verifying medical certification from the attending physician.

DATES OF REQUESTED LEAVE (complete all that apply)

I request leave from through
My return to work date:

I request intermittent leave according to the following schedule:

I request a reduced schedule leave according to the following schedule:

11¢ (235)
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WORK SCHEDULE

Please provide your regular work schedule:
Days of the week
Hours per day

AUTHORIZATION

1 hereby authorize the City of North Bay Village to contact my physician to verify
the reason for my requested leave or for any other information concerning my requested
family and medical leave.

Physician’s name phone

Additionally, I understand that a failure to return to work at the end of my leave period
may be treated as a resignation unless an extension has been agreed upon and approved in
wiiting by my Department Director and the Director of Human Resources.

Signature: Date:
REVIEWED BY:

Department Director: Date:
Human Resources: Date:
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City of North Bay Village

Family Medical Leave
Health Care Provider Certification

Employee’s Name Patient’s Name

Authorization to Release Medical Information -

I hereby authorize my treating physician to release to the City of North Bay Village, City
Clerk, any medical information acquired in the course of my examination or {reatment as it
may be related to this request for Family Medical Leave. The City complies with all medical
privacy rules and record retention regulations that are required by law,

This authorization expires on ; I acknowledge that I have received a copy of
this authorization.

(Patient’s signature) (Date)

Important Notice under HIPAA

I ' , understand that I may revoke this authorization at any
time by providing the City of North Bay Village, City Clerk, 1666 Kennedy Causeway, Suite
700, North Bay Village, FL 33141, with written notice that I am revoking this authorization,

I understand, however, that I may not revoke any action that the City of North Bay Village
has taken based upon this authorization prior to the date that I revoke this authorization. I
understand that if I do not authorize the results of the medical evaluation to be released, that 1
will not be considered for Family Medical Leave benefits.

(Patient’s signature) {Date)

Provider Instructions
Please use the following definitions in responding. Here, and elsewhere on this form, the
information sought relates only to the condition for which the employee is requesting leave.

INCAPACITY is defined as inability to work, attend school or perform other regular daily
activities due to the serious health condition, treatment therefore, or recovery there from.

TREATMENT: includes examinations to determine if a serious health condition exists and

evaluation of the condition. Treatment does not include routine physical examination, eye
examination, or dental examinations.

Health Care Provider Form Page 1

/e (237)



CONTINUING TREATMENT includes, for example, a course of prescription medication,
e.g., and antibiotic, or therapy requiring special equipment to resolve or alleviate the health
condition. A regimen of treatment does not include the taking of over-the-counter
medications such as aspirin, antihistamines, or salves; or bed-rest, drinking fluids, exercise,
and either similar activity that can be initiated without a visit to a health care provider.

SERIOUS HEALTH CONDITION means an illness, injury, impairment, or physical or
mental condition involving one of the following:

Condition 1 - Hospital Care: In-patient care (overnight stay in a hospital, hospice, or
residential medical care facility) including any period of incapacity or subsequent treatment
in connection with or consequent to the in-patient care. '

Condition 2 — Absence of Treatment: A period of incapacity of more that three consecutive
calendar days, including any subsequent treatment or period of incapacity relating to the
same condition that also involves:

» Treatment two or more times by a health care provider, by a nurse or physician’s
assistance under direct supervision of a health care provider, or by a provider of
health care services, e.g., physical therapist under orders of, or on referral by, a
health care provider; or

o Treatment by a health care provider on at least one occasion which results in
regimen of continuing treatment under the supervision of the health care provider.

Condition 3 — Pregnancy: Any period of incapacity due to pregnancy, or for prenatal care.
Condition 4 — Chronic Cenditions Requiring Treatments: A chronic condition is:

* Requires periodic visits for treatment by a health care provider, or by a nurse or
physician’s assistant under direct supervision of a health care provider;

o Continues over an extended period of time, including recurring episodes of a
single underlying condition, and

¢ May cause episodic rather than a continuing period of incapacity, e.g., asthma,
diabetes, epilepsy, etc.

Condition 5 — Permanent/Long-Term Conditions Requiring Supervision: A period of
incapacity which is permanent or long-term due to a condition for which treatment may not
be effective. The employee or family member must be under the continuing supervision of,
but need not be receiving active treatment by a heaith care provider. Examples include
Alzheimer’s, a severe stroke, or the terminal stages of a disease.

Health Care Provider Form Page 2
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Condition 6 — Multiple Treatments (Non-Chronic Conditions): Any period of absence to .
receive multiple treatments, including any period of recovery there from, by a health care
provider or by a provider of health care services under orders of, or on referral by, a health
care provider, either for restorative surgery after an accident or other injury, or for a
condition that would likely result in period of incapacity of more that three consecutive
calendar days in the absence of medical intervention or treatment, such as cancer,
chemotherapy, radiation, etc., severe arthritis (physical therapy, kidney disease (dialysis).

Patient is Employee Employee’s Spouse Employee’s Child Employee’s Parent

Using the definitions on the front of this form, please check the Condition below that
applies to the patient:

___Condition 1 ___Condition 2 ___Condition 3
___Condition 4 ___Condition 5 ____Condition 6

___None of the Conditions

1. Describe the medical facts that support your certification. Include a brief statement as
to how the medical facts meet the criteria for the Condition you checked:

Approximate date the Condition commenced
Probable duration of the Condition

Probable duration of the patient’s present incapacity if
different

2. Does the Condition require the employee to work

A. Intermittently? . Yes ___No.
B. Less than full schedule? _ Yes __No

3. If the Condition is chronic (Condition 4) or pregnancy, is the patient presently
incapacitated? __Yes ___No

If Yes, what is the likely duration and frequency of episodes or incapacity?

4. Will the Condition require the patient to be absent from work or other daily activities
for additional treatment? _ Yes ___No

If Yes, please check extent of absences:  Full Time___ Part Time _ Intermittent
Probable number of treatments

Duration of treatments

Interval beiween treatments

Health-Care Provider Form Page 3
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If any treatments will be provided by another health services provider, e.g., physical
therapies, please state the nature of the treatment:

If the patient requires a regimen of continuing treatment under your supervision,
provide a general description of the regimen, e.g., prescription drugs, physical therapy
requiring special equipment:

A, If medical leave is required for the employee’s own condition (including absences
due to pregnancy or a chronic condition), is the employee unable to perform work of
any kind? __Yes _ No-
B. If No, is she/he unable to perform one/more essential functions of the job?
__Yes __ No
If Yes, please list the essential functions the employee is unable to perform:

If the employee requires leave to care for family member with a serious health
condition, does the patient require assistance for basic medical or personal needs,
safety, or transportation? ___Yes __No

If No, would the employee’s presence to provide psychological comfort be beneficial to
the patient or assist in the patient’s recovery? __ Yes _ No

If the patient will need care only intermittently or on a part-time basis, please indicate
the probable duration of this need:

Signature of a Health Care Provider Date Type of Service

Address . Phone

Health Care Provider Form Page 4
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ATTACHMENT |

EMPLOYEE CONTACT
INFORMATION FORM
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CITY OF NORTH BAY VILLAGE
EMPLOYEE CONTACT INFORMATION

EMPLOYEE NAME:

DEPARTMENT & POSITION:

CONTACT NUMBERS: (HOME):
(CELL):
(OTHER):

HOME ADDRESS:
CITY& STATE ALy

EMERGENCY CONTACT INFORMATION
NAME:

CONTACT NUMBER(S): /
ADDRESS:

CITY& STATE ZIP
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LEAVE DONATION FORM
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City of North Bay Village

Leave Donation Form
I, , agree to donate hours
of (Sick, Vacation, Personal, etc.)

to

I understand that I will not be paid for the time I am donating to the employee identified
above.

Signature of Donor

Supervisor’s Approval

(Please return this form to the Human Resources Manager for processing)
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ID BADGE FORM
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The City of North Bay Village
Policy for City Issued ID Badge / Access Card

Wear your Photo ID badge while at work in the City or any City
Program or Event.

Wear your Photo ID badge in plain view, above or at your waist, so it
is observable under normal-conditions.

Do not lend your Photo ID badge to any other person for any reason.

Report a lost Photo ID badge to your supervisor immediately.

Return found Photo ID badges to your supervisor immediately.

If you ieave City employment, transfer to a different department, or
begin an extended leave of absence you must return your Photo 1D
badge to your supervisor or manager.

You must surrender your Photo ID badge to your supervisor or
manager upon request.

Do not alter the Photo ID badge or apply adornments, except as
permitted by this policy. The information and photograph cannot be
obstructed.

Photo ID badges provide a visible means of identification for City
employees and help us know who belongs in a non-public access
work area and who does not. City employees may politely challenge
people who are not wearing an employee or visitor 1D badge by
saying “May | help you?” or “Do you need help?”

Your Signature below acknowledges adherence to the above
detailed policy:

(Signature)

Print Name:

Date: / /
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HEALTH INSURANCE STIPEND
REQUEST
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REQUEST ¥OR HEALTH INSURANCE STIPEND

NAME OF EMPLOYEE:

NAME OF OTHER INSURANCE:

COVERAGEDATES:FROM:(__/ / _HYTO(C_/ [ )

ARE YOU A DEPENDENT ON YOUR SPOUSE OR PARTNER’S INSURANCE?
YES /NO

IF NO, HOW WAS INSURANCE
OBTAINED:

EMPLOYEE’S SIGNATURE & DATE : /1

TO BE COMPLETED BY HR

ADEQUACY OF PROOT OF INSURANCE PROVIDED (DESCRIPTION AND
ATTACH):YES/NO

IF CURRENTLY COVERED WITH CITY INSURANCE, DATE COVERAGE IS NO
LONGER EFFECTIVE: / /

DATE TO BEGIN ISSUING STIPEND: / /
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ATTACHMENT M

FIRST REPORT OF INJURY AND
SUPERVISORS REPORT
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FIRST REPORT OF INJURY OR ILLNESS RECEIVED BY SENTTO DIVISION DATE DIVISION REC'D)
' CLAIMS-HANDLING ENTITY DATE
FLORIDA DEPT. OF LABOR & EMPLOYMENT SECURITY
DIVISION OF WORKERS' COMPENSATION
For assistance call 1-800-342-1741
Or condact your local EAO Office
Report all deaths within 24 hours 800-219-8953
PLEASE PRINT OR TYPE EMPLOYEE INFORMATION
NAME (First, Middle, Last) Social Security Number Date of Accident (Month/Day/Year | TPime of Accident
HOME ADDRESS EMPLOYEE’S DESCRIPTION OF ACCIDENT (Include Cause of injury)
City: State: Zip:
TELEPHONE Area Code Number
OCCUPATION INJURY/ILLNESS THAT QCCURRED PART OF BODY AFFECTED
DATE OF BIRTH SEX
EMPLOYER INFORMATION
FEDERAL 1.0, NUMBER {FEIN) DATE FIRST REPORTED (Month/Day/Year)

COMPANY NAME:  City of North Bay Village
D.B.A. ' 59-6000388
Street: 1700 Kennedy Causeway Suite 132 NATURE OF BUSINESS POLICY/MEMBER NUMBER
City: North Bay Village State; FL Zip: 331414190 CITY GOVT FMIT 0403
TELEPHONE Area Code Number DATE EMPLOYED PAID FOR DATE OF INJURY 7

(305) 7567171 Ext:80

EMPLOYER’S LOCATION ADDRESS (If Different) LAST DATE EMPLOYEE WORKED

Street:
RETURNED TO WORK
No
City: State: Zip: IF YES, DATE RETURNED TO WORK

LOCATION # (If applicable)

WILL YOU CONTINUE TOPAY WAGES
INSTEAD OF WORK ERS’ COMP?

LAST DAY WAGES WILL BE PAID
INSTEAD OF WORKERS’ COMP?

PLACE OF ACCIDENT (Street, City, State, Zip} DATE OF DEATH (If applicable} RATE OF PAY I HR D WK
Per
Street: ) D DAY D MO
AGREE WITH DESCRIPTION OF ACCIDENT? Number of hours per day
City: State: Zip:
Number of hours per week 40
County of Accident Miami-Dade Number of days per week

Any person who, knowingly and with intent to injure, defraud, or deceive any employer or employee, insurance company,
or self-insured program, files a statement of claitn contaiting any false or misleading information is guilty of a felony of the
third degree. 1have reviewed, understand and acknowledge the above statement,

NAME, ADDRESS AND TELEPHONE
OF PHYSICIAN OR HOSPITAL

Fast Care Medical Center

20601 E Dixie Hwy, Ste 340

EMPLOYEE SIGNATURE (If available to sign) DATE Aventura, FL. 33180
786-923-4000
EMPLOYER SIGNATURE DATE 786-923-4001- Fax
AUTHORIZED BY EMPLOYER Y
CARRIER INFORMATION
Dl (a). Case Denied - DWC-12, Notice of Denial Attached D 2. Medical Only which became Lost Time Case (Complete all info in #3)
D 1 (b). Indemnity Only Denied Case - DWC-12 Notice of Denial Attached Employee’s 8" Day of Disablllty / /
Entity’s knowledge of 8% Day of Disability A
D 3. Lost Time Case - 1st day of disability Full Salary continued in lieu of comp? D YES Full Salary End Date
Date First Payment Mailed AWW Comp Rate
Orr O 7r-8% [0 tr. O ie. [0 »T [J DBATH [] SETTLEMENT ONLY
Penalty Amount Paid in 1* Payment § Interest Amount Paid in 1 Payment §
REMARKS:
CARRIER NAME, ADDRES_S & TELEPHONE
INSURER CODE#' { EMPLOYEE'S RISK CLASS CODE | BEMPLOYER’S NAICS C ODE FLORIDA LEAGUE OF CITIES, INC.

SERVICE CO/TPACODE# | CARRIER FILE #

//C(250)

Is employer self-insured

Attn: W.C. Claims

P. O. Box 538135, Orlando, FL. 32853-8135

407-245-0725

[]_¥Es []_No
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Supervisor's Report

City of North Bay Village

Angwer All Questions on Supervisor's Report For:
e On-The-Job Injuries And/Or
¢ Work Related Accidents

Name of Employee:

Date of accident or injury:

Department:

Name of immediate supervisor:

To whom was it first reported/mentioned:

Date/time:

Was first aid rendered? Yes / NO

By whom?

When seen by doctor?

When did employee return to work?

Have you confirmed this as an on—the~job injury or a work related
accident? YES / NO

Were there any acts committed by the employee that caused or contributed
to the accident?

Yes [ ] No [ ] EXPLAIN:

Did other persons, animals, or circumstances contribute to the accident?
Yesg [] No { 1 How or what?

Check conditions and/or acts that contributed directly or indirectly to
the accident:

Inadequate supervision
Other
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||Supervisor's Report - Page 2 "

Improper/inadequate instructions
Defective or inadequate equipment
Departure from standard procedure
Inadequate planning

Weather

EXPLATN:

Were there any ungafe factors involved, i.e., indifference,
intoxication, fatigue, inadequate skill, etc.?
Yes [ } No [ 1 1If yeg, indicate:

How many previous accidents, to the best of your knowledge, has the
employee had while employed by the City of North Bay Village?

If any, were there any similar? Yes [ ] No [ ]

What have you done to help prevent recurrence of this type of accident?
Be gpecific:

Names of witnesses to the accident:

Supervisor's signature

Office phone number:

Employee's signature
{if available)

COMMENTS (On Rear)

Distribution: City Manager, Department Head, and Safety Committee
Coordinator
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