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City of Sherwood, Or.

RESOLUTTON NO. 9o-46S

A RESOLUTION ADOPTTNG A REVISED COMPENSAÎION PLAN, A¡iÐ AMENDTNG
AND AÐÐTNG TO CTTY JOB ÐESCRTPTTONS, AS APPROPRTATE FOR FY 90_
9L, AND ESTABLTSHTNG AN EFFECTTVE ÐATE

?'IHEREAS, the City Council is authorized b1r City Orclinance
No. 686, adopted November 9, 7977, to nake and amend personnef
ruLes and policies by resolution; and is also authorized by the
current Cj.ty PersonneL RuLes adopted by ResoLution No. 90-453 to
approve changes to the compensation plan and job descriptions;
and

h¡HEREAS, the FY 90-91 City of Sherwood Budget, âs appr:oved
by the C.tty Budget Comnittee, and as schedui.ed for adoption on
June 27,1990, contemplates a revised table of salary ranges, and
anrendments and additions to City position descriptions.

Nch¡, THHRÊFORE, THE CITY OF SHERüTOOD RESOLVES AS FOLLOWS

Section 7. Adoption: That the Ç1ty of Sherwood Personnei. RuLes,
including classifÍcation range and salary range tabl.es, and job
descriptions, are hereby amended, and attacired to and made part
of this Resolution as Exhibit 'rArr.

Section 2. Ef f*_ç-ç_!.iV-q--."P-pjp*:- This resolution shail be effective
on July L,

Ðu1y passed \,,^",

1 990

by the City Council. on ,J8 t 990.

0

Mayor

Attest:

C 1ty corder

Resolution No. 90-468
Jr:ne 2'1 , 1990
Page L
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TABLS IT

SALARY STEPS BY CLÀSS

FY 90-91
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L647

1872

2727

24L7

27 46
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Resolution No. 9O-469
Ef f ective JuJ.y L, 1990
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TTTLES

PARKS MAINÏENANCE I/,IORKER

SECRETARY
PUBLIC SERVTCES CLERK
UTILITY I^IORKER
ACCOUNTTNG CLERK

SR. UTILTTY }TORKER
MECHANIC
LTBRARY SUPERVTSOR

POLTCE OFFTCER

POLICE LTEUTENANT
PUBLIC !üORKS FOREMAN

PLANNING DIRECTOR

POLTCE CHTEF
FIN 6{ ADIvlfN. SERV. DIR.
PUBLTC WORKS DTR.

Resolution No. 9O-468
Ef f ective July 1", 19gO
Page 57

TABLE I

SALARY STEPS BY TTTLE

F',Y gO-91

gL.ås.s .$:IER_J.

2ç964

5 $ 1415

6 $ 1607 $ 1647 S i.689 $ i,77s

$ 1.826
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$ 988
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$ 1.91.9

$ 2180
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$ 1064

$ 1560

$ 20L5
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$ 2601

$ 2955
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City of Sherwood, Oregon
PLanning Department

plREç:IoR

BASIC FUNCTfON: Coordjnates, supervjses,promotion, plannirg, inplementation, andPlanni.ng Department servjcàs.
PRIMARY DUTIES:

and adninísters
evaluation of

the
all

1 Coordinates and adninisters
activities directed toward
updat ing, ãrld integratÍon of
development plans.

coordinates the activitíes -of the city planning commÍssi.n,including the analysis, and preparatiän of ref,orts on land.use applications such as rezones, variances, conditionaluses, and site pJ.ans.

2

.)

ResoLution No
Effective .fufy
Page 58

Coordinates functions of
county, state, and federal
and buildÍng inspection
planners, and developers.

all regular department
the enforcenent, revjew,

City land use codes and

and
fan

the department with municipal,
agencies, utjlity agencies, Fire

of f icials, builders, engiineers,

Develons and irnplements goars, operationar poticiesprograms for the department, includÍng preparation oannual budget.

5' Promotes department and. City actÍvities directed. towardsimproving public knowledge, co-nfidence and understanding oflocal government and" -rànd. gse planning, p"rii."larly inresp.nding to basic public and derÃl.per í"q"iri"u.

OTHER DUTTES:

Coordinates the establishment,
planning project maps, city
records.

developnent of goa1s. operational
f or the entire City g'overnrnent.

L

2

maintenance,
zoning maps,

and updating of
and associated

Participates in thepolicies, and programs

3. Perf.rms simirar and incidentar duties as required.

90-468
L, L990



RESPONSIBTLITf ES: the goal of the City of Sherwood pJ.anning
Department is to create an economical l.y viable and Liveablecommunity through the application of sound Land use planningpo L i c i es . The planning Ðepartment is responsible foradministering a department wi th an operat iñg bud,get <¡f$38,251.00 (Fy 90-91) and for coordinating the actiüities of thecity Planning commission. The Planning Ðirector must perform hisor her duties in a manner that refleðts positivery on the cityand the departnrent and is responsible for maintaining a 1evel ofprofessional expertise and image that promotes effiòient use ofthe res¡ou.rces available to the ãepartneit.

SUPERVISION: Reports to
supervisory duties.

the C i ty Managrer . No regular

JoB coNDrrrCINs: Normal.ly works a 20 hour week in ansetting on a flexible schedul.e. occasionally requiredevenings and perform inspections in the field.", Mùst beuse, sound judgement , ¡nake independent decísions, andpositive results with Iirnited resources.

office
to work
able to
produce

EXTERNAL coNTACTS: Frequent opportunity and requirement tointeract with- 9ity employees, eiected and appointed officÍals,the-general public, all Levels of government agencies, builders,engineers, planners, developers, and other indiviauals and groupsdoing business with the city. contacts are frequentJ.y 
";;piä;and of arr adversarial and stressfuL nature. Must be able tocommunicate effectively, both orally and in writi*g, workeffectÍvely in a community of diverse interests, respond to rapid,changes Ín priorities and community needs, and aeãr patiently,courteousry, accurately, and conscientiously with all parties.

EDUCATION/LICENSES: Equivalentplanning, urban studies, or othercareer in city planning required.planning preferred.. Must possess,
hire, a valid Oregon drivers license.

EXPERTENCE,/sKILLS: LeveL of experience typified by four yearsemploynent in the land use pJ.anning f ield -required. 
Experiencea$ a zoning administrator and prior employrnent with a 10ca1government agency preferred. Must be *nowredgeable in al.laspects of oregon land use law. Ad.ditfonat expãrience may besubstituted for education at the City's discretjon.

to a bachelors degree in
discipline applicable to a

Additional graduate work in
or be able to obtain upon

CCII,IPENSATION: C1ass 9, $1,1?9.00 to 1,OO1.OO monthly (Fy 9O_9j.)
Resolution No. 90-468
Ef fective JuIy J-, 1990
Page 59



City of Sherwood,
City Library

Oregon

T4BRARY sr¡FEFyIgqR

supervi.ses arl day-to-day activities directedand maintaining rÍbrary se-rvices and the pubric
BASIC FUNCTTON:
toward operating
library bu11ding.

PRTMARY DUTIES;

L Assists patrons in finding and borrowing books and otherlibrary materiar.s through use of ; computerized bookcatalog, issues library cards, arranges i.nter_libraryi'oans, and provides generãl information and basic referenceservice.

2

3

Trains, schedules, and supervises
Sel.ects, orders, and prepares
books and other J.ibrary rnaterials.

library volunteers,

for circuJ.ation, library

library files and
material catalogs,

book catalog.

and book
such as

I Establ ishes ¡ lnãintains, and updatesrecords, and book, periodical 
"nä otherincluding data entry in the computerized

DUTTES:OTI{ER

1

2

3

Develops and coordinates programs, events,coLLections for special groups of tibrary patrons,children and seniors.
Co I I ects , sorts , ârld. sheLves olibrary materials, and conductslibrary coLLection.

T reshel.ves books and otheran annual inventory of the

4

Assists in the rleveropment_ and impJ.ementation of goars,operationaL poj. icies, ãDd progràm" for the 1iËrary,including preparation of an annüal budget.
Per f orms ¡niscer.laneous cr.erical tasks such as typing,copying, mai_I sorting, and the routine creanup andsecurity of library facilities.

5. Performs simir.ar and incidentar. duties as required.
R'sPoNsrBrtrrrEs: The goal of the.city of sherwood Library is toprovide the community Ñitrt convenient rocal access to a diverse
Resolution No. 90-469
Ëf f ective July j., j.990
Page 60



collection of books and other reading materials. The Librarysupervisor is responsibre fqr operatin! the library as a guarity"reading center" and for using vorunteãr and cornnunity resourcesto enhance and expand local library servLce in a cost effectivemanner' The Library supervisor must perform his of her d.utiesin a manner that reflects positively on the city and the Jibraryand is responsibre for maintaining a rever of professionalexpertise and image that promotes ett:cient ìJ.se of the reÊourcesto the library.
suPERVrsroN: Reports to the city Manager. supervises libraryvoLunteers and community servi.* pLrronneL.

JoB coNÐrrroNs: Normally work a 20 hour week in a ribrarysetting on a flexible schedule, frequently with no otherindividuals on d,uty. May be required to wtrk eveningr andsaturdays. Must be able t9 rlse sound judgenent, make independentdecisions, and, prod.uce positive resultå with limited. resources,
EXTERNAL cONTACTS; Freguent opportunity and requirement tointeract with city emproyeãs, ribrary påt"ons, ribrary supportgr"oups, personneL from other area ]ibraries, and venaor!-. NotresponsÍble for formally representing th_e library before the cityCouncil, advjsory boards, or area-wíde library årganizations.Contacts are no-rmally routine, non_adversarial and non_stressfu]. Must be able to communicate effectively witrr aduLtsand children, both orally and in writing, wc¡rk effåctively in acommunity of diverse interests, respond to rapÍd changes inprioritÍes and community needs, and ¿eåf patieniiy, -"oo"teously,
accurately, and conscientiously with aLl parties.
EDUCATToN/LTCENSES: Equivalent to a bache_tors degree in libraryscience or other applicäb:e discipl:.ne-prererred.

EXPERTENOE/sKrLLS: Lever of experience typified, by two yearsemployment in a J.ibrary required-. Experience in a senjor andindependent su_pervisóry c3pacity ,itr, a pubric libraryorganizati.on preferred. Must be knowiedgeable and skilLed in allaspects of library procedures and progirams, ãñd be farniliar witha broad range of literature a,,a-books. nxperience withcomputerized catarogÍng preferred. Add,i,tional 
"*pä*i*rrce may b;substitutecl for eclucation at the City;ã--di*"".ti<¡n.

COMPENSATION: Class 6, $BO4.O0 $BS7.OO monthly, (Fy 90_91).

ResoLution No.
Effective July
Page 61
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City of Sherwood, Oregon
Finance and Administrative serviðes Ðepartment

prRscroR

BAsrc FUNcrroN: chief financial officer of the city.coordinates, supervises ancl administers municipal bud,getary,financial' and accounting tasks 
"rro- 

rnànlg"" city recordkeeping andclerical functions, iácrud.ing those ässociated with MunicipalCourt activities.
PRIMARY DUTTES:

Performs requireci tasks and maintains associ.ated recordsfor all basic municipal accounting and financial services,including budget preparation and monitoring, ,,Bancroftf, andother bond funds. investments, and payroJ.1.

coordinates functions of the department and city with otheragencies concerned, with financial matters such as thecounty Assessor, oregion Department of Revenue, benefit andinsurance providers, ãuditois, banks, and UonA ;g;;;;.
Estabrishes and supervÍses the maintenance of a'r officÍarCi.ty records incLuding liens, *i^rrtes, ordinances,resolutions, personnel fi1es, and municipaL court actions,and compiles data based on these records as required.
selects, trains, supervises, evaruates, disciprines, an.discharges alL department staff.
Develops and implements goals, operationalprograms for the entire City governnentdepartment, including preparation of thebudget.

1

2

3

4

5 policies and
and for the
annual City

6

OTHER DUTTES:

Resolution No
Effective J;i;
Page 62

Performs the duties
Statute and the City
to the City Council.

Promotes department and, city activities directed. towardimproving public knowledge, confidence and understanding ofloca1 government aná tocal g;;ernment finances,particularly in responding to basic publíc inquiries.

1
! of City

Charter,

90-468
7, i.gg0

Recorder as defined by State
including acting as secretary



2

3 Performs simirar and incidentar dutíes as required.

clerical, duties l?_ required, includingtyping, utitity biILing, teJ.ephone ã"aand tasks associated with municipal

4O-5O hour week in an officework extended hours, eveningto use sound judgement, makepositive resul.ts with limited

Performs various
data procesãing,
office reception,,
court.

RESPoNsrBrLrrrES: The goal of the city of sherwood Finance and.Administrative services Department is to provide efficientfinancial ancl public services that make the maximum effective useof the resources avair.abte to the city. The DÍrector isresponsible for administe-ring a department with an operatingbudget of $1s4,4gz.oo (Fygo--gr) anå for managing a permanentstaf f of three. As chief f inanciar of f icer Jt îrr* city, theDirector has responsibility for the fiscal ad.ministration of aGeneral funcl of $?6r.,33g. oo, a Library Fund of $3g,466. go, f ourutitity f unds of 91, oB9, s?1.. oO, Light special f unds of$458,754.00 and two bonded debt funds of $SS?,SSA.OO (aJ.J FygO-91) ' The Director .must perf orm his or her duties in a manrrerthat refrects positively ãn the city and the department and isresponsibre for maintaining a level oi professiorrál expertise and,image that promotes efficient use of the resources availabLe tothe department.

suPERVrsroN: Report to the city Manager. Regurarry supervisespublÍc services crerk. secret""y, e.rõ""ii"d"ïi;;il volunteers,and community service personnel.

JOB CONÐITIONS: NormalIy works asetting. Frequently required toand some weekends. tqusl be ableindependent decisions, and produce
resources.

EXTERNAL CONTACTS: Frequent opportunity and requiremer¡t tointeract with 
- 
City employees, eJ.ected and appointed officials,the general pubric, arr rLvers of governnrent agencies, vendors,contractors, consuLtants, ãrid most -otte, indiviciuals and groupsdoing business with the city. cont..{, are frequent}y cornplexand of an advereariar and str"r"fri nature. Must be abre tocommurricate effectÍveIy, both oratiy and in writing, workeffectively in-a community of diverse jnterests, respond to rapidchanges in priorities anà _community needs, and aeåf patiently,courteousfY. accurately, and conscie;.¡tiously with aJl parties.

EÐUCATIoN'/LTCENSES: Equivalent to a bachelors degrree in businessor accountj.ng required. B?"leJ.ors degree in buJiness, fjnance,public administration, or simifár-ãi".ïpfirr" preferred.
ResoLution No. 9O-468
Effective July L, 1990
Page 63



EXPERTENCE/sKrLLS: Level of experience typified by four years ofemployment in a senior and independent supãrvieory capaciiy as anaccounting managier, comptrorler, or financial nánager required.Experience with a public ag'ency, particularly at ifr" municipallevel in the state of oregon, prefãrred. uust possess advancedbookkeeping, recordkeeping, and accountÍng skilts. Addjtionalexperience may be substituted f or ed,uCation at the cityrsdiscretion.

ô -

Class 10, gA,6?9.00 to $2,95b.OO monthly (Fy 90_
COMPENSATION:
e1).

Resolution No.
Effective July
Page 64
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City of Sherwood, Oregon
Finance and Ad¡ninistrative serviðes Ðepartment

PpÞ! Lc _sERvr gs.s. gËERIf

BASrc FUNcrroN: Performs and coordinates nost tasks associatedwith police records and. municipal court citations and records,and performs other offjce tasks ãs required.
PRIMARY DUTIES:

l' ' ivlaintains poJ' ice logs, cêrsê f íres and other record.s, anddistributes reports and records tg orher pubJ.¿c ãät"ïüagencies and insurance companies as dírected.
2 ' serves as the Municipal. court cLerk incJ.uding maintainingthe court calendar, processing and a.cãurrting forcitations, preparing warrants for arrests and su.spensions,establishing court record.s, and simifar-tastË.-
3 ' operates teletype to obtain driving records for Municipalcourt and other pertinent inforrnation to assist city policeof f icers
4, col.lects statistical data and prepares monthly reports foydistribution to state departments -including 

oiLtri¡utjon ofFines and Assessments, Municipar court Reporting system,and Oregron Uniform Crime Report.
5

Resolution No
Effectiv" -i"iy
Page 65

Acts as a general receptionistpublic and other indivjduals andand assistance on City servj.ces,police, and court matters.

and provides
groups with

particularly
the general
information
in utility,

OTHER ÐUTIES:

Transcribes, typesr colrates and processes city records,correspondence, reports, contracts and similar doclments.
1

2 May assists police officers in searches andinterrogatio-ns, and may accompany prisoners tohospital and juvenile authðrities.
3' Performs simi]ar and incidentar duties as required.

other
Jd,r J t

90-4 68
L, 1gg0



REsPoNSrBrLrrrES: The goal of the city of sherwood, Finance and,Adninistrative services Department i" to provide efficientfinancial and public services that make the maximum effective useof the resou¡.rces availabl.e to the City. The pubLic servicesclerk is responsibr.e for coordinating porÍce record.s andmunicipaL court functions. The publ:.c"sãrvi;"" cr.erk mustperfornr his c¡r her d'uties in a ma¡lner irt"t refLects positively onthe City and the department. ,

suPERVrsroN: Reports to the Finance and Administrative servicesDirector. No supervisory or lead responsibjlitjes, except foroccasionar volunteers and community service personnel.
JoB coNÐrrroNs: Normarry works a 40 hour week in an officesetting' Required to attend 2-4 evening munÍcipal court sessionsper nonth' Must be able to accuratelì7 and eit¡.ciently processlarge col'unns of court and police recores within lirniteci timeperiods while maintaining- routine office services, âDdindependently prioritÍzing workload.
EXTERNAL cONTACTS: Frequent oppclrtunity and. reguÍrement tointeract wÍth. city empl0yees, indiviauals responding to policeand court actions,- the generar pubJ.ic and other ind.ividuaJ.s andgroups doing business with _th; city. contacts are normallyroutine but may be of an adversariär and stressful nature.particularly in cases of police or tvtunicipal court actions. Mustbe ab]e to comrnu,ni.cate ef fectively, ù"ti, oraLty ana in writing,and be abJ.e _tc¡ deal patientlV, 'å"u"teously, accuratefy, andconscientiously with all parties.
HDUCTION/ LICENSES: Functic¡nal. conpetency Ín reading, hrriting,¡nathe¡nat ics, êrrld general educatiorr '.l.ru jects required. Furthereducation in typing and wc¡rd p"o.""rirrg, <¡f f íce equipment use,business or office þractices, and accounting preferred.
EXPERTENOE/sKrLLS: Lever of experience typified, by one years,enploy¡nent jn a g,eneral. secretariai, Uoät<teepi"õ, or si¡nilarof f ice position requÍred. prior rnunicipal. rever or othergovernment experience preferred. lvlu.st possess basic bookkeepÍng,record keeping, accounting and typing 'ut itt=, Expàrience Ín theuse and operation of word proc*ssing and ,:"r"."nfoïtl" equipmentaLso required

..MP'NSATTON: Class 5, g1 , 4r" 5 . oo to $1 , 560 . oo Monthly ( Fy 90-91. )

Resolution No
Effective "t"iVPage 66
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RESPONSIBTLTTIES: The goal of the City of Sherwood Flnance andAdmjnistrative services Department is to provide efficientfinancíal and publÍc services that make the maximum effective useof the resources availabLe to th_e. cit_y. The Accounting cj.erk isresponsibre fqt accuratery record,ing aäiry-?1"ä;;iäï' tr"rr"actionsand maintaining- comp]ete docu¡¡enlation' 
"f ;h"; transactions.The Accounting clerk nust perform his or her duties in a mannerthat reflects positively on the city and the departnent.

suPERVrsroN: Reports to the Finance and. Ad,ninistrative servicesDjrector. No supervisory or J.ead responsibirities, except foroccasionar volunteers and community service personnel.
JoB coNDrrroNs: Norrnally works an 20 hour week in an officesetting. Ivlay work up to a ao hour week in cases of staf fabsences. Must be abLe to accurately and efficienatu -nr";;;;
large volumes of accounting data witrrin limited time periodswhi I'e maintainlng routine of f ice services, and independentJ.yprioritize workload.

EXTERNAL CONTACT$: Freguent opportunity and requÍrement tointeract with utility cus{omers, vànaorã, tt"-ôã".är pubÌic andother individuars and groupq d.oing businesã with the city.contacts are nornal.Ly routine uut mai be of an adversariar andstressf uL rrature r pârticularty in ð.se" of d,elinquent utilityaccounts and bancrof ted assessments. Must be abl.e t;communicate effectivery, and be abre to d,ear patientry,courteously, accurately, and conscientiously with ar] parties.
EDU'A'r0N/LTCENSES: Functionar competency Ín reading, wrÍting,¡nathematics and general education 

"üu3ects required. Equivalentto an associate degree in accounting preferred.
EXPERTENCE/sKrLLS: LeveL of experience typified by one years,employment in ? bookkeeping or sinilar office position required,.
lr19r municipal level or õther government experience preferred.Must possess basic bookkeeping,- record keeping¿ êccolt[ting andtyping skilLs, Experience :.n trre use and oleration of wordprocessing and microcomputer eguipment also reqüired.-
coMPENsATroN: Grade s. g?os.oo to g?Bo.oo monthly (Fy 9o-91)

Resolution Nc¡
Effect:ve.tuiy
Page 70
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Finance
City of Sherwood, Oregon

and Administrative Servjces Department

AC9.OUNTTNG ,CLER¡(

BASrc FuNcrroN: performs and coordinates mostassc¡cÍated with financiar accounting, and perfnrmstasks as required.
PRIMARY DUTIES:

L

dai 1y
other

tasks
office

Performs requ,ired tasks
record keeping. i.e
expenditures, prepares
Cityrs check book.

OTHER DUTTES:

1"

Resolution No,
Effectiv" J;i;
Page 69

90-4 68
L, 1990

associated with daily financial
. , j ourna 1i zes rece ipts anclbank deposits, and baLañces the

with Accounts ReceivabLe
veri fying extensiolls,
preparing vouchers and

and
and

of

and distributes office
contracts and simiLar

Performs required tasks assocÍated
and Account PayabJ.e including
obtaining management approvals,
assigning account numbers.

2

3

+

5

calcuLates interest and principal payments on bancrofted,assessments and prepares statements.

Processes and maintains water, sewer and other utilityservice accounts incruding bilJ.ing, collection and postingof receipts, opening aná crosirig accounts, delinquencyactions and associated record,s

Performs generar terephone and office reception tasks,provides the general public and other individual.sgroups with information and assistance on all aspectsthe City's services

Types, copies, collates,
recordsr cofrespondence,
documents.

processes
reports.

2 Compi l es data ancl makes reports ,searches, based on a vari.ety of
assigned or required.

including property tien
municipal recorde, ås

3. Performs simiLar and incidental duties as required.



City of Sherwood, Oregon
Police Department

POLICE CHIEF'

BAsrc FUNcrroN: chief raw enf orce¡nent of f icer of the city.coo.dinates, supervises and administers the pron.tion, planning:,inplementation and evaluation of aLl polj.." b*p"rtment services,and assumes the duties of a r.ine porice officer as requÍred.
PRIMARY DUT]ES:

Coordinates.-and supervises all reguJ.aractj.vities directed toward enforcing thetraf f ic laws, regulations and ord,inantes ofOregon and the City of Sherwood.

2

3,

coordinates functions of the department with the courts,attg municipal_,- -County, State. f ederal and other Lawenforcement, public safety, and sociar servÍce agencies.

depar tment
cri¡ninal and
the State of

and
an

Provides for and coordinates
undertaken by the department,

alL criminal jnvestigations

SeLects, trains, supervises, evaluates, discipli.nes,discharges all department staff and reserves.
and+

5

6

Develops and
programs for
annual. budget.

iynle_ments goa1s, operational. policies,the department, including prepáration of

Promotes department and City activitiesimproving pubJ.ic knowledge, confidence andlocal government and Law enforcement,prevention and saf ety prog.rams.

DUTTES:

2

OTHER

1

ResoLution No
Effective .ruli
Page 71,

Performs the duties of a pol.ice
patrol capacity, on a reguJ.ar basis.
Par t i c ipates in the d.evelopmentpolicies and programs for the èntire

directed toward.
understanding of
including crime

Officer, primarily in a

of gloals, operational
City government.

3' Performs simirar and incidentar duties as required.

90-468
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RESPONSrBrLrrrEs: The goar of the city of sherwood, police
Department is to provide for the safety of the Cityrs resid.ents,busÍnesses, and visitors through the efficient prevention,
apprehension, and prosecution of criminal activities, infractionsand ordÍnance violations. the Police Chief is responsible foradministering a department with an operating budget of $2g?,061(FY9o-91), and for managing a permanent staff of four. ThePolice Chief must perform his or her duties in a nanner thatreflects positively o¡1 the city and the department and isresponsible for maintaining a Level of professioñaL expertise andimage that promotes efficient use of tfre resources avai.lable tothe department.

suPERVrsroN: Reports to the city Manager. Regurarly supervisesthe Police Lieutenant, police officers, and poJ.ice Reserves.

JOB CONDITfONS: Frequently works overtime, weekend, hclliday,shift and evening hours, usual.ly with no other poJ.ice off icers onduty. subject to call-out at all times. works in alt weatherconditions and must be abLe to use sound judgement in stresssituations, mlke independ.ent decisions anã produce positiveresul.ts with 1Ínited resources. Regularly ixposed to lif ethreatening or potentÍarry lÍfe threatening situatfons.
EXTERNAL cONTACTS: Frequent opportunity and requirement tointeract with- city employees, "ieìtea and. appointed, of ficiaJ.s,other I'aw enf orcement agencies, social se-rvice and simil.arorganizations, businesses, vend,ors, and resid,ents and visitors ofall ages. Contacts are frequentty complex and of an adversarialand stressful nature. Must be able to comnunicate effectively,both orally and in writing, work effectiveJ.y in a community óf
d j-verse j.nterests, respond to rapid changeå in priorities andc<¡mmunity needs, and deaL patiently, courteõusfy, a?curately, andconscientiously with alI parties.
EDUCATIoN/LICENSES: Equivalent to a bachelors degree in lawenforcement, or in a discipline applicable to a career in publicsafety adrninistration such as criminaL justice pïuri.administration or sociar services, reguired. uuit possess, or beabLe to obtain upon hire, a valid oregon driverJ License, andCPR, Advanced BPST, and police radar certifications.
EXPERTENCE/SKILLS: Level of experience typified by four yearsemployment in a senÍor and. independ.ent supãrviscrry capacity inthe Law enforcement fieLd required. prjor enplóyment with arecognized oregon Bpsr agency preferred. Must u* knowledgeablein the use of firearms, pursuit vehicJ.es, investigatiüe andcommunication equipment. Add,itional experience may besubstituted for education at the City's discretion.
COMPENSATION: C1ass 10, 2,629.00 to 2,955.00 monthly (Fy 90_91)
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City of Sherwood, Oregon
Police Department

PqLrçE rrEgJE¡qsNr

BÀsrc FUNOrroN: Enforces the criminal and traffic laws,regurations and ordinances of the state of oregon and cÍty ofSherwood, and assists in the general ad¡nin jstration of thedepartment and supervision and tráining of staff.
1,. RegularJ.y patrols all. areas of the city performing securitychecks, observing and responding tc¡ unusuar or unsafecircumstances and c.nditÍons, enforcing tratr:.c sarãivlaws, and responding to a wide variety of rad,io dispatches.
2 ' tonducts criminal investigations in consultation wjth thePolice Chief, including interviewing, apprehension andevidence preÊervation.

3. Assists in the selection, training, supervision,evaluation, c1iscip1i.ne, and discharge of dãpartrnent staf f .

4. Assists in d.everoping and, ad,ministerÍng the goars,operational poLicies 
. and programs of the ãepartrnent andacts for the porice chief in hiè or her absence.-

5. Assists the general pubric by providing information oncommuni ty and state_ laws, reËpond,í.rg to cornpraints,conducting vacation checks and gi.ving otJrer assjstance asneeded.

a wi tness in support of d,epartment
and on other matters as appliðable.

Appears in court as
cjtations and arrests,

OTHER DUTTES:

6

1
L

2

3

Participates in crÍme prevention and publicprog'ram_s and performs other duties directed toward
a I cc¡ho I i sm and substance abuse , f ani ly dj.sputes ,deli.nquency and other sociaL and criminá: pro-bl*r"'.
Prepares and maintains investigative reports, incidentlogs, personnel d.ocuments, training records and schedules,work schedules, and other records.
Performs simir.ar and incidentar duties as required.

relation
reducing
juveni 1e
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RESPONSrBrLrrrEs: The goal of the city of sherwood porice
Ðepartment is to provide for the safety of resid.ents, businessesand visitors through the efficient prevention, apprehensic¡n andprosecution of cri¡ninaI activities, infractionj and ordinanceviolations. The porice Lieutenant is responsible for theefficient delivery of quallty Law enforðeneni services,particularly through the rine supervision of officers andReserves. The Police Lieutenant ¡nust perform his or her dutiesÍn a manner that reflects positively on the City and, departmentand is responsible for maintainlng a J.evef of professionalexpertise and image that promotes efficient use of lfr* resourcesavaiLable to the department.

SUPERVfSION: Reports to the police
Officers and Reserves.

Chíef. Supervises potice

JOB CONDIïfONS: Regularly works overtime, weekend, holiday,shift and evening hours, usually with no other police offjcerson duty. subject to call-out at all times, works in al.lweather conditions and must be abLe to lfse sound judgement instressful situations and make ind,epend,ent d.ecisions. RegularÌyexposed to life threatenlng or potentially life threãteningsituations.

EXTERNAL cONTACls; Frequent opportunity and requirement tointeract wjth city employees, other law enfc¡rcernent agencies,social service and similar organization, businesses, ãodresidents and visitors of "i-l ages. contacts are f requentlycomplex and of an ad,versarial an¿ stressful nature. Must beabJ.e to communicate effectively, both orally and in wr:ting,work effectively in a community of diveyse interests, respond torapid changes in priorities and community need,s, and deal.patiently, courteouslY, accurately, and conscientiously with allpart ies .

EDUCATTON/LICENSES: Equivalent to an associate degree in 1awenforcernent, oy in a discÍp1ine applicable to a career in publicsafety admÍnistration such as criminal justice, pubricadministration, or sociaL services I required. Ivrust possessrntermediate BPsr certificate or be abte to obtain same withinnine months of hire. Ivfust possess, or be able to obtain ;ñ;hire, ân valid oregon drivers license and police radarcertification.
EXPERTENCE/SKILLS: Level of experience typified by four year$employment in the Law enf orCement f ield r"q,rii"e¿. prior
employment with a recognized Bpsr agency or in " 

-=up"rvisory 
rawenforcement position preferred. Must be knowledgeabie 1n the useof firearms, pursuit vehicles, investigative Jn¿ communicationequipment. AdditionaJ. experience may be substituted foreducation at the Cityrs discretion.
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COMPENSATION: CLass B, 92, O?5. OO to ç2,2gg.00 monthly (Fy 90_91 )
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City of Sherwood, Oregon
PoLice Depart¡nent

POrrçF OF!.ICEB

BASf C FUNCTf ON: Enf orces the cri¡ninalregulations and ordinances of the State ofSherwood, primarily in the cou.rse of reg,ular
PRIMARY DUTTES:

L. Regularly patrols arr areas of the cityr pêrformingsecurity checks, observing and responding -to unusua] orunsafe circumstances and èonditions, and. respondÍng to awide variety of radio dispatches.
2, Enforces the traffic safety laws of the city and stateinc j.udlng issuing c jtations, j.nvestigation accidents andtraffic control
3' Assists senior department staff in conducting criminalinvestlgations including interviewing, .ppr*hension andevidence preservation.

4. Assists the general pubric by providing inf or¡nation oncommuni ty and state laws, f B-pond.irrg t. complaints,conducting vacation checks ancl givj.ng otfrer assistance asneeded.

a witness in support
and on other matter as

Appears Ín court as
citatjons and arrests,

OTHER DUTIES;

Prepares and maintains incident
logs and other records.

and traffic Laws,
Oreg:on and City of
co¡n¡nuni ty patroJ. .

of department
applicable.

rel.at ion
reducíng
juveni 1e

5

1

2

Participates in crime prevention and publicprog'rams and performs other duties directed toward
aL cohol ism and substance abuse, f amiJ.y disputes,delinquency and other socia] and criminár p"oïr.**r'.

and investigative reports,

3. Performs simirar and incidentar duties as required.
RESPONSrBrLrrrES: The goaJ. of the city of sherwood policeDepartment is to provid'e f or the saf ety of resid.ents, busÍnessesand visitors through the efficient prevention, apprehensjon andprosecution of criminal activÍtieJ, infractionJ-and ord,inancevio]ations ' The Pol'ice of f icer is responsible f or the ef f icientciel ivery of quaJ. i ty law enf orcement services, particurarly Ín
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the area of patrol. The pc¡lice officer must perform his orduties in a manner that refl.ects positively oñ the city anddepartment and is responsible for maintaining a levelprofessionaJ. expertise and image that promotes efficient usethe resources available to the ãepartrneñt.

SUPERVISfON: Reports to the PoIice Chief or police Lieutenantdepending on shift assignment. No supervisory responsibilityuncier normal. circumstanåes but must be prepared to lead inemergency situations or as assigned..

JoB coNDrrroNs: RegrularJ.y works overtine, weekerrd,, holiday,shift and evening hours, usuài.ly with no other police officers onduty-. subject to calL-out at all times. i¡torks in all weatherconditions and must be abre to use sound judgement in stresssituations 
"ttf make independent decisions. Regularly exposed tolife threatening or potentiarry 1Ífe threatening situations.

EXTERNAL coNTACTS : Frequent opportuni ty ancl requi rernent tointeract with City -emplóy*"=, other Law Lnforcemer¡t agencies,sociaL service and simir.ar organizations, businesses, andresidents and visitors of 
_ arr Jges. contacts are frequentrycomplex and of an adversarial and stressful nature. Must be abLeto communicate effectivery, bc¡th orarry and in writing, workef fectiveJy in-a co¡nmunity of diverse interests, respond tä'r"p.iãchanges in priorities and community needs, âild Aeåf patiently,courteousfy. accurateJ.y. and conscientiously wlth al1 parties.

EDUCATToNAL/LICENSES: Graduation from high school or equivalentrequired. Must possess Basic BPsf Certifjcate or be able toobtain same withÍn nine rnonths of hire. Must possess, op be ableto 
- 
obtain upon hj.re, a valid oregon dr jvers l.icense and policeradar certifÍcation.

BXPERTENCE/sKrLLS: Lever of experience typified by two yearsemploynent in the law enforcement fielC-p"*ferred. prior
empl oyment wi th a recogni zed Bpsr agency d,esirable . Must beknowledgeable in the use of f ireãrm", pl¿rsu jt vehicl.es,investigative and cornmunication equipment.
COMPENSATION: Cl"ass Z , g1, e26. OO to Z,OLS. OO rnonthly (Fy 90_91)

her
the
of
of
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City of Sherwood, Oregon
Public Works Departrnent

DIRECTOR

BASfC FUNCTfON: Coordinates. supervises and administers thepromotion, planning, implementation and evaluation c¡f all public
Works Departnent services, including street maintenance, utility
and park operations, and building code enforcement,

PRTMARY DUTIES

coordinates and supervises a1l regular departnentactivities directed towards operating and maintaining
muni cipal parks, municipar build,ings, water, sanitarysewer, street, storn drainage facjl"itíes, and assocjated
equipment.

2 coordinates functions of department with municipal, county,State and federal ag:encies, Fire District officials,advisory committees, builders, engineers, and planners foral1 public works, building code enforcement and parks
tasks.

Selects, trains, supervises, evaluates,
discharges departnent staff .

dÍscÍplines, and3

Develops and irnplements goals, operational policies,
progf rarns f or the department, incruding preparation oannual department budget.

and
fan

5. Promotes department and City actjvities
improving public knowledge, confidence and
Local government utilities and public works.

OTHER DUTIES:

directed toward
understanding of

1.

2

Performs
manager,
required.

the
and

duties of a construction project
the duties of other Public griorks

inspector
personnel

or
as

Coordinates the establishment,
public works project fi1es,
records.

maintenance and updating of
City mapping, and associated

3. Participates in the deveropment of goals, operationalpoLicies and programÊ for the entÍre city government.

4, Performs síniIar and incidental dutíes as required.
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RESPONSIBILITIES: The goal of the City of Sherwood public worksDepartment is to safely and efficiently maintain and operate Cityutilities, Þârks, buildings, streets, and other publiåfaciLities. The PubLic !{orkc Director is responsibLe foradministering a department with an operating and cãpital budgettotalling $1,534,889.00 (FY 9o-91) and eight functionãl divisions(streets, water, sewer, storm Drainage, Equipment Rental, parks,
Building Inspection and Building Maintenance), anA for managing apermanent staff of four. The Public Þ'Torks Director must performhis or her duties in a manner that reflects positively on theCi ty and the depar trnent and is responsÍb]e ior maintãining ar9y.u: of professional. expertise ãnd image that pronotesefficient use of the resources avairabte to thJd,epartment.
SUPERVISION: Reports
Public güorks Foreman
employees.

City Manager. Regularly supervises
may supervise other pubtic works

to the
and

JoB CoNÐfTfoNS: Normally works a 40-50 hour week in both officeand field settings. subject to call-out at all times.Frequently reguired to work extended hours and to inspect orparticipate in department activities in the field inïofvingexposure to normal construction site hazards and to all weatherconditions. Must be able to use sound judgement, makeíndependent decisions and produce positive resúltJ with Iimited.resoi:rces.

EXTERNAL cONTACTS: Frequent opportunity and requirement tointeract with other Ciiy empl-clyees, elLcted and appojntedofficials, other public works and governmentar agãncies,contractors, builders, êDgineers, þlanners and reLateáprofessional, public and private utility companies, vendors,Local busi.nesses, resid.ents, and visitors.- contacts arefrequently complex and of an adversarÍaL and stressful nature.Must be able to communjcate effectively, both oralJ.y and inwriting, work effectively in a community of diverse interests,respond to rapid changes in priorities and comnunity needs, 
"rrildeal patiently, courteousry, accurately, and conscienliously withall parties.

EDUCÀÎION/LTCENSES: Equivalent to a bachelors degree in civil
"ng,¡neering or a discipline applicable to a c-"ã., in publicworks administratic¡n required, Additional education in civilengineering and public administration preferred. Must posses6 orbe able to obtain upon hire, a valid oregon drivers license.
EXPERTENCE/sKrLLS: Lever of experience typified by four yearsemployment in a senior and Índependent supervisory capacity inthe engineering, public works or construction fieids requileã.-Prior employment with a rocar government agency preferred. Mustbe able to accurately read and interpret ertectiväty, both oralry
Resolution No, 9O-469
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and in writing, be knowledgeabl.e in the use and operation of a*,tq. variety of tools and heavy construction equiiment, and beabLe to budget and prepare capital. plans. AdditÍonal experiencemay be substituted for education at the City's description.
COMPENSAÏ f 0N: Cl.ass 10, 92, 6?9. OO to 92,955 . OO
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Effective July
Page 8O

90-468
L, 1990



City of Sherwood,, Oregon
Public üriorks Depart:nent

q'o.R.EMAN

PRIMARY FUNCTION: Supervises, coord,inates and9'lorks Department fie1d. operations and tasks¡naintenance of publi.c faciiitie. and equipment,duties of project inspector and utility workers.

scheclules Publ ic
relating to the
and performs the

PRTIv]ARY DUTTES:

Monitors and inspects pubJ.ic facilitiesdeter:nines maintenance neecìs and assignsPublic [¡iorks crews to appropriate projects,

L

2

3

and equipment,
and schedules

Assists in coordinating the work ofutilities, êrchitects and. public worksconstruction projects and performs theconstruction project inspector.

developing and ad.¡ninistering the goals,policies and programs of the department and,Public grlorks Director in his or her absence.
4' Assists in the serection, training, supervision,eval'uation, discipline, and discharge of dðpartment staf f .

OTHER DUTIES:

contractors,
crews on City

duties of a

L

2

Assists in
operat ional
acts for the

May perform the duties of
assigned or requireci.

<¡ther Public hlorks personnel as

Assesses material and. equipmentinventorjes, develops specifjcãtions
Works Director on purchasing matters.

needs, ïtâintains
and advises public

project and3 Establishes and maintains public WorksoperatÍonal reports and record,s.

4. Performs simi]ar and incidental. duties as required.
REsPoNsrBrLrrIES: The goal of the city of sherwood. public griorksDepartment is to safeLy and efficiently maintain and operate Cityy.tilities, Parks, building, streets and, oth." p"uli" f acilities .The Forenan is responsible for the efficient utilization in thefield of public Works Ðepartment personnel, equipment andresources in maintaining these publiC faciLities Jna-providing
Resolution No. 9O-468
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high quality servi.ce to
his or her duties in a
C:'.ty and the department.

the comnunity. The Foreman must
¡nanner that ref Iects positively

perform
on the

SUPERVISION: Reports to the Director of pubtic !ùorks.Supervises Senior Utility ürIorker, Utility lriorkers, parks
Maintenance lrTorker, volunteers, and community service personnel .

JoB coNDrrroNS: Frequently lifts and carries heavy materi.al suchas piping and solid waste containers and is expäsed to normalconstruction site hazards. Must be abre to sta-na strong odorsand loud noise, perform assigned d.uties under all kid.s of weatherconditions. Must work safely with and around: toxic materialssuch as paint, solvents and untreated sewage, vehicular traffic,and electrical and natural gas utilities. position is subject tocall out at aLI times, day.or night, a*d, will be assigned tc¡weekend, on-calL status on a rotating 'basis. 
Regularly requiredto work without direct supervision and make independentdecisions.

EXTERNAL coNTAcrs; Regular contact with contractors, vend,ors,other City -employees, .,tility personnel and residents andvisitors to the- community. contacts are occasionalry complex andmay be of an adversariaL and stressful nature. Must be able torespond to rapid changes in priorities and community need.s, and,dg3: patently, courteousfy, accurately, and conscientiously withall parties
gDUcArroN/LTcENSES: Functional competency in reading, wrJ.ting,mathematics ancl general eduction subjects requÍred. Additionaleduction in engineering, constructÍon technigues or pubricadninistration preferred.- Must possessr or be able to obtainupon hire, a valid oregon drivers iicen=e and. be certified, by thestate as a waterworks operator rr and sewer systern operator rr.
EXPERTENCE/sKrLLS: Lever of experi.ence typified by four yearsenployment in the general construction tråaes or þublic workswith e:rtended experience in a regurar supervisory or teadcapacity required. prior empìoyrnãnt with ä municipal publicworks department that includ,ed duties in a broad range oftypical public works services preferred. Must be knowledgeableand skilled ín the use and operation of a wide variety of toolsand heavy constructjon equipnent and in the appr:cãiion of basjcconstruction and building practices.
COMPENSATION: CLass B, $2.0?5.0O to $ 2,289.00 (FV 90_91 )
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City of Sherwood, Oregon
Public Works Ðepart:nent

sENroR nTrrITY._I{qRKEB

BASrc FuNcTroN: Performs a variety of skil]ed and ¡nanuaJ. tasksin the maintenance and, construction of city buildings, water,sei^rer , drainage and street systems, parks ånd other municipa]facilities and equipment.

PR]MARY DUTTES:

L ' Performs najor and complex maintenance and repair tasks onstreets, sewers, water systens and si¡nir.ar pubric worksfacilities including in_stailing new services aäa repracingdeteriorated suvface and subsurlac. structures.
2, Performs basic maintenance and upkeep tasks on parks,public bu.irdings and other fåci:itiuÀ inc-1ïdinggr.undskeeping, minor carpentry and. prurnbing, trash pickupand general custodial. care.

3 ' operates a variety of stand.ard and specialized public worksvehicles such as dump trucks, backhc¡es, and streetsweepers, and numerous power and other tools such asjackhammers, torches, weld.ers and saws.

OTHER DUTTES:

L. Provides f?t prclject inspection, facirÍty and materialtesting and materiaJ. estimates and acts å" public !{orkscrew leader in the absence of senior department staff.
2, Perfor¡ns basic maintenance of city vehicres such aslubricatÍcln, tire chang'es, crean-up and other minorservicing and tune-ups.

3. Reads and inspects city water meters and shuts off and/orrestores service to delinquent accounts. ês required.
4. Performs simirar and incidental duties as required.
REsPoNsrBrLrrÏEs: Jh-e goaL of the City of Sherw<¡od pubJ.ic trtorksDepartment is to safety and, efficiently maÍntain and operate citySIilijie:, p"T\?, bujr.dihgs, streets and other pubJ.ic f acirities.The senj.or utirity worke? 'is rÀipð""ïür" for provid.ing skilted¡naintenance and repair services roi trrãse facilities. The senl0r
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utility worker must perform his or her duties ín arefI'ects positively on the city and the department.
suPERVrsroN: Reports to the public works Foreman.Util-ity i¡trrrkers, temporary help, volunteers, andservice personnel on assigneðt pro jäcts.- -

manner that

May lead
communi ty

JoB CoNDTTToNS: FrequentJ.y lifts and carries heavy materiaL suchas piping and solid waste containers and. is exp'osed to nprmaLconstruction site hazards. Ivlust be able to staìra strong odorsand loud noise, perform assigned duties under arr kÍnds ofweather condjtions. Must work safely wjth and around: toxicmateriars such _as paint, solvents and untreated sewage, vehicurartraf fic, and er.ectricar. and naturar. gas 
"Ci:ìii;.-.' 

positjon issubject to call out at aLI times, day or nightr ârrd. will beassigned to weekend., on-caLL status orr a rotating basis.Regularly required to work without direct supervision and makeindependent decjsions .

EXTERNAL 
'.NTACTS: 

some contact with resid.ents, visitors,contractors and vendors in the course of providing constructionanti maintenance services. contacts are normally routine but mayoccasionally be of an adversarial. and stressful nature. Must beabre to respond to rapid changes in priorities and communityrreeds, and dear. patlently, ãourteousry, accurately, andconscientiously with atl partíes.
EDU'ATToN/LT'ENSES: Function_a1 cornpetency in reading, Ìarriting,mathematics and general eduction suu3Lcts ;q;tred. Mustpossess, or be able to obtain u.pon hire, a valid Or.gon drjverslicense and be certif ied by the -state as a g,Iaterworks operator rand Sewer System Operator f.
EXPERTENCE/sKrLLS: Lever of experience typified by two yearsemploy¡nent in the najor construction trades or public worksrequired. some supervisory experience desirable. Must beknowledgeable and skill.ed in the operation of trucks andspecial ized heavy equipment, such as backhoes, in themaintenanÇe of buildings, streetsr parks, âDd sewers and otherpubric works faciLities, and famiriar with a broad rangie ofconstruction techniques. specific experience in the carpentry,masonry, and pipe laying trades preferred,.
COMPENSATION: CLass 6, $1,60?. OO to $1. ?23. OO nonthly (Fy 9O_91 )
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City of Sherwood, Oregon
PublÍc g{orks Department

UTILTTY WORKER

BASrc FUNcrroN: performs a variety of sernÍ-skiLledtasks in the maintenance and conLtructíon of citywater, sewer, drainage and street systems, parkåmunicipal facitities and equipment

PRIMARY DUTTES:

L. Performs basic maintenance and repair tasks on streets,sewers ¿ water systems and similar publÍc works facil.itiesincluding -installing new services, replacing d,eterioratedsurface and subsurface structures and Ao-:.ng ii-ne cJ.eanouts.
2. Performs basic maintena'ce and upkeep tasks on parks,public bu.itdings and other fåcif:.t¡.es inclïdinggroundskeeping, minor carpentry and plumbing, trastr pickuiand general custodjaJ. care.

and manuaL
buildings,
and other

3 Operates a variety of standard
dump trucks. street sweepers,power and other tools such
weLders, êild saws.

OT¡IER DUTTES:

public work vehicles such astractor mohrers, and nt1¡nerous
as jackhammers, torches,

of City vehicles such as
cLean-up and othey minor

Foreman. No
for occasional

7 Perfor¡ns basic maintenance
lubrication, tjre changes,
servicing and tune-ups

2. Reads and ínspects city water meters and shuts off and/orrestores service to delinquent accounts, ãs required.
3. Performs si¡niLar and incidental duties as required.
RESPoNSrBrLrrrEs: The goal of the city of sherwood public WorksDepartme-nt is to safely and efficientJ.limaintain and operate Cityutilities, parks, buildings, streets and other public facilities.Th? utility worker is responsibr.e for providing routinemaÍntenance and repair services for these facilitÍes. Theutility worker nust perform his or her duties in a manner thatrefl'ects positively on the city and the d,epartment.
SUPERVTSTON:
supervisory or
voLunteers and

Resoi.ution No. 90-46A
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JoB coNDrrroNs: FrequenttY lifts and carrj.es heavy material suchas piping and sol'jd waste containers and is exptsed to normaLconstruction site hazards. Must be able to sta-n¿ strong od,orsand loud noise, perf or:n assigned ¿üties under arr. kinds ofweather conditions. Must work safely with and around: to><ic¡nateriai"s such as paint, solvents, and untreated sewage,vehicular traffic, and electrical and. natural g"= utilities,Position js subject to caLL out at all ti¡nes, d-y-or nlght, and,will be assigned to weekend, on-caII status on a rotatÍng basÍs.ReguJ'arly requireci to work without direct supervision and makeindependent decisions .

EXTERNAL coNTAcrS: Some contact with residents and visitors inthe communlty in the cou.rse of providing construction andmaj.ntenance services. contacts are norrnally routine but ,,,;toccasionalJ.y be <¡f an adversariaL and stressfuL nature. Ivlust beaL¡le to respond to rapid changes in priorÍti.es and communityneeds, and deal patiently, courteãusly, áccurately, andconscientiously with all parties
EDUOATToN/LTOENSE: Functional competency in reading, blriting.mathematics, and g'eneral education subSects required. Mustpossess, o? be abLe to obtain upon hire, a valid olegon drivers1i cense . Possession of statã [daterworks and, sewer systemOperator certifications preferred.
EXPERTENCE,zSKTLLS: Basic experience and skirrs in the operationof trucks and stanclard equ:.pment usecl in the maintenance ofbuildiÐ9s, streets, parks an¿ sewers and. other pubic worksf acilities required. - Addi-tionar -ã*pãrierr." in the carpentry,masonry, and pipe laying trades preferied..
COMPENSAT'ON: Class S, $1,41S.0O to S1,560.OO monthly (F'S'_'O)
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City of Sherwood, Oregon
PubLic g,iorks Department

P.q-RKS .MAII\TEN^qNCE qroRKER

BAsrc FUNcrroN: performs a variety of se¡ni-skilledtasks in the maintenance and conätruction of cityrel.ated facil.ities and equipment.

PRTMARY DUTTES:

1, Performs basic maintenance and. upkeep tasks on parks, parkbui 1d-ings , playground equiprnent, tennis courts, and, otherfacÍlitjes including grbuãaskeeping, minor carpentry andplurnbing, trash pickup, and general custodial care.
2, operates a variety of stand.ard, maintenance equÍpment such apor^¿er mowers, weed tri:nmers, edgers, power washers anclother groundskeeping and repair tools.
OTHER DUTIES:

L. Performs si¡nirar and incidentar duties as required.
RESPoNSTBTLTTTES: The goa] o-f_ the city of sherwood public i¡ùorksDepartment is to safely and- efficiently maintain and operate cityutilities, parks, buiidiDgs, strLets, and other pubricfacilities' The Park Maintènance worker is responsible forproviding routine maintenance and repair services for city parkfacilities on a seasonal basis. The Þark Maintenance worker mustperform iris or her duties in a manner that refLects positivelyon the City and the d.epartment.

SUPERVfSION: Reports to the public
supervísory or lead responsibiLities,
vol.unteers ,and comlnunity service workers.
JoB coNDrrroNs: Temporary six month ',si*mmer-time,, position.Frequently Ljfts and carriãs heavy material such as grass andtrash containers. performs assignåd, duties under arr kinds ofweather conditions. Must work safely wíth and around powermachÍnery and tools.
EXTERNAL CONTACTS: Some contact
the community jn the courÊe ofMust be abte to respond inconscientious manner.

EDUCATION/LICENSES: Functional competency ín read,ing, writing,and g'eneral eduction subjects requiråci. A varid oregon drivers
Resolution No. 9O-46A
Ef f ective JuJy 1., L99O
Page 87
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with residents and vi.sitors inproviding lnaintenance servjces.
a patient, courteous, and,



n ô

license is desirable but not mandatory.

EXPERTENCE,/sKILLS: Basic experience and skjrrs iù the operationand maintenarce* of- power groïndskeeping equipment such as mowersand tri¡nmers. Basic knowJ.ãdge of t;ãúäståeping p"ãËà¿"res.
COMPENSA''ON: Class Z, $ 964.00 to $1,064.00 monthly (Fyg'_gi.)

Resolution No. 9O-468
Effective July !, 1990
Page 88



I n ô

g.upJ,

This is to certify that onreceived a copy of the Citygmplgyee Handbook. I ag,reeconditions contained hereÍn andth-oroughly and keeping cur
subsequent amendments .

L9 Iof Sherwood PersonneJ. Rul.es andto comply wíth all. the terms andaccept responsÍbilÍty f,or readingrent with these Rules and ani

Employee Signature

Employee Name
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Finance and
City of Sherwood,, Oregon
Administrative Services Department

SECRETARY

BASrc FUNcrroN: performs secretariaL and clerical tasks tdepartment, and for the City l¿anagãr, Mayor, City CouncPJ.anning Commj.ssio¡r, and provides inforrnatjon and assistacity services_ and regulations to the general publÍc andindividuals and groups.

or the
iL and
nce on

other

PRIMARY DUTIES:

1". serves as recording -secretary f or the city councir,Planning commission, ancl other city boards as required, andprepares associated meeting minutes.
2. CompiJ.es and prepares City Council, planning Commission,and othe-r City board, agend,å packets, and makãs associated1egal. and other notifications.-
3 ' lranscrib-es, - processes., distributes and. records ordinancesand resoLutions considered and/or approved by the CityCouncil.

Transcribes, types, copies,distrlbutes of f ice recôrd,s,contracts, and similar documents.

Ferf'rms general telephone ancl office reception tasks,pqovides the generar pubJ.ic and other ind.ividuarsgroups with information and assistance on aLl aspectsthe Cityrs services.

4

5

collates, processes andcorrespondence, reports,

and
and

of

OTHER DUTTES:

L' MaintaÍns files of official agreements, petitions, land, useact jons, ordinances, resolutioîrs, êrrd deeäs.

2' Performs simirar and incidentar duties as required.
REsPoNsrBrLrrrES: The goal of the city of sherwood Finance andAdministrative services Department is to provid,e efficientfinancíal and public services that make the maximum effective useof the resources availabre to the city. The s"""*tary isre€ponsible for providing accurate atra ti¡nåry secretarÍalservices supporting the delívery of ciiy services. The secretary
ResoLution No. 9O-468
Effective July 1, L99O
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must perforn his or her duties in a mannerpositively on the City and the department.
that reflects

: Reports to the Finance and Adrninistrative servicesNo supervisory or lead responsibilities, except forvolunteers and community service personnel.

JoB coNDrrroNs: Norrnally works a 4o hour week in a officesetting. Required to attend 2-4 evening City Council or planning
com¡nission rneetings per month. Must ù" able to accurately anclgfficiently produce large vorumes of typed materj.al withinlimited time periods while maintaining rou{ine office services,and independently prioritize workload.

EXTERNAL coNTACTS: Frequent opportunity and requirement tointeract with the geneial puOii.c, CounciI, and Commissionme¡nbers, deveLopers and contractors, utllity customers, vendors,cÍty enployees, and other ind,ivid,uats and groups doing busÍnesswith the city. contacts are normaJ.iy foutine- but mayoccasionally be of an adversarial and stressful nature, Must beabLe to communicate effectively, both orally and in writing, anclbe abre to -deal patientty, courteousry, accuratery, andcc¡nscientiousJ.y with alI parties.
EDUCATION/LTCENSES: Functionar competency in reading, writing,mathematics and general education subjeðts requiråe.. Furthereducation in typÍng and word processini, officJ Lqìip*"rrt use,business or office practices prãferred.
EXPERTENCE/sKrLLS; Level of experience typified by one yearslemployment in a generaÌ secretarial, cler:.cäl ot si-nilar officeposition preferred. Must be abre to type approxinatery 5o hrpMwith good g,rammar, spelling, punctuatibn and .ð.o"""y.-Proficiency ín shorthand, briefhánd tr an acceptable substJ.tute,and in basic recordkeeping required. Experience in the use andoperation of word processing and microcomputer equipment a].sorequired.

COMPENSAÏION: Class 5, $1 ,415. OO to $1 ,560.0O monthly (Fy 90_91 )

SUPERVTSTON
Di rector.
occasional
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