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City of Sherwood, Oregon
RESOLUTTON NO. 92-526

A RESOLUTTON AMENDING THE CITY OF SHERWOOD PERSONNEL RULES AND
EMPLOYEE HANDBOOK, REVISING SALARY SCHEDULES AND JOB DESCRIPTTONS,
ÀND ESTABLISHTNG AN EFFECTIVE DATE.

VIHEREAS, the current City Personnel Rules and Employee Handbook(hereÍnafter called "Ru1es") were established by nesotution No. 91-
500, effective JuIy L, 1991, and

WHEREAS, Ín the course of reviewÍng the proposed Fy Lg92-93 city
budget, the City Budget Committee recommended that certain elements
of the CÍty's employee compensation plan be amended, and

I,IHEREÀS, other miscerraneous changes to the Rures have been
suggested, and

VüHEREAS, The cÍty's salary schedules and job descriptions have
undergone annual review and update.

NOVü, THEREFORE, THE CITY RESOLVES AS FOLLOVTS:

ection L. MÍIea Reimbursement. SectÍon 3.L4.2 of the Ru1es is
reimbursement for the use ofhe amended to provide eage

private vehicles at a rate of twenty-eight cents ($.28) per mÍle.
section 2. Holidav Pay. section 6.L.4 of the Rures is hereby
amended by adding the following clause after the first sentence of
the current Section:

6.L.4 Holiday Pay. Full-time employees who do not work on a
holiday straFGivEeight (8) hours nofìAay pay at their regular
rate of pay, provided they have worked theÍr last scheduled workday
before and their fÍrst scheduled workday after the holiday. Part,l
time emproyees regularry working twenty (20) hours or more a week
who do not work on a holÍday that is their regularly scheduled
workday shall receive a port,ion of the eight (8) hours horiday pay
at their regular rate of pay equivalent, to the percentage of theÍr
hours worked t,o a full forty (40) hour work week, provÍded they
have worked their last scheduled workday before and theír last
scheduled workday after the horiday. AII other part-tÍme and
temporary employees do not receive horiday pay, provided however
that when in the best business Ínterest of the City, part-tÍme
employees may be offered the opportunity to work a substitute
workday. Employees who are on leave wÍthout pay are not entitled
to receive holiday pay. An unexcused absence from scheduled work
on a horÍday will result in loss of hotiday pay for that horiday.
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Section 3. LÍfe Insurance. Section 6.L2.5 is hereby amended to
read:

6.L2.5 Life Insurance. The CÍty provides lÍfe Ínsurance at
one and@z¡ times the emproyee's annual salary.
In addition, the Cíty provides dependent Iife insurance based
on EBS Insurance Trust, PIan II. The City pays one-hundred
percent (100t) of premium.

SectÍon 4. Salary Schedules. Table I, Sa1ary Steps by Title, and
Tab1e II, Salary Steps by Class, af the Rules are hereby amended
and attached to this Resolution as Exhibit "4",
Section 5. Job Descriptions. The City's job descriptions are

ashereby amended and updated and attached to this ResoLutÍon
Exhibit 'rBrr.

Section 6. EffectÍve Date. ThÍs Resoluti.on shall become effective
July L, L992.

Duly passed by the City Council on

\
A. Ho Ma

Attest:

Po v
City order
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TITLES

P.ARKS MAINTENANCE VIORKER

CI,ERK TYPIST/RECEPTIONIST
PUBLIC VÍORKS CLERK

SECRETARY
PUBLIC SERVICES CLERK
UTILITY VüORKER

ACCOUNTING CLERK

SR. UTILITY WORKER

PROJECT INSPECTOR

POLICE OFFICER

POLICE LIEUTENANT
PUBLIC !{ORKS FOREMAN
LIBRARY SUPERVISOR

PÍ,ANNING DIRECTOR

POLICE CHIEF
FIN & ADMTN. SERV. DIR.
PUBLTC VIORKS DIR.
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E)GIIBIT A

TABLE I

SALARY STEPS BY TITLE

FY 92-93

CLÀSS STEP ]. STEP 2 STEP 3

2 $1070 $1096 $LL24

4 $1383 $L4L7 $14s3

STEP 4

$ LL52

$ 1489

STEP 5

$ 1181

$ Ls26

s $1572 $r.611 $1651 $1693 $173s

6 $L787 $L832 $1878 $L92s $1973

7

8

9

$ 2032

$ 2310

$ 2083

$ 2368

$ 213s

$ 2427

$ 2188

$ 2488

$ 2243

$ 2ss0

1.0

$ 2626

$ 2986

$ 2692

$ 3061

$ 27s9

$ 3137

$ 2828

$ 32L6

$ 2899

$ 32e6



TABLE II

SALARY STEPS BY CLASS

FY 92-93

STEP 1 STEP 2 STEP 3CLASS

1

2

3

4

5

6

7

I

9

10

11"

L2
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$ 941

107 0

L2L6

1383

L572

L787

2032

23 10

2626

2986

339 s

386 0

$ 964

1096

L246

L4L7

L61l-

18 32

2 083

2368

2692

306 1

3480

3956

$ e88

LL24

L278

1453

165 L

L87 9

2L35

2427

2759

3L37

3567

405s

STEP 4

$ 1013

LL52

13t0

r.489

1693

L925

2 188

2488

2828

32L6

36s6

4L57

STEP 5

$ 1038

1181

L342

L526

1735

t 973

2243

2550

2899

3296

37 47

4260



EXHIBIT B

City of Sherwood, Oregon
Planning Department

DIRECTOR

BASIC FUNCTION: Coordinates, supervÍses, and administers the
promotion, planning, implementation, and evaluation of aII Planning
Department services.

PRIMARY DUTIES:

L. Coordinates and administers aLI regular department activÍties
directed toward the enforcement, review, updating, and
Íntegration of CÍty land use codes and development plans.

2. Coordinates the activities of the City Planning Commission'
including the analysis, and preparation of reports on land
use applications such as rezones, variances, conditional uses,
and site plans.

3 Coordinates functions of
county, state, and federal
and building insPection
planners, and develoPers.

Develops and implements goals, operational policies and
programs for the department, including preparation of an
annual budget.

Promotes department and City activities directed towards
improvÍng pubtic knowledge, confidence and understanding of
Iocal góvernment and land use planning, particularly in
responding to basÍc public and developer inquiries.

OTHER DUTIES:

the department with municiPal,
agencies, utility agencies' Fire
officials, builders, engineers,

4

5

1. Coordinates the establishment'
planning Project maPs' citY
records.

Participates in the
policies, and programs

development of goa1s, operational
f or the ent,ire CitY government.

maintenance,
zoning maps,

and updating of
and assocÍated

2

3. Performs similar and incidental duties as required.
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RESPONSIBILITIES: The goal of the City of Sherwood Planning
ôãpartment is t,o create an economically viable- and liveable
-ãñmunity through the applicat,ion of sound land use plannÍng
póü.i""i rn" plãnnÍng neþärtment is responsiP-fg !9t.adminÍsterÍng
a department with an oþerãtÍng budget.of $51,889.00 (FY 92-93) and

for coordinating the åctivitíes oi the City Planning Commissj-on'
rn" planning Diiector must perform his or her duties in a manner

that reflects positively on the City and the department and is
.ä"p"""iOf" for'maintaÍnlng a level o-f professional expeltise ald
image that promotes efficieit use of the resources available to the
department.

SUPERVISION: RePort's
duties.

to the City Manager. No regular supervisory

coMPENSATION: class g, $1,970.00 to 2,L74.00 monthly (rY 92-93)

JOB CONDITIONS: Normally works a 30 hour week in an office settÍng
on a flexible schedule. occasionally required to-work evenings and

perform inspectj-ons Ín the field. Must be able to use sound
j;ã;;;;"t, mäke independent decisÍons, and produce positive results
with limited resources.

EXTERNAL CONTACT|S: Frequent opportunity and -requirement to
interact with City employeãs, efec-tèO and appointed.of fÍcia1s' the

tã.,er.r publiã, 'arl- ldvels of government agencies, builders'
ðrrfin."t", pfánners, developers, and,other individuals and groups

doing buslness wiLh the Citi. Co,ntacts are frequently complex and

of an adversarial and st,ressful nature. Must be able to
communicate effectively, both oraIly and in writing, woT\

effectively in a community of diverse interests, respond to rapid
changes in priorities anã community needs, and deal patÍent'Iy,
courteously, accurately, and conscientiously wit'h all parties'

EDUCATION/LICENSES: Equivalent to a bachelors degree Ín planning'
urban studies, or otfrei discÍpline applicable to a career in cÍty
planning required. Additionat- graduaiã work in planning preferred'
Must possess, oÊ be able to -obtain upon hire, a valid oregon
drivers Iicense.

EXPERIENCE/SKILLS: Level of experience typified r1r four years
ã*pf"Vtn.nt in the land use planniñg -field required. Experience as

a zoning administrator and frior-emþIoyment with a l-ocal government
ãg"r.y -preferred. Must be knowleagea-ute in aII aspects of oregon
Iand use law. Addít,ional e*perience may be substituted for
education at' the City's discret'ion'

Resolution No.
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BASIC FUNCTION:
toward operating
library buÍlding.

City of Sherwood, Oregon
City Library

LTBRÀRY SUPERVISOR

Supervises all day-to-day act j.vit'ies directed
and maintaining library services and the publÍc

1

PRIMARY DUTIES:

Assists patrons in finding and borrowing books and other
library materials through use of a computerized book catalog,
issues library cards, arrançtes inter-library loans, and
provides general information and basic reference service.

Trains, schedules, and supervises library volunteers.

Selects, orders, and prepares for circulation, Iibrary books
and other tibrary materials.

Establishes, maintains, and updates library files and records'
and book, periodical and other material catalogs, including
data entry in the computerized book catalog.

OTHER DUTIES:

1 Develops and coordinates programs, events, and book
colleclions for special groups of lÍbrary patrons, such as
chÍldren and seniors.

Collects, sorts, and shelves or
Iibrary materials, and conducts
Iibrary collection.

reshelves books and other
an annual Ínventory of the

2

3

4

2

3

4

Àssists in the develoPment and
operational policies, and programs
preparation of an annual budget.

92-526
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implementation of goals'
for the library, including

Performs miscellaneous clerical- tasks such as typing, copyÍng'
mail sortÍng, and the routine cleanup and security of library
facilities.

5. Performs sj.milar and incidental duties as required.

Resolution No.
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RESPONSIBILITIES: The goal of the city of sherwood Library Ís to
provide the community witn convenient local access t'o a diverse
äollection of books and other reading materials. The Library
énlãr"isor is responsible for operating the library as a quality
"räading center" änd for using volunteer and community resources
to enhance and expand local llbrary service in a cost effective
manner. The Library Supervisor musi perform hÍs of her duties Ín
a manner that refleåts þositively on Lne City and the library and

i= responsible for maÍritaining a level of professional expertise
àna imãge that promotes effiéient use of the resources to the
Iibrary.

SUPERVISION: Reports to the City Manager. Supervises library
volunteers and community service personnel'

JOB CONDITIONS: Normally works a 30 hour week in a lÍbrary settÍng
on a flexible schedule, frequently with no other individuals on

AutV. May be required to wórk evènÍngs and Saturdays. Must be

able to use "o,rñd 
judgement, make independent decisions, and

produce positive results with limit,ed resources.

EXTERNAL CONTACTS: Frequent opportunÍty and -r.equirement to
interact, wittl- City employães, library patrons, library supporÈ
groups, personnel from oÈher area libráries, and vendors' Not
i""pärråiËf" for forrnally representing the tibrary before the City
Cou-ncif , advisory boaräs t oÍ area-wide library organizations '
Contacts .t" .rotni.lly routine, non-adversarial and non-stressful'
Must be able to commünicate eifectively with adults and children,
both orally and in writing, work er,fectively in a community of
diverse interests, t."pottá'to rapid changes in prÍorities and
community needs, and ¿eãf patientlir, courteouslY, accurat'ely, and

conscientiously with all parties.

EDUCATION/LICENSES: Equivalent to a bachelors degree in library
science or other appliCable disciplÍne preferred.

EXPERIENCE/SKILLS: Level of experience typified by tw9 years
ãmployment in a lÍbrary required. Experiãnce in a senior and

inãepändent supervisory tapac-ity with a putrtic library organization
preferred. ttlüst be kñowf-eage.-Ut" -and skilled in alt aspects of
library procedures and progra-ms, and be familiar with a broad range
of literature and books. Experience with computerÍ¡9d cataloging
preferred. AdditÍona} experi"nc" may be substituted for education
at the CÍtY's dÍscretion.

COMPENSATION: Class 8, $L,732.00 - $1,913.00 monthly, (FY 92-93)'
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City of Sherwood, Oregon
FÍnance and AdmÍnistratÍve ServÍces Department

DIRECTOR

BASIC FUNCTION: Chief financial officer of the City. Coordinates,
supervÍses and adminÍsters municipal budgetary, financial and
acãounting tasks and manages City recordkeeping and clerical
functions, including those associated with Municipal Court
activities.

PRIMARY DUTIES:

2.

performs required tasks and maintains associated records for
all basic municÍpal accounting and financial services,
including budget pleparation and monitoring, "Bancroft" and
other bond funds, investments, and payroll.

Coordinates functions of the department and City with other
agencies concerned with financial matters such as the County
AÃsessor, Oregon Department of Revenue, benefit and insurance
providers, auditors, banks, and bond agents.

Establishes and supervises the maintenance of all official
city records including liens, minutes, ordinances'
resõlutions, personnet files, and municipal court _actions,
and compiles data based on these records as required.

Selects, trains, supervises, evaluates, disciplinesr and
discharges all dePartment staff.

Develops and implements goaIs, operational policies and
prograirs for the entire CÍty government and for the
àepãrtment, including preparation of the annual City budget.

Promotes department and City activities directed t'oward
improving pubtic knowledge, confÍdence and understandÍng of
Ioðal goleinment and locáI government finances, particularly
in resþonding to basic public Ínquiries.

OTHER DUTIES:

3

4

5

6

1
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Performs the duties of CitY
Statute and the CitY Charter,
to the City Counc j-l.
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including acting as

by State
secretary



Performs various clerical duties as required, including data
processing, typing, utility billÍng, telephone and offLce
ieception, and tasks associated with munici-pal court'.

performs similar and incidental duties as required.

RESPONSIBILITIES: The goal of the city of sherwood FÍnance and
Administrative Services Department is to provÍde effÍcient
financial and public servÍceJ t,hat make the maximum effective use
of the t""orri""" available to the City. The Director is
iãsponsible for administering a department with an operating budget
of ç20f,768.00 (¡.'Y92-g3) anã fof managing a permanent staff of
four. Às chief'financial officer of tne City, the Director has
iesponsibÍIitt Ìor the fiscal administration of a General fund of
çgz'0 ,2g8.00, ã Library Fund of $58,7L7.00, four utÍlity funds of
ii,zóg,g93.ô0, fifteen special funds of $1,932'062.00 and two
bonded debt fúnds of 9497;832.00 (a11 Fv92-93). The Director must
perform his or her duties in a manner that' reflects positively on

lfr" City and Èhe department and is responsible for maintaining a
Iàvet oi professionát expertise and j-mage that promotes efficient
use of thè resources available to the department.

SUPERVISION: Report to the city Manager. Regularly supervises
public ServÍces Clerk, Secref,ary, Accounting -Clerk, Clerk
Typist/Recept,ionist, volunteers, anã community service personnel'

JOB CONDITIONS: Normally works a 40-50 hour week in an office
setting. nrequently required to work extended hours, evening ald
some weekends. Must be able t.o use sound judgement, Takq
independent decisions, and produce positive results with IimÍted
resources.

EXTERNAL CONTACTS: Frequent opportunity and requirement . !"
interact with City employeðs, eteclea and appointed officials' the
general publÍc, aIl 1ãvels of government agencies, vendors,
contract,ors, consultants, and most other individuals and grouPs
doing business wit,h the City. Conlacts.are frequently complex and

of an adversarial and si,ressful nature. Must be able to
communicate effectively, both ora1Iy and in writing' woT\
effectively in a community of dÍverse interests, respond to rapÍd
changes in priorities anã communÍty needs, and deal patiently'
corrr€eorrsly, accurately, and conscientiously with all parties '

Resolution No. 92-526
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EDUCATION/LICENSES: Equivalent to a bachelors degree Ín business
or accounting required. Bachelors degree in business, finance,
public administrationr of similar discipline preferred.

EXPERIENCE/SKILLS: Level of experience typified by four years of
employment in a senÍor and independent supervisory capacity as an
acäo,rñting manager, comptroLler t ot financial manager required.
Experiencõ with a pubtic agency' particularly at the municÍpal
Ielel in the State of Oregon, preferred. Must, possess advanced
bookkeepitg, recordkeeping, and accounting ski11s. Àdditional
experieãce- may be substÍtuted for education at the City's
discretion.

COMPENSATION:
e3).

Ctass 10, $2,986.00 to $3,296.00 monthly (FY 92-
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City of Sherwood, Oregon
Finance and AdmÍnistrative Services Department

PT.IBLIC SERVICES CLERK

BASIC FUNCTfON: Performs and coordinates most
with police records and municÍpal court citations
performs other office tasks as required.

Operates teletype to obtain driving
Court and other pertinent information
officers.

tasks associated
and records, and

records for MuniciPal
to assist CitY Po1ice

PRIMARY DUTIES:

1. Maintains polÍce logs' case fÍ1es and other records, and
distributeJ reports and records to other public safety
agencies and insurance companies as directed.

2. Serves as the Municipal Court Clerk including maj-ntainÍng the
court calendar, processing and accounting for citatÍons,
preparing warrantÀ for arrests and suspensions' establishÍng
court records, and similar tasks.

3

4

5

Coll-ects statistical data and prepares monthly reports
distribution to State departments including DÍstribution
Fines and Assessments, Municipal court Reporting system,
Oregon Uniform Crime RePort.

92-526
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and

Acts as a general receptionist and provides the general public
and other individuals and groups with information and
assistance on City services, particularly in utÍ1ity, police,
and court matters.

OTHER

I
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DUTIES:

Transcribes, types, collates and processes City records,
correspondence, reports, contracts and simÍIar documents.

May assists police officers in searches and other
int,errogations, and may accompany prisoners to jail, hospital
and juvenile authorÍties.

3. Performs similar and incidental duties as required.

2
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RESPONSIBILITIES: The goal of the city of sherwood Finance and
AdmÍnistrative ServiceJ Department is to provide effÍcient
financial and public services t,hat make the maximum effect'ive use
of the resourcês available to the City. The Public Services Clerk
is responsible for coordinating police records and municipal court
functiõns. The public Serviðeè Clerk must perform his or her
duties in a manner that reflects positively on the City and the
department.

sUpERVISION: Reports to the Finance and Administrative servÍces
DÍrector. No süpervisory or lead responsibilities-, except for
occasional voluntãers and community service personnel '

JOB CONDITIONS: Normally works a 40 hour week in an office
setting. Required to attend 2-4 evening munÍcipal court sessions
per moitn. tutust be able to accurately and eff iciently process
i.rg" columns of court and police records within limited time
leríoOs while maintaining routine office services, and
independently prioritÍ z ing workload.

EXTERNAL CONTACTS: Frequent opportunity and requirement' to
interact with City employeðs, indiviauals rãsponding to police and
court actions, thê ge-nerãt public and other individuals and groups
doing business witn- tlre C1[,y. Cont,acts_ are normally routine but
may Ée of an adversarial a-na stressful nature, particularly in

"u'""" of police or Municipal Court actions. Must be able to
communicate effectively, Uotn oralIy and in writing, and be able
to deal patiently, courteously, acóurate]y, and conscientiously
with aII parties.

EDUCTION/ LICENSES: Functional competency in reading' writinÇr
mathematics, and general educatÍon subjects_ _required' Further
education in typiñg and word processing, office equÍpment use,
business or off-ice þractices, and accounting preferred.

EXPERIENCE/SKILLS: Level of experience typified by o-ne y91Ts'
employment in a general secretarÍát, bookkeepingr of_similar offÍce
po-sit-ion requirád. PrÍor munÍcipal level or other government
äxperÍence þreferred. Must possess basic bookkeeping, record
keeping, account,ing and typing skills-, Experience in the use and
opeiatíon of word process-ingl and microcomputer equipment also
requÍred.

QQMPENSATION: Class 5, $1,572.00 to $1,735.00 Monthly (FY 92-93)

92-526
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CitY of Sherwood' Oregon
Finance and AdminÍstratÍve Services Department

SECRETARY

BASIC FUNCTION: Performs secretarial and clerical tasks for Èhe

department, and for the CÍty Manager, Mayor¡ City Council and
elãnning Commission, and provÍdes information and assistance on
City se-rvices and regula{ions to the general public and other
individuals and grouPs.

PRIMARY DUTIES:

L

2
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Serves as recording secretary for the
Commission, and other City boards as
associated meeting minutes.

Compiles and prepares City Council, Planning
othãr City board agenda packets, and makes
and other notifications.

Commission, and
associated legal

and records ordinances
approved bY the CitY

co1lates, Processes and
correspondence, reportst

reception tasks, and
individuals and grouPs
aspects of the CitY's

City Council,
required, and

Planning
prepares

3

4

5

Transcribes' processes' distributes
and resolutÍons considered and,/or
Council.

Performs general telephone and office
provides the general public and other
witn information and assistance on aIl
services.

Transcribes, tYPes, coPies,
distributes office records,
contracts, and similar documents.

92-526
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OTHER DUTIES:

1. Maintains files of official agreements, petitions, land use
actions, ordÍnances, resolutions, and deeds'

2. Performs similar and incidental dutÍes as requÍred'
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RESPONSIBILITIES: The goal of the city of sherwood Finance and
AdministratÍve Services Department is to provide efficient
financial and public servÍces that make the maximum effective use
of the resonices avaÍlable to the City. The SecreÈary is
responsible for providÍng accurate and t,imely secretarial services
supþorting the ãelivery of City services. The Secretary must
pei-torm nís or her duties in a manner that reflects posÍtively on
the CÍty and the dePartment.

supERvISION: Report,s to the FÍnance and Administrative services
Director. No sùpervisory or lead responsibilitÍes, except for
occasional volunteers and community service personnel.

JOB CONDITIONS: Normally works a 40 hour week in a office setting.
Required to attend, 2-4 evening City Council- or Planning Commission
meetings per month. Must be ablé to accurately and efficÍently
producã la-rge volumes of typed material within lirnited time periods
while maintaining routinä office services, and independently
prioritize workload.

EXTERNAL CONTACTS: Frequent opportunity and requirement to
interact with the general public, Council, and Commission members,
developers and contractors, utility customers, vendors, CÍty
employees, and other individuals and groups doing business with the
Cil,y.- Contacts are normally routine but may occasionally be of an
advèrsarial and stressful nature. Must, be able to communicate
effectively, both orally and in writing, and ng able to deal
patient,lyr- courteously, ãccurately, and ðonscientiously with alI
parties.

EDUCATION/LICENSES: Functional competency in reading, writingr
mathematics and general education subjects required' Further
education in typing and word processing, office equipment use,
business or office practices preferred.

EXPERIENCE/SKILLS: Level of experience typified by one yeqrs'
employment in a general secretaiial, clerical or similar office
poãitiott preferreá. Must be able to type approximately ¡-0 yPM with
-gooO grammar, spellitg, punctuatÍon anã accuracy. Proficiency Ín
éhortñand, briethand or an acceptable substitute, and in basic
recordkeeping required. Experience in the use and operatÍon of
word procässíng Jna microcornputer equipment also required'

COMPENSATION: Class 5, $1,572.00 to $1,735.00 monthly (F'Y 92-93)

92-526
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CitY of Sherwood, Oregon
Finance and AdmÍnistrative Services Department

ACCOI'NTING CLERK

BASIC FUNCTION: Performs and coordinates most'
associated with financj-al accounting, and performs
tasks as required.

PRIMARY DUTIES:

L. performs required tasks associated with Accounts Receivable
and Account Þayable Íncluding verifying extensions, obtaining
management appiovals, preparing vouchers and assignÍng account
numbers.

2, performs required tasks associated with daily financial record
keeping, i.e., journalizes receipts and expendí.tures, prepares
bani< dãposits, and balances the City's check book.

3 ' carcurates interest and principar payments on bancrofted
assessments and prepares statements.

4. processes and maintains wáter, seb¡er and other utility servÍce
accounts including billing, collection and posting of
receipts, opening ãnd closiñg accounts, delÍnquency actÍons
and associated records.

Performs general telePhone and
provides Lhe general Public and
with information and assist'ance
servi.ces.

daily tasks
other office

office recePtion tasks, and
other individuals and grouPs
on all aspect,s of the CÍtY's

and distributes offÍce
contracts and similar

5

L

OTHER DUTIES:

Types, copies, collates,
records, corresPondence,
documents.

2, compiles data and makes reports, Íncluding property lien
seaiches, based on a varÍety óf municipat records, as assigned
or requÍred.
performs similar and incidental duties as required.3.

processes
reports,
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RESPONSIBILITIES: The goal of the cÍty of sherwood Finance and
Administrative ServiceJ Department is to provide effÍcÍent
fÍnancial and public services that make the maximum effective use
of the resor.trcäs avaÍlable to the City. The Accounting Clerk is
responsible for accurately recordÍng daily financial transactÍons
and maintaining complete documentation of those transactÍons. The
À-counting Cfeit m,rit perform his or her dutÍes in a manner that
reflect,s þositively on the CÍty and the department.

supERvISrON: Reports to the Finance and Administrative services
Director. No sipervisory or lead responsibilities-, except for
occasional volunteers and communÍty service personnel.

JOB CONDITIONS: Normally works an 30 hour week Ín an office
setting. May work up to a 40 hour week in cases of staff absences.
Must bã able to accùrately and efficiently process large volumes
of accounting data wÍthin limÍted time periods ryhile maintainÍng
routine offiðe services, and independently prioritize workload.

EXTERNAL CONTACTS: Frequent opportunity and requirement to
interact wilh utility cusiomers, vèndors, the general public and
other individuals ána groups doing business with the City'
Contacts are normally routinè but may be of an adversarial and
stressful nature, pårticularly in cãses of delinquent utility
accounts and bancroited assessments. Must be able to communicate
effectively, and be able to deal patiently, courteously,
accurately, and conscientÍously with all parties '

EDUCATION/LICENSES: Functional competency in reading, writiû$r
mathematics and general education subjects required. Equivalent
to an associate degree in accountÍng preferred'

EXPERIENCE/SKILLS: Level of experience typified by one years'
employment in a bookkeeping or similar office position required.
prior- municipal level or óttrer government experience preferred.-
Must possess basic bookkeepitg, - record keeping, accounting anq
typing skil-Is, Experience in the use and operatÍon of word
piõceãsing and micrbcomputer equipment also required.

COMPENSATION: Grade 5, $1,179.00 to $1,301.00 monthly (FY 92-93)

92-526
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City of Sherwood, Oregon
Finance and AdminÍstrative ServÍces Department

CLERK TYPIST/RECEPTIONIST

BASIC FUNCTION: Performs receptÍon and clerÍcal tasks for all City
deparÈments, and provides information and assistance on City
seivices and regutations to the general public and other
individuals and grouPs.

PRIMARY DUTIES

I Answers a multi-1ine phone system' forwards
appropriate departments, answers routine inquiries'
messages.

calls to
and takes

2. Acts as a general receptionist and provides the general public
and other individuals and groups with information and
assistance on City services and meetings, gives directions,
distributes maps and meeting information.

Types, copies, collates, and processes targe volumes of
cõirespondence, reports, documents, and contracts'

OTHER DUTIES:

L. Completes and processes forms requesting police vacation
checks, utility billing information, and building inspection
requests.

2. Maintains city facility reservation information.

RESPONSIBILITIES: The goal of t,he city of sherwood Finance and
AdmÍnistrat1ve ServiceJ Department is to provide efficÍent
financial and public services that make the maximum effective use
of t.he resoirces available to the City. The Clerk
Typist,/Receptionist projects the first line image of the City. The
Ciär* typisl/Receptionfst must perform his or her dutÍes in a

manner that refleCts positively on the City and the department.

supERVISION: Reports to the Finance and Administrative services
Director. No süpervisory or lead responsibilities-, except for
occasional volunteers and community service personnel.

3
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JOB CONDITIONS: Normally works a 20 hour week Ín an office
setting. May be required to attend 2-4 evening municipal court
sessioñs per month tõ assist the Municipal,Court Clerk. Must be
able to accurately and efficiently produce large volumes of typed
material withÍn iimite¿ time periods while maintaining r:outÍne
office servÍces, responding to Citizen inquirÍes, and answerÍng the
telephone.

EXTERNAL CONTACTS: Frequent opportunity and requirement to
Ínteract with the general pìblic, Council, and Commission members'
developers and contractors, utilÍty customers, vendors, City
employèes, and other individuals and groups doing business with the
City.- Contacts are normally routine but may occasionally be of an
advãrsarial and stressful nature. Must be able to communicate
effectivelY, both orally and in wrÍting, anl Ug able to deal
patientlyr- courteously, äccurately, and óonscÍentiously wÍth all
parties.

EDUCATION/ LICENSES: Functional competency in reading, wrÍtÍng,
mathematics, and general education subjects -required' Furt'her
education in typiñg and word processing, office equipment' use,
business or office practices preferred'

EXPERIENCE/SKILLS: Level of experience typified by one years'
employment Ín a general secretaiial, cLerÍcal or similar office
p"äitio" preferreá. Must be able to type approximately 50 WPM with
good grammar, spelling, punctuation, and accuracy. Experience in
the use and ôperatiãn of word processing and microcomputer
equipment also required.

ÇQMPENSATION: Class 4, $692.00 to $763.00 monthty (FY 92-93\'
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City of Sherwood' Oregon
Police Department

POLICE CHTEF

BASIC FUNCTION: Chief law enforcement officer of the Clty.
Coordinates, supervises and admÍnisters the promotion, planning,
implementation ãnd evaluation of atl PolÍce Department servÍces'
anã assumes the duties of a line Po1ice Officer as required.

PRIMÀRY DUTIES:

l. Coordinates and supervises aII regular department activitÍes
directed toward enforcing the criminal and traffic 1aws,
regulations and ordinances of the State of Oregon and the City
of Sherwood.

Z. Coordinates functions of the department with the Courts, and
municipal, County, State, federal and other law enforcement,
public safety, and social servÍce agencies '

3, provides for and coordinates aII criminal investigatÍons
undertaken bY the dePartment.

4. Selects, trains, supervises, evaluates, disciplinesr and
discharges aII department staff and reserves '

5. Develops and implements goa]s, operational policies, and
programs for the department, including preparation of an
annual budget.

6 Promotes department and City activities
improving public knowledge, confidence and
Iocal government and law enforcement,
prevention and safetY ProçJrams.

directed toward
understanding of
including crime

OTHER DUTIES:

L. performs the duties of a Police Officer, primarily in a patroÌ
capacity, on a regular basis.

2. particÍpates in the development of goats, operational policies
and programs for the entire City government'

3. Performs similar and incidental duties as required.
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RESPONSIBILITIES: The goal of the city of sherwood Police
Department is to provÍde ior the safety of the city's residents,
businesses, and visitors through the efficient prevention,
apprehension, and prosecution of climinal activitÍes, infractÍons
and ordinance vioiations. The Police Chtef Ís responsilIe, Igf
administering a department with an operating budget of $360 1750

ifygZ-g¡), aña for ìnanaging a permanent -staf f of four. The Police
Cni"f must perform his or nei duties in a manner thaÈ reflects
fosÍtively õn t,he City and the department and is responsible -fot
iraintaining a Ievel of professiòna1 expertise ?1d image that
fiõ*"t." éfticient use of the resources available to the
department.

SUPERVISION: Reports to the city Manager. Regul.rly supervises
the PoIice Lieutenant, Police Officers, and Police Reserves'

JOB CONDITIONS: Frequently works overtime, weekend, holiday, shift
and evening hours, risually with no other police officers on duty'
s"Uiect to-call-oút at all times. lvorks in all weather conditions
and must be able to use sound judgement in stress situations, make

inàepenaent decisions and pro-aucã- p_ositive results wit'h limited
resources. Regularly expoied to lite threatening or potentially
Iife threatening situations.

EXTERNAL CONTACTS: Frequent opportunity and requirement -to
interact with City employLes, electea and appointed officiaLs'
other Iaw enforcêment agencies, social service and similar
organizations, businessesr-vendors, and residents and visitors of
all ages. Contacts are frequently complex and of an adversarial
and stressful nature. Must be ante to communicate effectively,
both orally and in writing, work effectively in a community of
diverse interests, responá-to rapid changes in priorities and
community needs, and Oeãf patiently, courteously, accurately, and
conscientiously with al1 parties.

EDUCATION/LICENSES: Equivalent to a bachelors degree in - law
enforcement,, or in a discipline applicable to a career in public
safety administratÍon Juch as criminal justice public
administration or social services, requÍred. Must possess, or be
able to obtain upon hire, a valid Oregon drivers license, and CPR'

Advanced BPST, and police radar certifications.

EXPERIENCE/SKILLS: Level of experience typified by four yeafs
employment in a senÍor and independent supervisory -capacity in the
law enforcement fierd required' Prior emprol'ment with a recognized
Oregon BPST agency prefeired. Must be kñowledgeable in the use of
f irearms, p.ri"rril - vehicles, investÍgative and communication
equipmeni,. e¿aitional experience may be substituted for education
at, the City's discretÍon.
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COMPENSATION: Class 10, $2,986.00 to $3,296.00 monthly (FY92-93)
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City of Sherwood' Oregon
PoIice Department

POLICE LIEUTENANT

BASIC FUNCTION: Enforces the criminal and traffic laws'
regulations and ordinances of the State of Oregon and City of
Shãrwood, and assists in the general administration of the
department and supervision and training of staff.

l. Regularty patrols aII areas of the City performing security
chécks, -oËserving and responding to unusual or unsafe
circumstances and conditions, enforcing traffic safety laws,
and responding to a wide variety of radio dispatches.

2. Conducts criminal investigations in consultation with the
PoIice Chief, including interviewing' apprehension and
evidence preservation.

3. Assists in the selection, training, supervision, evaluatÍon,
discipline, and discharge of department staff'

4. Assists in developing and administering the goals, operational
policies and programs of the department and acts for the
Police Chief in his or her absence.

5

6

Assists the general public by providing information on
community and ltate IawJ, responding to complaints, conducting
vacatÍon checks and giving other assistance as needed.

Appears in court as a witness in support of departmenf
ci-tations and arrests, and on other matters as applicable.

DUTIES:

92-526
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OTHER
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l. participates in crime prevention and public relation programs
and periorms other dutÍes directed toward reducing alcoholism
and ãubstance abuse, family disputes, juvenile delinquency and
other social and criminal problems.

2. prepares and maintaÍns investigative reports, Íncident logs-'
personnel documents, training records and schedules, work
schedules, and other records.

3. performs similar and incidental dut,ies as required.



SUPERVI SION:
Officers and
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RESPONSIBILITIES: The goal of the city of sherwood Police
Department is to provide ior the safety of residents, businesses
and visitors t,hro-ugh the efficient prevention, apprehension and
prosecutÍon of crlminal activities, infractions and ordinance
irÍolatÍons. The Police Lieutenant is responsible for the efficient
delivery of qualÍty law enforcement services, partÍcularly through
the liñe superviãion of Officers and Reserves. The Police
Lieutenant must perform his or her duties in a manner that reflects
posÍtively on tne City and department and is responsible _fot
ñraintainiãg a IeveI of prof essional experti.se 91d image that
fiomotes étticient use of the resources available t'o the
department.

Reports to the Police chief. supervises Police
Reserves.

JOB CONDITIONS: Regularly works overtime, weekend, holiday' shÍft
ãnd evening hours, úsually with no other police officers on duty'
S"È:ect to-calI-out at all times. Vüorks in aII weather conditions
and must be able to use sound judgement in stressful situations and
make independent decisions. negufarly exposed Lo life threatening
or potentially Iife threatening situations '

EXTERNAL CONTACTS: Frequent opportunity and requirement- to
interact with City emplóyees, õtner Iaw enforcement agencies,
social service and similar organization, businesses, and residents
and visitors of all ages. Contacts are frequently complex and of
an adversarial and stfessful nature. Must be able to communicate
effectively, both orally and in writingr- work effe.ctively Ín a

community 
-of diverse interests, respond to rapid changes -in

prioritiãs and community needs, and deal patiently, courteouslY,
ãccurately, and conscientiously with a1I parties.

EDUCATION/LICENSES: Equivalent to an associate degree in-law
enforcement, or in a di-scipline applicable to a career in public
safety administration sich as- criminal justice, public
admÍnist,rat,ion , Qt social services, required. Must possess
Intermediate BPST Certificate or be able Èo obtain same within nÍne
months of hire. Must possess, ot be able to obtain upon hÍre, âî
val-id Oregon drivers license and police radar certification'

EXPERIENCE/SKILLS: Level of experience typified by four years
emplolrment in the law enforcement field requirred' Prior employment
with a recognized BPST agency or in a supervisory law enforcement
position préferred. t"tust be knowledgeable in the use of firearms'
þursuÍt îehicles, ÍnvestÍgative_ and communication equipment'
Additional experience may -ue substituted for education at the
City's discretion.
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COMPENSATION: Class 8, $2,310.00 to $2,550.00 monthly (FY92-93)
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City of Sherwood, Oregon
Police Department

POLICE OFFTCER

BASIC FUNCTION: ENfOTCES IhE
regulations and ordinances of the
Sherwood, primarilY in the course

Enforces the traffic safetY
including Íssuing citations,
traffic control.

crÍminal
State of

of regular

and traffic laws,
Oregon and City of
community patrol.

1

PRTMARY DUTTES:

Regularly patrols all areas of the City, performing security
chãcks, -oËserving and responding to unusual or unsafe
circumstances and conditj-ons, and responding to a wide variety
of radio dispatches.

2

3

4

5

Assists senior dePartment
investigations including
evidence preservation.

laws of the CitY and State
investigation accidents and

staff in conducting criminal
interviewing, aPPrehension and

Assists the general public by providing information on
community and ltate lawJ, responding t,o complaints, conducting
vacation checks and giving other assistance as needed.

Appears in court as a witness in support
citations and arrests, and on other matter as

Prepares
logs and

3. Performs

of department
applicable.

OTHER DUTIES:

1. participates in crime prevention and public relatÍon programs
and perÊorms other duties directed toward reducing alcoholism
and substance abuse, family disputes, juvenile delinquency and
other social and criminal problems.

2 and maintains incident and investigative reports,
other records.

similar and incÍdental duties as required.
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RESPONSIBILITIES: The goal of the cÍty of sherwood Police
Department is to provide ior t,he safety of residents, busÍnesses
and visitors throïgh the efficient prevention, apprehension and
prosecution of crlminaL activities, infractions and ordinance
violations. The Police Officer is responsible for the efficÍent
delivery of qualÍty law enforcement services, particularly in the
area of-patro-I. The Police Officer must perform his or her duties
in a manñer that reflects posiÈively on the City and the department
and is responsible for maintaining a level- of professÍonal
expertise anä image that promotes efficÍent use of the resources
available to the dePartment.

SUPERVISION: RePorts to the
depending on shift assignment.
normal circumstances but must
situations or as assigned.

JOB CONDITIONS: Regularly works overtime, weekend, holiday' shift
and evening hours, -usually with no other police officers on duty'
S"U:ect to call-out at aIt times. tlorks in aII weather conditÍons
and must be able to use sound judgement in stress situations and
make independent decisions. Regulãrly exposed to life threatening
or potentiatty Iife threatening situations'

EXTERNAL CONTACTS: Frequent opportuni-ty and requirement. to
interact wittr City emploiees, olñer Iaw enforcement agencies,
social service and similar organizations, businesses, and residents
and visit,ors of aII ages. Cóntacts are frequently complex and of
an adversarial and stiessful nature. Must be able to communicate
effectivêIy, both orally and Ín writing, work effe.ctively in a

communj-ty 
-of diverse interests, respond to rapid changes -in

prÍoritiãs and community needs, and deal patiently, courteouslY,
äccurately, and conscientiously with all parties.

EDUCATIONAL/LICENSES: Graduation from hÍgh school or equivalent
required. Must possess Basic BPST Certificate or be able to obtain
Same within nine months of hire. Must possess, of be able to
obtain upon hÍre, a valid Oregon drivers license and police radar
certifÍcation.

EXPERIENCE/SKILLS: Level of experience typified by two years
employment in the law enforcement field preferred. Prior
embroiment witn a recognized BP5T agency desirable. Must be
fnäwfäageable in the use of firêarms, pursuit vehicles,
investigative and communication equipment'

COMPENSATION: Class 7, $2,032.00 to 2,243.00 monthly (FY92-93)

Police Chief or Police Lieutenant
No supervisory responsibility under
be prepared to lead in emergency
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City of Sherwood, Oregon
PubIÍc tüorks Department

DIRECTOR

BASIC FUNCTION: CoordÍnates, supervises and administers the
promotion, planning, implementation and evaluation of aII Publíc
Works DeparLment sèrvÍces, including street maintenance' utility
and park operations, and buÍIding code enforcement.

PRIMARY DUTIES

l. Coordinates and supervises all regular department activitÍes
directed towards operating and maíntaining municipal parks,
municipal buÍldings, water, sanitary sewer, street' storm
drainage facilities, and associated equipment.

2. Coordinates functions of department with municipal' county'
State and federal agencies, Fire District officÍaIs, advisory
committees, builders, engineers, and planners for all public
works, building code enforcement and parks tasks.

3. Selects, trains, supervises, evaluates, disciplines, and
dÍscharges dePartment staff .

4. Develops and implements goa1s, operational policies, and
programs for the department, including preparation of an
annual department budget.

5. promotes department and City actÍvities directed toward
improving pubtic knowledge, confidence and understanding of
local government utÍlities and public works.

OTHER DUTIES:

1 Performs the
manager, and
required.

2. Coordinates t,he esÈablishment, maintenance and updaÈing of
public works project files, City mappÍng, and associated
records.

3. participates in the development of goa1s, operational policies
and programs for the entire City government.

4. Performs similar and incident,al duties as required.

duties of a construction Project
the duties of other Publíc $lorks

inspector or
personnel as
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RESPONSIBILITIES: The goal of the city of sherwood Public works
Oepartment is to safely ãnd efficiently maintai.n and operate City
utitities, parks, buitaings, streets, and other pub'l,ic facilitÍes.
The public - lrforks Directôr is responsible f or administering a

department with an operating ald capital budget totalling
gglO7L,5g0.00 (Fy92-93) and nine functional divisions (Streets,
l{ater, Sewer, àtorm Drainage, Equipment Rental, Parks, BuÍIding
Inspection, Buitding Rental, and guilding Maintenl_nce), qnd for
manãging a permanenÍ. staff of seven. The Public Vtorks Director
must-p"íforrñ his or her duties in a manner that refl-ects positívely
on thè City and the department and is responsible for maintainÍng
a level of þrofessional expertise and image that promotes efficient
use of the resources avaÍlable to the department'

SUPERVISION:
Public Works
employees.

JOB CONDITIONS: Normally works a 40-50 hour week ín both office
and field setiings. Subjèct to call-out at aII times. Frequently
required to work- extendéd hours and to inspect or participate in
defartment activities in the field involving exposure to normal
construction site hazards and to all weather conditions. Must be
able to use sound judgement, make independent decj-sions and produce
positive results with limited resources '

EXTERNAL CONTACIS: Frequent opportunity and requirement to
interact with other City emplõyees, etected and appointed
officials, other public - works and governmental agenciesr-
contractors, builders, engineers, planners and related
professionai, public and privaLe utility Companj-es, vendors, local
businesses, rõsidents, ánd visitors. Contacts are frequently
complex and of an adversarial and stressful nature. Must be able
to communicate effectivêIy, both orally and Ín wrÍting' wol\
effectively in a community-of diverse interests, respond to rapÍd
changes in priorities anä communiLy needs, and deal patiently'
co,rr€"oosly, accurately, and conscientiously with all parties '

EDUCATION/LICENSES: Equivalent to a bachelors degree in civil
engineering or a discipiine applicable to a career in public works
administration requireä. Additional education in civil engineering
and public adminiêtration preferred. M."-t possess or be able to
obtain upon hire, a valÍd Oregon drÍvers license'

Reports to the
Foreman and

City Manager. Regularly supervises
may supeivise other Public works
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EXPERIENCE/SKILLS: Level of experience typÍfied by four years
employment Ín a senior and independent supervisory capacity in the

"n-ginäerirg, 
publÍc works or construction fietds required. Prior

.*!toy*ent-wÍËh a Iocal government agency preferreg. Must be able
to" acäurately read and lnterpret efiectively, both orally and in
writing, be knowledgeable in the use and operatÍon of a wÍde
varietf of tools and-heavy construction equipment, and be able to
budget and prepare capitál p1ans. Additional experience may be
subãtituted foi education at the City's description.

CoMPENSATION: Class 10, $2,986.00 to $3,296.00 (FY92-93)
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City of Sherwood' Oregon
PubIÍc Vlorks DePartment

FOREMAN

PRIMARY FUNCTION: Supervises, coordinates and
Works Department field operatÍons and tasks
maintenance of public facilities and equipment'
duties of project' Ínspector and utility workers '

schedules Pub1ic
relating to the
and performs the

contractors, utilit'ies,
on City construction

a construction Project
2

PRIMARY DUTTES:

1. Monitors and Ínspects public facilities and equipment,
determines maintenãnce neéds and assigns and schedules Public
Vtorks crews to appropriate projects.

Assists in coordinating the work of
architects and PubIÍc works crews
projects and performs the duties of
inspector.

Àssists in developing and administering the goals, operational
policies and progra-ms of the department and acts for the
Þublic Works Director Ín his or her absence'

Assists in the selection, training' supervisÍon, evaluation'
discipline, and discharge of department staff'

OTHER DUTIES:

l. May perform the duties of other Pub1ic lvorks personnel as
assigned or required.

2. Assesses material and equipment needs, maintains Ínventories,
develops specifÍcations and advises Pub1ic lüorks Director on
purchasing matters.

3. Establishes and maintains Public llorks project and operational
reports and records.

4. Performs similar and incidental duties as required.

RESPONSIBILITIES: The goal of the city of sherwood Public works
Department is to safely ãnd efficiently maintain and operate City
utilities, parks, builãing, streets and other public facilÍties.
The Foreman is iesponsiblã for the efficient utilization in the
field of public Worfs Department personnel, equipment and resources
in maÍntaining these puËtic facilities and providilng high quality
servÍce to thä commuãity. The Foreman must, perform his or her

3

4
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duties in a manner that reflects positively on the City and the
department.

supERvISroN: Reports to the Director of Public vüorks. supervises
Senior Utility Worker, Utility Workers, Parks Maintenance ltorker,
volunteers, and community service personnel.

JOB CONDITIONS: Frequently lifts and carries heavy material such
as piping and solÍd waste containers and is exposed to normal
conJtiuction site hazards. Must be able to stand sLrong odors and
loud noise, perform assigned duties under all kids of weather
conditions. liust work satéty with and around: toxic materials such
as paint, solvents and untieated se!.tage, vehicular traffic, and
electrical- and natural gas utilÍties. Þosition is subject to_ call
out at aII times, day ór night, and will be assigned to weekend,
on-call status on a rotating basis. Regularly required to work
without direct supervision and make independent decisions'

EXTERNAL CONTACTS; Regular contact with contractors, vendors,
other City employees, utllity personnel and residents and visitors
to the community-. Contacts ãrè occasionally compl-ex and may be of
an adversarial ãnd stressful nature. Must be able to respond to
rapid changes in prioritÍes and community needs, and dea|
paiently, cburteously-, accurately, and conscientiously with all
parties.

EDUCATION/LICENSES: Functional competency in reading, writill$r
mathematics and general eduction sub¡ects required. Additional
eduction in en{ineeritg, constructlon techniques or public
administration pieferred.- Must possess, of be able to obtain upon
hire, a valid Oiegon drivers license and be certified by the state
as a Waterworks Oþerator II and Sewer System Operator II.

EXPERIENCE/SKILLS: Level of experience typified by four ye?r9
employment j-n the general construètion trades or public works with
exlenãed experienðe in a regular supervisory or lead capacity
required Prior emptolrment with a municipal publÍc works
defartment that included dutÍes in a broad range of_ typical publÍc
woiks services preferred. Must be knowledgeable and skílled Ín the
use and operati-on of a wide variety of tools and heavy construction
equipmenf and in the application oi basic construction and buÍlding
practices.

CoMPENSATION: Class 8, $2,310.00 to $2,550.00 (Fv92-93)
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City of Sherwood' Oregon
PubIic I'Iorks Department

SENIOR IÍTTLITY IÍORKER

BASIC FUNCTION: Performs a variety of skilled and manual tasks in
the maintenance and constructÍon of City buÍIdÍngs' water, sewer,
drainage and street systems, parks and other municipal facilities
and equipmenf.

PRIMARY DUTIES:

1. Performs major and complex maintenance and repair tasks on
streets, se-wers, watei systems and similar public works
f acitities Íncluding instáIling ner^t services and replacing
deteriorated surface and subsurface structures.

2. Performs basic maÍntenance and upkeep tasks on parks, public
buildings and other facitities including groundskeeping, milol
carpentiy and plumbing, trash pickup and general custodial
care.

3. Operates a variety of standard and specia'l j-zed public works
vehicles such as dump trucks, backhoes, and street sweepers,
and numerous por^¡er and other tools such as jackhammers t
torches, welders and saws.

OTHER DUTIES:

1. provides for project inspectÍon, facility and material testing
and material -esfimates ãnd acts as Public Works crew leader
Ín the absence of senior department staff'

2. Performs basj-c maintenance of City vehicles such as
Iubrication, tire changes, clean-up and other minor servicing
and tune-ups.
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RESPONSTBILITIES: The goal of the city of sherwood Public !{orks
Department is to safely ãnd efficiently maintain and operatg Çity
utilities, parks, buÍIãiû9s, streets and other public facilities.
The Senior Utility vüorkei is responsj-ble for providing skilled
maintenance and reþair services for these facitities. The Senior
útifity Vüorker *nst perform his or her duties in a manner that
reflects positively on the city and the departmenf.

SUPERVISION: Reports to the Public V'Iorks Foreman' May lead
Utifity Workers, temporary help, volunteers, and community service
personnel on assÍgned Projects.

JOB CONDITIONS: Frequently lifts and carries heavy material such
as piping and solid waste containers and is exposed to normal
constructi.on site hazards. Must be able to stand strong _odors and
Ioud noise, lerform assigned duties under al-I kinds of weather
conditions. Must work safely with and around: toxic materials such
;; faint, solvents and untieated sel^Iage, vehicular -traf fÍc, and
electrical and natural gas utÍ1ities. Þosition is subject to- call
out at all times, day ór night, and wiII be assigned to weekend,
on-call status on a rotatin-g basis. Regularly required to work
without direct supervision añd make independent decisions'

EXTERNAL CONTACTS: Some contact with residents, visitors'
contractors and vendors in the course of providing constructj'on
and maintenance services. Contacts are normally routine but may

occasionally be of an adversarial and stressful nature' Must be
able to respond to rapid changes in priorities and community needs'
and deal pãtiently, -courteoúty, accurately, and conscientiously
with all parties.

EDUCATION/LICENSES: Functional competency in reading, writing,
mathematics and general eduction subjects required' Must possess'-
or be able to obúain upon hire, a vaÍÍd Oregon drivers license and
be certified by the state as a vlaterworks operator I and sewer
System Operator I.

EXPERIENCE/SKILLS: Level of experience typified by tyo years
emplolrment in the major constrüction trades or publÍc works
reluiieO. Some supeivisory experience desirable. Must be
knówledgeable and Jtitfea in lne operatÍon 9f trucks and
specialízea heavy equipment,, such as backhoes, in the maÍntenance
oi buildÍngs, streets, parks, and sewers and other public works
facilÍties, and familÍãr with a broad range of construction
techniques. specifÍc experience Ín the carpentry, masonry, and
pipe laying trades Preferred.

QOMPENSATION: class 6, $1,787.00 to $1,973.00 monthly (rY 92-93)
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City of Sherwood' Oregon
PubIic Works DePartment

PROJECT INSPECTOR

BASIC FUNCTION: Performs inspections on a variety of public street
and utility construction projects.

PRIMÀRY DUIIES:

1. Inspects public water, sewer, storm sewer, street and park
impiovemeñt projects, and provÍdes associated facility and
material testing and material estimates.

2. performs erosion control inspectíons on public and private
construction Projects.

3. performs Ínspections for sidewalk, driveway and concrete flat
work on public and private property.

4. Assists in coordinating the work of contractors, utilities,
architects and Public Works crews on construction projects.

OTHER DUTIES:

l. May perform the duties of other Pubtic Works personnel as
assÍgned or requÍred.

2. Establishes and maintains project inspection reports and
records and provides required reports to outside agencies such
as U.S.A. and D.E.Q.

3. Performs similar and incidental dutÍes as required.

RESPONSIBILITIES: The goal of the City of Sherwood Public Vlorks
Department is to safelli and effÍciently constructr - 

maintaÍn and
opèrate City utÍlities, parks, buildings, street's and-other public
facilities. The erojecl Inspector is responsible for providÍng
skilled inspection sãrvices lor these facÍlitÍes. The Project
Inspector must perform hÍs or her duties in a manner that reflects
positively on the City and the Department.

SUPERVISION: Reports to the Director of Pub1ic Vlorks. May lead
Utility Vtorkers, temporary help, volunteers, and community servÍce
personnel on assigned Projects.
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JOB CONDITIONS: Frequently IÍfts and carries heavy materíal such
as piping and solid waste containers and is exposed to normal
conjtiuction site hazards. Must be able to stand strong odors and
loud noÍse, perform assigned duties under all kinds of weather
conditions. Must work sãtety wÍth and around: toxic materj-als
such as paint, solvents and untreated sewage, vehicular traffic,
and elec€,rica] and natural gas utilitÍes. PositÍon is subject to
call out at all times, dai or night, and will be assÍgned to
weekend, on-call status on ã rotating basis. Regu,larly requÍred
to work without direct supervision and make independent decisions.

EXTERNAL CONTACTS: Regular contact with residents, visit'ors'
contractors and vendors in the course of provÍding construction and
maintenance services. Contacts are normally routine, but may
occasionatly be of an adversarial and stressful nature. Must be
able to respond to rapid changes in priorities and community needs,
and deal pãtiently, tourteously, accurately, and conscientiously
with aII parties.

EDUCATION/LICENSES: Functional competency in reading, writing'
mathemat.ics and general education suUiects required. AdditÍona1
education in en-gineering construction techniques and erosion
control methods pieferred. Must, possess, or be able to obtain upon
hire, a valid Oregon drivers license.

EXPERIENCE/SKILLS: Leve1 of experience typified by a minimum of
four years employment, in the maior construction trades or public
works required, - one or more of which involved construction
inspectioñ is pieferred. Some supervisory experience is desÍrable.
Must be knowtådgeable and skilted in the operatÍon-of trucks and
specialized heaiy equÍpment, such as backhoes, in the maÍntenance
o-f buildings, streets, paris, and sewers and other public wgrk
facilities, and familiár with a broad range of construction
techniques. Specific experience in the carpentry, masonry, and
pipe laying trades Preferred.

COMPENSATION: Class 6, $1,787.00 to $L,973.00 monthly (FY 92-93)'
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City of
PublÍc

Sherwood, Oregon
llorks Department

LTTY WORKER

BASIC FUNCTION: Performs a variety of semi-skilled and manual
tasks in the maintenance and construction of City buÍldings, water,
sewer, drainage and street systems, parks and other munÍcipal
facilities and equiPment.

PRIMARY DUTIES:

l. performs basic maÍntenance and repair tasks on streets,
sewers, water systems and similar public works facilities
including instailing new services, replacing deteriorated
surface ãnd subsurfaèe structures and doing line cleanouts.

2. Performs basic maintenance and upkeep tasks on parks, public
buildings and other facilities including groundskeeping' minol
carpentiy and ptumbing, trash pickup and general custodial
care.

3. Operates a variety of standard public work vehicles such as
dümp trucks, streèt sweepers, tractor mowers, and numerous
power and other tools such as jackhammers, torches, welders,
and saws.

OTHER DUTIES:

1. Performs basic maintenance of City vehicles such as
Iubrication, tire changes, clean-up and other minor servfcÍng
and tune-ups.

2. Reads and inspects City water meters and shuts off and/or
restores service to delinquent accounts, êS required.

3. Performs similar and incidental duties as required.

RESPONSIBILITIES: The goal of the City of Sherwood Pub1ic Works
Department is to safely ãnd efficÍently maintain and opera!9 Çfty
ut-i1Íties, parks, builáin9s, streets and other public facilities.
The utilityïorker is respõnsible for providing ro9line maintenance
and repair services for these facilities. The Utility worker-must
perforir his or her duties in a manner that reflects positively on
the City and the dePartment.
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SUPERVISION: Reports to the Public works Foreman.
or lead responsibilities, except for occasional
community service Personnel.

No supervÍsorY
volunteers and

JOB CONDITIONS: Frequently lifts and carries heavy materíal such
as piping and solid waste containers and is exposed to normal
conJtiucfion sÍte hazards. Must be able to stand strong odors and
Ioud noise, perform assÍgned dutÍes under all kinds of weather
conditions. Must work safãIy with and around: toxic materials such
as paint, solvents, and unt-reated sewage, vehicular-traffic, and
electrical and natural gas utilities. Þosition is subject to- call
out at, alL times, day ór night, and will be assÍgned to weekend,
on-caII status on a -rotatin-g basÍs. Regularly required to work
without direct supervÍsÍon and make Índependent decisions'

EXTERNAL CONTACTS: Some contact with residents and visitors in
the community in the course of provÍding construction and
maintenance services. Contacts are normally routine but may

occasionally be of an adversarial and stressful nature' Must be

able to respond to rapid changes in priorities and community needs,
and deal paliently, ãourteous1Y, accurately, and
conscientÍously with all parties.

EDUCATION/LICENSE: Functional competency in reading, writing,
mathematics, and general educatioñ sub jects _ -req_uired. Must'

fð""."", or be ablé to obtain upon hire, a valid oregon drivers
Iicense. Possession of State V'¡aterworks and Sewer System Operator
certif ications Preferred.

EXPERIENCE/SKILLS: Basic experience and skiIIs in the operatÍon
of trucks and standard equ-ipment used in the mainLenance of
buildÍngs, streets, parks- aña sewers and other pubic works
facilities requÍred. - Addit'ional experience Ín the carpentry,
masonry, and pipe layÍng trades preferred'

COMPENSATION: Class 5, $1,572.00 to $L,735.00 monthly (FY92-93)
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City of Sherwood, Oregon
PubIic l[orks Department

PI,'BLIC WORKS CLERK

BASIC FUNCTION: Performs secretarial- and clerical tasks for the
public t{orks Department, particularly those associated with
buÍIding actÍvities, and provides information and assistance on
City se-rvices, regulations and buÍlding permits to the general
public and other indivíduals and groups.

PRIMJ\RY DUTIES:

1. Receives building permit applications from the public and
processes them through the Building Section.

2. Schedules building and project inspections for the Building
Section and Pub1ic Vlorks Department.

3. Collects statistical data for PubIic !'forks activities and
prepares associated monthly reports for dÍstribution to
Federal, State and County agencies.

4. Acts as a general receptionist for the Public Works Department'
and proviáes the genéral public and other individuals and
groups with information and assistance on CÍty services,
þarticularly in utility and building permit matters.

OTHER DUTIES:

1. Types, collates and processes Public Vüorks Department and
nuifaing Section records, correspondence, reports, contracts
and similar documents.

2. Maintains files of buitding permits, public works records and
other correspondence.

3. Performs similar and incidental duties as required.

RESPONSIBILITIES: The goal of the City of Sherwood Pub1ic Vlorks
Department is to safely and effÍciently maintain and operate City
ut-ilÍties, parks, buildings, streets and other publÍc facilities.
The public Works Clerk iJ responsible for providing accurate and
tÍmely secretarÍaI servÍces supportÍng the delÍvery of these
servÍóes. The Pub1ic Works Clerk must perform hÍs or her duties
Ín a manner that reflects positively on the City and t'he
Department.
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supERvISION: Reports to the Director of Public
supervisory or lead responsibilities, except for
volunteers and community service personnel.

JOB CONDITIONS: Normally works a 40-hour week in an office
setting. Must be able to accurately and efficiently process data
and fo-rms within limited time periõds while maintainíng routine
office services, and Índependently prÍoritize workload'

EXTERNAL CONTACTS: Frequent opportunity and requirement to
Ínteract with utÍlity cust-omers, buÍlOers, contractors, vendors'
the general public anä other individuals and groups doing business
with the City. Contacts are normally rout,ine, but may occasionally
be of an aãversarial and stressful nature. Must be able to
communicate effectÍvely and be able to deal patiently' courteously,
accurately, and conscientiously with all parties.

EDUCATION/LICENSES¡ Functional competency in reading, wrÍting,
mathematics and general education subjects requÍred' Further
education in typing and word processing, office equipment u-s9,

business or office þractices prêferred. Must possessr or be able
to obtain upon hÍre, a valid oregon drivers license.

EXPERIENCE/SKILLS: Level of experience typified by one year of
employment in a general secretarial, clerical or similar office
polition preferreá. Must be able to type approximately 50 Vü:P'M'
ritn good-gralnmar, spelliIì$r punctuation and accuracy. ProficÍency
in basic .".oid f<äeping .ria é*perience in the use and operatÍott gf
wora pro."""irrg an¿ ñicrocomþuter equipment is ltso required'
Familiarity wiún the building trades and/or permitting process
desirable.

COMPENSATION: Class 4, $1,383.00 to $1,526.00 monthly (Ey 92-93)'

Vtorks. No
occasional
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City of Sherwood, Oregon
PubIic llorks DePartment

PARKS MAINTENANCE VIORKER

BASIC FUNCTION: Performs a variety of semi-skilled and manual
tasks in the maintenance and construction of City parks and related
facilities and equiPment.

PRIMARY DUTIES:

I

Resolution No.
Effective July
Page 97

2

Performs basic maíntenance and upkeep tasks on parks, park
buildings, playground equipment, tennis courtsr and other
f acilities lncluaing gr-oundskeeping, minor carpentry and
plumbÍng, trash pickup, and general custodial care'

Operates a variety of standard maintenance equipment such a
power mo1^ters, weed trimmerS, edgerS ' po!.¡er waSherS and other
groundskeeping and rePair tools.

OTHER DUTIES:

1. Performs similar and incidental duties as requj-red.

RESPONSIBILITTES: The goal of t,he city of sherwood public vÙorks

Department is to safely ãnd efficiently maintain and operate City
utilities, parks, Uuilditr9s, streets, and other public facilities.
The park Maintenance Vüorkêr is responsible for providing routine
maintenance and repair services for city park facilit'ies on a

seasonal basis. ffie Park Maintenance !{orker must perf orm his or
her duties in a manner that reflects posÍtively on the City and the
department.

SUPERVISION: Reports to the Public Í'lorks Foreman.
or lead responsibilities, except for occasional
community service workers.

JOB CONDITIONS: Temporary Six mOnth "summer-time" position_.
Frequently lifts and carrieJ heavy material such as grass and trash
containers. performs assigned duties under all kinds of weather
conditions. Must work safely wit,h and around power machinery and
tools.

EXTERNAL CONTACTS: Some contact, with residents and visitors Ín
the community in the course of providÍng maintenance services.
Must be able to respond in a patieñt, courteous, and conscientious
manner.

No supervisorY
volunteers and

92-526
L, L992



EDUCATION/LICENSES: Functional competency in reading' writÍng'
and general eduction subjects required. A valid oregon drivers
liceñse Ís desirable but not mandatory'

EXPERIENCE/SKILLS: Basic experience and skÍlIs in the operation
and maintenance of pol^Ier groundskeepÍng equipment such as moþ¡ers

and trimmers. Basið knowledge of groundskeeping procedures'

COMPENSATION: Class 2, $L'070.00 to $1,181.00 monthly (fY92-93)
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