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MINUTES OF CIVIL SERVICE BOARD
CITY OF SACRAMENTOQ
REGULAR MEETING OCTOBER 25, 1961
The Civil Service Board met in regular session at the City Library
at 10:00 A,M,
PRESENT: Members Grebitus, Genshlea, and Street.

ABSENT: Members C, Alexander and J, Alexander.

Chairman Ed Grebitus advised that this meeting was called for fhe
purpose of touring the City Library, Explanations and descriptions of the
functions of the City Library were explained to the board wmeubers by Miss
Dorothy Drake, City Librarian, and Mrs. Margaret Dinsﬁoor, Asgistant City

Librarian.

There being no further business, the meeting adjourned at 12:00 noon

to meet again gt the call of the Chair.

SECRETARY PRESIDENT

MINUTES OF CIVIL SERVICE BOARD
CITY OF SACRAMENTO
REGULAR MEETING NOVEMBER 1, 1961

The Civil Service Board met in regular session at 817 - 10th Street at

2:00 P.M,
PRESENT: Members Grebitus, Genshlea, J;, Aleéxander, and Street.

ABSENT: Member: . Alexander ... .. . ..77" ~

Minutes of the last regular meetings’ held October 18 and 25, 1961,

were read and approved.
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NEW EXAMINATION SCHEDULED: Secretary advised that the
following examination has been
scheduled:
#7104 Carpenter Foreman (Open and Promotional)
CHIEF SWITCHBOARD OPERATOR

- EXAMINATION NO. 696 Written test scores in Chief
Eligible Register s

Switchboard Operator examination
no. 696 (Promotional) held
September 19, 1961, were reviewed. |
Minimum qualifying score in the written testlﬁas set at 67 of a possible
145 items by.action of the Civil Service Board on September 20, 1961, and Personal
Interviews were eliminated as a part of the examination.

The following eligible register was made effective September 21, 1961:

CHIEF SWITCHBOARD OPERATOR EXAMINATION NO, 696

(Promotional )

1. Dorothy L. Turco T7.04%
2. Elizabeth G. Green T1.00
3. June Greer 70.00

AUTOMOTIVE SERVICEMAN II
EXAMINATION NO. 697 Written test scores and Personal

Eligible Register

Interviews ratings in Automotive
Serviceman II Examination no; 697, held October 14, 1961, were revieved.
Secretary advised that minimum qualifying score in the written test was set
at 9% of a possible 150 items and Qualifications Appraisal Board consisted of
Wilfred Street, Civil Service Board meuber; Charles Inderbitzen, Automotive

Maintenance Superintendent; and Don Sandman, Personnel Technician.

13
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AUTOMOTIVE SERVICEMAN II
EXAMINATION NO. 697 (Cont'd)

The following eligible register was méde effective October 25, 1961:

-AUTOMOTIVE SERVICEMAN IT EXAMINATION NO..697

#1. Edward A. Conner 96.53%
#2. Raymond H. Pfeifer 90.9k4
3. Paul E. Lawrence - 86.01
#4. Ralph C. Norling 85.66
5. Donald R. Parker 8L, 28
6. Ronald R. Haase 84,02
#7. Alvin L. Ellison 81.63
8. John M. Osborne 80.21
9. Fred Leong T7.73
10. Edward Lindegren 75.91
11. Russell K. Bradley 75.22
12, Terry W. Fleck 73.33

(# Indicates applicant received 10 points Veteran's Credit. )’

REQUEST VOLUNTARY DEMOTION ‘ Communication from George Riolo,
George Riolo

1961, requesting permiésion to take a voluntary demotion to the class of Build-
ing Inspector I, was considered.
'This requést for voluntary demotion having been approved by Otto Steinbrenner,

Chief Building Inspector, and Ed Scollan, Building Maintenance Superintehdent,

‘motion was madevby Mr. Street that the request be approved effective November 16,

' 1961, the date on which a vacancy will occur in the class of Building Inspector I.

Motidn seconded by Mr. Alexander and carried by the following vote:
AYES: Members Grebitus, Genshlea, 'C..Alexander, and Street.

NOES: None.

REQUEST FOR REPLACEMENT : B
ON ELIGIBLE REGISTER. Communication from Joseph K.

Joseph K. Barnes.

Barnes, dated October 20, 1961,

requesting to have his name replaced on the Patrolman eligible register no. 661,

was considered.

Carpenter Foreman, dated October 19,.
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REQUEST FOR REPLACEMENT
ON ELIGIBLE REGISTER (Cont'd)

Secretary advised ﬁhat Mr. Barnes was given a probationary appointment~as
Patrolman on Seﬁtember 18, 1961, and resigned October 20, 1961. Communication
from James V. Hicks, Chief og Police, recommending that Mr. Barnes be replaced
on th§>eligible register, wgg read and ordered filed.

A motion to deny the request by Mr. Street failed for a lack of a second.
A &otion to restore Mr. Barnes' name to fhe bottom of the eligible register by
Mr. Genshlea failed for a lack of a second. Vﬂotion was made by Mr. Alexander
that Mr. Barnes be requested to appear at the next meeting of the Board to be
held November 15, 1961, in order;to more fully explain his request. Motion
seconded by M;. Genshlea and carried by the following vote:

AYES: Members Grebitus, Genshlea, and Street.

NOES: None.

NEW>bLASS SPECIFICATIONS ' Secfetary advigsed that the date

November 1 had been set for a
hearing on adoption of specifications for new classes to be established January 1,
1962, and revised specifications for certain present classes.
"There being no objections presented, motion was made by Mr. Street that the
various specifications prepared by the Personnel Officer, copies of which are

made a part of these minutes, be adopted for the following classes:

Recreation General Supervisor
Avditorium Maintenanceman I
Auditorium Maintenanceman II
Auditorium Maintenance Supervisor.
- Car Pool Supervisor

Traffic Linesman IT

Assistant Traffic Engineer

Junior Civil Engineer
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NEW CLASS SPECIFICATIONS (Cont'd)

Revised specifications were also prepared for the foliowing existing

classes:

Librarian I Physician :

Librarian IX Emergency Hospital Director

Civil Engineer I Typist-Clerk I & II

Civil Engineer II Steno-Clerk I & II .

Traffic Linesman I Identification Technician I & II

Communications Operator Street Construction Laborer

Parking Lot Operatlons Parking Lot Attendant IT
Supervisor |, - o '

. Motion was seconded by Mr. Genshlea _ and carried by the following vote:
AYES: Members Grebitus, Genshlea, C.- Alexander, and Street.
NOES: None.

REQUEST FOR SALARY INCREASE JANUARY 1, 1962 Communication from four Fire
Fire Alarm Operators

Alarm Operators, M. R. Mortimore,
Thomas Beltinck, J. Frieseke, and Percy Caim, datelectober 22,.1961, requesting
to be ipcluded in the general salary increase to become éffecti;e January 1, 1962,
was considered,
Secretary advised that these four employees currently péid on "y-rates"
as a.result of action taken July 1, 1959, are not eligibie to receive any salary

increase on January 1, 1962, in accordance with the provisions of Section 22 of

- Ordinance 2211, Fourth Series.

Secretary was instructed to advise these four employees acgordingly and to
suggest that their request for salary adjustment be again submitted at such time
as salary increases may be again considered after January 1, 1962.

RECOMMENDATION FOR AMENDMENT
O RULES. AND REGULATIONS ' : A recommendation was submitted

Section 22.11

by the Personnel Officer to

amend Section 22.11 of the rules .."™Optional Payment *in Lieu of Vacation" - in
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RECOMMENDATION FOR AMENDMENT
TO RULES AND REGULATIONS (Cont'd)

order to permit an eligible employee to receive "in lieu" pay without taking a
portion of vacation allowance at the same time "in lieu" pay is requested. The

recommended revision to read as follows:

"22.11 _ptlonal Payment in Lieu of Vacation. Any employee eligible to take twenty
(20) ) working days of vacation shall have the option, to be éxercised not later than
the first day of December in each year, to receive pro-rata payment for five (5)
days of such vacation in lieu of using such five (5) days for vacation purposes.

The following rules shall govern this optional payment:

(2) Any employee exercising such option shall be required to sign an ap-
propriate form requesting payment in lieu of the one week of vacation,
which shall be submitted to the Personnel Department not later than
December 1 of each year.

(b) Payment for one week in lieu of vacation may be made only once in any
calendar year, regardless of vacation accumulation, and the one week
payment shall be charged against the current jear of vacation allowance.

{

(¢) Payment for such one week.Fhall be computed by dividing the employee's
anmual salary rate on the date the payment is to be made by 50.20 (which
is the equivalent of 2008 hours divided by LO hours per week).

(a) Any employee failing to eﬁe;cise this option for additional payment by
December 1 of each year shall be deemed to have lost his right to such
pay in lieu of one week of vacation.

(e) If, during the fifteenth or any succeeding calendar year of employment,
an employee should be on leave of absence without pay exceeding ten (10)
days, the amount of vacation allowance to be taken in the next succeed-
ing year shall be reduced in accordance with the provisions of 22.7 of
this rule; provided, however, such reduction shall not affect the em-~
ployee's right to elect to receive one week of additional pay in lieu of
one week of vacation, as long as the employee shall have at least two (2)
weeks of vacation to his credit which was earned in the previous year,

Reasons for the recommendation were outlined and it was the order of the

Board that action on.the proposed amendment be considered at the next meeting

to be held November 15, 1961.

REQUEST FOR AMENDMENT
TO SICK LEAVE PQOLICIES Communication dated October 17,

1961, from Sacramento Firefighters

Local #522, requesting an amendment to the policies relating to sick leave
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REQUEST FOR AMENDMENT TO
SICK LEAVE POLICIES (Cont'd)

administration, was read and considered.

The specific request is to amend paragraph (d) of the general policies
and standards for the use of sick leave and special leave to read és follows:

"(d) Sick Leave While on Vacation. Sick leave while on ,
vacation is authorized only if the .employee is confined
to a hospital or is physically incapacitated and unable
to continue his vacation activity. A certificate from
a physician must be filed." :

It was the order of the Board that action on the requested amendment be

considered at the meeting to be held November 15, 1961.

CLASSTIFICATION APPEAL Communication from Wiiliam Robbins,
Elmer Wirts

~ Purchasing Agent, dated October 31,,

\,1961,_outlining information relating to dollar quantity of parts and materials

obtained by’Mr. Wirts during fiscal year 1960-61, as requested by the Board at

" the meeting held October 18, 1961, was read and ordered filed.

Motion was made by Mr. Street that the class of Automofive Stores‘Clerk'be
re-established in the classification plan and that the position held by Mr. Wirts
be allocated'to -this class effectivé January 1, 1962; further, that recommenda-
tion be made to the City Council that.this class be included in the compensatioﬁ
plan (salary ordinance) at Range #27, one step above the range effecti&e‘January 1,
1962 for the class of Stores Clerk. Motion seconded by M&. Genshlea and carried
by the following vote:

AYES: . Members Grebitus, Genshlea, C:.Alexander, and Street.

- NOES: None.

There being no further business, the meeting adjourned at 4:00 P.M, to

meet égi;p/a the call of the Chair,

PRESIDENT
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TYPIST CLERK I
TYPIST CLERK II

Nature of Work:

This is varied typing and clerical work performed under general supervision
and following established procedures. Typing may very inamount and the mater-
ial typed nay be varied with respect to both subject matter and format. Employ-
ees in either of these classes are responsible for the performance, according
to established procedures, of clerical tasks which can be learned by training
on the job and require limited judgment in their execution. Work involving
varied typing and clerical tasks is normally given closer supervision that that
which is repetitive in nature. Employee may werk independently on the more
routine aspects of this work, and perform more difficult tasks as they become
femiliar with the operational procedures. Supervision is not normally exercised
over other employees; however, assistance and instruction may be given to new
employees,

1lustrative Examples of Work:

Types from rough drafts, dictating machine cyiinder,tor other sources; fills
in forms, index cards, or other typed material and cuts stencils.

Maintains files of correspondence, forms, reports or other material.

Does simple posting to vouchers, forms, or accounts,

Compiles information from records and prepares reports of a standardized
nature,

lakes arithmetic calculations manually or by the use of a calculating mach-
ine, '

Operates typewriter, calculating, and duplicating machines, postage meters,

~and other office appliances,

Meets the public; gives and receives routine 1nformat10n, acts as a recep-
tionist; answers telephones; makes appointments.

Checks typing or arithmetic computations done by others for accuracy.

Cuts stencils; files material by predetermined 013331flcat10n, and other
related work eos required.

Knowledge, Abilities and Skills:

Knowledge of business English, spelling, and commercial arithmetic,

Some knowledge of office procedures, practices and equipment,

Ability to understand and follow oral and written instructions.

Ability to write legibly. o

Ability to make arithmetic computations with speed and accuracy.

Ability to meet the public courteously to obtain information or give under-
standable explanations of regulations,

Cilerical aptitude and good general intelligence,

Skill in the operation and care of a standard typewriter,

Desirable Experience and Training:

Graduation from a standard high school or the equlvalent and ability to
type at least 35 words per minute,

Note: Positions in the class of Typist-Clerk II are filled only by re-allocabion
from the entrance class of Typist-Clerk I, upon 1ncumbent completing one year 1n
Step E of the salary range for Typist-Clerk I. .
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STENCGRAPHER-CLERK T
STENOGRAPHER - CLERK II

Nature of Work:

This is varied stenographic and clerical work, Imployees of these classes
are required to take and transcribe oral dictation at a working rate of speed
using shorthand and also to perform a variety of clerical tasks. Clerical assigr-
ments generally are performed in accordance with established procedures, and
which can be learned by training on the job and requiring limited judgment in
their execution. After employees become familiar with routines they are expec-
ted to work with considerable independence and perform more difficult work;
however, work frequently involves contact with the public, Completed work is
subject to review by superiors and in some instances by employzes cf other de-
partments engaged in reviewing personnel and accounting records, The work does
not normally entail supervision but employees may assist and instruct new em-
ployees,

Tllustrative Examples of Work:

Takes and transcribes oral dictation using shorthand; types notes, stencils,
correspondence, contracts, leases, requisitions, personnel forms, equipment
forms, accounting reports, and a wide varietly of operating records.

Operates office business machines and appliances not requlrlng previous
training or machine experience,

Acts as a receptionist for a department or the mayor; answers oral requests
for information and intervorets departmental policies; receives and routes tele-
phone calls; arranges for appointments and meetings for superiors,

Sorts and files correspondence, reports, records, and cther materials ac-
cording to pre-determined classifications,

Collects small amounts of money for licenses, sale of publications, tick=-
ets, and other goods or services.

Prepares and maintains office records, reports, and forms containing sta-
tistical information, personnel histories, financial 1nformat10n, and other data
related to departmental operations,

Performs other related work as required.

Knowledge, Abilities and Skills:

Knowledge of business Fnglish, spelling, and commercial arithmetic

Some knowledge of modern office procedures, practices, and equzpnento

Ability to take oral dictation in shorthand and to transcribe notes,

Ability to make arithmetical computations with speed and accuracy,

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

Ability to understand and follow oral and written instructions on moder-
ately complex matters,

Desirable Experience and Training:

Graduation from a standard hlgh school or the equivalent; ability to take
shorthand dictation at a speed of at least 80 words per mlnute, and ability to
type at least L5 words per minute,

Note: Positions in the class of Stenograspher~Clerk II are filled only by re=-

allocatic~ from the entrance classof Stenograher-Clerk I, upon incumbent com-
pleting ene year in Step E of the salary range for Stenographer-Clerk I,
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JUNIOR CIVIL ENGINEER - -

Nature of Work: "' )

This is beginning level professiomal engineering work inm the field or office.
Employees in this class work under supervision in a learner capacity doing the
less complex professional office and field work in civil engineering; however,
employees exercise more independence in the performance of field and office engin
eering tasks as they gain knowledge and experience on the job to which assigned,
Supervision and direction may occasionally be exercised over subordinate field
or office employees. Note: Junior Civil Engineer is the traince level in the
professional engineering series. Persons in this class normally have professione
training but no experience. They work under close supervision, in order to gain
sufficient professional experience and competence to advance to the next higher
level of Civil Engineer I. A Civil Engineer I performs more difficult profession
civil engineering work, with more responsibility for independent judgment and ac~
tion,

T1llustrative Examples of Work:

Computes and plots information obtained in field surveys; completes prelim-
inary studies and compiles data for minor construction projects; prepares maps
aud plans; assists in preparing technical reports.

Inspects construction projects; reviews work for compliance with specifica-
tion requirements; investigates complaints and requests; checks commercial cons-~

truction in progress for compliance with city ordinances and codes.

Asgists an engineer of higher grade on major construction projects; conducts
studies and prepares reports on projects involving traffic, street improvements,
water and sewer design and maintenance, and other projects.

Participates in and directs the preparation of models, charts, and other
plotting and drafting work performed by subordinate clerical and sub-professional
personnel,

Makes field inspections of existing structures to determine extent of damage,
deterioration, or defects; samples construction materials and makes minor tests.

Assists in the preparation of progress and construction reports; prepares
estimates and computes costs on minor and certain phases of major projects. '

Performs other related work as required.

Krowledges, Abilities and Skills:

Knowledge of the principles and practices of civil engineering, including co
siderable knowledge of the basic principles of physics, ‘chemistry, and mathematice

Some knowledge of engineering methods used in collecting data, field inspec-
tion procedures, and ability to apply this knowledge to situations and problems
in the work to which assigned,

Ability to prepare maps, plans, profiles and simple engineering designs.

Ability to make engineering computations, estimates, and to compile and pre-
pare clear and concise reports,

Ability to interpret and carry out written and oral techmical instructionms,
including the reading and interpreting of plans and specifications. :

Ability to learn the laws and ordinances applicable to the field of assign-
ment. .
Ability to establish and maintain effective working relationships with em-
ployees, contractors and the general public. :

Skill in the use of drafting and surveying instruments.

(over)
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Fxperience znd Training:

Graduation from a four-year.college or university with major ccurse work in
civil engineering, or an equivalent combination of education and experieuce.
Note: Upon completion of one year in Step C of the salary range,..and upon approv-
ai of the department head, an employee in this class will be re-allocated to the

c]ass of Civil Engineer I.
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CIVIL ENGINEER'I © .

Nature of Work:

This is professional civil engineering work of average difficulty, performed
in the fleld or office, involved in planning, designing, computing, inspecting an
making technical decisions on various engineering projects. Employees receive
work assignments from a professional superior who. defines the scope of the wox
to be performed and .reviews the ‘work in. progress or upon, compietion.ﬂ Unusual
or complex technical:proglems are reviewed by a professional superior, however,
employees exercise considerable independent judgment and initiative in performing
‘daily work activities. An ‘employee of this class supervises and directs beginnin
engineers and subordinate sub—professional employees in f1e1d or cffice work.

‘*Illustrative Examples of . Work-

i

Reviews and develops plans, specifications, cost estimates, and engineering
calculations for compliance with the Uniform Building Code, State Housing Act,
local zoning ordinances, and various national engineering design standards and
nethods; inspects commercial estabiishments under construction or undergeing

alteration to assure complisnce with codes.

Advises architects and engineers on engineering standards and specific
building code requirements.

Supervises and directs a small group of subordinates in erecting traffic
signs and signals and traffic control painting throughout the city.

Designs and lays out traffic channelizations.

Lays out and traces plans and profile sheets for street improvements; designs
storm and sanitary sewers for subdivisions.

Calculates traverse and writes description of property to be purchased by
the city,

Conducts studies and prepares reports on traffic channelization, signal tim-
ing, and the justification for the installation of signs, signals, and parking
meters,

Makes special origin and destination, parking, speed, speed and delays, and
similar surveys and studies,

Prepares estimates of signing and painting costs,

Prepares specifications and estimates for various types of construction pro-
jects, including buildings, streets, sidewalks, sanitary and storm sewers, water
transmission lmains and other public works comnstruction projects.

Performs other related work as required,

Knowledges, Abilities and Skills:

Considerable knowledge of the basic principles, practices and methods of
civil engineering work.

Knowledge of the laws and ordinances applicable to field of assignment.

Knowledge of structural or traffic engineering, depending on field of assign-
ment, including knowledge of stress analysis and mechanics and properties of
materials.

Knowledge of municipal engineering objectives, purposes, methods and prac-
tices,

Knowledge of the common descriptions of real property.

Ability to organize engineering data and to give advice on difficult engineer
ing problems.

Ability to determine compliance with building codes and ordinances through
review of plans and specifications and perscnal inspections.

(over)



.Ability to direct and imstruct subordinate personnel in proper work nethods
and :procedures,
Ability to apply approved engineering methods and standards to the design
of sanitary and storm sewers. :
Ability to make complex engineering computations quickly and accurately,_and
to prepare technical reports. -
Skill in the use of drafting and surveying instruments. .

PR

TADesirable Experience and Training_ S

Experience in public works engineering, and graduation from a four year col-
lege or university with major course work in civil engineering, or an equivalent -
combination of education and experience, Note: Positions in this. class are nor-
"mally filled by reallocation from the class of Junior Civil Engineer upon an in-
.cumbent completing one. year’ in Step C of the salary range. Reallocation to the
class of Civil Enginéer II will be made upon an incumbent receiving a valid cer-
tificate of registration as a Civil Engineer issued. by the. California State Board
of Registration for Civil and Professional Engineers. .
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CIVIL ENGINEER II ~ - . '

Nafcré of W&rk:

This is suparvisory and advanced professional engineering work. The work
involves resporisibility for supervising and participating in the conduct of
engineering activities which include the design of prcjects, the direction of
field surveys, and the inspection of construction proiects. Assignmenis are usu-
ally broad in scope, requiring the use of considerable judgment in independently
making technical decisioms. Major technical problems are discussed with a super-
{or before final action is taken, The work is reviewed through discussions and
inspection,

Tllustrative Exsmples of Work:

Supervises and participates in preparing designs, specificatioms, cost and
estimates for streets, sidewalks, sanitary and storm sewers, water transmission
mains ané other public works comstruction projects.

Supervises and participates in conducting professional engineering studies;
collects field data related to the preparation of cost and comstruction estimates.
legal descriptions and engireering maps.

‘Designs and draws plans for sanitary and storm pumping station; writes speci-
fications; and makes cost estimates. :

Mekes special hydraulic studies, water and sewage treatment facilities and
equipment and performance studies, and growth studies to determine the future
water and sewarage requirements.

Confers with superiors on problems of design, construction or mainterance of
public works facilities; prepares reports and makes recommendations relating to
the conduct of engineering activities.

Supervises a group of subordinates engaged in preparing engineering drawings
of various ccnstruction projects. '

Performs ralzted work as required.

Kncwledz2s, Abilities, and Skills:

Considerable knowledge of the principles and practices of engineeritg, parti-
cularly as applied to the design, comstruction and maintenance of public works or
to traffic enginsering, ‘

Knowledge of municipal engineering objectives, purposes, methods and practices

Ability to perform technical research and to give reliable advice on difficult
engineering procblems.

Ability to organize engineering data and to present findings and recommendatic
clearly, ' ‘

Ability to prepare and interpret engineering plans and specifications and to
calculate stresses and deflections in structures. ‘

Ability to lay out and supervise important civil and traffic engineering pro-
jects. :

Ability to establish and maintain effective working relationships with other
city officials and employees, contractors and the public,

(over)



< . N C e
.. .

Desirable Experience and Training:

(1) Registration as a professional zngineer'in the State of Califormia, or

(2) Coneiderable experience in the practice of c4vil engineering and gradu-
uvation from an accredited four-year college or university with major course work
in civil engineering, or am equivalent combination of education at}d experience,
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ASSISTANT TRAFFIC ENGINEER

Wature of Work:

‘This is sdministrative and professional engineering work assisting tre City
Traffic Engineer. This employee is responsible for assisting the Traffic Eng-
ineer with the performance cf technical and administrative duties requiring con-
siderable skill in research, analysis, and presentation of data, and, in the ap-
plication of professional techniques to traffic engincering problems. Technical
supervision is exercised over engineers of lower grade and field ard clerical
personnel. Major technical problems are discussed with the Traffic Engineer,
hovever, the work involves wide latitude for exercising professional and admin-
istrative judgment and most work is reviewed through conferences, inspections
and the evaluation of reports submitted,

Illustrative Examples of Work:

Assists the Traffic Engineer in planning and coordinating traffic engineer-
ing activities; prepares standards or improved methods and techniques in traffic
engineering; supervises and participates in counducting professional engineering
studies.

Prepares plans and sketches for the installation of new traffic signals and
traffic control devices; supervises the collection and evaluation of traffic
data and presents recommendations for solutions of traffic problems to the
Traffic Engineer.

Collects field data related to the preparation of cost and construction esti-
mates, legal descriptions, and prepar=s or directs the preparation of maps and
layouts of proposed traffic structures.

Coordinates division activities with other departments and agencies; receive
written and oral complaints and attempts to resolve problems by conducting specia
traffic studies as required; compiles factual data and disseminates to appropriat:
personnel and agencies.

Confers with city, public and other officials on local traffic problems and
makes recommendations on possible changes or solutionms.

Supervises field, shop and office personnel in the preparation, layout, main.
tenance and construction of a variety of signs, markings and traffic contrcl de-
vices,

Performs related work as required,

Knowledges, Abilities and Skills:

Considerable knowledge of the principles and practices of civil engineering,
particularly as they apply to trafiic engineering.

knowledge of statistical survey methods in the research and analyses of traf-
fic engineering studies.

Some knowledge of electrical circuits, and some knowledge of transpcrtation
or highway engineering.

Ability to organize engineering data and tc present findings and recommenda-
tions clearly and concisely, orally and in writing.

Ability to plan, organize, supervise, and review the work of professional,
technical, skilled and semi-gkilled employces.

Ability to establish and maintain effective working relationships with em-
ployces, city officials and the general public.

{over)



Desirable Experience and Training: A : :

Experience in professional traffic engineering work, preferably including
experience in a supervisory or administrative capacity; and graduation from an 1
accredited four-year college or university with specialization in civil engineer- {N
ing, including or supplemented by courses in traffic engineering. o B
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LIBRARIAN I

Nature of Work:

Under close supervision, as a trainze, to do the less difficult profes-
sional work in connection with the selecting, cataloging, loaning, or refer-
ence use of books and other library materials; and to do other related work
as required. WNote: Librarian I is the trainee level in the professional
Librarian series., Persons in this class normally have professional training
but not experience. They work under close supervision, in order to gain suf-
ficient professional experience and competency to advance to the next higher
level of Librarian II. A Librarian II performs more difficult professionzl
library work in any phase of library activities, without close supervision,
and i3 considered the "journeyman' level of Librarian.

Illustrative Examples of Work:

Assists readers in the use of library facilities, and in the selection
of books; answers reference questions; performs basic cataloging and classi-
fication techniques.

Compiles book lists and bibliographies; maintains flles of subject bib-
liographies and of pamphlet materials; assigns subject headings.

Makes racommendations for the purchase of library materials; prepares
data for book orders; gives book talks to community groups; conducts story
hours,

Assists children and adults in the effective use of library collections
and services for children; may supervise the work of clerical employees.

Performs related work as required.

¥nowledges, Abilities and 3kills:

Knowledge of modern library principles, methods and practices.

Knowledge of reader interest levels and of books and authors,

Knowledge of library reference materials, aids, and proceduies.

Ability to supervise the work of a small group of clerical employees.

Ability to establish and maintain effactive working relationships with
library patrons and with other employees.

Desirable Experience and Training:

Graduaiion from an accredited college or university and possession of a
degree or a certificate showing completion of one additional year of graduate
study in an accredited library school. Note: Upon completion of one year in
Step C of the salary range for Librarian I, and with approval of the City Lib-
rarian, employees in this class are to be allocated to the class of Librarian
II.
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LIBEARTAN TI

Nature of Work:

Under direction, to do the more difficult and varied professional work
in connectinn with the selecting, cataloging, loaning, or reference use cf
books and other library materials; and to do other related work as regquired.

Hote: Positions in this class differ from thoge in the class of Librarian I,

the trainee level in the professional Librarian series, ir the degree of super-
vision received and the scope and variety of assignments. Persons in the clas:z
of Librarian II perform the more difficult professional librarian work in any
phase of library activity. Supervisory responsibility (except of non-profesz-
sional personnel) is normally not included. Responsibility for the most com-
plex or highly specialized and techmnical library assignments, for supervision,
and for mansgement of branch libraries is found in the next higher levels of
Librarian IITI and IV.

Illustrative Examples of Work:

Gives information on the resources, services, and physical arrangement

"of the library; assists readers in making effective use of library racilities,

and advises them in the selecticn of books.

Performs difficult and/or specialized reference service; evaluates books
and prepares book lists and biblicgraphies.

Makes recommendations for the purchase of library materials; classifies
and catalogs books, periodicals, and other library materials; assists in the
selection of books and related materials for acquisitionm,

Assists with in-service training programs; gives book talks to community
groups; instructisig children in the use of library facilities, and assists
children, parents and teachers in selecting books for children.

May review and revise the work of a Librarian I and supervises clerical
employees; performs related work as required.

Enowledges, Abilities, and Skills:

Considerable knowledge of modern library purposes, professional policies,
methods, and techniques.

Knowledge of reference procedures, materials, aids and skill in their
applicatinon.

Knowledge of reader interest levels.

Ability to perform research on historical, technical, or other questions.

Ability to established and maintain good working relationships with the
public and with other employees,

Ability to analyze professional and administrative problems and assist
in their solution,

Desirable Experience and Training:

Positions in this class are filled only by reallocation of positions in
the class of Librarian I, upon the completion by the employee of ome year in
Step C of the salary range for Librarian I and with the approval of the City
Librarian,
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Hature of Work: . .

: This is responsible administrative and supervisory work in the organization
and direction of a major phase or function of the municipal recreation program.
An employee of this class "is responsible for planning, érganizing, .ccordinating,
and directing or supervising the city-wide adult or youth recreational programs
and activities. Employees “in this class act as assistant to the Superintendent
in planning and developing city-wide recreation facilities. . Inmstructions in the

- nature of departmental policy directives are received from the Superintendent,

however, employees exercise considerable independent judgment in initiating and
revising programs which conform with community needs.and departmental resources.
The work is reviewed by the Superintendent through conferences, staff meetings,
field inspections, analyses of operating records and by evaluation of the re-
creation ovportunities and facilities provided S . o )

Illustra?ive Examples of Work-

4

Plans in detail within budget and facility limitations and coordinates and
directs the adult or youth -activity phase of the city-wide recrestion program.

Studies equipment, material, buiiding.and facility needs. and' makes recom-
mendations to the Superintendent;. confers with‘dealers of recreational equip-
ment; prepares: specifications :and requisitions for equipment and materials.,

Plans and conducts in-service training programs, particularly for the numerous
part~time recreation leaders.

Plans, organizes and directs city-wide adult or youth activities involving;
sports leagues and tournaments; golf programs and tournaments; operation of
swimming pools and teen centers; senior citizens program; operation of Fairytale
Town and Camp Sacramento; arts and crafts classes; dancing classes; operation of
rifle and pistol range; and directs the use, care and maintenance of facilities
required for these activities.

Confers with various concessionaires to discuss operation and maintenance
problems and gives advice on prices and service.

Provides general administrative direction and receilves and reviews records and
reports submitted by subordinates on attendance activities, programs, and related
matters,

Makes frequent inspections of all recreation buildings and facilities; inspect:
conditions at recreation areas for safety hazards as well as usability.

Represents the division in city-wide meetings and does public realticns work
for the recreation program; prepares fecature stories and press and radio releases
on city recreational programs and special events; prepares brochures, literature,
program schedules and correspondence.

Prepares quarterly and annual reports; prepares budgets for Fairytaie Town,

Camp Sacramento, Swimming Pools and assists in the preparation of the city re-

creation budget,
Performs related work as required.

Rnowledges, Abilities, and Skills:

Thorough knowledge of the principles and techniques employed in a public rec-
reation program,




Thorough knowledge of the principles and objectives of public recreaticn ad-
ministration, including considerable understanding of thé:pufposé” of clubs, cente
or other units established to meet the leisure time and recreational needs of com-
municty groups including children and adults.
Thorough knowledge of the ‘facilities and equipment needed in a broad recrea-
tional program and of the most effective. .arrangement of recreational areas.
- Thorough knowledge of the methods involved in planning, organizing, conductino
and supervising a program of varied city-wide recreational activities..
+ Considerable knowledge of. first aid methods and safety precautions used in rec-
reation work, - Uit e ooy “a Cor
Ability .to train-and supervise the personne] required to execute’the authoriue‘
'recreational program, - - . SR

Ability to plan, organize, coordinate, and d rectrthe activities and personnel
- involved 'in a well-rounded.recreational program. = == . ir:ia.c
' Ability to establish end maintain effective working relationships with employee
city officials, civicrorganizations, . and the public, .= . =
. Ability to interpcet»the policies of the Recreation Division to employeee and
» the ‘public, 3 RIS " : - »
--Ability to express oneself. clearly and conciaely, orally and 1n wrtting, and

to speak effectively in public on recreation subjects.: =~ . - “ .o
Ability to establish and maintain effective operrting records and reports.‘

Desirable Experience and Training“
U xS ’(,..-..' J "',~°.. _. ‘- "A“ 531 : . u R
Considerable experience, of a progressively'reeponsible nature in organized
recreational activities,aincluding supervisory experience;..and graduation from
an accredited college or university with'specialization in recreation, physical
education, or related. subjects and preferably ‘suppleménted by. courses in public
administrasion.,»~zxga - Cenre coeeme etV L fro o Pl s I .

-
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PHYSICTAN

fature of Work:

This is professionsl medical work in the treaiment of all types of emer-
gency cases and conducting physical examinations of applicants for city employ-
ment at the City Emergency Hospital. The work is performed with complete in-
dependence and administrative supervision is received from the Emergency Hospi-
tal Director.

Tllustrative Examples of wWorik:

Supervises the operation of the City Emergency Hospital while on assigned
tour of duty. ]

Makes routine checks of City Jail immetes as required to determine condi-
tion of health. v

Examines, diasgnoses and treats a variety of injuries and illnesses requir-
ing emergency treatment,

Examines applicants for city employment; makes detailed physical examina-
tions of Police and Fire Department applicants,

Examines and treats city employees for injuries received while on duty.

Performs related work as required,

Knowledge, Abilities, and Skillis:

Considerable knowledge of the principles and techriques of modern medical
practice with particular emphasis on examination, diagnosis, and emergency
treatment procedures. '

. Considerable knowledge of the diagnosis, examination, treatment, end pre-
vention of communicable diseases.

Considerable knowledge of public health laboratory methods and procedures.

Ability to direct, and coordinate the work of nurses and clerical employees
in the City Emergency Hospital .

Ability to outline procedures and direct the keeping of uniform records
and reports,

Ability to establish and maintain effective working relationships with
other employees, city officials and the generzl public,

Desirable Experience and Training:

At least one year of successful clinical experience in a hospital of
acceptable standards, and graduation from an accredited medical college or
university,

Necessary Special Qualifications:

Possession of a valid license to practice as an M,D. in the State of
California.
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EMERGENCY HOSPITAL DIRECTOR

Nature of Work:

This is professional work involving the supervision and administration of
the City Emergency Hospital. An employee of this class works on a part-time
daily schedule, but responsibility for the operation and administraticn of the
hospital is on a full-time basis, The work is performed with complete indepen-
dence and is reviewed by records, reports and results obtained,

T1llustrative Examples of Work:

Supervises the administration and operation of the City Emergency Hospitalj
supervises, directs, assigns, and assists physicians, nurses and clerical em-
ployvees engaged in deily hospital activities,

Examines, makes diagnoses, and treats patlents requiring emergency treat-
ment,

Obteins information for case histories; keeps medical records and prepares
reporte.

Examines and treats city employees for injuries received while on duty;
may examine candidates for city employient to determine proper physical fitness,

Performs related work as required,

Knowledge, . Abilities, and Skills:

Thorcugh knowledge of the principles and techniques of modern medical

practices,
Thorough knowledge of the diagnosis, examiration, treatment and preven-

tion of communicable diseases.,

Considerable knowledge of public health laboratory methods and procedures,

Ability to plan, direct, inspect, and coordinate the work of physicians,
nurses, attendants, and assistants engaged in the Emergency Hospital daily
activities.

Ability to establish and maintain effective working relationships with
assistants, city officials, and the general public.

Desirable Experience and Training:

At least two years of successful clinical experience in g hospital of
acceptable standards; and graduation from an accredited medical college or

university.

Necessary Special Qualifications:

Possession of a valid license to practice as an M.,D, in the State of Cali-
fornia,
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COMMUNICATIONS OPERATOR

Nature of Work:

This is moderately difficult and responsible work in receiving and trans=-
mitting signal, telephone, and radio fire alarms. Eaployees in this class are
responsible on an assigned shift at the Central Fire Alarm Station, for receiw
ing fire alarms over a standard signal system and by telephone or radic, dis=
patching proper equipment, and meintaining accurate records of 211 alarms end
official business. In addition to alarm operations, employses operate a tele-
phone switchboard and a vocal inter-communication system relaying calls to five
department officers and stations. Employees work under general supervision,
and specific instructions and assistance are seldom received,

I1lustrative Examples of Works:

Receives fire alarm signals from alarm boxes and dispatches alarms to all
stations to indicate number of box from which alsrm was sent.

Receives fireand other emergency alarms over telephone; obtains address
and nature of emergency and dispatches proper fire companies on basis of es-
tablished street index assignment and on basis of nature of emergency.

Tests and inspects fire alarm equlpment in office; tests outside lines
to see that they are in working order; sees that constant current is maintained
on circuits.

Records alarms and all movements of apparatus; malntaans street index
cards showing the companies that should respond to alarms received by telephone.

Keeps logs; makes reports and keeps single records pertaining to the oper-
ation of the slarm station. '

Performs related work as required.

Knowledges, Abilities and Skills:

Considerable knowledge of the geography of the ciby, location of streets,
fire hydrants, and alarm boxes and principal fire hazards in the city.

Knowledge of the types and use of firefighting equipment.

Some knowledge of practical electricity.

Ability to obtain essential information from sometimes excited persons,

Ability to think clesrly and act quickly in emergency situations.

Ability to keep simple clerical records and prepare elementary reports,

Good diction and a clear speaking voice.

Desirable Experience and Training:

Graduation from a standard high school, and some experience of a general
nature, preferably involving the operation and/or maintenance of various types
of communications equipment.
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Nature of Work:

This position provides the training phase in the performance of criminal iden-
tification duties, Employees work with more independence and assume more cuties
and responsibilities as they gain knowledge and experience. Employees of this
class participate in various phases of the work, such as crime scene investigatic
searching files, classifying fingerprints, and the use of identification techniqu
and equipment for processing prisoners and other personnel. All work is performe:
in accordance with standardized procedures and is subject to check and review by
a Technician III or the Identification Superintendent,

Illustrative Examples of Work:

Fingerprints and photographs suspects, prisoners, and other personuel, and
takes a physical description for records,

Iavestigates crime scemes for latent fingerprints and other evidence; photo-
graphs and develops prints, photographs and lifts fingerprints, and makes enlarge-
ments, '

Classifies fingerprints, searches fingerprint files, teletype file, and index
file.

Operates cameras, photocopy machines, and typewriter; develops and processes
film; prepares evidence and may appear in court.

Performs related work as required.

&
Knowledges, Abilities, and Skills:

Some knowledge of law enforcement obJectives and procedures and related icdenti-
fication and investigation methods.

Some knowledge of general clerical work and records maintaining procedures,

Ability to learn fingerprinting techniques, classifying and identification of
fingerprints,

Ability to learn crime scene investigation methods.

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

Good eyesight and color perception.

Desirable Experience and Training:

Some experience in investigational or identification work; and educatiocn equi-
valent to that of graduation from a standard high schocl. Note: Upon completion
of one year in Step E of salary range, an incumbent will be allocated to the clase
of Identification Technician II, with approval of the department head.
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IDENTTIFICATION TECANICIAN IT

ggture of Work:

This is technical work in the performance of criminal identification duties
of the journeyman level, and in the maintenance of related records. Employees
normally perform specialized duties with considerable independence in methods
utilized, Employees of this class may direct, train, and assist subordinates
in the proper use of chemicals, equipment, machines, and in crime scene investi-
gation techniques and methods., All work per“ormed and results obtained are
subject to review by a Technician III and/or an adn:nlstratlve supervisor.

T1lustrative "xamples of Work:

Fingerprints and photogcraphs suspects, prisoners, and other personnel, and
takes a physical description for records.

Investigates crime scenes and directs subcrdinates in procedures and tech~
niques of obtaining lstent fingerprints and other traces and evidence.

Phctographs and develops prints with powdsr and chemicals, photographs
and lifts Ilngerprlnts, nakes enlargements, and prepares fingerprints for pre-
sentation in court; searches for, collects, preserves, and identifies other
evidence discovered.

Fingerprints and photographs dead bodies when requested.

Performs and assists subordinates in the more difficult duties related to
crime scene investigations, photography, and in the developing and processing
of £ilm, ‘

Takes chest x-rays all prisoners booked, and performs other related work
as required.

Knowledge, Apilities and Skills:

Knowledge of law enforcement objectives and procedures and related identi-
fication and investigational techniques and procedures,

Knowledze of standard fingerprint classification methods, practices, re-
cords, and equipnent used in identifying persons.

Ability to secure and prepare evidence.

Ability to maintain clerical records and to prepare reoorts.

Ability to establish and maintain effective working relationships with
cther employees and the general public. ‘

Good eyesight and color perception,

Desirable Experience and Training:

Experience in the technical and investigative dutieé related to criminal
identification activities; and education equivalent to that of graduation from
a standard high school, :

Note: Positions in the class of Identification Technician II are filled only
by reallocation from the entrance class of Identification Technicia I, upon
incumbent completing one year in Step E of the salary range for Identification
Technician I.
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TRAFFIC LINESMAN I

Nature of Work:

This is maintenance and construction work in the traffic signs and marking
unit of the Traffic FEngineering Division. Employees of this class perform the
required work necessary for traffic lining, curb painting, stenciling on curbs
and pavements and also assemble, erect, maintain and repair street-name signs,
traffic signs and other warning devices. Employees perform more difficult and
specialized work as they gain knowledge and experience on the job. Employees
may direct and assist new employees in performing assigned duties, but all work
is subject to check and review by a supervisory employee.

Jllustrative Examples of Work:

Paints and erects traffic signs 2nd merkers; peints curbs and stencils
legends on same; operates striping machine, paint buggy or uses brush for paint-
ing lines on streets, psrtking stalls, crosswalks, and other street legends,

Installs parking meter stanchions; threads and straightens pipe; washes
signs; installs and places barricades and traffic cones;: operates grinder in
removing street marking stripes; repairs or replaces damaged or broken stanchions,
posts, and signs,

Uses spray painting equipment and other apparatus or tools for maintenance
and construction related to traffic marking and sign work; keeps record of time
and materials used for each job.

Operates pneumatic tools, compressors, power saws, jackhammers, welding and
cutting torches, grinders, power drills, pipe cutting and threading tools, and
metal shearing and punching equipment.

Installs and removes traffic bars for traffic islands; installs and removes
signs on electroliers, signal standards, bridges and overhead supports.

Repairs, cleans and paints metal and wood stanchions, signs and barricades;
assembles and disassembles signs which need to be rebuilt; drills holes and cuts
pipe and channel irons for new sign postse.

Performs related work as required.

Knowledges, Abilities and Skills:

Some knowledge of lacquers, paints, and enamels and ability to apply same
with brush, paint buggy, or striping machine.

Some knowledge of the use of mechanical hand tools and equipment and the
ability to develop skill in operations to which assigned,

Ability to measure accurately with use of tape measure or pocket rule,

Ability to understand and carry out oral and written instructions including
interpretation of work orders and layouts for striping and painting or the in-
stallation of signs and other traffic control devices,

Ability to establish and maintain effective working relationships with em-
ployees and the general public.

Good physical condition and manual dexterity,

Mechanical aptitude,

Desirable Experience and Training:

Experience in varied maintenance or construction work, and completion of
the eighth school grade.
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Nature of Work:

This is specialiaed mariual and semi- skilled maintenance -and const"uution work
in the traffic signs and marking unit of the Traffic Engineering Division. . An
employee of this class is responsible for performing specialized tasks requiring
familiarity and manual dexterity in the preparation, manufacturing and silk screc
processing of a variety of warning, reguvlatory, guide and construction signs.
Skills required for this work are generaliy attained through work in a lower leve
position in the division., An employee cof this class works with considerable in-
dependence and may serve as a leadman to coordinate operational activities., The
work is performed with little direct supervision and is normally reviewed by cb-
servation of the resulits obtained,

Illustrative Examples of Work:

Prapares sign blanks from metal sheeting; prepares signs for stripping and
rebuilding; applies primer coat and paints sign blanks; 'cuts metal stencils and
stencils used for silk screen process painting.

Cuts and mounts silk screens and sign blanks; processes sign blanks by silk
screen method and the application of scotchlite or other reflective sheeting in
both sheet and cut out letter form.

Participates in and directs the layout and center line striping of streets
which have been resurfaced or which need to be repainted; checks the quality of
work to insure a uniform application of paint and reflectorized beads; makes
minor adjustments, repairs and cleans striping machine and equipment,

Adjusts and makes minor repairs to compressors, drill presses, spray guns and
equipment; repairs broken stanchion posts, signs and barricades; paints signs and
barricades.

Maintains storage areea; receives materials and supplies and checks invoices;
maintains yard area and dispenses signs and barricades to other departments; is-
sues portable regulatory signs to private contractors on a cash deposit basis.

Participates in and directs annual shop inventory; keeps daily record of work
performed; orders materials and secures parts.

Operates a variety of hand and bench tools and power equipment required in
eraection, repair and maintenance of signs and appurtenances,

Coordinates operational activities by receiving incoming calls and relaying
information to supervisors or field crews; makes emergency field repairs requirin
immediate attention for the safe and efficient routing of traffic; performs other
field work as directed or required,

Knowledges, Abilities, and Skills:

Knowledge of lacquers, paints, and enamels and ability to apply same with bruci
paint buggy, spray equipument, or striping machine,

Knowledge of the methods, materials, tools and equipment used in silk screen
processing and scotchlite reflective processing, and ability to perform this work
with little supervision.

Knowledge of the use of mechanical hand tools and equipment used in the iustal
lation, maintenance and repair of traffic signs and including knowledge of traffi
marking and painting activities; and ability to coovdinate or direct a small crew
performing such work.

Ability to understand and follow oral and written instructions quickly and
accurately,

Ability to establish and maintain effective working relationships with super-
visors, employees and the general public.



g-ukill in the operation of the. equipment»use ‘and in the performance of the
tasks requiring manual dexterity and mechanical aptitude.

Deni*able Expevience and Training.

_ Experaence in a traffic signs or marking CTEW ennaged i“ installation, main-
tenance, .shop and field rep‘ir work, including experience- 1r scotchlite proces-

'sing, and. graduation from th« eighth school grade. T
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" STREET _CONSTRUCTION LABORER

Nature of Work:

. This is skilled, semi-skilled, and unskilled work involved -in the operation
of heavy .motor and automotive equipment, and .in the operation of power tools and
other manual and special eqpipment used in the maintenance and resurfacing of
streets. _

, An employee of this class may be assigned to any one or to a combination of
‘the various sub-classifications, although normally an employee is only assigned
to those duties in which he has had experience or which he is capable of perform.
ing successfully. Embloyee is paid, according to the prevailing scale for the
duties which he actually perforus, - . L

On heavy equipment operations, the work involves responsibility for the
safe and efficient operation of heavy hoist, drag, and digging equipment entail-
ing considerable responsibility for the safety of other workmen, This is the
heaviest.of equipment used by the city and requires a considerable amount of .
skill in operation, . B .

, Supervision in all sub=-classifications is received from a foreman who
assigns and inspects work in progress and at completion.. '

Illustrative Examples of Work'--

Employee may work in any one or combination of the following sub-classifica-
tions: Laborer, Asphalt Raker, Asphalt Shoveler, Burner and Welder, Buckeye
Spreader Operator, Cement Mason, Cement Worker,. Dragline Operator, Heavy Duty .
Repairman, Jackhammer or Pneumatic Tool Operator, LeTourneau Pull Operator,
Maintainer 0perator, Pavement Roller Operator, Tractor Operator, Truck Driver,

2nch Truek Driver, Heeter-Planer Operator, or Tractor-Loader Operator.

‘Knowledges, Abilities, and Skills'

Knovledge of the operating techniques, rules of safety and of precautions
to be taken in order to avoid accidents, methods and materials used, tools and
equipment required, and skills required to.perform the duties of the sub--clas-
sification in which the employee is- directed or assigned to work,

- Ability to ‘understand and carry out written and oral instructions,

-Good physical condition: to work an eight~hour day at hard labor under ad-
verse weather conditions,

Ability to get along with and work effectively;vitnAothers.‘.1

Desirable Experience and Training:

@

Experience in one or more of the sub=classifications in which the employee
is directed or assigned to work, and education eguivalent to completion of grade
school, preferably supplemented by vocational training, .
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City of Sacramento 1565
(New Class Established
1/3/62.)
CAR POOL SUPERVISOR

Nature of Work:

This is semi-skflled and responsible work involved in' supervising the opera-
. tions of a relatively large car pool, consisting of a fleet of city-owned passen-
ger cars stationed in parking areas adjecent to the City Ball and used by city
exployees in the conduct of daily city business. Work involves dispatching of
vehicles used by authorized employees and in keeping maintenance schedules and
mileage recorda, An emplovee in this class works under general supervision but
must exercise cnnsiderable independent judgment in scheduling maintenance to
keep vehicles available for use in good and safe operating condition.

Tllustrative Examples of Work:

Assigns cars to authorized employees for use in regular city business; assignt
cars to employees for short periodic duties about the city; keeps outgoing and in-
ccming mileage records on all cars,

Determines winor maintenance and iubrication needs according to milsage and
by road testing, and delivers cars to city's Corporation Yard or private gawrages
for required service.

Polices and enforces authorized parking on a restricted use lot; enforces
regulations governing use of the lot and the use of reserved parking spaces for
city employees and officials,

Parks and moves cars on the lot as required; checks all vehicles for proper
gas, oll, water and tire pressures; performs minor routine maintenance not requir-
ing special tools or skills,

Prepares daily, monthly, quarterly and yeariy reports of milepge traveled
by individuals and departments using city owned vehicles, °

Performs other related work as required,

Knowledges, Abilities a2nd Skills:

Knowledge of the operating principles, proper care and minor maintenance re-~
quirements of automobiles,

Some knowledge of preventive maintenance and vehicle safety precautions, and
ability to apply this knowledge through observation snd road testing of vehicles,

Ability to prepare records and reports,

Ability to maintain effective working relationships with employees, depart-
ment heads, the general public, and ability to enforce parking regulations firmly
bdt courteously.

Skill in the operation of automotive vehicles, and possession of a valid
California Operator's License,

Desirable Experience and Training:

Some experience in vehicle maintenance and repair as an automotive serviceman,
service station attendant, or parking lot attendant; and completion of the 12th
school grade,




City of Sacramento
(¥ew Class Established ‘
1/1/62.) 1566

AUDITORIUM MAINTENANCEMAN I

Nature of Work:

This is manual and limited skilled work invclving cleaning, wminor maintenance
and repairs, assembling snd dlsassecbling equipment and facilities, and arranging
tables and chairs for shows and SD?Llal events at the Memorial Auditorium. An
employee in this class works under close supervision, bat the heavy physical re-
quirements of the position, necessitating that the employee be in good physical
condition and able to perform heavy marual work for extended periods of time, dif-
ferentiates the position from that of & custodizn, Since events at the Auditorium
largsly determine the work load, an employse may work irregular hours, as well as
on week~ends and holidays.

Illustrative Exawmcles of Work:

Cleans and changes canvas used for floor covering; moves equipment to and
from storage area and usage area, assists in covering orchestra pit with removable

looring.

Stacks and unstacks chairs; moves chairs. from basement to main floor; sets
up tables for displays, suppllies and materials, flower arrangements, civil service
examinations, or other usage as reguired by the event.

Performs minor meintenence in the rzpair and upkeep of the AuGitorium and ite
facilities; performs routine cleaning duties as windows, walls, stairs and floors,
offices, lavatories, balconies and corridors; replaces lavatory supplies and dis-
poses of waste materials; repairs dameged chairs and seats.

Operates the building heating and couoling systens; performs rélated work as
required.

Knowledges, Skills ard Abilities:

Some knowledge of the materials, methods, and practices essential to the
cleaning and general maintenance of buildings and fixtures.

Some knowledge of the operation and care of polisghers, vacuum cleaners, mop
wringers, brushes and waxing mechines.

Ability to understand and carry out oral and written instructions,

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

Good physical condition and ability to perform heavy manual labor for exten~
ded periods of time.

Desirable Experience and Training:

Some experience in buillding custodial and maintenance %ork;‘and completion of
the eighth school grade.



City of Sacramento
(New Claas Egtablished
1/i/62.) 1567

AUDITORIUM MAINTENANCEMAN IT

Neture of Work:

This is manual and limited supervisory work in the operation and care of the
auditorium building, equipment and facilities. An employee in this class is res-
ponsible for minor maintenance, cleaning, and setting up necessary facilities for
conventions, sports presentations, and other shows or special events, and works
as a leadman of a small crew of subordinates in performing such work. Work is per
formed under the general supervision of the Auditorium Maintenence Supervisor, and
work is reviewed primarily by observation of results obtained. In the abseunce of
the Maintenance Supervisor, the employee is assigned to direct the subordinate
employees in the general wmaintenance and cleaning of the building. Since events
at the Auditorium largely determine the work load, an employee may work irregular

hours, as well as on week-ends and holidays.

Illustrative Examples of Work:

Operates bullding heating and cooling systems, and may clean, oil and makes
minor and routine adjustments to such equipment,

Checks work performed by subordinate employees to see that offices are prop-
erly cleaned; performs miscellaneous custodial work es required.

Assembles, disassembles, stacks, and stores furniture, tables, chairs, and
moves such material and equipment from storage and usage area.

Replaces fuses and burned out bulbs; makes repairs on damaged seats and
chairs.

Locks and unlocks doors and prevents trespassing in and around the building.

Distributes and replaces lavatory supplies, disposes of waste materials, and
checks for necessary repairs to electrical and plumbing fixtures amd equipment.

In absence of Auditoriuvm Maintenance.Supervisor, directs other employees in
the necessary maintenance and cleaning work. :

-Knowledges, tAbZLitiés and Skills:

Knowledge of the materials, methods, and practices essential to the cleaning
and general waintenance of buildings and fixtures.

Knowledge of the operation and care of cleaning tools and equipment.

Some knowledGge of the operation and care of low pressure heating systems.

Ability to make simple operating repairs and adjnstments to heating and ven=-
tllating equipment.

Ability to understand and to follow qQuickly and accurately, oral and written

abllity to meet and deasl effectively with the public.
Good physical condition and ability to perform heavy manual labor for ex-

| instructions.
Ability to direct and supervise.the work of subordlnate employees, and
tended periods of time.

Desirable Experience and Training:

Experience in building custodial and maintenance work; and completion of the
eighth school grade.

B H




City of Sacreamento
(New Class Established
1/1/62.) , 1568

AUDITORIUM MAINTENANCE SUPERVISOR

Nature of Work:

This is skilled and supervisory work involved in organizing, directing, ani
participating in custodial and waintenance work at the Memorial Auditorium. This
work differs from that of a Custodian III in thet this employee is responsible fc
coordinating and planning a variety .of tasks necessary for the effective schedul-
ing of special events and shows. An employee of this class exercises.considerabl
independent initiative and judgment ‘in carrying out work assignments and results
are reviewed only by observation of the work performed. Since events at the Audi
torium largely determine the work lead, en employee may work irregular hours, as
well as on week-ends and holidays.

T1lustrative Examples of Work:

Plans, assigns subordinates, and assists in setting up the wain floor for
certain events; coordinates work activities to insure proper time and space usage
for boxing, wrestling, musical shows and other special events.

Supervises, directs, and may participate in the cleaning, waintenance, and
repairs of building equipment and facilities. :

Makes repairs to seats, chairs, doors, and heating and ventilating equipment
operates bullding heating and cooling systems; replaces fuses and burned out bulb
arranges with the Building Maintenance Supervisor for major repair and maintenanc
work required, or for repairs requiring the services of a journeyman tradeswan.

Requisitions custodial supplies and equipment; prepares work schedules and
keeps time records of subordinate employees.

Confers with the Auditorium Manager and representatives of organizations
using the auditorium facilities as to necessary physical layouts and setups re-
quired for various functions and events.

Performs other related work as required.

Knowledges, Abilities, and Skills:

Considerable knowledge of the materials, methods, and practices essential tc
the cleaning and general waintenance of buildings and fixtures.

Considerable knowledge of the operation and care of various cleaning tools
and equipument. :

Knowledge of the operation and cere of low pressure heating systems and ven-
tilating systeus.

Ability to coordinate, assign, and train subordinates in arranging, cleaning
and meintenance activities required for a variety of special events.

Ability to make cperating repairs end adjustuments to heating and ventllating
equipment.

Ability to establish and maintain effective working relatlonships with sub-
ordinates, committees, promoters, convention personnel, and other groups meking
use of the auditorium and its facilities. ‘

Ability to maintain simple records and prepare simple reports.

Skill in the use of hand and bench tools and eguipment,

Desirable Experience and Training:

Considerable experience in bullding custodial and wmaintenance work, prefer-
ably including some supervisory experience in orgenizing work tasks for the ef-
fective presentation of a variety of programs and events; and completion of the
12th school grade.




City of Sacramento
(Revised 1/1/62,) 1582

PARKING LOT ATTENDANT IX

Nature cof Work:

This is routine and limited supervisory work in the operation of a large city-
owned parking lot. An employee in this class works under the general direction
ana supervision of the Parking Lot Operations Supervisor, but is resporsible for
the safe and efficient operation of a particular lot in accordance with depart-
mental policies, including responsibility for assignment and direction of sub-
crdinates.

Illustrative Examples of Work:

Supervises and participates in the operation of a city-owned and operated off-
street public parking lot; instructs new employeces in lot operation and duties;
arranges working schedules and calls in relief attendants as needed,

Gives claim checks to and directs drivers to parking ‘'spaces.

At exit station computes time parked, amount of fee, and collects parking fee.

Prepares daily repor:t of operations and money collected.

Investigates and reports all accidents occurring on parking lot premises.

Places traffic cones to provide efficient routing of vehicles entering and
leaving parking lots.

Inspects lot daily for neat and safe conditions; inspects electric lights and
drinking fountains; inspects time-date clocks and replaces ribbons and contact
points as required.

Relieves attendants at entrance, exits and towers as required.

' Prepares daily and monthly reports; counts and verifies receipts and deposits
revenue with Parking Lot Operations Supervisor each day.

Performs related work as required.

Rnowledges, Abilities, and Skills

Knowledge of parking lot operatioms,

Ability to maintain effective working relationships with users of the parking
lot and ability to enforce regulations courteously, but firmly.

Ability to understand and follow oral and written instructions.

Ability to prepare necessary recapitulations and daily and monthly reports.

Abllity to supervise the work cf others.

Desirable Experience and Training

Some experience in parking lot operations; and completion of the tenth school
grade.



City of Sacramento 1583
(Revised 1/1/62.)

PARKING 1LOT OPERATTIONS SUPERVISOR

Nature of Work:

This is supervisory work involving the supervision of parking lots owned and
operated by the City of Sacramento. An employee in this class has direct super-
vision over a group of parking lot attendants staffing the various parking lots
located throughcut the city. The employee is responsible for the appearance and
successful operation of the lots. The work is performed under direction and
supervision of the Traffic Engineer, but the incumbent has considerable latitude
for independent judgment and decisions in specific situations,

Tllustrative Examples of Work:

Supervises the work of parking lot attendants.

Develops and suggests improvements in parking lot operatioms.

Handles complaints of patrons of the parking lots.,

Receives and verifies daily collections from lot operations; maintains cash
records; delivers money to a designated depository; prepares periodic and special
summaries, tabulations, and reports on parking lot operatiomns.

Prepares work schedules and keeps records of time worked; prepares and checks
payrolls.

Prepares requisitions for supplies and equipment.

Consults with the Traffic Engineer regarding policies and procedures for the
operation of the lots.

Performs related work as required.

Knowledges, Abilities and Skills:

Considerable knowledge of parking lot operaticns.

Ability to plan and supervise the work of employees engaged in parking lot
operations. .

Ability to meet and deal tactfully and effectively with the public.

Ability to prepare monthly recapitulations, to keep moderately complex recor:
and to compile reports.

.Desirable Expeiience and Training:

Experience in parking lot operations; and graduation from a standard high
school.



