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| MINUTES OF CIVIL SERVICE BOARD
CITY OF SACRAMENTO B
REGULAR MEETING FEBRUARY 21, 1979

regular meeting of the Civil Service Board was ca]]ed to order by
esident Wilfred Street at 1:35 p.m. in the Personnel Department

Conference Room, 801 Ninth Street.

Present: Luis Campos, Juanita DamereT], Wilfred Street,

ﬁ Ronald Wright.

Absent None.

RESIGNATION OF PRESIDENT DONNA L. GILES FROM CIVIL SERVICE BOARD

Acting Secretary William Woska read President Giles' Tetter to Mayor

Isenberg

resigning from the Civil Service Board,.effective February 7, 1979.

Mrs. Gi]es will be the City's new Director of Personnel on March 3, 1979.

ELECTION

OF PRESTDENT AND INTERIM VICE-PRESIDENT OF CIVIL SERVICE BOARD

The

President . .
Interim Vice-President . . . . . . . . Luis Campos

fo]10w1ng members were elected by unanimous vote:

‘ Wilfred D. Street

-------------

MINUTES OF MEETINGS HELD JANUARY 17; FEBRUARY 6; AND FEBRUARY 7, 1979:

Approved as subm1tted

REPORTS !
Act{ng Secretary William Woska reported that:
a. ‘Request for hearing was granted to Jose Urioste, Park Maintenance
(Worker III, before an Administrative Law Judge. The hearing has
'been set for May 17 and 18, 1979. '
b. ?Effective February 6, 1979, the Emp]oyeé Relations Division was
. separated from the Personne] Department, and a new Department of
Employee Relations was created.
ELIGIBLE?REGISTER ESTABLISHED S
| Effective Certification Expiration
Exam. Classification - - .Date Date Date
#1631 Community Service . o _
‘ Representative 2/14/79 3/1/79 2/13/80
(Mrl Wright arrived at 1:50 p.m.)
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EXAMINATIONS TO BE ANNOUNCED

#1654 Drainage Foreman (Promotional)

MOTION:: Mrs. Damerell moved to approve announcement #1654.
SECOND:  Mr. Campos. ‘
CARRIED: Unanimous vote.

#1655 EDP Programmer-Analyst

MOTION:  Mrs. Damerell moved to approve announcement #1655.
SECOND:  Mr. Wright. ‘
CARRIED: Unanimous vote.

REQUEST FOR HEARING BEFORE CIVIL SERVICE BOARD TO APPEAL DISCIPLINARY ACTION
(continued from 2/6/79)

Raj Brar, -Police Officer

As Attorney David Siimmons was not preseént to'dichSs this iiém;,thé Board,
.by unanimous vote, continued the matter to the next regular meeting.

REQUEST FOR TRANSFER . L v ‘ Il
Warner J. Herndon, Tree Trimmer Trainee to Park Ma%hféﬁhnéé Worker 1.
MOTION:  Mr. Wright moved to approve the requested transfer to be
effective March 3, 1979.
SECOND:  Mr. Campos.
CARRIED: Unanimous vote.

REQUEST FOR VOLUNTARY DEMOTION

Ronald R. Nichols, Fire Prevention Inspector I to Firefighter

MOTION: "Mrs. Damerell moved to approve the requested voluntary
demotion.
~ SECOND:  Mr. Campos.
CARRIED: Unanimous vote.

AMENDMENT TO CLASSIFICATION PLAN

Adoption of New Classifications, Revised Specifications, Title Change

a. Utility Billing Representative I )
b. Utility Billing Representative II ) second reading
c. Utility Billing Representative III ) : _
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resubm1tted, reflecting the amendments recommended by the Board on February 6.
The spec1fncat1ons for Utility Billing Representative I and II were approved
at first reading on February 6 and held over for action at this meeting.

s ! :
i - MOTION: Mrs. Damereil moved to approve the new classifications of

- ‘ and specifications for Utility B1111ng Representative 1, II,

i . The dlass specification for Utility Bﬂh’ng Representative III was

E | and III.
SECOND:  Mr. Campos.
CARRIED: Ayes; Campos, Damerell, Street. :
l Abstained: Wright (because of conflict of interest).
i Noes: ~ None.

|
The Board requested a follow-up report Tisting the Utility Billing
Division' q employee reallocations when completed. Staff agreed to submit
such a report

d. Recreat1on Supervisor I to Recreation Supervisor ) second

e. Recreat1on Supervisor II to Senior Recreation Supervisor ) reading
|

- MOTION:  Mr. Wright moved to approve the revised specifications
| and title changes.
SECOND:  Mr. Campos.
CARRIED: Unanimous vote.

f. barking Lot Attendant to Parking Lot Attendant I )
Parking Lot Attendant II ) first and second
Parking Lot Foreman _ ) ~ reading

> i Te)

Assoc1ate Personnel Analyst Julie Mayesh presented a classification
study of F]asses in the Parking Lot Attendant series. Because of expanded
off-street parking operations, changes in personnel staffing were also
required. l It was recommended by staff that a new class of Parking Lot
Attendant‘II be established; that Parking Lot Attendant be changed to Parking
Lot Attendant I, and that specification revisions be adopted for Parking

Lot Attendant I and Parking Lot Foreman.

The!union and the department have indicated approval of the proposals.
and, thenefore, the Board was requested to adopt the recommendations at
this meeting.

{ ‘ ‘ A

MOTHON: Mr. Wright moved to adopt the proposed amendments to the
‘ classification plan.

SECOND: Mrs. Damerell.
CARRIED: Unanimous vote.




2/21/79
"

DISCUSSION REGARDING CIVIL SERVICE BOARD RECOMMENDATION TO CITY COUNCIL
CONCERNING AFFIRMATIVE ACTION'(CQntihU&tiOn'from'1/17/79)

A draft of a letter, which incorporated the proposed recommendations
expressed by Mr. Wright at the January 17 meeting, to the City Council was
submitted\by‘Mrs.vDamere11, and discussion followed.

MOTION: Mrs. Damerell moved that the letter, as amended, be forwarded
' to the City Council.
SECOND:  Mr. Wright. o
CARRIED: Ayes: Campos, Damerell, Wright.
Noes: Street,

A copy of the letter is attached and made a part of these minutes.

/

FAREWELL TO MR. RONALD H. WRIGHT

Farewell and best wishes were éxpressed to Mr. Wright, Mr. Wright,
effective March 1, 1979, will be employed by Stationary Engineers Local 39.

President

Acting Secretary

b
= //7 Wilfred D. Stpeet

Attachment




- ) | | UTILITY BILLING REPRESENTATIVE I
| ‘
|
NATURE OF WORK:
Under c]dge and continuous superv1s1on receives tra1n1ng in and performs
routine c]er1ca1 and public contact work in the Utility B1]]1ng Division of the

Finance Department
’ |

!i T gity of Sacraﬁbnto, . ' ' ' 3' , _ ' JanuaryA]979
|

DISTINGUISHIPG CHARACTERISTICS

The Ut}]ﬂty Billing Representatlve I classification is the f1rst level in
the Utility Bm]]1ng Representative c]ass1f1cat1on ser1es .and serves as the
entry/training level. _

Emp]oyees in this c]ass1f1cat1on norma]]y work under close and cont1nuou5'
supervision performwng a group of repetitive or closely related utility billing
duties accord1ng to established procedures. While a variety of tasks may be
assigned, eacn step usual]y fits a pattern which has been established and ex-
plained before work is started. Generally work is observed and reviewed both
during its perfornance and upon completion, and changes in procedure or excep-
tions to ru]eq are exp]a1ned in detail as they arise.

This classification is distinguished from other entry- Tevel clerical clas-
sifications b& the performance of clerical duties unique to the Utility Billing
Division and 1is d1st1nguwshed from the Utility Billing Representative II clas-
sification in|that it is a trainee classification assigned to learn routine and
repetitive c1er1ca1 duties, while the Utility B1111ng Representative II performs
increasingly respons1b]e c]er1ca] dut1es requiring some initiative and inde-
penoent Judqment : _

EXAMPLES OF DuTIEs:

"~ As a Utiiity Billing Pepresentative I, Tearns how to:

Receive te]ephone and walk-in customers' utility requests and complete
Utility B]l]1ng Change Forms in order to start, stop, change, or delete account
transactions and utility” serv1ces, computxng and prorating charges from estab-
lished schedulles.

Read and; respond by telephone or form 1etter to routine 1nqu1r1es, referring
inquiries that need detailed responses to a superv150r

Retrievehdata processing information concerning status or history of accounts-
by using microfiche, computer printouts, and other computer documents in order to
respond to customers' inquiries and complaints.

Explain b1]11ng procedures and answer customers comp]alnts in accordance
with established policy.

Ma1nta1n'and file a variety of utility documents in alphabetical, chrono-
logical, or npmer1ca1 order.

Refer reguests for special garbage service or comp1a1nts about garbage serv-
ice to Yaste Remova] Dlv1s1on : e




LTILIT\ BILLING

THTE ' ”~

REP PES NTATIVE [ ' -2- - : ~ " January 1979

EXAMPLES OF DUTIES (Continued) o e ,

Submit requests for route reports to Waste Removal to ver1fy service ren-
dered, issuing credit to customer if approved by Waste Removal. -

Submit requests for inspection reports to the Field Represennatlveq to
verify status of property.

Make up and send out handwritten bills to customers who e1ther lost or never
received their.original bills.

Operate a variety of office equnpmant such as ca]cu]ator ) computer termi-
nals, copy machines, mail stuffing machines, microfiche readers, m1crof1]m
readers, microfilmers, and telephones. '

Process duplicate bills for checks received w1thout b11]s

Perform related duties as requ1red :

DESIRABLE QUALIFICATIONS:

Any experience or training which- w11] provide the necessary know]edges,
abilities, and skills is desirable. : , .

KNOWLEDGES, ABILITIES, AND SKILLS:

Know]edge of:

The basic elemants of good English usage, spe111ng, f1]1ng, and
arithmetic.

Ability to:

- Read, write, speak, and understand the Eng]1sh ]anguage at a 1eve1
necessary for efficient job performance.
Perform routine clerical work including arithmetical computat1ons
with speed and accuracy.
Understand and follow oral and written instructions.
Deal effectively and tactfully with the public by te]ephone or in
person.
Maintain cooperative work1ng relationshins with co- workers and . .
other City employees. . - o
_ Learn assigned tasks readily and adhere to prescr1bed rout1nes -
office rules, methods, and policies.
‘Operate a variety of office equipment such as ca]cu]ators _
computer terminals, copy machines, mail stuff1ng mach1nes microfiche
readers and microfilm readers K '

Skill in:
Communicating clearly: and dea]1ng w1th the pub]1c in an effect1ve
- and tactful manner. .
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Adopted:

" Revised: P %xéﬂyﬁﬁf
AT1t1e Changel |
Abolished:

|
Class Code ﬁ
l.
|
|
f
|
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b ' _. UTILITY BILLING REPRESENTATIVE 11

NATURE Ok NORK
!

Under dgeneral supervision, perforns routine c]er1ca1 and public contact
work 1in the|Ut111ty Bil1ling Division of the Finance Department.

DISTIIGUIJHING CHARACTERISTICS

i _
The Ut;]lty Billing Representat1ve II is the second level in the Ut111ty
81111ng erresentat1ve classification ser1es and serves as the journey-level.

Emp]oyees in this classification normaI]y work under. generaI superv1s1on :
performing a wide variety of utility billing duties requiring a knowledge of
departmenta]l procedures end precedents, and the ability to choose among a
1imited number of alternatives in solving routine problems, Most assignments
at this ]eve] are determined by the natural flow of work and are performed
without speF1f1c instruction. Work methods are expected to follow standard -
‘practices except when unusual or difficult cases occur, when more specific
"instructions may be given. Employees in this class are guided in their tasks
bv ﬂanuaIsl office directives, and superv1s1on They function within these
gu1de11nes||ut11121ng independent judgment in routine ass1gnments Work is

normaIIy rev1ewed only for overall results.

This cIass1f1cat10n is d1st1ngu1shed from other Journey -level cIer1caI
classifications by the performance of clerical duties unique to the Utility
Billing Division. Utility B1II1ng Representative II is d1st1ngu1shed from
Utility B1I11ng Representatwve I in that it performs at the journey level
while the Iatter is an entry-level classification. . This classification is

d1st1nau1shed from Utility Billing Representative III in that it does not per- -

form as a supervisor nor does it have the latitude of decision-making assigned
te the Ut111ty Billing Representat1ve III .

I'

EXAMPLES OF DUTIES:

Rece1Les telephone and walk-in customers' utility requests and com-
pletes Ut111ty Bi11ing Change Forms in order to start, stop, change, or
delete accéunt transactions and utility serv1ces, comnut1ng and prorating
charges from established schedules.

Reads| and responds by telepnone or form letter to rout1ne inquiries,
referring inquiries that need detailed responses to a supervisor.

Retr1eves data processing information concerning status or history
of accounts by using microfiche, computer pr1ntouts, and other computer
~documents in order to respond to customers' ‘inquiries and comp]a1nts

Exp1a1ns bi11ling procedures and answers customers' complaints in ac-
cordance w1th estab11shed policy. o

| : %



service to Waste Removal Division.

©visor.

UTILITY BILLING - o | o . .

EXAMPLES OF DUTIES: (Continued)

annta1ns and files a variety of utl11tj doeuments in a]pnabet1ca1
chronolcgical, or numerical order.
Refers requests for special garbage service or comn]a1nts about oa,oage-

Submits requests for route reports to Haste Removal to verify service
rendered, issuing credit to customer if approved by Waste Removal.
Refers non-routine problems. and/or overly irate customers to a super-

Submits requests for 1nspect1on reports to the Field Representat1ves

" to verify status of property.

Makes up and sends out handwritten bills to customers who eltner ]ost
or never received their original bills.
Operates a variety of office equipment such as calculators, computer

.terminais, copy mach1nes, microfiche readers, m1crof1]m readers, m1cro:11mer=,

and te]ephones °
Processes duplicate bills for checks rece1ved w1thout bills.
" Prepares. refund claim forms for authorized person's signature,
Assists in training new employees to perform similar work,
- Performs reTated duties as required, : »

DESIRABLE QUAIIFICATIOMb

One year of experience as a career Ut1]1ty B1111ng Representat1ve I w1th _ '
the City of Sacramento, ' _, . S l

OR

One year of recent experience which involved (1) performing financié],
statistical, or other arithmetical record-keeping duties and (2) frequently

- providing financial, credit, or account information to customers; or (3) per-

forming utility billing dut1es with a governmenta] or public agency.

(Note: After the incumbent of a career Utility Billing Represenbat1ve I posi-
tion completes at least twelve (12) months training as a Utility Billing Rep-

" resentative I, and with the recommendation of the Department Head, the position

may be reallocated to the Utility Billing Representative 1I classification in
accordance with Civi]_Service Board Rules and Regulations, )

~ KNOWLEDGES, ABILITIES, AND SKILLS:

Knowledge of:

The elements of good English usage, spelling, filing, and'arithmetic,
Methods and procedures used in financial clerical work. :
Modern office methods, terminology, supplies, and equipment.

Ability to:

Read, wrﬁte speak, and understand the Eng11sh 1anguage at a level
necessary for eff1c1ent job performance, . ,

-
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UTILITY BILUING

Lo REPRESENTAT%VE S S - %3; o C Janvary 1979
| | - |

o KNOWLEDGES, | S, ILLS:  (Continued)

; l | gbih't%,i to: (Contmuod)

M}ke ar1thm9t1ca] cornutau1ong ropidlj and accurately,

Analyze situations accurately and adopt an effective course of
actionlin accordance with established policies, reguTat1ons, and
procedures

Understand and follow written and oral" 1nstruct1ons

Dea] effectively and tactfu]]y with the pub]ic by telephone or
in person

Ma1nta1n cooperative working re]aLlonsh1ps with co-workers and
other C1ty employees.

Operate a variety of office equ1pment such as ca]culators,
computer terminals, copy machines, microfiche readers, and microfilm
readers :

Tra1n others to perform similar work,

, | _
Skill in:
!

Mak1nq arijthmetical computat1ons, f111ng, ma1nta1n1ng office
records, and operating office equipment,

Commun1cat1ng c]ear]y and dea11ng effect1ve1y and tactfully with
the pub11c

|

L
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Revised: I

Adopted:

Title Chanqe:
Abolished: |

Class CodeI
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UTILITY BILLING REPRESENTATIVE ITT

iK

Under d
cal and nubl
Denartment.

xrect1on, superv1se< assigned staff and nerforms snec1a]120d cleri-
1C_CONL3CL work in tne Utility Billina Division of the Finance

DISTINGUISHI

|
IG CHARACTERISTICS:

This is
cation serie
'or more spec
routine corr

the third level in the Ut111ty B1111ng Representat1ve c]ass1f1~
§ and serves as the working supervisor level responsible for one
ialized utility billing functions such as: metered accounts, non-
espondenbe perfected liens, refunds, schoo] accounts, or trainina

~of all new ehp]oyees

Work pe
errors may be
written docu
comp]ete JOb
ercise of in

This cla
- classificati

to the Utili
: Utility
Representati
for one or m
sion, while
forms routin
‘and procedurn

EXAMPLES OF

rformed by employees is not subject to deta1]ed review, although .

e of considerable consequence. Duties require interpretation of
ents, the independent development of information necessary to .
assignments, the determination of work priorities, and the ex-

1t1at1ve all within general policies and procedures
ss1f1cat1on is d1st1ngu1shed from other senior level clerical

ons by the performance of superv1sory and clerical duties unique

ity Billing Division.

\B1111ng Representat1ve 111 is d1st1ngu1shed from Utility Billing

ve 11 in that it is a working supervisor class with responsibility

ore specialized clerical functions within the Ut111ty Billing Divi-

Fhe Utility Bil1ling Representative II is not supervisory and per-

e utility billing work w1th1n a well-defined framework of policies

es.

\
DUTIES:

Develop
telephone cd
part of tra”

Makes a
in order to

Gives o
customers wil
Eva]uat
revisions to
Eva]uaL
met and to d
Intervi

s and conducts training of staff and new employees, monitoring
11s, and reviewing error listings and computer input documents as

ning program.
ssignments, reschedules due to absences, and schedules work breaks

maintain full telephone and public counter coverage,

ut and receives sensitive or conF1dent1a1 information regarding

th delinquent bills.

'es clerical procedures and makes revisions or recommendations for
superiors.

es the work of subordinate staff to insure work standards are being
letermine training needs.

ews and recommends the selection of new emp]oyees
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REPRESENTATIVE IIT | ~2- o January 1979
EXAMPLES OF DUTIES: (Continued) S S o
Reviews computer update documents in order. to COY’Y’GCL errors rrade on pre- l

vious input.

Requisitions supplies, services and equipment for the Division from outside
vendors and Central Stores and approves payment of bills. .

Approves or denies claims for ‘refunds up to $100 after reviewing account and
adjusting credits. ,

Processes and maintains perfected lien document records

Processes and maintains records for metered accounts and school accounts.

Sets up new accounts from a review of City building permlts

.Sets up and maintains vacancy account records.

Composes explanatory correspondence in order to respond to non- routma
written or verbal customer inquiries. :
) Takes over dealings with irate and/or problem customers at the counter or on
the telephone when subordinates feel they can no longer handle the situation or
the customer has demanded to speak with the supervisor : : :
. - Participates in viork performed by Utility B1111ng S as necessary to
maintain an even work flow. - : L :
Performs related duties as required.

'DESIRABLE QUALIFICATIONS:

Experience:

_ Two years of experience as a career Uti]itbei1]ing Division employee
at the level of ltility Billing Renresentative II or similar or related clas-
sification which provides the required knowledges, abilities, and skills.

R

Three years of recent experience which involved (1) performing finan-
cial, statistical, or other arithmetical record-keeping duties and (2) fre- .
quently providing financial, credit, or account information to customers;
or (3) performing ut111ty b1111ng duties with a governmenta] or public
agency. : ,

' KNOHLEDGES,.ABILITIES, AND SKILLS:

~ Knowledge of:

Modern office organization procedures supp11es and equ1pment

First line supervision techniques and training.

Modern business correspondence and record-keeping systems.

Correct business English usage, spelling, grammar, punctuatlon, and .
terminology. : _
Utﬂ1ty bﬂhng and collection procedures, . . L I

3Ab111tz t

Read, wr1te, speak, and understand the Eng11sh Tanguage at a level
necessary for efficient job performance, s
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- KNOWLEDGES,] ABILITIES, AND SKILLS: - (Continued)

Ability to: (Continued)

Plan, assign, review, and supervise the work of clerical employees.
Underﬂtand, interpret, apply, and eApIaln laws, regulations, rules,
po]1c1e§, and procedures.
' Revjise and adopt work procedures and reccrd-keeping systems.
Periform specialized utility billing clerical work 1nvo]v1no independent
gudgwenF within general policies and procedures.
Compose letters and reports relative to departmental policies and pro-
cedures|.
Keep a variety of records, assemble and organize data, and prepare
reports| from such data,
Make arithmetical computations rapidly and accurate]y
Deal effectively and tactfully with the pub11c‘by telephone or in
person.
Ma1nta1n cooperative work1ng re]at1onsh1ps with co-workers and other
City emp]oyees
' Operate a variety of office equ1pmant such as calculators, computer
terminafls, copy machines, microfiche readers, and microfilm readers.

. Skill in:

Applying the principles of effective supervision and training.
Communicating clearly and dea11ng effectively and tactfully with the
public.
Makiing arithmetical computat1ons, f1]1ng, ma1nta1n1ng off1ce records,
and operating office equipment. ,

Adopted: 2/ )7
- /. :
Revised: S

[g°]

Title Change:
Abolished:
Class Code:|
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NATURE OF

RECREATION SUPERVISOR

WORK :

Unde
responsib
and subor
on parks,

DISTINGUI

r general supervision, a Recreation Supervisor has
11ity for the direct supervision of recreation leaders
dinate staff engaged in recreation activities conducted
playgrounds, centers, or in specialized facilities.

SHING CHARACTERISTICS:

Thisi

in that t
for progr
the City

class differs from that of Senior Recreation Supervisor .
he latter has administrative and supervisory responsibility
ams in a large area comprising several districts within

or a major section of the Recreation Division.

:

EXAMPLES OF DUTIES:

| _ o ,
s, schedules and directs:the‘work-of part-time and seasonal

Plan
employeeQ : _
Supervises adult and youth in a variety of recreational'acti-
vities and programs.

Carr

ﬁes out departmental rules and regulatlons.

Conducts recreation clinics in connection with the junior

~golf prog:

ram, tennis, hunter safety, and other sports activities.

Organizes, schedules and supervises such recreational activities
as athletiic leagues, hobby and handicraft shows, parades, contests

- specializ

and tourn%nents, and special shows and events for particular holidays

and seaso

Supe:
and instr
tion spec

Designs and paints scenery,

ns.
rvises City-wide programs in ‘crafts, music, drama or dance,
ucts recreatlon leaders and teachers in the Varlous recrea-
ialties.

cathers stage props, arranges

displays %nd performs various art work including sketches, deSLOns
for posters and costumes.

Prep
PreD
supplleSf
Prov
time pers;
Perfi

hres schedules and ass1qnments for subordinate personnel

ares preliminary budqets and requests equipment and
ides in-service tralnlng and reviews the work of part-

onnel.
orms related duties as required.

QUALIFICATIONS:

DESIRABLE

Edud

G |

ation:

| : , .
raduation from an accredited college or university with .
ation in recreation, leisure services, or a related field.



RECREATION SUPERVISOR ~-2- : ' September 1978

DESIRABLE QUALIFICATIONS: (Continued)

Experience:

‘None reguired.

KNOWLEDGES, ABILITIES, AND SKILLS:

‘Knowledge of:

The phllosoohy, pr1nc1p1es, and practlces of public
recreation programs.
_ Major sports, games, arts and crafts, dramatlcs, music,
and other recreational activities suitable for children,
adolescents, and adults. ,

Facilities and eguipment needed in a broad and compre-
hensive recreational program. :

First Aid methods and safety préecautions related to
recreational settings. N

Pr1n01ples of tralnlng and superv151on.

Ability to:

- Plan, coordinate, and direct recreation programs.

Plan, assign, coordinate, schedule, and supervise the
work of professional and subprofe551onal recreation personnel
Effectively part1c1oate in a continuing in-service tralnl

program.
Instruct 1ndlv1duals in game, play, and other act1v1t1es.
Speak before groups. :
Maintain records and prepare reports.
Establish and maintain cooperative working: relatlonshlps
with employees, school officials, and the general public.

Adopted: 1/1/67

Revised: iVé@f?? L S
. ) . 7. : //’ to . . . ’ . V :. .

Title Change. a\//h/!,. 7,7 . o . - ‘ _ l

Abolished: , o . —_— o

Class Code:




EXAMPLES OF

LILy Vi SOl Ginuii L, .)_t:pt.t:mut:r' VIO
SENIOR RECREATION SUPERVISOR -
NATURE OF I{ORK:

Under d1rection, a Senjor Recreation SuperVisor has fota] responsibi]ity
for the admnnistration and coordination of leisure services within a section
of the Recrieation Division such as Sports, Aquatics, Senior Citizens, Camp
Sacramento,| or such major programs.

DISTINGUISHING CHARACTERISTICS:

This c]pss differs from a Recreation Supervisor}inAthat incumbents of the
latter c]asF have supervisory responsibilty for port10ns of programs which a
Senior Recnr

eation Superv1sor manages.

Plans,
recreation
drama, musi
other event:

Plans,
recreation

Coordin

Coordin
City swimmi

Plans,
sports, aqu

Prepare

Reviews

Designs
of recreati

Establi

Prepare
and special

Provide
interpret1n

Perform

DESIRABLE

DUTIES:

assigns, and supervises the work of recreation supervisors and
Peaders in a variety of recreation activities 1nc1ud1ng dance,

C> arts and crafts,: tournaments, contests, picnics, swimming, and
S -and activities.

pnd part1c1pates in the in-service training of subordinate
supervisors and recreation leaders.

ates the hiring of part-time and seasonal personne]

btes the operation, maintenance and repair activities of all

ng pools or Camp Sacramento.

Fchedu]es and directs the work of a section such as playgrounds,
atics, senior citizens, Camp Sacramento.

s schedules and assignments, organizes work and sets priorities.

and evaluates the work of subordinates.

, evaluates and recommends cont1nuance, modification or cancellation
onal programs. v .

§hes procedures. :

s and submits budgets, new equipment spec1f1cat10ns and routlne
reports to General Recreation Supervisor.

s guidance to staff by mak1ng dec1s1ons, so]v1ng problems and

q policy. ,

s related duties as required.

UALTFICATIONS:
Education:
' GraFuatlon from an accredited co]]ege or university with specialization
in recreation, leisure serv1ces, or a related f1e1d
Experience:
Two years of full- tlme paid work experience organlzlng, planning,

and superv1s1ng a variety of recreational act1v1t1es or programs.

|




SENIOR RECREATION SUPERVISOR. . =2- ' ~September 1978

KNOWLEDGES, ABILITIES AMD SKILIS:

Knowledge of:-

‘The philosophy, principles, and practices of public recreation
programs.

Major sports, games, arts and crafts, dramatics, music, and
other recreational activities suitable for children, adolescents, and
adults.

Facilities and equipment needed in a broad and comprehensive
recreational program.

First Aid methods and safety precautlons re1ated to recreat1ona]
settings. R S

- Principles of training and superv1s1on o =

- Ability to:

Plan, coordinate, and direct recreation programs.
Plan, assign, coordinate, schedule, and supervise the work of
professional and subprofess1onal recreation personne]
Effectively part1c1pate in a continuing in-service tra1n1ng
program.
- Instruct individuals in game, p]ay, and other act1v1t1es
- Speak before groups. .
Maintain records and prepare reports. .
Establish and maintain cooperative working relationships with
employees, school officials, and the general pubtic..
Manage a specialized or large comprehensive major City-wide
recreat1on program of considerable complex1ty

/

Adopted: 1/1/67

. /2079 4
Revised: d/v’ 77

T]tle Change: §</‘4/ i
Abo1lsned

Class Code: o | - I B




City of Sacramento o - - .- February 1979

" PARKING LOT ATTENDANY T

NATURE OF WORK:

Under|supervision, directs vehicles to available parking spaces and
collects and accounts for parking fees on a City operated parking lot. Per-
forms routine custodial work at the assigned parking lot.

: :
DISTINGUISHING CHARACTERISTICS:

Parkiﬁg Lot Attendant I is the entry-level class in the Parking
Attendant series performing routine parking attendant duties under super—
vision. Positions in the class work under the supervision of a Parking
Lot Foremaﬁ,.but may receive direction from a Parking Lot Attendant II.
This class}differs from the next higher class of Parking Lot Attendant II
in that thé latter is the lead parking lot attendant responsible for the
operation of a parking facility during an assigned shift. .

EXAMPLES OF DUTIES:

Gives|claim checks to and directs drivers to parking spaces.

Informs other attendants of avallable parklng spaces from an
overhead observation point, ‘ .

At an”ex1t station, computes time parked, amounts of fees, and
collects parking fees. '

Separates validation tickets, counts and rolls c01ns, and makes
up change bags.

Records transactions and secures cash and tickets collected.

Operates automatic revenue control equipment.

Gives| routine information and directions to the public such as
location o? streets, buildings, and points of public interest.

Checkg and adjusts time-date clocks and replaces rlbbons and
contact p01nts. Loads automatic dispensers.

Performs minor custodial work such as sweeping stalrways, washing
-windows, kneplng entrances and exits 'clean washing floors, and cleaning
restrooms.

Reports ‘all necessary repairs and malntenance of 1ot surface,
bumpers anfl other installations to supervisor.

Reports accidents occurring on parking lot. _

May a%siét in demonstrating work procedures and methods to new
parking lot attendants.

Perfofms other duties as assigned.

|
|
i
|
|
\
i
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Parking Lot Attendant I - . February 1979

DESTRABLE QUALIFICATIONS:
Exoeriengg;

Six months of full-time, paid'work experience that involves
dealing with the public and performing cash transactions.

KNOWLEDGES, ABILITIES, AND SKILLS: . -

Knowledge of:

Basic arithmetic 1nc1ud1n° addition, subtractlon multiplica-
tion, division.:

Ability to:

Deal courteously and tactfully with the public,
. Understand and follow written and oral instructions. :
Read and write English at a 1evel necessary for eff1c1ent job.
performance. : -
Compute parking fees. . o
Keep written records of cash and ticket transactlons and ' .
related parkln0 lot activities. .

Sklll in:

~ Making change rapidly and accurately,

NECESSARY SPECIAL QUALIFICATIONS: |

Possession of a valid Class III California Driver License at tlme
of appointment.
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PARKING LOT ATTENDANT IT

|
ORK:

Under
City-owned

supervision, is responsible for the operation of a
lot on an assigned shift.

general
| .
parking

NG CHARACTERISTICS:

DISTINGUISH

The Pa
of a parkin
the general
in accordan
class provi
tions.

The ne:

class perfo

The ne
supervising
lots, inclu
“of the lot(
~ over Parkin

EXAMPLES OF

rking Lot Attendant II class is responsible for the operation
lot on an assigned shift. Positions in the class work under
supervision of a Parking Lot Foreman and perform their duties
ce with established policies and procedures.. Positions in the
e work direction and guidance to Parking Lot Attendant I posi-

J
2>

xt lower class of Parking Lot Attendant I 1s the entry~1eve1
rming routine parking attendant duties under superv1310n.

et higher class of Parking Lot Foreman is responsible for
the operaticns and personnel of one or more assigned parking
1ing the record keeping and monetary accounting for all hours .
5) operation. Positions in the class exercise supervision

é Lot Attendants,

DUTIES:

Perforrt
Supervl

street parki
Instru
Reques
Comple
transactions
reports and
Inspec
Correc

ns all the duties of a Parking Lot Attendant I, In addition:
ises and participates 1n the operation of a Clty—owned off-
ing lot.

-ts and directs the work of subordinate employees.

s relief Parking Lot Attendants as needed. '

res daily reports of parking lot operations and monetary

s for an assigned shift, Collects employees' daily time
other parking lot transactions. ’

s lot for neat and safe conditions.

rs minor malfunctions of parking lot equlpment such as auto-

matic gate machines and time-date clocks.

Relleves other Parking Lot Attendants as necessary,
Performs other duties as assigned.
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CALTFICATIONS:.

Experi

ence s

S
parabl

ix months full-time, paid experience performing duties com-~
e to those of a Parking Lot Attendant I,
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Parking LotVAtténdént 11 _ ~2- » A february 1979

KNOWLEDGES, ABILITIES, AND SKILLS:

Knowledge ofr

Basic arithmetic including addition, subtraction, multiplica-
tion, division. ’
Parking lot operations.

Ability to:

Deal courteously and tactfully with the public.

Understand and follow written and oral instructions.

Read and write Engllsh at a level necessary for efficient
job performance.

Compute parking fees, v

Keep written records of cash and ticket transactlons, and
‘related parklna lot activities,

Sklll in: -

Maklng change rapidly and accurately.

;NECESSARY'SPECIAL'OUALIFICATION:

Possession of a valid Class III California Drlver Llcense at time of
appointment. : :
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City of Sakramento

NATURE OF

" Februaty 1979

\
PARKTING TOT TOREMAN

WORK:

!

Under| direction, is responsible for the safe and efficient operation

of one or
ation, inc

DISTINGUIS

more City-owned off-street parking lots during all hours of oper-
Puding supervision of subordinates on all shifts.

¢

HING CHARACTERISTICS:

The P
operations]

arking Lot Foreman class is responsible for supervising the
Iand personnel of one or more assigned parking lots, including

the record‘keeolng and monetary accounting for all ooeratloralhours Posi-
tions in tPe class exercise supervision over Parking Lot Attendants.

The ﬂ

the operat
responsibi

EXAMPLES O

Fxt lower class of Parking Lot Attendant II is responsible for
ﬁon of a parking lot on an assigned shift and includes lead
lity over subordinate positions.

F DUTIES:

Super;
owned off-
Instr

Reque

ordinate p

Insné

corrects m
repair ser;
Inves,

| .
vises and participates in the operation of one or more Clty—
street parking lots. -
ucts, directs, evaluates, and disciplines assigned employees
gts relief Parking Lot Attendants as needed and relleves sub~
ersonnel when necessary.

cts parking lot equipment and premises on a regular basis,

inor malfunctions and reports needed custodial malntenance and
vices to appropriate personnel. :

tigates and reports all accidents occurring on the parking lot.

Collebtb, counts, checks, and reconciles receipts, cash deposits,

tickets, e
transactio;

nployee time reports, and other records related to parking lot
ns and activities for all operational hoursen a daily basis.

Resols

Provi

ves discrepancies in records. as needed and prepares daily and

. monthly summary reports from data collected.

des information to and handles complaints from the public

regarding parklng facilities and parking operations.

Provil
lot operat|
May m
Perfol

des information-to the Parking Supervisor regarding parking
ions and personnel. '
ake revenue deposits on a daily b331s.

rms other duties as assigned.
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Parking Lot Foreman : ) -2~ ‘ A ‘ ' February 1979

- DESIRABLE QUALIFICATIONS: - | , : R I
Experience:

One year of full-time, paid work ewperience performing duties
comparable to those of a Parking Lot Attendant II.

or

Permanent status in the class of Parking Lot Attendant II.

KNOWLEDGES, ABILITIES, AND SKILLS:

Knowledge of: ' ‘ L .

Parking lot operatlons, 1nclud1ng revenue collectlon and con-
trol, ticketing, and traffic. control.
~ Supervisory methods and techniques. o , :

Basic arithmetic including addition, subtraction, multiplication
and division. : :

Ability to:

Perform minor mechanical repairs on time-clocks, automatic
_ ticket dispensers, automatic gate machines, cash reglsters, or
related parking lot equipment. : , |
Plan, assign, and supervise the work of others. ' ‘ : '
Establish and maintain effective working relatlonshlps with
employzes and the public.

Skill in:

Synthesizing and summarizing data for revenue control reports.

NECESSARY SPECTAL QUALIFICATION'

Possession of a valid Class III Callfornla Driver License at tlme of . <
appointment. '
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