ORDINANCE NO. 94- t‘z

AN ORDINANCE AMENDING ORDINANCE 83-8"AN ORDINANCE ADOPTING
A CODIFICATION OF PERSONNEL CLASSIFICATION PLAN AND
CODIFICATION OF PERSONNEL PAY PLAN, PROVIDING FOR
WATVER THEREQOF, REPEALING PRICR CONFLICTING
ORDINANCES AND REGULATIONS, WITH SEVERABILITY
CLAUSE AND EMERGENCY PROVISION" BY PROVIDING THE
JOB DESCRIPTIONS AND PAY CLASSIFICATIONS FOR CODE
ENFORCEMENT OFFICER AND SECRETARY, WITH SEVERABILITY
AND REPEALER CLAUSES; AND PROVIDING FOR AN EFFECTIVE DATE
THAT WHEREAS, the City of Russellville has previously adopted
Ordinance 83-8 "An Ordinance Adopting a Codification of Personnel
Classification Plan and Codification of Personnel Pay Plan, Providing
for Waiver Thereof, Repealing Prior Conflicting Ordinances and
Regulations, with Severability and Emergency Provision' & and the
City has now determined that it is necessary and proper to amend
that ordinance to provide for accurate job descriptions for the
positions of Code Enforcement Officer and Secretary;
NOW, THEREFORE, BE IT ORDAINED BY THE CITY OF RUSSELVILLE,
THAT :
Section 1: The job descriptions for Code Enforcement Officer
and Secretary as attached hereto and marked as Exhibit "A" and
"B" are adopted for these positions, and these positions are classi-
fied as shown on the attachments for payment classification purposes.
Section 2: In the event any provision of this Ordinance is
invalid for any reason, such invalidity shall not affect the validity
of any other provisions.
Section 3: All portions of any section of any ordinance or

rule or regulation in conflict herewith are hereby repealed to

the extent of that conflict only.




Section 4: This Ordinance shall be effective upon its passage

and publication according to law.

FIRST READING CONDUCTED on October 18 , 1994,

SECOND READING CONDUCTED ON AND PASSAGE by roll call wvote this

8th  day of November ; 1994,
AYES: NAYES: ABSTAINING: ABSENT:
Willie Hampton None None None

Patricia Basham

Howard Wren

Russell Jones

Jean Hankins

Michael Baugh

A

KEN SMITH, MAYOCR

ATTEST:

j= sz

et
< PEGGY” '}1 CITY CLERK




POSITION DESCRIPTION

Class Title: Secretary Pay Grade: 6
Department: Engineer (Primary) Pay Step: D
Date:

GENERAL PURPOSE

Performs a variety of routine and complex clerical, secretarial and
administrative work in keeping official records, providing
administrative support to the Engineering Office, and assisting in
the administration of the standard operating policies and
procedures of the City.

SUPERVISION RECEIVED:

Works under the close. supervision of the Engineering Office
with technical support from the Office Manager.

SUPERVISION EXERCISED
None.
ESSENTIAL DUTIES AND RESPONSIBILITIES

Performs routine clerical and administrative work in answering
phones, receiving the public, providing customer assistance, and

data processing.

Answering in-coming calls and routes callers or provides
information as required.

Receives the public and answers questions; responds to inguiries
from employees, citizens and others and refers, when necessary, to

appropriate persons.

Assists in the procurement of department materials and supplies.
Operates listed office machines as required.
Prepares and monitors work orders.

Recejves, stamps and distributes incoming mail, processes outgoing
mail.

Composes, types, and edits a variety of correspondence, reports,
memoranda and other material requiring judgment as to content,
accuracy, and completeness.

Inputs data to standard office and department forms; makes simple
posting to accounts; compiles data for various reports.

Coordinates travel plans.




Maintains departmental records. Establishes and maintains filing
systems, control records and indexes using moderate independent

judgment.

Maintains inventories and orders office supplies and materials.

Schedules appointments, and performs other administrative and
clerical duties.

PERIPHERAL DUTIES

Issues routine non-technical permits,
DESIRED MINIMUM QUALIFICATIONS

Education and Experience:

(A) Graduation from a high schoocl or GED eguivalent with
specialized course work in general office practices such as typing,
filing, and bookkeeping, and (B) two (2) years of increasingly
responsible related experience, or any equivalent combination of
related education and experience.

Necessary Knowledge, Skills and Abilities:

(A) Working knowledge of computers and electronic data
processing; working Kknowledge of modern office practices and

procedures;
(B) 8kill in operation of listed tools and equipment.

(C) Ability to effectively meet and deal with the public;
ability to communicate effectively verbally and in writing; ability
to handle stressful situations.

TOOLS AND EQUIPMENT USED

Phone System; personal computer including word processing software;
copy machine; postage machine; fax machine; calculator.

PHYSICAL DEMANDS

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

The employee must occasionally lift and/or move up to 25 pounds.
Specific vision abilities required by this job include close vision
and the ability to adjust focus.




WORK ENVIRONMENT

The work environment characteristics described here are
representative of those an employee encounters while performing the
essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the
essential functions.

The noise level in the work environment is usually quiet.

SELECTION GUIDELINES

Formal application, rating of education and experience; oral
interview and reference check; job related tests may be required.

The duties listed above are intended only as illustration of the
various types of work that may be performed. The omission of
specific statements of duties does not exclude them from the
position if the work is similar, related or a logical assignment to
the position.

The job description does not constitute an employment agreement
between the employer and employee and is subject to change by the
employer as the needs of the employer and requirements of the job

change.

Approval: Approval
Supervisor Appointing Authority

Effective Date:

File Form: FTMH94.116




