Attachment 4

DECEMBER 2014

EXHIBIT A FLSA: EXEMPT

ADMINISTRATIVE SERVICES DIRECTOR
DEFINITION

Under administrative direction, plans, organizes, manages, and provides administrative direction and
oversight for all functions and activities of the Administrative Services Department, including finance,
general accounting, utility billing, business licenses, information technology, human resources, and risk
management; directs and administers the fiscal operations and activities of the City, which include
investments, financial transaction processing, record keeping and reporting, and payroll; coordinates the
production and the administration of the City’s budget; coordinates assigned activities with other City
departments, officials, outside agencies, and the public; fosters cooperative working relationships among
City departments and with intergovernmental and regulatory agencies and various public and private
groups; provides highly responsible and complex professional assistance to the City Manager in areas of
expertise; and performs related work as required.

SUPERVISION RECEIVED AND EXERCISED
Receives administrative direction from the City Manager. The work provides for a wide variety of

independent decision-making, within legal and general policy and regulatory guidelines. Exercises
general direction and supervision over professional, technical, and administrative support staff.

CLASS CHARACTERISTICS

This is a department head classification that oversees, directs, and participates in all activities of the
Administrative Services Department, including short- and long-term planning, development, and
administration of departmental policies, procedures, and services. This class provides assistance to the
City Manager in a variety of administrative, coordinative, analytical, and liaison capacities. Successful
performance of the work requires knowledge of public policy, municipal functions and activities,
including the role of an elected City Council, and the ability to develop, oversee, and implement projects
and programs in a variety of areas. Responsibilities include coordinating the activities of the department
with those of other departments and outside agencies and managing and overseeing the complex and
varied functions of the department. The incumbent is accountable for accomplishing departmental
planning and operational goals and objectives and for furthering City goals and objectives within general
policy guidelines.

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only)

Management reserves the right to add, modify, change or rescind the work assignments of different
positions and to make reasonable accommodations so that qualified employees can perform the essential
Sunctions of the job.

» Assumes full management responsibility for all Administrative Services Department programs,
services, and activities, including finance, budgeting, financial reporting, general accounting, utility
billing, business licenses, information technology, human resources, and risk management.

> Develops, directs, and coordinates the implementation of goals, objectives, policies, procedures, and
work standards’ for the department; establishes, within City policy, appropriate budget, service, and
staffing levels.
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Plans, directs, and coordinates the Administrative Services Department's work plan; meets with
management staff to identify and resolve problems; assigns projects and programmatic areas of
responsibility; reviews and evaluates work methods and procedures.

Manages and participates in the development and administration of the department’s annual budget;
directs the forecast of additional funds needed for staffing, equipment, materials, and supplies; directs
the monitoring of and approves expenditures; directs and implements adjustments as necessary.
Selects, trains, motivates, and directs department personnel; evaluates and reviews work for
acceptability and conformance with department standards, including program and project priorities
and performance evaluations; works with employees on performance issues; implements discipline
and termination procedures; responds to staff questions and concerns.

Contributes to the overall quality of the department’s service by developing, reviewing, and
implementing policies and procedures to meet legal requirements and City needs; continuously
monitors and evaluates the efficiency and effectiveness of service delivery methods and procedures;
assesses and monitors the distribution of work, support systems, and internal reporting relationships;
identifies opportunities for improvement; directs the implementation of change.

Coordinates the administration of the annual budget for the entire City, provides for financial
forecasting and planning; tracks the adopted budget and prepares periodic budget reviews for
submission to City departments.

Establishes the City’s central budgeting, accounting, and financial reporting practices; evaluates
accounting procedures and financial controls; responds to and implements audit recommendations.
Manages the City’s investment portfolio; ensures that investments meet the City’s policy guidelines
and that adequate cash is available to meet obligations; prepares periodic reports regarding
investments to the City Council.

Manages revenue collection programs including tax assessments, subventions, license or user fees,
and other sources.

Oversees the City’s Information Technology resources and function, including the purchase and
implementation of new computer hardware and software, the management of all computer servers,
and ensuring the security of the City’s IT system; oversees and manages technical services to keep the
City’s IT system technologically up-to-date and operating efficiently and reliably.

Oversees the City’s human resources functions, including recruitment and selection, benefits
administration and payroll.

Oversees the City’s risk management functions, including City contracts with vendors of risk
management functions.

Negotiates contracts and agreements; coordinates with legal counsel and City department
representatives to determine City needs and requirements for contractual services.

Represents the Administrative Services Department to other City departments, elected officials, and
outside agencies; explains and interprets departmental programs, policies, and activities; negotiates
and resolves significant and controversial issues.

Conducts a variety of departmental organizational and operational studies and investigations;
recommends modifications to programs, policies, and procedures as appropriate.

Participates on and makes presentations to the City Council and a variety of boards and commissions;
attends and participates in professional group meetings; stays abreast of new trends and innovations
in the field of administrative services and other services as they relate to the area of assignment.
Maintains and directs the maintenance of working and official departmental files.

Monitors changes in laws, regulations, and technology that may affect City or departmental
operations; implements policy and procedural changes as required.

Prepares, reviews, and presents staff reports, various management and information updates, and
reports on special projects as assigned by the City Manager.

Responds to difficult and sensitive public inquiries and complaints and assists with resolutions and
alternative recommendations.

Performs other duties as assigned.
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Administrative principles and practices, including goal setting, program development,
implementation, and evaluation, and supervision of staff, either directly or through subordinate levels
of supervision.

Organizational and management practices as applied to the analysis and evaluation of projects,
programs, policies, procedures, and operational needs; principles and practices of municipal
government administration.

Principles and practices of governmental accounting, public finance administration and budgeting,
auditing, reconciliation; Federal and State regulations and guidelines as they pertain to municipal
finance; municipal taxation and revenue management.

Public agency budgetary, contract administration, City-wide administrative practices, and general
principles of risk management related to the functions of the assigned area.

Practices and techniques of automated and manual financial and accounting document processing and
record keeping.

Basic terminology, methods, techniques and practices of the operation and maintenance of computer
servers, network systems, and personal computer hardware and software.

Applicable Federal, State, and local laws, codes, and regulations.

Principles and practices of employee supervision, including work planning, assignment, review and
evaluation, and the training of staff in work procedures.

Technical, legal, financial, and public relations problems associated with the management of
administrative services programs.

Methods and techniques for the development of presentations, contract negotiations, business
correspondence, and information distribution; research and reporting methods, techniques, and
procedures.

Record keeping principles and procedures.

Modern office practices, methods, financial programs, and computer equipment and applications
related to the work.

English usage, grammar, spelling, vocabulary, and punctuation.

Techniques for effectively representing the City in contacts with governmental agencies, community
groups, and various business, professional, educational, regulatory, and legislative organizations.
Techniques for providing a high level of customer service by effectively dealing with the public,
vendors, contractors, and City staff.

Ability to:
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Develop and implement goals, objectives, policies, procedures, work standards, and internal controls
for the department and assigned program areas.

Provide administrative and professional leadership and direction for the department and the City.
Prepare and administer large and complex budgets; allocate limited resources in a cost effective
manner.

Interpret, apply, and ensure compliance with Federal, State, and local policies, procedures, laws, and
regulations.

Plan, organize, direct, and coordinate the work of management, supervisory, professional, and
technical personnel; delegate authority and responsibility; select, motivate, and evaluate the work of
staff and train staff in work procedures.

Research, analyze, and evaluate new service delivery methods, procedures, and techniques.
Effectively administer special projects with contractual agreements and ensure compliance with
stipulations; effectively administer a variety of administrative services programs and administrative
activities.
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> Prepare clear and concise reports, correspondence, policies, procedures, and other written materials.

» Conduct complex research projects, evaluate alternatives, make sound recommendations, and prepare
effective technical staff reports.

> Establish and maintain a variety of filing, record-keeping, and tracking systems.

» Organize and prioritize a variety of projects and multiple tasks in an effective and timely manner;
organize own work, set priorities, and meet critical time deadlines.

» Operate modern office equipment including computer equipment and specialized software
applications programs.

» Use English effectively to communicate in person, over the telephone, and in writing.

» Use tact, initiative, prudence, and independent judgment within general policy, procedural, and legal
guidelines.

» Establish, maintain, and foster positive and effective working relationships with those contacted in the

course of work.
Education and Experience:

Graduation from an accredited four-year college or university with major coursework in finance,
accounting, business or public administration, or a related field and seven (7) years of increasingly
responsible experience, including supervisory experience, preferably in municipal administration or in a
finance office. At least four (4) years of finance experience and experience working with financial
management data processing systems is required. A master’s degree and public sector experience are
highly desirable.

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a
computer; vision to read printed materials and a computer screen; and hearing and speech to communicate
in person, before groups, and over the telephone. This is primarily a sedentary office classification
although standing in and walking between work areas may be required. Finger dexterity is needed to
access, enter and retrieve data using a computer keyboard or calculator and to operate standard office
equipment. Positions in this classification occasionally bend, stoop, kneel, reach, push, and pull drawers
open and closed to retrieve and file information. Employees must possess the ability to lift, carry, push,
and pull materials and objects necessary to perform job functions.

ENVIRONMENTAL ELEMENTS

Employees work in an office environment with moderate noise levels, controlled temperature conditions,
and no direct exposure to hazardous physical substances. Employees may interact with upset staff and/or
public and private representatives in interpreting and enforcing departmental policies and procedures.

WORKING CONDITIONS

Must be able to attend meetings and other activities outside of normal working hours.

The City of Calistoga is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, Calistoga will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective and current employees to discuss potential accommodations
with the employer.
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CITY CLERK
DEFINITION

Under general direction, plans, organizes, manages, and provides administrative direction and oversight
for all functions and activities of the City Clerk’s Office including the preparation of City Council
agendas, minutes, actions, ordinances, and resolutions, in the maintenance of official documents and
records, in the administration of City elections, and in overseeing the day-to-day activities, services, and
operations of the City Clerk’s function; provides varied technical, complex, specialized, and confidential
office administrative support to the City Manager and other City departments as assigned; coordinates
assigned activities with those of other City departments; and performs related work as required.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the City Manager. May exercises functional supervision over assigned
technical and administrative staff.

CLASS CHARACTERISTICS

This classification performs a variety of administrative duties, including assisting in the development of
City Council agendas, administration of filings, records management, assisting with municipal elections,
and coordinating with other City departments. Successful performance of the work requires knowledge
of public policy, municipal functions and activities, including the role of an elected City Council, and the
ability to develop, oversee, and implement projects and programs in a variety of areas.

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only)

Management reserves the right to add, modify, change, or rescind the work assignments of different
positions and to make reasonable accommodations so that qualified employees can perform the essential
Sfunctions of the job.

» Oversees and performs functions of the day-to-day operations of the City Clerk’s office, including the
maintenance of administrative files, resolutions, ordinances, contacts, agreements, deeds,
annexations, public notices and other official documents.

> Participates in the development and implementation of goals, objectives, policies, and priorities for
the City Clerk function; recommends and administers policies and procedures.

» Directs and coordinates the work plan for the support staff; meets with staff to identify and resolve
problems; assigns work activities and projects; monitors work flow; reviews and evaluates work
products, methods, and procedures.

» Plans, manages, and implements the City’s records management program; sets and ensures legal
compliance with retention schedules for City records; develops and updates records retention policies
and procedures.

» Ensures compliance with the Public Records Act, the Freedom of Information Act, and the Brown
Act; reviews and monitors legal requests for records; ensures that all public records are open to
inspection at all times during office hours and that every person’s right to inspect any public record of
the City is upheld.
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Assists with preparation of City Council and Calistoga Public Facilities meeting agendas and
tentative agendas; assists in the assembly and distribution of agenda packets; attends meetings; takes
and prepares meeting minutes; prepares Council and Agency packets and approved resolutions,
ordinances, and meeting minutes for archiving.

> Assists the public and City staff by helping to identify records and information relevant to requests;
ensures timely response to all requests and communicates in writing with any requestor in cases of
unusual requests that may cause delays in obtaining all requested information; justifies any
nondisclosure and/or ensures deletion of any portions that are exempt from the mandate of the Public
Records Act.

» Performs complex records management activities, including assigning record codes to documents,
imaging and/or filing, storage, and destroying City records.

» Assists in planning and conducting City municipal elections as required by state law; participates in
all election events.

» Organizes, administers, maintains, and monitors all required Fair Political Practices Commission
(FPPC) filings and election campaign disclosure statements.

» Administers policies and procedures and monitors filings of campaign statements for candidates,
Council members, and all active committees as requested by state law; distributes forms and monitors
filing of Statements of Economic Interests as required under the Political Reform Act of 1974,
maintains a comprehensive list of designated employees under the City/Redevelopment Agency
Conflict of Interest Code.

> Supervises legal codification of the Municipal Code Book; proofreads the codes upon request.

» Notarizes official documents; administers oaths of office; prepares department disaster plan.

» Coordinates and integrates services and activities with other agencies and City departments.

» Monitors changes in regulations and technology that may affect operations; implements policy and
procedural changes after approval.

» Receives, investigates, and responds to difficult and sensitive problems and inquiries in a professional
manner; researches information; identifies and reports findings and takes necessary corrective action.

> Processes accident/incident and workers’ compensation claim forms

» Performs other duties as assigned.

QUALIFICATIONS

Knowledge of:

> Principles, practices, and procedures related to public agency record keeping and the City Clerk
function.

» Automated and manual records management principles and practices, including legal requirements
for recording, retention, storage, and disclosure.

» Organization and function of public agencies, including the role of an elected City Council and
appointed boards and commissions.

> Applicable Federal, State, and local laws, rules, regulations, ordinances, and organizational policies
and procedures relevant to assigned area of responsibility, including Public Records Act, the Freedom
of Information Act, and the Brown Act, FPPC procedures and regulations, and election laws and
procedures.

> A variety of public documents including contracts and ordinances.

» Municipal elections processes and procedures.

» Principles and practices of employee supervision, including work planning, assignment, review and
evaluation, and the training of staff in work procedures.

> Business letter writing and the standard format for reports and correspondence.

» Modern office practices, methods, and computer equipment and applications related to the work.

» English usage, grammar, spelling, vocabulary, and punctuation.
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» Techniques for effectively representing the City in contacts with governmental agencies, community
groups, various business, professional, educational, and regulatory organizations, and the public.

> Techniques for providing a high level of customer service by effectively dealing with the public,
vendors, contractors, and City staff.

Ability to:

Recommend and implement goals, objectives, and practices for providing effective and efficient
services.

Supervise, train, plan, organize, schedule, assign, review, and evaluate the work of assigned staff.
Participate in the preparation of department budget, including gathering and analyzing data related to
expenditures and projected charges and monitoring budget expenditures and revenues.

Evaluate and develop improvements in operations, procedures, policies, or methods.

Maintain confidentiality and be discreet in handling and processing confidential information and data.
Interpret, apply, explain, and ensure compliance with applicable Federal, State, and local laws, rules,
regulations, policies, and procedures.

Develop, plan, coordinate, and implement records management program suited to the needs of the
City and in compliance with Federal, State, and local laws, rules, and regulations.

Prepare official minutes, resolutions, and ordinances.

Understand the organization and operation of the City and of outside agencies as necessary to assume
assigned responsibilities.

Compose correspondence and reports independently or from brief instructions.

Research, analyze, and summarize data and prepare accurate and logical written reports.

Organize and prioritize a variety of projects and multiple tasks in an effective and timely manner;
organize own work, set priorities, and meet critical time deadlines.

Operate office equipment and computer applications related to the work.

Use English effectively to communicate in person, over the telephone, and in writing.

Use tact, initiative, prudence, and independent judgment within general policy, procedural, and legal
guidelines.

Establish, maintain, and foster positive and effective working relationships with those contacted in the
course of work.
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Education and Experience:
Any combination of training and experience that would provide the required knowledge, skills, and
abilities is qualifying. A typical way to obtain the required qualifications would be:

Equivalent to the completion of the twelfth (12™) grade supplemented by college-level coursework and/or
specialized secretarial training and three (3) years of increasingly responsible secretarial or administrative
experience in a municipal government agency, preferably within a City Clerk’s office.

Licenses and Certifications:

» Possession of, or ability to obtain, a Notary Public certification.
%> Possession of, or ability to obtain, a Certified Municipal Clerk certification is desirable.

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a
computer; to operate a motor vehicle and to visit various City and meeting sites; vision to read printed
materials and a computer screen; and hearing and speech to communicate in person, before groups, and
over the telephone. This is primarily a sedentary office classification although standing and walking
between work areas may be required. Finger dexterity is needed to access, enter, and retrieve data using a
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» Techniques for effectively representing the City in contacts with governmental agencies, community
groups, various business, professional, educational, and regulatory organizations, and the public.

» Techniques for providing a high level of customer service by effectively dealing with the public,
vendors, contractors, and City staff.

Ability to:

Recommend and implement goals, objectives, and practices for providing effective and efficient
services.

Supervise, train, plan, organize, schedule, assign, review, and evaluate the work of assigned staff.
Participate in the preparation of department budget, including gathering and analyzing data related to
expenditures and projected charges and monitoring budget expenditures and revenues.

Evaluate and develop improvements in operations, procedures, policies, or methods.

Maintain confidentiality and be discreet in handling and processing confidential information and data.
Interpret, apply, explain, and ensure compliance with applicable Federal, State, and local laws, rules,
regulations, policies, and procedures.

Develop, plan, coordinate, and implement records management program suited to the needs of the
City and in compliance with Federal, State, and local laws, rules, and regulations.

Prepare official minutes, resolutions, and ordinances.

Understand the organization and operation of the City and of outside agencies as necessary to assume
assigned responsibilities.

Compose correspondence and reports independently or from brief instructions.

Research, analyze, and summarize data and prepare accurate and logical written reports.

Organize and prioritize a variety of projects and multiple tasks in an effective and timely manner;
organize own work, set priorities, and meet critical time deadlines.

Operate office equipment and computer applications related to the work.

Use English effectively to communicate in person, over the telephone, and in writing.

Use tact, initiative, prudence, and independent judgment within general policy, procedural, and legal
guidelines.

Establish, maintain, and foster positive and effective working relationships with those contacted in the
course of work.
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Education and Experience:
Any combination of training and experience that would provide the required knowledge, skills, and
abilities is qualifying. A typical way to obtain the required qualifications would be:

Equivalent to the completion of the twelfth (12™) grade supplemented by college-level coursework and/or
specialized secretarial training and three (3) years of increasingly responsible secretarial or administrative
experience in a municipal government agency, preferably within a City Clerk’s office.

Licenses and Certifications:

» Possession of, or ability to obtain, a Notary Public certification.
» Possession of, or ability to obtain, a Certified Municipal Clerk certification is desirable.

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a
computer; to operate a motor vehicle and to visit various City and meeting sites; vision to read printed
materials and a computer screen; and hearing and speech to communicate in person, before groups, and
over the telephone. This is primarily a sedentary office classification although standing and walking
between work areas may be required. Finger dexterity is needed to access, enter, and retrieve data using a
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DEPUTY PUBLIC WORKS DIRECTOR

DEFINITION

Under general direction, plans, organizes, manages, and provides oversight for functions and activities of
the Public Works Department, including design, engineering, and construction activities, maintenance and
operations of buildings, parks, streets, water distribution and/or stormwater and drainage systems and
facilities, and development and implementation of the City’s Capital Improvement Program (CIP); assists
in coordinating assigned activities with other City departments, divisions, outside agencies, and the
public; fosters cooperative working relationships among City departments, divisions, and with
intergovernmental and regulatory agencies and various public and private groups; provides highly
responsible and complex professional assistance to the Public Works Director in areas of expertise; and
performs related work as required.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Public Works Director. Exercises general direction and supervision
over supervisory, professional, technical, and administrative support staff through subordinate levels of
supervision.

CLASS CHARACTERISTICS

This is a Deputy Department Director classification in the Public Works Department. The incumbent
oversees, directs, and participates in the engineering functions of the Public Works Department, including
short- and long-term Capital Improvement Program (CIP) planning, development and administration of
Federal, State, and local funds for capital improvements and expansions, and providing professional-level
support to the Public Works Director in a variety of areas. Successful performance of the work requires
an extensive professional background as well as skill in coordinating departmental work with that of other
City departments and public agencies. Responsibilities include performing and directing many of the
department’s day-to-day administrative functions. This class is distinguished from the Public Works
Director in that the latter has overall management responsibility for all public works programs, functions,
and activities, and for developing, implementing, and interpreting public policy.

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only)

Management reserves the right to add, modify, change, or rescind the work assignments of different
positions and to make reasonable accommodations so that qualified employees can perform the essential
functions of the job.

» Assumes management responsibility for public works functions and activities, including CIP
planning, design, and construction, operations and maintenance activities of buildings, parks, streets,
water distribution and/or stormwater and drainage systems and facilities.

> Participates in the development and implementation of goals, objectives, policies, and priorities for
the assigned division; recommends, within departmental policy, appropriate service and staffing
levels; recommends and administers policies and procedures.

» Assists with the development and administration of the annual budget and capital improvement
budgets for the division; directs the forecast of additional funds needed for staffing, equipment,
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materials, and supplies; directs the monitoring of and approves expenditures; directs and implements
adjustments.

Selects, trains, motivates, and evaluates assigned personnel; provides or coordinates staff training;
works with employees on performance issues; responds to staff questions and concerns; makes
discipline recommendations to the Director.

Continuously monitors and evaluates the efficiency and effectiveness of service delivery methods and
procedures; assesses and monitors work load, administrative and support systems, and internal
reporting relationships; identifies opportunities for improvement and reviews with the Director;
directs the implementation of improvements.

Participates in the development of consultant requests for proposal for professional and/or
construction services and the advertising and bid processes; evaluates proposals and recommends
project award; negotiates and administers contracts after award; ensures contractor compliance with
City standards and specifications and time and budget estimates; analyzes and resolves complex
problems that may arise; recommends and approves field changes as required.

Conducts and assists in CIP planning activities; provides oversight and input into the conceptual
design of engineering projects; investigates and resolves problems with scope of work or cost issues
of major facility upgrade and replacement projects.

Analyzes civil engineering plan design, specifications, and consultant and staff comments in
accordance with design requirements and municipal and intergovernmental standards and regulations;
recommends approval or additional engineering conditions and changes.

Reviews and approves plans and specifications for Capital Improvement Program (CIP); tract and
parcel maps, lot line adjustments, and legal reviews; controversial encroachment permits; and other
engineering and design documents.

Meets and confers with contractors, engineers, developers, architects, a variety of outside agencies,
and the general public in acquiring information and coordinating engineering matters; provides
information regarding City development requirements.

Serves as a liaison for the department to other City departments, divisions, elected officials, outside
agencies, and the public; attends meetings in various locations; provides staff support to
commissions, committees, and task forces; participates in community events and workshops that
provide public information regarding departmental programs, projects, and services; explains and
interprets departmental programs, policies, and activities.

Conducts a variety of departmental organizational and operational studies and investigations;
recommends modifications to programs, policies, and procedures as appropriate.

Prepares, reviews, and presents staff reports, various management and information updates, and
reports on special projects to the City Council, as well as various boards, commissions, and
committees, as assigned by the Public Works Director.

Attends and participates in professional group meetings; stays abreast of new trends and innovations
in the field of engineering and other types of public works services as they relate to the area of
assignment.

Maintains and directs the maintenance of working and official departmental files.

Monitors changes in laws, regulations, and technology that may affect City or departmental
operations; implements policy and procedural changes as required.

Responds to difficult and sensitive public inquiries and complaints and assists with resolutions and
alternative recommendations.

Performs other duties as assigned.

QUALIFICATIONS

Knowledge of:

>

Administrative principles and practices, including goal setting, program development,
implementation, and evaluation, and supervision of staff.
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Public agency budgetary, contract administration, administrative practices, and general principles of
risk management related to the functions of the assigned area.

Organizational and management practices as applied to the analysis and evaluation of projects,
programs, policies, procedures, and operational needs; principles and practices of municipal
government administration.

Principles and practices of civil engineering as applied to the planning, design, cost estimating,
construction, installation, and inspection of a wide variety of municipal facilities.

Principles and practices of environmental impact assessment and related regulatory processes.
Methods, materials and techniques used in the construction of public works projects.

Applicable Federal, State, and local laws, regulatory codes, ordinances, and procedures relevant to
assigned area of responsibility.

Principles and practices of employee supervision, including work planning, assignment, review and
evaluation, and the training of staff in work procedures.

Methods and techniques for the development of presentations, contract negotiations and management,
business correspondence, and information distribution; research and reporting methods, techniques,
and procedures.

Record keeping principles and procedures.

Modern office practices, methods, and computer equipment and applications related to the work.
English usage, grammar, spelling, vocabulary, and punctuation.

Techniques for effectively representing the City in contacts with governmental agencies, community
groups, and various business, professional, educational, regulatory, and legislative organizations.
Techniques for providing a high level of customer service by effectively dealing with the public,
vendors, contractors, and City staff.

Ability to:
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Recommend and implement goals, objectives, and practices for providing effective and efficient
engineering services.

Plan, organize, and direct effective CIP and public works engineering services and programs.
Conduct complex civil engineering research projects, evaluate alternatives, make sound
recommendations, and prepare effective technical reports.

Analyze and interpret engineering plans and specifications in accordance with design requirements
and applicable standards and regulations.

Prepare and administer large and complex budgets; allocate limited resources in a cost effective
manner.

Interpret, apply, explain, and ensure compliance with Federal, State, and local policies, procedures,
laws, and regulations, technical written material, and City engineering policies and procedures.

Plan, organize, direct, and coordinate the work of supervisory, professional, and technical personnel.
Select, train, motivate, and evaluate the work of staff and train staff in work procedures.

Research, analyze, and evaluate new service delivery methods, procedures, and techniques.
Effectively administer special projects with contractual agreements and ensure compliance with
stipulations; effectively administer a variety of engineering programs and administrative activities.
Conduct effective negotiations and effectively represent the City and the department in meetings with
governmental agencies, contractors, vendors, and various businesses, professional, regulatory, and
legislative organizations.

Prepare clear and concise reports, correspondence, policies, procedures, and other written materials.
Establish and maintain a variety of filing, record-keeping, and tracking systems.

Organize and prioritize a variety of projects and multiple tasks in an effective and timely manner;
organize own work, set priorities, and meet critical time deadlines.

Operate modern office equipment including computer equipment and specialized software
applications programs.

Use English effectively to communicate in person, over the telephone, and in writing,
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» Use tact, initiative, prudence, and independent judgment within general policy, procedural, and legal
guidelines.

» Establish, maintain, and foster positive and effective working relationships with those contacted in the
course of work.

Education and Experience:
Any combination of training and experience that would provide the required knowledge, skills, and
abilities is qualifying. A typical way to obtain the required qualifications would be:

Equivalent to graduation from an accredited four-year college or university with major coursework in
civil engineering, or a related field, and six (6) years of management and/or administrative experience in
civil engineering and capital improvement program administration, including two (2) years management
and/or supervisory experience.

Licenses and Certifications:
» Possession of, or ability to obtain, a valid California Driver’s License by time of appointment.
» Possession of, or ability to obtain, a valid certificate or registration as a Professional Engineer in the

State of California.

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a
computer, to inspect City developmient sites, to operate a motor vehicle, and to visit various City and
meeting sites; vision to read printed materials and a computer screen; and hearing and speech to
communicate in person, before groups, and over the telephone. This is primarily a sedentary office
classification although standing and walking between work areas may be required. Finger dexterity is
needed to access, enter, and retrieve data using a computer keyboard or calculator and to operate standard
office equipment. Positions in this classification occasionally bend, stoop, kneel, reach, push, and pull
drawers open and closed to retrieve and file information. Employees must possess the ability to lift,
carry, push, and pull materials and objects weighing up to 25 pounds.

ENVIRONMENTAL ELEMENTS

Employees work in an office environment with moderate noise levels, controlled temperature conditions,
and no direct exposure to hazardous physical substances. Employees may interact with upset staff and/or
public and private representatives in interpreting and enforcing departmental policies and procedures.

The City of Calistoga is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, Calistoga will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective and current employees to discuss potential accommodations
with the employer.
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EXECUTIVE ASSISTANT

DEFINITION

Under general direction, performs a variety of complex office administrative, secretarial, and clerical
duties in support of City Manager and other management staff, including planning, organizing, and
overseeing the operations and functions of the assigned office; coordinates assigned programs, projects,
and services with other City departments, divisions, and outside agencies; interacts frequently with the
public and provides information or directs questions and requests to the appropriate staff;, and performs
other duties as required.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the City Manager. Exercises no direct supervision over staff.

CLASS CHARACTERISTICS

Incumbents perform a wide variety of specialized technical and administrative support work for the City
Manager and other management staff. Responsibilities include performing specialized, confidential, and
technical office support duties to the assigned department to ensure efficient service provision.
Responsibilities require the frequent use of tact, discretion, and independent judgment as well as a
knowledge of departmental and City activities. The work requires the interpretation and application of
policies, procedures, and regulations and involves frequent contact with the public, as well as performing
various research and budgetary support functions. This class is distinguished from other office
administrative classes in that the nature, scope, and diversity of responsibilities originating at this level
requires a broader understanding of City functions and the capability of relieving the assigned City
Manager of day-to-day office administrative and coordinative duties.

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only)

Management reserves the right to add, modify, change, or rescind the work assignments of different
positions and to make reasonable accommodations so that qualified employees can perform the essential
JSunctions of the job.

» Prepares and processes reports, forms, and records, such as City Council agenda items, contracts and
agreements, reimbursement requests, and organizational charts.

» Organizes and carries out administrative assignments; researches, compiles, and organizes
information and data from various sources on a variety of specialized topics related to programs in
assigned area; checks and tabulates standard mathematical or statistical data; prepares and assembles
reports, manuals, articles, announcements, and other informational materials.

» Relieves the City Manager of a variety of administrative details by assisting with duties of a complex,
and sensitive nature; plans, organizes, and carries out administrative assignments and special projects
related to assigned department, including assisting with budget preparation, planning, and
implementation; recommends organizational or procedural changes affecting support activities;
recommends improvements in work flow, procedures, and use of equipment and forms.
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Maintains calendars and makes meeting arrangements; schedules meetings between City staff or
between City staff and other groups or organizations; arranges for necessary set-up and materials to
be available at meetings.

» Develops, composes, types, edits, and proofreads a variety of complex documents, including forms,
memos, administrative, statistical, financial, and staff reports, and correspondence for the City
Manager from rough draft, handwritten copy, verbal instructions, or from other material; inputs and
retrieves data and text using a computer terminal; checks draft documents for punctuation, spelling,
and grammar; makes or suggests corrections to drafts.

> Verifies and reviews forms and reports for completeness and conformance with established
regulations and procedures; applies departmental and program policies and procedures in determining
completeness of applications, records, and files.

» Collects and compiles material for review and analysis; provides recommendations for changes in
programs, policies, or procedures to improve efficiency and cost effectiveness of operations.

> Responds to citizen and staff inquiries and complaints; refers citizens to the appropriate department
source; coordinates or resolves problems of a moderate nature when appropriate.

» Coordinates the content for the public education government access television network station.

» Designs and implements file, index, tracking, and record-keeping systems.

» Coordinates and integrates department services and activities with other agencies and City
departments.

> Serves as secretary to a board, commission, or special task force in the absence of the City Clerk;
compiles and distributes agenda packets; attends meetings; formats and distributes minutes; and
follows up on decisions as required.

» Maintains department personnel files; processes accident/incident/workers compensation claim
forms; files pertinent documents, maintains files in a secure location, and provides information to
supervisors and managers.

» Coordinates travel arrangements and accommodations for department personnel and submits all
related paperwork.

» Operates standard office equipment, including job-related computer hardware and software
applications, facsimile equipment, and multi-line telephones; may operate other department-specific
equipment.

» Acts as Notary Public for the City.

» Performs other duties as assigned.

QUALIFICATIONS

Knowledge of:

» Practices and methods of office management and administration, including the use of standard office
equipment.

» Organization and function of public agencies, including the role of an elected City Council and
appointed boards and commissions.

» Applicable Federal, State, and local laws, regulatory codes, ordinances, and procedures relevant to
assigned area of responsibility.

» Principles and procedures of record-keeping and reporting.

» Principles and practices of data collection and report preparation.

> Business letter writing and the standard format for reports and correspondence.

» Business mathematics and basic statistical techniques.

» Modern office practices, methods, and computer equipment and applications related to the work,
including word processing, web design, database, and spreadsheet applications

> English usage, grammar, spelling, vocabulary, and punctuation.
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» Techniques for providing a high level of customer service by effectively dealing with the public,
vendors, contractors, and City staff.

Ability to:

» Maintain confidentiality and be discreet in handling and processing confidential information and data.

» Perform responsible administrative support work with accuracy, speed, and general supervision.

» Provide varied and responsible office administrative work requiring the use of tact and discretion.

» Understand the organization and operation of the City and of outside agencies as necessary to assume
assigned responsibilities.

» Compose correspondence and reports independently or from brief instructions.

» Understand and carry out complex oral and written directions.

» Research, analyze, and summarize data and prepare accurate and logical written reports.

» Make accurate arithmetic, financial, and statistical computations.

> Enter and retrieve data from a computer with sufficient speed and accuracy to perform assigned work.

» Establish and maintain a variety of filing, record keeping, and tracking systems.

» Organize and prioritize a variety of projects and multiple tasks in an effective and timely manner;
organize own work, set priorities, and meet critical time deadlines.

> Operate and maintain modern office equipment, including computer equipment and specialized
software applications programs.

» Use English effectively to communicate in person, over the telephone, and in writing.

» Use tact, initiative, prudence, and independent judgment within general policy and legal guidelines in
politically sensitive situations.

» Establish, maintain, and foster positive and effective working relationships with those contacted in the

course of work.

Education and Experience:
Any combination of training and experience that would provide the required knowledge, skills, and
abilities is qualifying. A typical way to obtain the required qualifications would be:

Equivalent to the completion of twelfth (12™) grade supplemented by college-level coursework and/or
technical training in secretarial science and/or office administrative support and five (5) years of
responsible secretarial experience, or two (2) years of experience equivalent to Administrative Assistant
at the City of Calistoga. Additional specialized secretarial or clerical training is desirable.

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a
computer; to operate a motor vehicle, and to visit various City and meeting sites; vision to read printed
materials and a computer screen; and hearing and speech to communicate in person and over the
telephone. This is primarily a sedentary office classification although standing and walking between
work areas may be required. Finger dexterity is needed to access, enter, and retrieve data using a
computer keyboard, typewriter keyboard, or calculator and to operate standard office equipment.
Positions in this classification occasionally bend, stoop, kneel, reach, push, and pull drawers open and
closed to retrieve and file information.

ENVIRONMENTAL ELEMENTS
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Employees work in an office environment with moderate noise levels, controlled temperature conditions,
and no direct exposure to hazardous physical substances. Employees may interact with upset staff and/or
public and private representatives in interpreting and enforcing departmental policies and procedures.

The City of Calistoga is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, Calistoga will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective and current employees to discuss potential accommodations
with the employer.
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FIRE CHIEF

DEFINITION

Under administrative direction, plans, organizes, manages, and provides administrative direction and
oversight for all functions and activities of the Fire Department, including fire prevention and inspection
programs, response to fires, medical emergency, rescue, hazardous materials, natural and man-made
incidents, and other public services; coordinates assigned activities with other City departments, officials,
outside agencies, and the public; fosters cooperative working relationships among City departments and
with intergovernmental and regulatory agencies and various public and private groups; provides highly
responsible and complex professional assistance to the City Manager in areas of expertise; and performs
related work as required.

SUPERVISION RECEIVED AND EXERCISED

Receives administrative direction from the City Manager. The work provides for a wide variety of
independent decision-making, within legal and general policy and regulatory guidelines. Exercises
general direction and supervision over management, supervisory, professional, technical, and
administrative support staff through subordinate levels of management and supervision.

CLASS CHARACTERISTICS

This is a Department Director classification that oversees, directs, and participates in all activities of the
Fire Department, including short- and long-range planning, development, and administration of
departmental policies, procedures, and services. This class provides assistance to the City Manager in a
variety of administrative, coordinative, analytical, and liaison capacities. Successful performance of the
work requires knowledge of public policy, municipal functions and activities, including the role of an
elected City Council, and the ability to develop, oversee, and implement projects and programs in a
variety of areas. Responsibilities include coordinating the activities of the department with those of other
departments and agencies and managing and overseeing the complex and varied functions of the
department. The incumbent is accountable for accomplishing departmental planning and operational
goals and objectives and for furthering City goals and objectives within general policy guidelines.

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only)

Management reserves the right to add, modify, change, or rescind the work assignments of different
positions and to make reasonable accommodations so that qualified employees can perform the essential
Junctions of the job.

» Assumes full management responsibility for all Fire Department programs, services, and activities.

» Develops, directs, and coordinates the implementation of goals, objectives, policies, procedures, and
work standards for the Fire Department; establishes, within City policy, appropriate budget, service,
and staffing levels.

» Manages and participates in the development and administration of the department’s budget; directs
the forecast of additional funds needed for staffing, equipment, and supplies; directs the monitoring of
and approves expenditures; directs and implements budgetary adjustments as necessary.
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» Selects, trains, motivates, and directs department personnel; evaluates and reviews work for
acceptability and conformance with department standards, including program and project priorities
and performance evaluations; works with employees to correct deficiencies; implements discipline
and termination procedures; responds to staff questions and concerns.

» Contributes to the overall quality of the department’s service by developing, reviewing, and
implementing policies and procedures to meet legal requirements and City needs; continuously
monitors and evaluates the efficiency and effectiveness of service delivery methods and procedures;
assesses and monitors the distribution of work, support systems, and internal reporting relationships;
identifies opportunities for improvement; directs the implementation of change.

» Oversees the development of consultant requests for proposals for professional services and the
advertising and bid processes, evaluates proposals and recommends project award; coordinates with
legal counsel to determine City needs and requirements for contractual services; negotiates contracts
and agreements and administers same after award.

» Represents the department to other City departments, elected officials, and outside agencies; explains
and interprets departmental programs, policies, and activities; negotiates and resolves significant and
controversial issues.

» Conducts a variety of departmental organizational and operational studies and investigations;
recommends modifications to programs, policies, and procedures as appropriate.

» Participates in and makes presentations to the City Council and a wide variety of committees, boards,
and commissions.

» Participates in response to fire alarms and other emergency calls; directs regular and part-time staff at
incident scenes.

» Attends and participates in professional group meetings; stays abreast of new trends and innovations
in the field of fire safety and other services as they relate to the area of assignment.

» Maintains and directs the maintenance of working and official departmental files.

» Monitors changes in laws, regulations, and technology that may affect City or departmental
operations; implements policy and procedural changes as required.

» Prepares, reviews, and presents staff reports, various management and information updates, and
reports on special projects as assigned by the City Manager.

» Responds to public inquiries and complaints and assists with resolutions and alternative
recommendations.

> Performs other duties as assigned.

QUALIFICATIONS

Knowledge of:

» Administrative principles and practices, including goal setting, program development, implementation,
and evaluation, and supervision of staff, either directly or through subordinate levels of supervision.

» Public agency budget development, contract administration, City-wide administrative practices, and
general principles of risk management related to the functions of the assigned area.

» Organizational and management practices as applied to the analysis and evaluation of projects,
programs, policies, procedures, and operational needs; principles and practices of municipal
government administration.

» Principles and practices of fire safety program development, management in a municipal setting, and
fire safety program planning and budgeting.

> Applicable Federal, State, and local laws, regulatory codes, ordinances, and procedures relevant to
assigned area of responsibility.

> Methods and techniques for the development of presentations, contract negotiations, business
correspondence, and information distribution; research and reporting methods, techniques, and
procedures.
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Record keeping principles and procedures.

Modern office practices, methods, and computer equipment and applications related to the work.
English usage, grammar, spelling, vocabulary, and punctuation.

Techniques for effectively representing the City in contacts with governmental agencies, community
groups, and various business, professional, educational, regulatory, and legislative organizations.
Techniques for providing a high level of customer service by effectively dealing with the public,
vendors, contractors, and City staff.

Ability to:
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Develop and implement goals, objectives, policies, procedures, work standards, and internal controls
for the department and assigned program areas.

Provide administrative and professional leadership and direction for the department and the City.
Prepare and administer large and complex budgets; allocate limited resources in a cost effective
manner.

Interpret, apply, explain, and ensure compliance with Federal, State, and local policies, procedures,
laws, and regulations.

Plan, organize, direct, and coordinate the work of management, supervisory, professional, and
technical personnel; delegate authority and responsibility.

Select, train, motivate, and evaluate the work of staff and train staff in work procedures.

Research, analyze, and evaluate new service delivery methods, procedures, and techniques.
Effectively administer special projects with contractual agreements and ensure compliance with
stipulations; effectively administer a variety of public works programs and administrative activities.
Conduct effective negotiations and effectively represent the City and the department in meetings with
governmental agencies, contractors, vendors, and various businesses, professional, regulatory, and
legislative organizations.

Prepare clear and concise reports, correspondence, policies, procedures, and other written materials.
Conduct complex research projects, evaluate alternatives, make sound recommendations, and prepare
effective technical staff reports.

Establish and maintain a variety of filing, record-keeping, and tracking systems.

Organize and prioritize a variety of projects and multiple tasks in an effective and timely manner;
organize own work, set priorities, and meet critical time deadlines.

Operate modern office equipment including computer equipment and specialized software
applications programs.

Use English effectively to communicate in person, over the telephone, and in writing.

Use tact, initiative, prudence, and independent judgment within general policy, procedural, and legal
guidelines.

Establish, maintain, and foster positive and effective working relationships with those contacted in the
course of work.

Education and Experience:
Any combination of training and experience that would provide the required knowledge, skills, and
abilities is qualifying. A typical way to obtain the required qualifications would be:

Equivalent to graduation from an accredited four-year college or university with major coursework in fire
science, business or public administration or a closely related field and seven (7) years of progressively
responsible experience, including management experience, in fire safety or a related field.

Licenses and Certifications:
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» Possession of, or ability to obtain, a valid California Class C Driver’s License with Firefighter, Air
Brake, and Tank endorsements by time of appointment.

Possession of a State of California Emergency Medical Technician I Certificate.

Possession of Hazardous Materials First Responder Operator Certification.

Completion of Federal Emergency Management Association’s National Incident Management System
(NIMS) IS700 and National Response Framework (NFR) IS800 courses.

Possession of a California State Fire Marshal Fire Officer Certificate is desirable.

Possession of a California State Fire Marshal Chief Officer Certificate is desirable.

Ability to obtain within 24 months State Fire Marshal Prevention 1C, 2A, 2B, 2C and 3B is desirable.

VVV VVY

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a
computer; mobility, physical strength, and stamina to respond to emergency situations and use all
emergency apparatus and equipment; perform medium to heavy physical work, to work in confined
spaces, around machines, and to climb and descend ladders; to operate a motor vehicle and to visit
various City and meeting sites; vision to discern colors and assess emergency situations, including
medical incidents and to read printed materials and a computer screen; and hearing and speech to
communicate in person, before groups, and over the telephone or radio. This is partially a sedentary,
partially a field classification that requires operating in emergency situations and identifying and
assessing problems or hazards. Finger dexterity is needed to access, enter, and retrieve data using a
computer keyboard or calculator, operate standard office equipment, and to operate above-mentioned
apparatus and equipment. Positions in this classification bend, stoop, kneel, reach, and climb to perform
work and inspect work sites and push and pull drawers open and closed to retrieve and file information.
Employees must possess the ability to lift, carry, push, and pull materials, objects, and individuals
necessary to perform job functions.

ENVIRONMENTAL ELEMENTS

Employees partially work in an office environment with moderate noise levels, controlled temperature
conditions, and no direct exposure to hazardous physical substances. The work also involves work in the
field with exposure to loud noise levels, extreme temperatures, inclement weather conditions, road
hazards, substantial heights, vibration, confining workspace, chemicals, mechanical and/or electrical
hazards, and hazardous physical substances and fumes. Employees may interact with upset staff and
public and private representatives in interpreting and enforcing departmental policies and procedures.

WORKING CONDITIONS

May be required to work on evenings, weekends, and holidays and monitor radio traffic on 24-hour shifts
as assigned.

The City of Calistoga is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, Calistoga will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective and current employees to discuss potential accommodations
with the employer.
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MAINTENANCE SUPERINTENDENT

DEFINITION

Under general direction, plans, schedules, assigns, and reviews the work of public works maintenance
staff within the Public Works Department; supervises, plans, and coordinates the construction,
installation, maintenance, and repair of City infrastructure, including buildings, parks, streets, water
distribution and/or stormwater and drainage systems and facilities; administers, monitors, and provides
technical input for assigned public works maintenance, operations, and related projects and programs;
provides responsible technical assistance to the Public Works Director; performs a variety of technical
tasks relative to the assigned functional area; and performs related work as required.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Public Works Director. Exercises direct and general supervision over
technical and maintenance staff.

CLASS CHARACTERISTICS

This is the full supervisory-level class in the public works maintenance class series. Responsibilities
include planning, organizing, supervising, reviewing, and evaluating the work of public works
maintenance staff either directly or through lead workers. Incumbents are expected to independently
perform the full range of public works maintenance duties as assigned. Performance of the work requires
the use of considerable independence, initiative, and discretion within established guidelines. This class
is distinguished from the Public Works Director in that the latter has overall management responsibility
for all public works programs, functions, and activities, and for developing, implementing, and
interpreting public policy.

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only)

Management reserves the right to add, modify, change, or rescind the work assignments of different
positions and to make reasonable accommodations so that qualified employees can perform the essential
Junctions of the job.

> Plans, organizes, assigns, supervises, and reviews the work of assigned staff in the installation,
maintenance, and repair of all City buildings, parks, streets, water distribution and wastewater
collection systems and/or stormwater and drainage systems and facilities; administers specialized
projects and programs in area of assignment.

> Participates in the development and implementation of goals, objectives, policies, and priorities for
assigned services and programs; identifies resource needs; recommends and implements policies and
procedures, including standard operating procedures for assigned facilities.

» Evaluates employee performance, counsels employees, and effectively recommends initial
disciplinary action; assists in selection and promotion.

» Trains staff in work and safety procedures and in the operation and use of equipment and supplies;
implements procedures and standards.
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Monitors operations and activities of the work unit; identifies opportunities for improving service
delivery methods and procedures; provides recommendations concerning process changes; reviews
with appropriate management staff; implements improvements.

Determines and recommends equipment, materials, and staffing needs for assigned operations,
projects, and programs; participates in the annual budget preparation; prepares detailed cost estimates;
maintains a variety of records and prepares routine reports of work performance.

Plans and lays out maintenance work projects; monitors and controls supplies and equipment; orders
supplies and tools as necessary; prepares documents for equipment procurement; participates in the
bid process for maintenance and repair projects.

Supervises the use of and operation of tools, equipment, and vehicles; ensures that tools, equipment,
and vehicles are safely operated, maintained, and secured when not in use; schedules the service,
repair, and replacement of tools and equipment.

Inspects work in progress and completed work of assigned employees and contractors for accuracy,
proper work methods and techniques, and compliance with applicable standards and specifications.
Inspects the assigned City infrastructure for safety violations; ensures that safety procedures are
followed and that safety equipment is worn; makes periodic safety presentations to assigned staff.
Assists in the design, engineering, construction, and field inspection processes for Capital
Improvement Program projects and private developments to ensure contractors’ and developers’
compliance with City standards; attends pre-construction meetings; performs detailed building plan
checks of construction and design to ensure adherence to established policy and sound engineering
practices.

Performs the most complex public works maintenance duties and provides technical assistance to
Crews.

Troubleshoots complex operational and maintenance problems; corrects or directs the correction and
repair of operational and/or equipment problem including wastewater pump stations.

Coordinates assigned services and activities with those of other divisions and outside agencies.
Provides staff assistance to the Public Works Director; prepares and presents staff reports and other
written materials; supervises the preparation and maintenance of related reports, records, and files;
ensures the proper documentation of operations and activities.

Stays current on the status of new and pending regulatory legislation; recommends changes to current
policies and procedures in order to comply with changes in legislation.

Oversees safety programs and training for the assigned functional areas and work groups; assists in
action planning for safety programs; implements and monitors risk management plans regarding
hazardous materials; responds to workers’ compensation issues.

Answers questions and provides information to the public; investigates inquiries; recommends
corrective actions to resolve issues.

Responds to emergency situations as necessary.

Performs other duties as assigned.

QUALIFICATIONS

Knowledge of:

>
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Principles and practices of employee supervision, including work planning, assignment, review and
evaluation, discipline, and the training of staff in work procedures.

Principles and practices of public works maintenance and operations program development and
administration.

Principles, practices, equipment, tools, and materials of construction, maintenance, and repair of
public works infrastructure.

Applicable Federal, State, and local laws, regulatory codes, ordinances, and procedures relevant to
assigned area of responsibility.

Basic principles and practices of budget and capital improvement program development,
administration, and accountability.
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Principles and practices of contract administration and evaluation.

Safety principles, practices, procedures, and equipment related to the work.

The operation and maintenance of a variety of hand and power tools, vehicles, and power equipment.
Moderm office practices, methods, and computer equipment and applications.

English usage, grammar, spelling, vocabulary, and punctuation.

Techniques for providing a high level of customer service by effectively dealing with the public,
vendors, contractors, and City staff.

Ability to:
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Assist in developing and implementing goals, objectives, practices, policies, procedures, and work
standards.

Supervise, train, plan, organize, schedule, assign, review, and evaluate the work of staff.

Organize, implement, and direct assigned maintenance and operations activities.

Interpret, apply, explain, and ensure compliance with applicable Federal, State, and local policies,
procedures, laws, and regulations.

Understand, interpret, and successfully communicate both orally and in writing pertinent department
policies and procedures.

Identify problems, research and analyze relevant information, develop and present recommendations,
and justification for solution.

Perform the most complex maintenance and operations duties and operate related equipment safely
and effectively.

Develop cost estimates for supplies and equipment.

Research, analyze, and evaluate new service delivery methods, procedures, and techniques.

Prepare clear and concise reports, correspondence, procedures, and other written materials.

Establish and maintain a variety of manual and computerized files, record keeping, and project
management systems.

Read, interpret, retrieve, and produce drawings, blueprints, maps, and specifications.

Make sound, independent decisions within established policy and procedural guidelines.

Organize and prioritize a variety of projects and multiple tasks in an effective and timely manner;
organize own work, set priorities, and meet critical time deadlines.

Operate modern office equipment including computer equipment and software programs.

Use English effectively to communicate in person, over the telephone, and in writing.

Use tact, initiative, prudence, and independent judgment within general policy, procedural, and legal
guidelines.

Establish, maintain, and foster positive and effective working relationships with those contacted in the
course of work.

Education and Experience:
Any combination of training and experience that would provide the required knowledge, skills, and
abilities is qualifying. A typical way to obtain the required qualifications would be:

Equivalent to the completion of the twelfth (12™) grade and five (5) years of increasingly responsible
experience in performing construction and maintenance work related to the assigned area of
responsibility, including two (2) year of lead or supervisory experience. An Associate’s degree in
business administration or a related field is desirable.

Licenses and Certifications:

>
»

Possession of a valid California Driver’s License.
Possession of a Grade 11 Water Distribution Operator Certificate issued by the California State Water
Resources Control Board (formerly California Department of Public Health Services).
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> Possession of a Grade I Wastewater Collection System Operator Certificate issued by the California

Water Environment Association (CWEA).

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a
computer, and to work in and around City streets, storm drains, sanitary systems, and related facilities;
strength, stamina, and mobility to perform light to medium physical work, to work in confined spaces,
around machines, to climb and descend ladders, to operate varied hand and power tools and equipment,
and to operate a motor vehicle and visit various City and meeting sites; vision to read printed materials
and a computer screen; color vision to read gauges and identify appurtenances; and hearing and speech to
communicate in person and over the telephone or radio. The job involves frequent walking in operational
areas to identify problems or hazards. Finger dexterity is needed to access, enter, and retrieve data using
a computer keyboard or calculator and to operate above-mentioned tools and equipment. Positions in this
classification bend, stoop, kneel, reach, and climb to perform work in and inspect work sites. Employees
must possess the ability to lift, carry, push, and pull materials and objects weighing up to 100 pounds, or
heavier weights with the use of proper equipment.

ENVIRONMENTAL ELEMENTS

Employees partly work in an office environment and partly work in and around public works
infrastructure and are exposed to loud noise levels, cold and hot temperatures, inclement weather
conditions, road hazards, vibration, confining workspace, chemicals, mechanical and/or electrical hazards,
and hazardous physical substances and fumes. Employees may interact with upset staff and/or public and
private representatives, and contractors in interpreting and enforcing departmental policies and
procedures.

The City of Calistoga is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, Calistoga will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective and current employees to discuss potential accommodations
with the employer.
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PLANNING AND BUILDING DIRECTOR

DEFINITION

Under administrative direction, plans, organizes, manages, and provides direction and oversight
for all functions and activities of the Planning and Building Department, including planning,
permitting, building inspection, .code compliance and special projects; coordinates assigned
activities with other City departments, officials, outside agencies, and the public; fosters
cooperative working relationships among City departments and with intergovernmental and
regulatory agencies and various public and private groups; provides highly responsible and
complex, professional assistance to the City Manager, Public Works Director and others in areas
of expertise; and performs related work as required.

SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the City Manager. Exercises general direction and supervision
over professional, technical, and administrative support staff.

CLASS CHARACTERISTICS

This is a department head classification that oversees, directs, and participates in all activities of
the Planning and Building Department, including short- and long-term planning, development
and administration of departmental policies, procedures, and services. This class serves as the
City’s professional expert on all matters related to the activities of the Planning and Building
Department. Successful performance of the work requires knowledge of public policy, municipal
functions and activities and the ability to develop, oversee, and implement projects and programs
in a variety of areas. Responsibilities include coordinating the activities of the department with
those of other departments and outside agencies and managing and overseeing the complex and
varied functions of the department. The incumbent is accountable for accomplishing
departmental planning and operational goals and objectives and for furthering City goals and
objectives within general policy guidelines. This class is distinguished from Director of Public
Works in that the latter has overall management responsibility for all staff and activities of the
Public Works Department, including infrastructure development and maintenance.

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only)

Management reserves the rights to add, modify, change or rescind the work assignments of
different positions and to make reasonable accommodations so that qualified employees can
perform the essential functions of the job.

» Assumes full management responsibility for all Planning and Building Department programs,
services, and activities, including planning, permitting, and special projects.

» Develops, directs, and coordinates the implementation of goals, objectives, policies, procedures,
and work standards for the department; establishes, within City policy, appropriate budget,
service, and staffing levels.
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» Manages and participates in the development and administration of the department’s annual
budget; directs the forecast of additional funds needed for staffing, equipment, materials, and
supplies; directs the monitoring of and approves expenditures; directs and implements
adjustments as necessary.

» Selects, trains, motivates, and directs department personnel; evaluates and reviews work for
acceptability and conformance with department standards, including program and project
priorities and performance evaluations; works with employees on performance issues;
implements discipline and termination procedures; responds to staff questions and concerns.

» Contributes to the overall quality of the department’s service by developing, reviewing, and
implementing policies and procedures to meet legal requirements and the City needs related
to the physical and economic development; continuously monitors and evaluates the
efficiency and effectiveness of service delivery methods and procedures; assesses and
monitors the distribution of work, support systems, and internal reporting relationships;
identifies opportunities for improvement; directs the implementation of change.

> Meets with developers, engineers, property owners, contractors, and other agencies to discuss
merits and concerns of development proposals; provides various parties with guidance on how
to proceed; oversees negotiations and agreements regarding environment-related issues, rights-
of-way, and open space easements, and financial participation; discusses status of development
projects with applicants.

» Represents the City in regional planning and development efforts; provides written
interpretations and clarifications of the Planning Code.

» Opversees the development of consultant requests for proposals for professional services and
the advertising and bid processes; evaluates proposals and recommends project award;
coordinates with legal counsel to determine City needs and requirements for contractual
services; negotiates contracts and agreements and administers same after award.

» Directs, coordinates and reviews amendments to the General Plan; provides general plan and
code interpretation as needed; provides analysis, recommendations, and implementation of
policies and procedures; develops and presents recommendations on a variety of permits, maps,
ordinances, zone changes, subdivision matters, applications and all other planning related
matters.

» Conducts a variety of departmental organizational and operational studies and investigations;
recommends modifications to programs, policies and procedures as appropriate.

» Represents the department to other City departments, elected officials, and outside agencies
including the City Council and Planning Commission; explains and interprets departmental
programs, policies, and activities; negotiates and resolves significant and controversial issues.

» Participates in and makes presentations to the City Council, and a variety of boards and
commissions; attends and participates in professional group meetings; stays abreast of new
trends and innovations in the field of community development and other services as they
relate to the area of assignment.

» Monitors changes in laws, regulations and technology that may affect office operations; drafts
recommendations for code and/or ordinance changes or standards.

» Maintains and directs the maintenance of working and official division files.

» Performs other duties as assigned.

QUALIFICATIONS

Knowledge of:

» Organizational and management practices as applied to the analysis and evaluation of planning
projects, programs, policies, procedures, and operational needs; principles and practices of
municipal government administration.
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Principles and techniques of conducting site planning, architectural review, architecture,
urban, and subdivision design, land use, and other analytical studies, evaluating alternatives,
and making sound recommendations.

Administrative principles and practices, including goal setting, program development,
implementation, and evaluation, and supervision of staff, either directly or through subordinate
levels of supervision.

Public agency budget development, contract administration, City-wide administrative
practices, and general principles of risk management related to the functions of the assigned
area.

Theories, principles, and contents of General Plan, land use, zoning, subdivision, and urban
planning regulations, natural resource protection, and environmental laws.

Applicable federal, state, and local laws, rules, regulations, ordinances, and organizational
policies and procedures relevant to assigned area of responsibility.

Principles and practices of employee supervision, including work planning, assignment, review
and evaluation, and the training of staff in work procedures.

Technical, legal, financial, and public relations problems associated with the management of
community development programs and city planning.

Methods and techniques for the development of presentations, contract negotiations, business
correspondence, and information distribution; research and reporting methods, techniques, and
procedures.

Methods and techniques of eliciting community participation in planning and development
issues.

Record keeping principles and procedures.

Modern office practices, methods, and computer equipment and applications related to the
work.

English usage, grammar, spelling, vocabulary, and punctuation.

Techniques for effectively representing the City in contacts with governmental agencies,
community groups, and various business, professional, educational, regulatory, and legislative
organizations.

Techniques for providing a high level of customer service by effectively dealing with the
public, vendors, contractors, and City staff.

Ability to:
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Develop and implement goals, objectives, policies, procedures, work standards, and internal
controls for the planning department and assigned program areas.

Provide administrative and professional leadership and direction for the department and the
City.

Prepare and administer large and complex budgets; allocate limited resources in a cost
effective manner.

Interpret, apply, explain, and ensure compliance with applicable federal, state, and local laws,
rules, regulations, policies, and procedures.

Plan, organize, direct, and coordinate the work of management, supervisory, professional, and
technical personnel; delegate authority and responsibility.

Select, train, motivate, and evaluate the work of staff and train staff in work procedures.
Effectively administer special projects with contractual agreements and ensure compliance
with stipulations; effectively administer a variety of community development programs and
administrative activities.

Conduct effective negotiations and effectively represent the City and the department in
meetings with governmental agencies, contractors, vendors, and various businesses,
professional, regulatory, and legislative organizations.
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» Prepare clear and concise reports, correspondence, policies, procedures, and other written
materials.

Conduct complex research projects, evaluate alternatives, make sound recommendations, and
prepare effective technical staff reports.

Establish and maintain a variety of filing, record keeping, and tracking systems.

Organize and prioritize a variety of projects and multiple tasks in an effective and timely
manner; organize own work, set priorities, and meet critical time deadlines.

Operate office equipment and computer applications related to the work.

Use English effectively to communicate in person, over the telephone, and in writing.

Use tact, initiative, prudence, and independent judgment within general policy, procedural,
and legal guidelines.

Establish, maintain, and foster positive and effective working relationships with those
contacted in the course of work.

YV VVV VY

Education and Experience:
Any combination of training and experience that would provide the required knowledge, skills,
and abilities is qualifying. A typical way to obtain the required qualifications would be:

Equivalent to graduation from an accredited four-year college or university with major
coursework in community development, urban planning, architectural design, civil engineering,
or a related field and seven (7) years of management and/or administrative experience in
community development, urban planning, and project administration, including supervisory
experience. A master’s degree and public sector experience are highly desirable.

License and Certification:
> Possession of a valid California class C driver’s license and a satisfactory driving record.

PHYSICAL DEMANDS

Work is performed in an office environment and in the field. The office environment requires the
mobility to work in a standard office setting and use standard office equipment, including a
computer, vision to read printed materials and a computer screen; and hearing and speech to
communicate in person, before groups, and over the telephone. Finger dexterity is needed to access,
enter, and retrieve data using a computer keyboard or calculator and to operate standard office
equipment. Positions in this classification occasionally bend, stoop, kneel, reach, push and pull
drawers open and closed to retrieve and file information. The field work requires light physical
effort and the agility to inspect temporary, unfinished, construction sites and access points.

ENVIRONMENTAL ELEMENTS

Employees work in an office environment with moderate noise levels, controlled temperature
conditions, and no direct exposure to hazardous physical substances. Employees also work in the
field and may be exposed to loud noise levels, cold and hot temperatures, inclement weather
conditions, road hazards, rough terrains, vibration, mechanical and/or electrical hazards, and
hazardous physical substances and fumes. Employees may interact with challenging staff and/or
public and private representatives in interpreting and enforcing departmental policies and
procedures.

WORKING CONDITIONS
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Must be able to attend meetings and other activities outside of normal working hours.

The City of Calistoga is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, Calistoga will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective and current employees to discuss potential
accommodations with the employer.
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POLICE CHIEF

DEFINITION

Under administrative direction, plans, organizes, manages, and provides administrative direction and
oversight for all functions and activities of the Police Department, including field operations, criminal
investigations, emergency dispatch, and records management; coordinates assigned activities with other
City departments, officials, outside agencies, and the public; fosters cooperative working relationships
among City departments and with intergovernmental and regulatory agencies and various public and
private groups; provides highly responsible and complex professional assistance to the City Manager in
areas of expertise; and performs related work as required.

SUPERVISION RECEIVED AND EXERCISED

Receives administrative direction from the City Manager. The work provides for a wide variety of
independent decision-making, within legal and general policy and regulatory guidelines. Exercises
general direction and supervision over management, supervisory, professional, technical, and
administrative support staff through subordinate levels of management and supervision.

CLASS CHARACTERISTICS

This Department Director classification oversees, directs, and participates in all activities of the Police
Department, including short- and long-range planning, development, and administration of departmental
policies, procedures, and services. This class provides assistance to the City Manager in a variety of
administrative, coordinative, analytical, and liaison capacities. Successful performance of the work
requires knowledge of public policy, municipal functions and activities, including the role of an elected
City Council, and the ability to develop, oversee, and implement projects and programs in a variety of
areas. Responsibilities include coordinating the activities of the department with those of other
departments and agencies and managing and overseeing the complex and varied functions of the
department. The incumbent is accountable for accomplishing departmental planning and operational
goals and objectives and for furthering City goals and objectives within general policy guidelines.

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only)

Management reserves the right to add, modify, change, or rescind the work assignments of different
positions and to make reasonable accommodations so that qualified employees can perform the essential
JSunctions of the job.

» Assumes full management responsibility for all Police Department programs, services, and activities.

» Develops, directs, and coordinates the implementation of goals, objectives, policies, procedures, and
work standards for the Police Department; establishes, within City policy, appropriate budget,
service, and staffing levels.

» Manages and participates in the development and administration of the department’s budget; directs
the forecast of additional funds needed for staffing, equipment and supplies; directs the monitoring of
and approves expenditures; directs and implements budgetary adjustments as necessary.
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Selects, trains, motivates, and directs Department personnel; evaluates and reviews work for
acceptability and conformance with department standards, including program and project priorities
and performance evaluations; works with employees to correct deficiencies; implements discipline
and termination procedures; responds to staff questions and concerns.

Contributes to the overall quality of the department’s service by developing, reviewing and
implementing policies and procedures to meet legal requirements and City needs; continuously
monitors and evaluates the efficiency and effectiveness of service delivery methods and procedures;
assesses and monitors the distribution of work, support systems and internal reporting relationships;
identifies opportunities for improvement; directs the implementation of change.

Develops cooperative working relationships and mutual aid agreements with representatives of other
local public safety departments; coordinates activities with other law enforcement and public service
agencies, including participation in high profile or complex investigations.

Monitors legal, regulatory, technological and societal changes and court decisions that may affect the
work of the department; determines equipment acquisition, training programs and procedural changes
to ensure retention of qualified staff and the provision of services to the community in an effective,
efficient and economical manner.

Oversees the development of consultant requests for proposals for professional services and the
advertising and bid processes; evaluates proposals and recommends project award; coordinates with
legal counsel to determine City needs and requirements for contractual services; negotiates contracts
and agreements and administers same after award.

Responds to major crime scenes, accidents, or emergencies and assumes immediate command of
police activities, including supervising and participating in any or all crime scene processes,
providing technical advice and direction, and requesting additional resources as necessary.
Represents the department to other City departments, elected officials, and outside agencies; explains
and interprets departmental programs, policies, and activities; negotiates and resolves significant and
controversial issues.

Conducts a variety of departmental organizational and operational studies and investigations;
recommends modifications to programs, policies, and procedures as appropriate.

Participates in and makes presentations to the City Council and a wide variety of committees, boards,
and commissions.

Attends and participates in professional group meetings; stays abreast of new trends and innovations
in the field of police safety and other services as they relate to the area of assignment.

Maintains and directs the maintenance of working and official departmental files.

Monitors changes in laws, regulations, and technology that may affect City or departmental
operations; implements policy and procedural changes as required.

Prepares, reviews, and presents staff reports, various management and information updates, and
reports on special projects as assigned by the City Manager.

Responds to public inquiries and complaints and assists with resolutions and alternative
recommendations.

Serves as a spokesperson for the Police Department at a variety of community events, meetings, and
other public relations activities.

Performs other duties as assigned.

QUALIFICATIONS

Knowledge of:

>

Administrative principles and practices, including goal setting, program development,
implementation, and evaluation, and supervision of staff, either directly or through subordinate levels
of supervision.
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Public agency budget development, contract administration, City-wide administrative practices, and
general principles of risk management related to the functions of the assigned area.

Organizational and management practices as applied to the analysis and evaluation of projects,
programs, policies, procedures, and operational needs; principles and practices of municipal
government administration.

Principles and practices of police or public safety program development, management in a municipal
setting, and police safety program planning and budgeting.

Applicable Federal, State, and local laws, regulatory codes, ordinances, and procedures relevant to
assigned area of responsibility.

Methods and techniques for the development of presentations, contract negotiations, business
correspondence, and information distribution; research and reporting methods, techniques, and
procedures.

Record keeping principles and procedures.

Modern office practices, methods, and computer equipment and applications related to the work.
English usage, grammar, spelling, vocabulary, and punctuation.

Techniques for effectively representing the City in contacts with governmental agencies, community
groups, and various business, professional, educational, regulatory, and legislative organizations.
Techniques for providing a high level of customer service by effectively dealing with the public,
vendors, contractors, and City staff.

Ability to:
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Develop and implement goals, objectives, policies, procedures, work standards, and internal controls
for the department, personnel and assigned program areas.

Provide administrative and professional leadership and direction for the department and the City.
Prepare and administer large and complex budgets; allocate limited resources in a cost effective
manner.

Interpret, apply, explain, and ensure compliance with Federal, State, and local policies, procedures,
laws, and regulations.

Plan, organize, direct, and coordinate the work of management, supervisory, professional, and
technical personnel; delegate authority and responsibility.

Select, train, motivate, and evaluate the work of staff and train staff in work procedures.

Research, analyze, and evaluate new service delivery methods, procedures, and techniques.
Effectively administer special projects with contractual agreements and ensure compliance with
stipulations; effectively administer a variety of public works programs and administrative activities.
Conduct effective negotiations and effectively represent the City and the department in meetings with
governmental agencies, contractors, vendors, and various businesses, professional, regulatory, and
legislative organizations.

Prepare clear and concise reports, correspondence, policies, procedures, and other written materials.
Conduct complex research projects, evaluate alternatives, make sound recommendations, and prepare
effective technical staff reports.

Establish and maintain a variety of filing, record-keeping, and tracking systems.

Organize and prioritize a variety of projects and multiple tasks in an effective and timely manner;
organize own work, set priorities, meet milestones and critical deadlines.

Operate modern office equipment including computer equipment and specialized software
applications programs.

Use English effectively to communicate in person, over the telephone, and in writing.

Use tact, initiative, prudence, political acumen, and independent judgment within general policy,
procedural, and legal guidelines.

Establish, maintain, and foster positive and effective working relationships with those contacted in the
course of work.
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Education and Experience:
Any combination of training and experience that would provide the required knowledge, skill, and
abilities is qualifying. A typical way to obtain the required qualifications would be:

Equivalent to graduation from an accredited four-year college or university with major coursework in
criminal justice, police science, public administration, or a related field, and seven (7) years of
management and/or administrative experience in police service or a related field.

Licenses and Certifications:

> Possession of, or ability to obtain, a valid California Driver’s License by time of appointment.

» Possession of an Advanced and Management Certificate issued by the California State Commission

on Peace Officer Standards and Training (P.O.S.T.).

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a
computer; maintain P.O.S.T. physical standards, including mobility and physical strength and stamina to
respond to emergency situations and apprehend suspects; vision to maintain firearms qualification and to
read printed materials and a computer screen; and hearing and speech to communicate in person, before
groups, and over the telephone or radio. The job involves fieldwork requiring frequent walking on
uneven terrain, climbing and descending structures to access crime scene and to identify problems or
hazards. Finger dexterity is needed to access, enter, and retrieve data using a computer keyboard or
calculator and to operate police services equipment. Positions in this classification frequently bend,
stoop, kneel, reach, and climb to perform work and inspect work sites. Employees must possess the
ability to lift, carry, push, and pull materials and objects necessary to perform job functions.

ENVIRONMENTAL ELEMENTS

Employees work indoors and outdoors, and are exposed to loud noise levels, cold and hot temperatures,
inclement weather conditions, vibration, confining workspace, chemicals, mechanical and/or electrical
hazards, and hazardous physical substances and fumes. Employees may interact with upset staff and/or
public and private representatives in interpreting and enforcing departmental policies and procedures.
The principal duties of this class are performed in a police station environment with exposure to criminal
offenders, mentally ill individuals, and persons potentially infected with communicable diseases.

The City of Calistoga is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, Calistoga will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective and current employees to discuss potential accommodations
with the employer.
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PUBLIC WORKS DIRECTOR
DEFINITION

Under administrative direction, plans, organizes, manages, and provides administrative direction and
oversight for all functions and activities of the Public Works Department, including design, engineering,
and construction activities, maintenance and operations of buildings, parks, streets, water distribution
and/or stormwater and drainage systems and facilities, and development and implementation of the City’s
Capital Improvement Program (CIP); coordinates assigned activities with other City departments,
officials, outside agencies, and the public; fosters cooperative working relationships among City
departments and with intergovernmental and regulatory agencies and various public and private groups;
provides highly responsible and complex professional assistance to the City Manager in areas of
expertise; and performs related work as required.

SUPERVISION RECEIVED AND EXERCISED

Receives administrative direction from the City Manager. The work provides for a wide variety of
independent decision-making, within legal and general policy and regulatory guidelines. Exercises
general direction and supervision over management, supervisory, professional, technical, and
administrative support staff through subordinate levels of management.

CLASS CHARACTERISTICS

This is a Department Director classification that oversees, directs, and participates in all activities of the
Public Works Department, including short- and long-term planning, development, and administration of
departmental policies, procedures, and services. This class provides assistance to the City Manager in a
variety of administrative, coordinative, analytical, and liaison capacities. Successful performance of the
work requires knowledge of public policy, municipal functions and activities, including the role of an
elected City Council, and the ability to develop, oversee, and implement projects and programs in a
variety of areas. Responsibilities include coordinating the activities of the department with those of other
departments and outside agencies and managing and overseeing the complex and varied functions of the
department. The incumbent is accountable for accomplishing departmental planning and operational
goals and objectives and for furthering City goals and objectives within general policy guidelines.

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only)

Management reserves the right to add, modify, change, or rescind the work assignments of different
positions and to make reasonable accommodations so that qualified employees can perform the essential
Junctions of the job.

» Assumes full management responsibility for all Public Works Department programs, services, and
activities.

» Develops, directs, and coordinates the implementation of goals, objectives, policies, procedures, and
work standards for the department; establishes, within City policy, appropriate budget, service, and
staffing levels.
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» Manages and participates in the development and administration of the department’s annual budget;
directs the forecast of additional funds needed for staffing, equipment, materials, and supplies; directs
the monitoring of and approves expenditures; directs and implements adjustments as necessary.

» Selects, trains, motivates, and directs department personnel, evaluates and reviews work for
acceptability and conformance with department standards, including program and project priorities
and performance evaluations; works with employees on performance issues; implements discipline
and termination procedures; responds to staff questions and concerns.

» Contributes to the overall quality of the department’s service by developing, reviewing, and
implementing policies and procedures to meet legal requirements and City needs; continuously
monitors and evaluates the efficiency and effectiveness of service delivery methods and procedures;
assesses and monitors the distribution of work, support systems, and internal reporting relationships;
identiftes opportunities for improvement; directs the implementation of change.

» Evaluates the need for and develops, plans, and schedules for long-term public works maintenance
programs; organizes available resources for the maintenance, improvement, and repair of public
works facilities and City equipment; compiles estimates, contract provisions, and specifications.

» Reviews the designs, materials, and processes proposed in connection with new construction or major
repairs for City facilities and improvements; prepares and/or reviews ordinances for City Council
consideration; recommends levels of service for utilities, streets, and drainage areas.

» Confers with engineers, developers, architects, and a variety of outside agencies and the general
public in acquiring information and coordination of engineering, public works, utilities, streets, and
related matters; provides information regarding these matters.

» Oversees the development of consultant requests for proposals for professional services and the
advertising and bid processes; evaluates proposals and recommends project award; coordinates with
legal counsel to determine City needs and requirements for contractual services; negotiates contracts
and agreements and administers same after award.

> Represents the department to other City departments, elected officials, and outside agencies; explains
and interprets departmental programs, policies, and activities; negotiates and resolves significant and
controversial issues.

» Conducts a variety of departmental organizational and operational studies and investigations;
recommends modifications to programs, policies, and procedures as appropriate.

» Participates in and makes presentations to the City Council and a wide variety of committees, boards,

and commissions; performs financial review of matters pertaining to the various committees, such as

determining appropriate rates for City utilities.

Attends and participates in professional group meetings; stays abreast of new trends and innovations

in the field of public works maintenance, operations, engineering and other services as they relate to

the area of assignment.

Maintains and directs the maintenance of working and official departmental files.

Monitors changes in laws, regulations, and technology that may affect City or departmental

operations; implements policy and procedural changes as required.

Prepares, reviews, and presents staff reports, various management and information updates, and

reports on special projects as assigned by the City Manager.

Responds to difficult and sensitive public inquiries and complaints and assists with resolutions and

alternative recommendations.

Performs other duties as assigned.

QUALIFICATIONS

Knowledge of:

Y
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» Administrative principles and practices, including goal setting, program development, implementation,
and evaluation, and supervision of staff, either directly or through subordinate levels of supervision.
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Public agency budget development, contract administration, City-wide administrative practices, and
general principles of risk management related to the functions of the assigned area.

Organizational and management practices as applied to the analysis and evaluation of projects,
programs, policies, procedures, and operational needs; principles and practices of municipal
government administration.

Principles and practices of public works program development, management in a municipal setting,
and public works long-term maintenance planning and budgeting.

Applicable Federal, State, and local laws, regulatory codes, ordinances, and procedures relevant to
assigned area of responsibility.

Methods and techniques for the development of presentations, contract negotiations, business
correspondence, and information distribution; research and reporting methods, techniques, and
procedures.

Record-keeping principles and procedures.

Modern office practices, methods, and computer equipment and applications related to the work.
English usage, grammar, spelling, vocabulary, and punctuation.

Techniques for effectively representing the City in contacts with governmental agencies, community
groups, and various business, professional, educational, regulatory, and legislative organizations.
Techniques for providing a high level of customer service by effectively dealing with the public,
vendors, contractors, and City staff.

Ability to:
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Develop and implement goals, objectives, policies, procedures, work standards, and internal controls
for the department and assigned program areas.

Provide administrative and professional leadership and direction for the department and the City.
Prepare and administer large and complex budgets; allocate limited resources in a cost effective
manner.

Interpret, apply, explain, and ensure compliance with Federal, State, and local policies, procedures,
laws, and regulations.

Plan, organize, direct, and coordinate the work of management, supervisory, professional, and
technical personnel; delegate authority and responsibility.

Select, train, motivate, and evaluate the work of staff and train staff in work procedures.

Research, analyze, and evaluate new service delivery methods, procedures, and techniques.
Effectively administer special projects with contractual agreements and ensure compliance with
stipulations; effectively administer a variety of public works programs and administrative activities.
Conduct effective negotiations and effectively represent the City and the department in meetings with
governmental agencies, contractors, vendors, and various businesses, professional, regulatory, and
legislative organizations.

Prepare clear and concise reports, correspondence, policies, procedures, and other written materials.
Conduct complex research projects, evaluate alternatives, make sound recommendations, and prepare
effective technical staff reports.

Establish and maintain a variety of filing, record-keeping, and tracking systems.

Organize and prioritize a variety of projects and multiple tasks in an effective and timely manner;
organize own work, set priorities, and meet critical time deadlines.

Operate modem office equipment including computer equipment and specialized software
applications programs.

Use English effectively to communicate in person, over the telephone, and in writing.

Use tact, initiative, prudence, and independent judgment within general policy, procedural, and legal
guidelines.

Establish, maintain, and foster positive and effective working relationships with those contacted in the
course of work.
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Education and Experience:
Any combination of training and experience that would provide the required knowledge, skills, and
abilities is qualifying. A typical way to obtain the required qualifications would be:

Equivalent to graduation from an accredited four-year college or university with major coursework in
civil engineering, business or public administration, or a related field and seven (7) years of management
and/or administrative experience in engineering, public works operations and maintenance, business or
public administration, or a related field. A Master’s degree in Business Administration is desirable.

Licenses and Certifications:
> Possession of a valid California Driver’s License.
»> Possession of, or ability to obtain, a valid certificate or registration as a Professional Engineer in the

State of California.

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a
computer, to operate a motor vehicle, and to visit various City and meeting sites; vision to read printed
materials and a computer screen; and hearing and speech to communicate in person, before groups, and
over the telephone. This is primarily a sedentary office classification although standing and walking
between work areas may be required. Finger dexterity is needed to access, enter, and retrieve data using a
computer keyboard or calculator and to operate standard office equipment. Positions in this classification
occasionally bend, stoop, kneel, reach, push, and pull drawers open and closed to retrieve and file
information. Employees must possess the ability to lift, carry, push, and pull materials and objects
weighing up to 25 pounds.

ENVIRONMENTAL ELEMENTS

Employees work in an office environment with moderate noise levels, controlled temperature conditions,
and no direct exposure to hazardous physical substances. Employees may interact with upset staff and/or
public and private representatives in interpreting and enforcing departmental policies and procedures.

The City of Calistoga is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, Calistoga will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective and current employees to discuss potential accommodations
with the employer.
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RECREATION SERVICES MANAGER

DEFINITION

Under general direction, plans, organizes, and manages a variety of recreation programs, sports
programs, various recreational special projects, and summer programs on a year-round basis for
participants of all ages; oversees the operations and aquatics programming of the City pool and
performs related work as assigned.

SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Public Works Director. Provides direct supervision to part-
time staff and volunteers.

CLASS CHARACTERISTICS

This is the management class with day-to-day supervisory, program and facility administrative
responsibilities. Specific responsibilities may vary, depending upon the programs or projects to
which assigned; however, all assignments require a knowledge of the provision of recreation and
related services to a variety of age groups, the ability to organize and oversee the work of part-
time staff and/or volunteers, a strong customer-service orientation and the skill to relate to a
variety of individuals, families and groups from various socio-economic backgrounds.
Assignments allow for administrative discretion and judgment in their execution.

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only)

Management reserves the rights to add, modify, change or rescind the work assignments of
different positions and to make reasonable accommodations so that qualified employees can
perform the essential functions of the job.

» Develops and directs the implementation of goals, objectives, policies, procedures and work

standards for assigned programs and activities.

Plans, develops, implements and directs a broad recreational program of activities and

services for children, youth, teens, adults and seniors.

Prepares and administers the budget for assigned programs and activities.

Plans, organizes, assigns, reviews, evaluates and directs the work of staff; recruits, selects

personnel and provides for their training and development.

Maintains effective relations with a variety of community organizations, including the School

District, parent support groups and the public; works closely with City staff to provide

comprehensive recreation services to City residents and to solve a broad range of service

delivery, community and administrative problems.

» Coordinates, delegates and follows up on the work of assigned staff; sets work priorities and
coordinates and schedules assignments.

vV

v
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Advises immediate supervisor, appropriate commissions and committees and the City
Council on aspects of recreation program and planning; presents and justifies proposed plans,
plan revisions and recommendations.

Surveys the community to determine recreation needs and implements programs to satisfy
those needs.

Evaluates and monitors assigned recreation programs and recommends improvements.
Prepares a variety of periodic and special reports related to recreation programs and activities;
develops and writes manuals and instruction procedures.

Ensures the safety of the City Pool, playing fields, playgrounds and other recreational
facilities.

Designs and prepares promotional materials and departmental brochures.

Maintains accurate records and prepares a variety of periodic and special reports regarding
program and event activities, including registrations and fees received.

Sets up and uses a variety of recreation, cleaning, and other equipment related to the program
as well as standard office equipment, including computers; may drive a motor vehicle to
transport supplies, equipment and program participants in the course of the work.

Processes registrations, collects fees and issues receipts.

Coordinates the rental of facilities with citizens, community groups, City staff and others.
Assists in the recruitment of part-time and seasonal staff including lifeguards.

Performs other duties as assigned.

QUALIFICATIONS

Knowledge of:

>

V VVVVVVVYV VY VY

Principles and practices of employee supervision, including work planning, assignment,
review, and evaluation, discipline, and the training of staff in work procedures.

Principles and practices of recreation and community service program development and
administration, including program implementation, review, and evaluation, budgeting, and
purchasing,

Principles, practices, and service delivery needs related to facility rentals, classes, and
community events.

Procedures for planning, implementing, and maintaining a variety of recreation and leisure
activities and programs through community participation.

Recreational, cultural, age-specific, and social needs of the community.

Applicable Federal, State, and local laws, regulations, codes, and guidelines.

Principles and practices of contract administration and evaluation.

Principles and practices of public relations techniques.

Principles and procedures of record keeping and report preparation.

Modern office practices, methods, computer equipment and computer applications.

English usage, spelling, vocabulary, grammar, and punctuation.

Techniques for effectively dealing with individuals of various ages, various socio-economic
and ethnic groups, and effectively representing the City in contacts with the public.
Techniques for providing a high level of customer service by effectively dealing with the
public, vendors, contractors and City staff.

Ability to:

>

Assist in developing and implementing goals, objectives, practices, policies, procedures, and
work standards.
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» Supervise, train, plan, organize, schedule, assign, review, and evaluate the work of staff,
contractors, and volunteers.

Interpret, apply, explain, and ensure compliance with applicable Federal, State, and local
policies, procedures, laws, and regulations.

Understand, interpret, and successfully communicate both orally and in writing, pertinent
department policies and procedures.

Identify problems, research and analyze relevant information, develop and present
recommendations and justification for solution.

Develop, plan, coordinate, and implement a variety of recreational programs and facilities
suited to the needs of the community.

Prepare and monitor program budgets.

Negotiate and administer contracts.

Prepare clear and concise reports, correspondence, and other written materials.

Make accurate business arithmetic and statistical computations.

Organize and prioritize a variety of projects and muitiple tasks in an effective and timely
manner; organize own work, set priorities, and meet critical time deadlines.

Use English effectively to communicate in person, over the telephone, and in writing.

Use tact, initiative, prudence, and independent judgment within general policy, procedural,
and legal guidelines.

Establish, maintain, and foster positive and effective working relationships with those
contacted in the course of work.

V. VV VVVVYV ¥V V¥V VvV V

Education and Experience
Any combination of training and experience that would provide the required knowledge, skills,
and abilities is qualifying. A typical way to obtain the required qualifications would be:

Equivalent to graduation from a four-year college or university with major course work in
recreation or a related field and five (5) years of increasingly responsible, full-time experience in
recreation program planning, pool management, and administration.

Licenses and Certifications:

Must possess a valid California class C driver’s license and a satisfactory driving record. Must
possess or obtain prior to the completion of the probationary period First Aid and CPR
Certificates. Must possess a valid American Red Cross Lifeguard Training Certification. Must
possess or obtains a certified Pool Operator’s License prior to completions of the probationary
period.

PHYSICAL DEMANDS

Must possess mobility to work in a standard office and/or recreational facility setting and use
standard office and/or recreation equipment, including a computer, to operate a motor vehicle and
to visit various City, recreation, and meeting sites; vision to read printed materials and a computer
screen; and hearing and speech to communicate in person and over the telephone. Finger
dexterity is needed to access, enter and retrieve data using a computer keyboard or calculator and
to operate standard office equipment. Positions in this classification frequently bend, stoop,
kneel, reach, climb, and walk on uneven surfaces to participate in recreational activities; and push
and pull drawers open and closed to retrieve and file information. Employees must possess the
ability to lift, carry, push and pull materials and objects weighing up to 35 pounds.
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ENVIRONMENTAL ELEMENTS

Employees primarily work in an office environment with moderate noise levels, controlled
temperature conditions and may occasionally be exposed to hazardous substances. Employees
may interact with challenging staff and/or public and private representatives in interpreting and
enforcing departmental policies and procedures.

The City of Calistoga is an Equal Opportunity Employer. In compliance with the
Americans with Disabilities Act, Calistoga will provide reasonable accommodations to
qualified individuals with disabilities and encourages both prospective and current
employees to discuss potential accommodations with the employer.
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SENIOR ENGINEER

DEFINITION

Under general direction, plans, schedules, assigns, and reviews the work of professional engineering staff
within the Public Works Department; serves as project manager for complex professional engineering
activities including environmental program planning and compliance, design, construction, land
development engineering, water resources engineering, and other programs; ensures that functions meet
all applicable laws, regulations, and City policies related to the City’s Capital Improvement Program
(CIP), land development, and water utility infrastructure; provides complex staff assistance to
departmental management staff in areas of expertise; and performs related work as required.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from Public Works Director. Exercises general and direct supervision over
assigned staff.

CLASS CHARACTERISTICS

This is the full supervisory-level class in the professional engineering series. Incumbents are responsible
for planning, organizing, supervising, reviewing, and evaluating the work of professional engineering
staff as well as providing professional-level support to the Director of Public Works in a variety of areas
of expertise. Performance of the work requires the use of considerable independence, initiative, and
discretion within established guidelines. This class is distinguished from the Director of Public Works in
that the latter has management responsibility for all public works, engineering, capital improvement, and
land development functions and activities of the City.

EXAMPLES OF TYPICAL JOB FUNCTIONS (INustrative Only)

Management reserves the right to add, modify, change, or rescind the work assignments of different
positions and to make reasonable accommodations so that qualified employees can perform the essential
Junctions of the job.

> Plans, organizes, assigns, supervises, and reviews the work of professional engineering staff in the
Public Works Department; trains staff in work procedures; evaluates employee performance, counsels
employees, and effectively recommends initial disciplinary action; assists in selection and promotion.

» Monitors activities of the work unit; recommends improvements and modifications and prepares
various reports on activities and projects; recommends and assists in the implementation of goals and
objectives; implements policies and procedures.

» Determines and recommends staffing needs for assigned activities and projects; participates in the
annual budget preparation; prepares detailed cost estimates with appropriate justifications, as
required; maintains a variety of records and prepares routine reports of work performance.

» Oversees the development of consultant requests for proposal for professional and/or construction
services and the advertising and bid processes; evaluates proposals and recommends project award;
negotiates and administers contracts after award; ensures contractor compliance with City standards
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and specifications, time and budget estimates; analyzes and resolves complex problems that may
arise; recommends and approves field changes as required.

Conducts Capital Improvement Program (CIP) planning activities; provides oversight and input into
conceptual designs of engineering projects; investigates and resolves problems with scope of work or
cost issues of major facility upgrade and replacement projects; ensures that projects are completed on
time and within budget.

Inspects and verifies work in progress and completed work of assigned employees and contractors for
accuracy, proper work methods, techniques, and compliance with applicable standards and
specifications.

Analyzes civil engineering plan design, specifications, and consultant and staff comments in
accordance with design requirements and municipal and intergovernmental standards and regulations;
recommends approval or additional engineering conditions and changes.

Utilizes Computer Aided Drafting (CAD) software to produce and maps, drawings, and other
technical documents; creates specifications, calculations, and reviews and prepares engineering
studies, reports, designs, and contract documents for compliance with professional standards and
principles; stamp and/or sign work to assume project engineering responsibility for assigned projects.
Meets and confers with contractors, engineers, developers, architects, a variety of outside agencies,
and the general public in acquiring information and coordinating engineering matters; provides
information regarding City development requirements.

Troubleshoots complex operational and maintenance problems; corrects or directs the correction of
operational and/or procedural problems.

Conducts hydraulic modeling of water systems and sanitary sewer collection systems for master
planning.

Responds to and resolves various issues with residents, other department representatives, and outside
agencies in a professional manner; identifies and reports findings and takes necessary corrective
action.

Coordinates assigned services and activities with those of other divisions, departments, and outside
agencies and organizations to ensure City standards are being met.

Serves as a liaison for an assigned functional area with other City departments, divisions, and outside
agencies; attends meetings, as necessary; participates on a variety of boards, commissions,
committees, and task forces; attends and participates in professional groups; stays abreast of new
trends and innovations.

Conducts a variety of organizational studies, investigations, and operational studies; assists in
developing policies and procedures such as procedure guidelines, design standards, and standard
plans and specifications while ensuring that operation and maintenance, financial, regulatory, and
legal requirements are met.

Develops and reviews staff reports related to engineering activities and services; may present
information to the City Council and various commissions, committees, and boards; performs a variety
of public relations and outreach work related to assigned activities.

Performs other duties as assigned.

QUALIFICATIONS

Knowledge of:

>

>

Principles and practices of employee supervision, including work planning, assignment, review and
evaluation, discipline, and the training of staff in work procedures.

Basic principles and practices of budget development, administration, and accountability.

Principles and practices of civil engineering as applied to the planning, design, cost estimating,
construction, installation, and inspection of a wide variety of municipal facilities, miscellaneous
buildings and structures, and traffic and transportation systems.
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Civil engineering principles, concepts, standards, and practices associated with public works
programs and private development projects.

» Principles and practices of environmental impact assessment and related regulatory processes.

» Methods, materials, and techniques used in the construction of public works projects.

» Contract management practices in a public agency setting.

» Applicable Federal, State, and local laws, regulatory codes, ordinances, and procedures relevant to
assigned area of responsibility.

> Practices of researching engineering and design issues, evaluating alternatives, making sound
recommendations, and preparing and presenting effective staff reports.

» Recent and on-going developments, current literature, and sources of information related to the
operations of the assigned functional area.

» Safety principles and practices.

» Record keeping principles and procedures.

» Modern office practices and technology, including personal computer hardware and software
applications related to the work, such as computer-aided drafting (CAD) concepts and applications
and Geographic Information Systems (GIS) programs.

> English usage, grammar, spelling, vocabulary, and punctuation.

» Techniques for effectively representing the City in contacts with governmental agencies, community
groups, various business, professional, educational, and regulatory organizations, and with property
owners, developers, contractors, and the public.

» Techniques for providing a high level of customer service by effectively dealing with the public,
vendors, contractors, and City staff.

Ability to:

» Assist in developing and implementing goals, objectives, practices, policies, procedures, and work
standards.

> Supervise, train, plan, organize, schedule, assign, review, and evaluate the work of staff.

» Conduct complex civil engineering research projects, evaluate alternatives, make sound
recommendations, and prepare effective technical reports.

> Analyze and interpret engineering plans and specifications in accordance with design requirements
and applicable standards and regulations.

» Manage and monitor complex projects on-time and within budget.

» Research, analyze, and evaluate new service delivery methods, procedures, and techniques.

» Prepare and present clear, concise, and logical written and oral reports, correspondence, policies,
procedures, legal descriptions, and other written materials.

» Analyze, interpret, summarize and present administrative and technical information and data in an
effective manner.

» Interpret, apply, explain, and ensure compliance with Federal, State, and local policies, procedures,
laws, and regulations, technical written material, and City engineering policies and procedures.

» Conduct complex research projects, evaluate alternatives, make sound recommendations, and prepare
effective technical staff reports.

> Effectively represent the department and the City in meetings with governmental agencies,
community groups, and various businesses, professional, and regulatory organizations and in
meetings with individuals.

> Establish and maintain a variety of filing, record-keeping, and tracking systems.

» Organize and prioritize a variety of projects and multiple tasks in an effective and timely manner;
organize own work, set priorities, and meet critical time deadlines.

» Operate modern office equipment including computer equipment and specialized software
applications programs.

» Use English effectively to communicate in person, over the telephone, and in writing.
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» Use tact, initiative, prudence, and independent judgment within general policy, procedural, and legal
guidelines.

> Establish, maintain, and foster positive and effective working relationships with those contacted in the
course of work.

Education and Experience:
Any combination of training and experience that would provide the required knowledge, skills, and
abilities is qualifying. A typical way to obtain the required qualifications would be:

Equivalent to graduation from an accredited four-year college or university with major coursework in
civil engineering or a related engineering field and five (5) years of responsible experience in civil
engineering with emphasis in public works capital improvements with at least one (1) year of supervisory
experience.

Licenses and Certifications:
» Possession of, or ability to obtain, a valid California Driver’s License by time of appointment.
> Possess and maintain a valid certificate or registration as a Professional Engineer in the State of

California.

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a
computer, to inspect City development sites, including traversing uneven terrain, climbing ladders, stairs,
and other temporary or construction access points, to operate a motor vehicle, and to visit various City
and meeting sites; vision to read printed materials and a computer screen; and hearing and speech to
communicate in person, before groups, and over the telephone. This is primarily a sedentary office
classification although standing and walking between work areas may be required. Finger dexterity is
needed to access, enter, and retrieve data using a computer keyboard or calculator and to operate standard
office equipment. Positions in this classification occasionally bend, stoop, kneel, reach, push, and pull
drawers open and closed to retrieve and file information. Employees must possess the ability to lift,
carry, push, and pull materials and objects weighing up to 25 pounds.

ENVIRONMENTAL ELEMENTS

Employees work in an office environment with moderate noise levels, controlled temperature conditions,
and no direct exposure to hazardous physical substances. Employees may work in the field and
occasionally be exposed to loud noise levels, cold and hot temperatures, inclement weather conditions,
road hazards, vibration, mechanical and/or electrical hazards, and hazardous physical substances and
fumes. Employees may interact with upset staff and/or public and private representatives in interpreting
and enforcing departmental policies and procedures.

The City of Calistoga is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, Calistoga will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective and current employees to discuss potential accommodations
with the employer.
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SENIOR PLANNER
DEFINITION

Under general direction, administers complex current and advance planning activities, including serving
as project manager for complex development applications and special projects; administers specified
activities in such areas as zoning, advance planning, and environmental impact studies, protection, and
compliance, as well as the capital improvement program (CIP); may provide technical direction to lower-
level staff; provides information and assistance to property owners, developers, contractors and the
public; provides complex professional assistance to the Planning and Building Director, City Council,
Planning Commission, and others in areas of expertise; oversees, reviews and performs a variety of
studies and prepares and presents staff reports; and performs related work as required.

SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Planning and Building Director. May exercise technical and
functional direction over and provide training to lower-level staff.

CLASS CHARACTERISTICS

This is the advanced level class with responsibilities spanning the entire spectrum of the planning
function, with a primary emphasis on current and advance planning and environmental impact, protection,
and compliance issues. Successful performance of the work requires a broad professional background as
well as skill in coordinating assigned work with that of other City departments and public agencies.
Responsibilities may include assisting with performing specified departmental day-to-day administrative
functions. This class is distinguished from Planning and Building Director in that the latter has overall
responsibility for all planning functions and for developing, implementing, and interpreting public policy.

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only)

Management reserves the right to add, modify, change or rescind the work assignments of different
positions and to make reasonable accommodations so that qualified employees can perform the essential
Junctions of the job.

» Serves as project manager for multiple complex current and/or long-range planning projects and
special planning studies, including in-depth application and plan review, coordination with applicants
to obtain additional information and project changes, preparing legal notices, posting notices on sites,
background research, preparing staff reports, attending public hearings and making presentations,
monitoring implementation measures and conditions of approval, checking submittals for building
plan check, and inspecting development and capital improvement sites at the beginning, during and
upon completion of the project; reviews project applications and plans submitted for Planning
Commission, and City Council considerations at public hearings.

» Interprets and applies Federal, State, and local laws, rules, and regulations to ensure that public and
private projects are in compliance, including the California Environmental Quality Act (CEQA),
Subdivision Map Act, Public Resource Code, Government Code, City of Calistoga’s General Plan,
design specifications, and local guidelines and procedures.
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Interacts and communicates with a variety of individuals and groups at the public service counter, in
the field, over the telephone, at public hearings, and in discussion forums, including other City
departments and public agencies, elected and appointed City officials, developers, consultants,
architects, engineers, attorneys, appraisers, real estate agents, property owners, and the general public
for the purpose of obtaining or providing information, coordinating activities, processing projects,
negotiating plan changes, and formulating recommendations.

Conducts site and policy background research to obtain information for the preparation of staff
reports, correspondence, memoranda, policy documents, procedure documents, and presentations to
supervisory, inter-departmental staff, or governing bodies; reads, interprets, analyzes, and explains a
wide variety of technical documents, studies, and practices related to traffic, noise, plant and animal
resources, archaeological resources, paleontological resources, cultural resources, geotechnics, water
quality, air quality, and legislation that may impact the City’s planning projects.

Prepares and releases requests for proposals for technical consultant services; establishes selection
criteria; evaluates proposals and conducts interviews in conformance with City policy; coordinates
with and recommends needed contract management provisions and controls; manages and oversees
technical consultants’ work products to ensure adherence to City standards and legal provisions;
ensures that deliverables are submitted on time and budget and that progress and payment requests are
consistent with City policy and contract provisions.

Provides management oversight, administration, and lead direction to staff on regional programs and
projects such as climate change, energy management, housing, waste management, and
transportation; plans, organizes, oversees, and directs all aspects of assigned programs, including
legal and regulatory compliance to avoid substantial fines, coordinates with private businesses and
governmental agencies regarding the program as needed.

Conducts plan check of building permit-level plan submittals associated with complex projects to
verify compliance with project approvals and zoning requirements; conducts over-the-counter plan
check of less complex development proposals and land uses; approves minor development and design
review plans.

Coordinates project reviews by other City departments and outside agencies and consultants.
Evaluates the conclusions of initial studies, mitigated negative declarations, environmental impact
reports, and uses the evaluation to formulate a recommendation on projects; monijtors project
compliance with environmental document mitigation measures and conditions of approval.

Performs specialized planning functions such as environmental review.

Conducts and supervises planning studies in the community; gathers data for implementing or
evaluating current and advance planning projects; makes recommendations.

Participates in General Plan amendments and updates; participates in and makes recommendations
regarding policy development; observes, identifies, and responds to policy and procedure-related
questions and concerns; communicates any observed deficiencies to management; participates in
creating new policies and procedures as necessary.

Represents the City and presents oral reports at public meetings and hearings as necessary.

Provides staff support to a variety of boards and commissions; attends and participates in professional
groups and committees; provides technical and professional support to departmental management
staff and other City departments and the public; advises other departments regarding planning and/or
environmental review requirements, budgets, and timelines to facilitate adequate project planning.
May review project applications and plans submitted for Planning Commission hearings.

May hold and conduct Planning Commission meetings, under supervision, providing background and
technical assistance to Board members.

Assists in the development and administration of goals, objectives, policies, and procedures related to
the division; drafts formalized policies and procedures with supervisory confirmation.

Performs other duties as assigned.
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QUALIFICATIONS

Knowledge of:
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Modern principles and practices, technical and legal issues of urban and regional planning, zoning,
urban economics, demographics, and environmental planning and program management.

Geographic, socio-economic, transportation, political, environmental, and other elements related to
city planning.

Comprehensive plans and current planning processes and the development process.

Site planning, urban, and architectural design principles and complex design review processes.
General concepts of architecture, landscaping, grading, drainage, traffic and transportation
engineering as they relate to the process of urban planning.

Operational characteristics, services, and activities of a comprehensive environmental planning
program.

Applicable Federal, State, and local laws, codes, and requirements and related reports.

Project management and contract administration principles and techniques.

Research and reporting methods, techniques, and procedures.

Recent developments, current literature, and sources of information related to planning, zoning, and
environmental review.

Modern office methods, practices, procedures, and equipment, including computer hardware and
software necessary for graphic presentation, mapping, and database management.

Practices of researching planning and land use issues, evaluating alternatives, making sound
recommendations, and preparing and presenting effective staff reports.

Principles of advanced mathematics and their application to planning work.

Methods and techniques of effective technical report preparation and presentation.

English usage, grammar, spelling, vocabulary, and punctuation.

‘Techniques for effectively representing the City in contacts with governmental agencies, community
groups, various business, professional, educational and regulatory organizations, and with property
owners, developers, contractors, and the public.

Techniques for providing a high level of customer service by effectively dealing with the public,
vendors, contractors and City staff.

Ability to:

vV VVV VV V VVVVV VY

Interpret and explain planning and zoning programs to the general public; identify and respond to
issues and concerns of the public, City Council, and other boards and commissions.

Read plans and specifications and make effective site visits.

Assess, monitor, and report environmental impact on and of various City programs and services.
Analyze site design, terrain constraints, land use compatibility, utilities, and other urban services.
Conduct complex research projects, evaluate alternatives, and make sound recommendations.

Read, interpret, apply, and explain technical written material and complex Federal, State, and local
policies, procedures, laws, regulations, ordinances, and City planning policies and procedures.
Provide qualitative evaluations of architectural plans and designs and communicates alternative
design solutions/options to applicants.

Perform mathematical and planning computations with precision.

Effectively represent the department and the City in meetings with governmental agencies,
community groups, and various business, professional, and regulatory organizations and individuals.
Coordinate assigned activities with other City departments and agencies as required.

Direct the work of contract consultants.

Prepare and present clear, concise, and logical written and oral reports, correspondence, policies,
procedures, and other written materials.

Establish and maintain a variety of filing, record-keeping, and tracking systems.
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» Make sound, independent decisions within established policy and procedural guidelines.

Organize and prioritize a variety of projects and multiple tasks in an effective and timely manner;
organize own work, set priorities, and meet critical time deadlines.

Operate modern office equipment including computer equipment and specialized software
applications programs.

Use English effectively to communicate in person, over the telephone, and in writing.

Use tact, initiative, prudence, and independent judgment within general policy, procedural, and legal
guidelines.

Establish, maintain, and foster positive and effective working relationships with those contacted in the
course of work,

YV VV V

Education and Experience:
Any combination of training and experience that would provide the required knowledge, skills and
abilities is qualifying. A typical way to obtain the required qualifications would be:

Equivalent to graduation from an accredited four-year college or university with major coursework in
urban planning, community development, business or public administration, architecture or a related field
and five (5) years of professional experience in planning, zoning and related community development
activities.

Licenses and Certifications:

» Valid California class C driver’s license with satisfactory driving record and automobile insurance.

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a
computer; to inspect City development sites, traversing uneven terrain, climbing ladders, stairs, and other
temporary or construction access points; to operate a motor vehicle, and to visit various City and meeting
sites; vision to read printed materials and a computer screen; and hearing and speech to communicate in
person, before groups, and over the telephone. This is primarily a sedentary office classification although
standing in work areas and walking between work areas may be required. Finger dexterity is needed to
access, enter, and retrieve data using a computer keyboard or calculator and to operate standard office
equipment. Positions in this classification occasionally bend, stoop, kneel, reach, push and pull drawers
open and closed to retrieve and file information.

ENVIRONMENTAL ELEMENTS

Employees work in an office environment with moderate noise levels, controlled temperature conditions,
and no direct exposure to hazardous physical substances. Employees may work in the field and
occasionally be exposed to loud noise levels, cold and hot temperatures, inclement weather conditions,
road hazards, vibration, mechanical and/or electrical hazards, and hazardous physical substances and
fumes. Employees may interact with upset staff and/or public and private representatives in interpreting
and enforcing departmental policies and procedures.

The City of Calistoga is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, Calistoga will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective and current employees to discuss potential accommodations
with the employer.
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UTILITY SYSTEMS SUPERINTENDENT

DEFINITION

Under general direction, plans, schedules, assigns, and reviews the work of water and wastewater
treatment plant operations and maintenance staff within the Public Works Department; coordinates,
monitors, and provides technical input for assigned water and wastewater treatment operations,
maintenance, and repair projects and other special programs; provides responsible technical assistance to
the Public Works Director; performs a variety of technical tasks relative to the operations and
maintenance of the wastewater treatment plant facilities and systems; and performs related work as
required.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Public Works Director. Exercises direct and general supervision over
technical and maintenance staff.

CLASS CHARACTERISTICS

This is the full supervisory-level class in the plant operations and maintenance class series.
Responsibilities include planning, organizing, supervising, reviewing, and evaluating the work of water
and wastewater treatment plant operations and maintenance staff either directly or through lead workers.
Incumbents are expected to independently perform the full range of public works maintenance duties as
assigned. Performance of the work requires the use of considerable independence, initiative, and
discretion within established guidelines. This class is distinguished from the Public Works Director in
that the latter has overall management responsibility for all public works programs, functions, and
activities, and for developing, implementing, and interpreting public policy.

EXAMPLES OF ESSENTIAL FUNCTIONS (Illustrative Only)

Management reserves the right to add, modify, change, or rescind the work assignments of different
positions and to make reasonable accommodations so that qualified employees can perform the essential
JSunctions of the job.

> Plans, organizes, assigns, supervises, and reviews the work of assigned staff in the water and
wastewater treatment operations and maintenance work division.

> Participates in the development and implementation of goals, objectives, policies, and priorities for
assigned services and programs; identifies resource needs; recommends and implements policies and
procedures, including standard operating procedures for assigned facilities.

» Evaluates employee performance, counsels employees, and effectively recommends initial
disciplinary action; assists in selection and promotion.

» Trains staff in work and safety procedures and in the operation and use of equipment and supplies;
implements procedures and standards.

» Monitors operations and activities of the work unit; identifies opportunities for improving service
delivery methods and procedures; provides recommendations concerning process changes; reviews
with appropriate management staff; implements improvements.
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Determines and recommends equipment, materials, and staffing needs for assigned operations,
projects, and programs; participates in the annual budget preparation; prepares detailed cost estimates;
maintains a vanety of records and prepares routine reports of work performance.

> Serves as Chief Plant Operator for the City’s tertiary wastewater treatment facility and provides
operational support to the contracted Chief Plant Operator at the surface water treatment plant; may
serve as the Chief Plant Operator for the City’s surface water treatment plant dependent on possession
of a T-3 water treatment certificate.

» Oversees laboratory operations; reviews laboratory results to ensure adherence to ensure compliance
with regulatory requirements.

» Performs the most difficult water and wastewater treatment plant operations, maintenance, and repair
duties and provides technical assistance to operators.

» Troubleshoots complex operational and maintenance problems; corrects or directs the correction and
repair of operational and/or equipment problems.

» Coordinates assigned services and activities with those of other divisions and outside agencies.

» Provides staff assistance to the Public Works Director; prepares and presents staff reports and other
written materials; supervises the preparation and maintenance of related reports, records, and files;
ensures the proper documentation of operations and activities.

» Stays current on the status of new and pending regulatory legislation; recommends changes to current
policies and procedures in order to comply with changes in legislation.

Oversees safety programs and training for the assigned functional areas and work groups; assists in
action planning for safety programs; implements and monitors risk management plans regarding
hazardous materials; responds to workers’ compensation issues.

» Answers questions and provides information to the public; investigates inquiries; recommends
corrective actions to resolve issues.

» Responds to emergency situations as necessary.

» Performs other duties as assigned.

QUALIFICATIONS

Knowledge of:

» Principles and practices of employee supervision, including work planning, assignment, review and
evaluation, discipline, and the training of staff in work procedures.

» Principles, practices, equipment, materials, and tools used in the operation, cleaning, and preventive
maintenance of water and wastewater treatment facilities and equipment.

» The operation and preventive maintenance of piping systems, including pipes, valves, and related
appurtenances.

> Standard chemical and physical tests of water, wastewater, and related materials.

> Equipment, tools, and materials used in maintenance activities and services related to water and
wastewater treatment and distribution systems.

» Basic mechanical, electrical, and hydraulic principles.

» Applicable Federal, State, and local laws, regulatory codes, ordinances, and procedures relevant to
assigned area of responsibility.

» Basic principles and practices of budget and capital improvement program development,
administration, and accountability.

> Principles and practices of contract administration and evaluation.

> Safety principles, practices, procedures, and equipment related to the work.

» The operation and maintenance of a variety of hand and power tools, vehicles, and power equipment.

» Modern office practices, methods, and computer equipment and applications.

» English usage, grammar, spelling, vocabulary, and punctuation.

» Techniques for providing a high level of customer service by effectively dealing with the public,

vendors, contractors, and City staff.



Utility Systems Superintendent
Page 3 of 4
Ability to:
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Assist in developing and implementing goals, objectives, practices, policies, procedures, and work
standards.

Supervise, train, plan, organize, schedule, assign, review, and evaluate the work of staff.

Organize, implement, and direct assigned maintenance and operations activities.

Interpret, apply, explain, and ensure compliance with applicable Federal, State, and local policies,
procedures, laws, and regulations.

Understand, interpret, and successfully communicate both orally and in writing pertinent department
policies and procedures.

Identify problems, research and analyze relevant information, develop and present recommendations,
and justification for solution.

Perform the most complex maintenance and operations duties and operate related equipment safely
and effectively.

Develop cost estimates for supplies and equipment.

Research, analyze, and evaluate new service delivery methods, procedures, and techniques.

Prepare clear and concise reports, correspondence, procedures, and other written materials.

Establish and maintain a variety of manual and computerized files, record keeping, and project
management systems.

Read, interpret, retrieve, and produce drawings, blueprints, maps, and specifications.

Make sound, independent decisions within established policy and procedural guidelines.

Organize and prioritize a variety of projects and multiple tasks in an effective and timely manner;
organize own work, set priorities, and meet critical time deadlines.

Operate modern office equipment including computer equipment and software programs.

Use English effectively to communicate in person, over the telephone, and in writing.

Use tact, initiative, prudence, and independent judgment within general policy, procedural, and legal
guidelines.

Establish, maintain, and foster positive and effective working relationships with those contacted in the
course of work.

Education and Experience:
Any combination of training and experience that would provide the required knowledge, skills, and
abilities is qualifying. A typical way to obtain the required qualifications would be:

Equivalent to the completion of the twelfth (12") grade and five (5) years of increasingly responsible
experience in performing water or wastewater plant operations, including two (2) year of lead or
supervisory experience. An Associate’s degree in business administration or a related field is desirable.

Licenses and Certifications:
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Possession of, or ability to obtain, a valid California Driver’s License by time of appointment.
Possession of a Grade IV Wastewater Treatment Plant Operator Certificate for the California State
Water Resources Control Board.

Possession of a Grade III Water Treatment Operator Certificate issued by the California State Water
Resources Control Board (formerly California Department of Public Health Services).

Possession of a Grade II Water Systems Distribution Certificate issued the California State Water
Resources Control Board (formerly California Department of Public Health Services).

Possession of a Grade I Laboratory Analyst Certificate issued by the California Water Environment
Association (CWEA).
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PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a
computer, and to work in the field and water and wastewater treatment facilities; strength, stamina, and
mobility to perform light to medium physical work, to work in confined spaces, around machines and to
climb and descend ladders, and to operate varied hand and power tools and equipment; vision to read
printed materials and a computer screen; color vision to read gauges and identify appurtenances; and
hearing and speech to communicate in person and over the telephone or radio. The job involves frequent
walking in operational areas to identify problems or hazards. Finger dexterity is needed to access, enter,
and retrieve data using a computer keyboard or calculator and to operate above-mentioned tools and
equipment. Positions in this classification bend, stoop, kneel, reach, and climb to perform work and
inspect work sites. Employees must possess the ability to lift, carry, push, and pull materials and objects
up to 75 pounds and heavier weights with the use of proper equipment.

ENVIRONMENTAL ELEMENTS

Employees work primarily indoors and are exposed to loud noise levels, vibration, confining workspace,
chemicals, mechanical and/or electrical hazards, and hazardous physical substances, odors, and fumes.
Employees may interact with upset staff and/or public and private representatives and contractors in
interpreting and enforcing departmental policies and procedures.

The City of Calistoga is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, Calistoga will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective and current employees to discuss potential accommodations
with the employer.



