
City of Sherwood, Oregon
Resolution No. 95-6L7

A RESOLUTTON AMENDING THE CITY OF SHERI{OOD PERSONNEL RULES AND
EMPLOYEE HANDBOOK, REVTSTNG SALARY SCHEDULES AND JOB DESCRTPTTONS,
AND ESTABLISHING AN EFFECTIVE DATE.

WHEREAS, the current City Personnel Rules and Employee
Handbook ( hereinaf ter called ( "Rules " ) r^rere established by
Resolution 94-596, effectÍve November 9, L994; and

WHEREAS, ín the course of reviewing the proposed FY L995-96
City budget, the City Budget Committee recommended that certain
elements of the City's employee compensation plan be amended and
that various positions be added or amended; and

IIHEREAS, other miscellaneous changes to the Rules have been
suggested by Staff and Council review; and

NOW, THEREFORE, THE CITY RESOLVES AS FOLLO!{S:

Section l- . Rules Adopted: The City Personnel Rules and
isEmployee Handbook, attached hereto as part of Exhibit "4",

hereby approved and adopted.

Section 2. SaIa Schedules: Table I , Salary Steps by Title,
and Tab e II, Salary Steps by C1ass, of the Ru1es, attached hereto
as part of Exhibit "4", are hereby approved and adopted.

Section 3. Job Descriptions: The CÍty's Job Descriptions,
attached hereto as part of Exhibit "4", are hereby approved and
adopted.

Section 4. Effective Date. This ResolutÍon shall become
effective JuIy L, 1995.

DuIy passed by the City Council this 27th day of June 1995.

(")
Vüa ter Hitchcock, Mayor

ATTEST:

Jame Rapp¡ City

Resolutlon No. 95-617
June 27, L994
Page L
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CITY OF SHERWOOD, OREGON

PERSONNEL RULES & EMPLOYEE HANDBOOK

ARTICLE 1.

GENERAL PROVISIONS

1.1 Title

1.1.1 This document shall be entitled "The city of
Sherwood personnel Rules and Employee Handbook" and may hereinafter
be cíted and referred to as the "Rules. "

L.2 PurPose

L.2.L The purpose of these Rules is to establish a system
of personnel administraCion for the City of Sherwood based upon the
priïciples of merit and fitnessi and to implement fair and unÍform
þrocedüres and regulations for the recruitment' hiring,
ãevelopment, and retention of an effective and responsible work
force.

These Rules do not constitute a contract of employment.
The city retaÍns the prerogative to change, substl-tute, interpret'
and dfscontinue the põlícies and benefits described herein' at any
time, with or without notice to employees'

No person shall be deemed to have a vested interest in, or
legitimate expectation of, continued emplolrment with- the cityr or
ani policy oi benefit described herein or otherwise generally
practiced by the CitY.

No contract of employment can be createdr nor can an
employee,s status be modifieb, êxcept by a written agreement signed
by- thè City Manager on behalf of the City. I¡Ihenever a question
arÍses as to thã meaning or interpretation of any policy 9I
practice of the City, the interpretation given by the City Council
änd/or its designees shall be final and binding'

These Rules supersede aIl previous City Personnel Ru1es.

1.3 CaPtions

1.3.1 The captions and headings in these Rules are for
convenience and reference on}y, and are not to be used to interpret
or define the provisions of sections or subsections.

Personnel Rules
Revlsed July 1' 1995
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L.4 Severability
1.4.L If any section or subsection of these Rules shall

at any time be deemed invalid or unenforceabl-e, the remaining
provisions shall not be affected thereby, and shall remain valid
and enforceable to the extent permitted by law.

1.5 Administration

1.5.1_ These Rules shall be adopted, and may be modified
and amended, by the City Council in the form of a Resolution. The
City Manager is designated as administrator of these Rules and
snalt be iesponsible for determining any permitted exceptions to
the Rules, unless another individual or body is otherwise
specifically authorized to do so. Unless otherwise permitted, aIl
exceptions shall be made in writing.

1.6 Equal Employment OpportunitY

1-.6 . I
applicants and

Genera llv. The City's policy is to treat all
employees fa irly and equally, and to recruit, hire,

train, promote, layoff, discipline, dismiss, or conduct anY other
personnel actions without regard to the applicant's or emPloYee's
race, color, religion, creedr rrâ tional origin, a9ê, PhYsical
handicap, sex, marital, or veteran status, ot any other basis
prohibited by federal, state, or local law. No employee wiII be
discriminated against for exercising the
rights under Section 3.2L of these Rules.

ir grievance and aPPeal

L.6.2 Treatment and Conduct. No applicant or emPloYee
ry conduct or harassment'
race, color, religion,

ndicap, sex, marital, or
shalt be subjected to intentional derogato
based on the employee's or applicant's
creed, national origin, â9ê, physical ha
veteran status, or any other basis prohibited by federal, state, ot
Iocal law, where such conduct has the purpose or effect of
interfering with the individual's performance or creates an
Íntimidating, hostile, or offensive environment. For the purposes
of these Rules sexual harassment incl-udes unwelcome sexual
advances, requests for sexual favors, oI other verbal or physical
conduct of a sexual nature, when submission to such conduct is made
a term or condition of employment, is used as a basis for
employment decisÍons affecting an individual, or has the purpose or
eftecl of unreasonably interfering with an individual's performance
or creating an iñtÍmiOating, hosti-Ie, or offensive work
environment.

Personnel RuIes
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L.7

L.7 .
submitted an
Section 2.L.

2 Applicant:
application

Definitions

L.7.1 Anniversary Date: The first day following
successful completion of three hu
continuous City service, and annua
as provided in these Rules.

ndred sixty-five (365) daYs of
IIy thereafter, unless adjusted

An individual who
for employment with

has
the

completed
City, as

and
per

L.7.3 Appointment: The offer to, and the acceptance by,
a person of a posldion Ín the City service on either a temporary or
regular basis.

L.7.4 Charter: The city of sherwood charter of 1984.

L.7.5 Citv: The CitY of Sherwood.

L.7.6 Citv Manaqer: The chief executive officer of the
City <¡f SherwooðJFhat -chief executive of f icer's designee.
Untãss otherwise noted, all references to the City Manager in these
Rules are deemed to include the Manager's designee'

A group of job Positions which
general duties, responsibilities,
tb warrant use of the same range of

L.7 .7 Class:
sufficiently aIÍke Ín
entrance qualif ications
steps.

are
and
pay

1.7 .8
each position
of a number.

Class Tit1e:
allocated to a

The designation given to a class and
class. ThÍs title maY take the form

L.7.9
certain position
their general
qualifications.

1.7.t0 Classified Service:
the City service which are not
unclassified service, âs per Sectio

1.7.I-1 Compensation Plan:
compensatÍon for City employees, as
assigning each positj-on to a class
steps, âs per Section 5.1.

L.7.L2 Demotion:
position in one class to
lower range of PaY stePs.

Classification Plan: A written statement assigning
s in the City service into classes according to

duties, responsibitities, and entrance

AII positions and offices
specifically included in
n 4.1.2.

in
the

The official schedule of
approved by the CitY Council'

composed of a range of PaY

The assignment of an employee from a
a position in another class that has a

Peraonnel Rules
Revised Jul-y 1, 1995
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1.7.13 Department Head: The chief adminístrative officer
of each City department or that chief administrative offÍcer's
designee. Un1ess otherwise noted, all references to department
head in these Ru1es are deemed to include the department head's
designee.

L.7 .L4 Disciplinary Probation: A condition where a
for disciplinary reasons,regular employee is placed on probation

as per Section 3. 19.4.

1.7. L5 Dismissal: a permanent, involuntary separation of
an employee from the City service.

L.7.L6 Emplovee
including individuals in
includes all officers in

: An incumbent of a
a leave without pay
the City service.

City job position'
status. This term

L.7.L7 Examination: An oral Ínterview, physical
wrÍtten test, or the results of such intervievt or test' which
used to determine eligibility or relative merit, fitness,
ability to discharge t,he duties of the position to which
applicant or employee seeks appointment or promotÍon, as
Section 2.2.

Exempt Employee: An emPloYee who

or
is

and
the
per

holds an exempt
as per SectÍon

1.7. L8
administratíve,
5.7 .5.

professlonal or executÍve position,

1.7.19 Full-time Employee: An employee who is hired to
work a predetermined schedule of forty (40) or more hours per
regular CÍty workweek.

L.7 .20 Grievance: Any dispute or question concerning the
n of these Rules, as per Section 3.2L.interpretation or applicatio

L.7 ,21 Immediat e Familv: An employee's spouse, children,
stepchildren, parents,
dependents.

stepparents, sibtingsr or other bona-fide

L.7.22 Job Description: A written statement describing
the class and position, titfe, çJeneral duties, responsibilities and
entrance quatifications of a job position in the City service.

L.7,23 Layoff : An involuntâry, nondiscÍplinary separation
from the City servicã for any reason which is in the best business
j-nterest of the City and necessitates a reduction in the number of
City employees, as per Section 3.5.

Pèrsonnel Rules
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L.7 .24 Leave Without Pav: An approved period of unPaid
absence from the City service for a specif ied period of time with
specific reemployment prj-vileges, as per Section 6.6.

posi.tion, as per Section 5.7.5.

L.7.26 Overtime: The authorized time worked by an
employee in excess of their regular workday or workweek.

L.7 .27 Overtime PaY:
for authorized overtime work.

The compensation paid to an employee

L.7.28 Part-time Employee: An employee who is hired to
work a predetermined schedule of less than forty (40) hours per
regular City workweek.

L.7.29 Pay Rate: The specific salary or hourly rate of
pay for a position.

1.7.30 Pay Steps: Five pay rates having a sequential
relatlonship to one another, and assigned to a class of positions
as the compensation for that class.

1.7.31 Personnel Board: Defined as per sectíon 3.22.

L.7.32 Position: The duties and responsibilities assigned
to an employee, requiring the fu11, part-time, or temPorarY
employment of one (1) Person.

1.7.33 Promotion: The assignment of an employee from a
position in one class to a position in another class wi th a higher
range of pay steps, as per Section 3.3.

L.7 .25 Nonexemp t Emolovee: Any employee
employed in an exempt administrative, Pto fessional

L.7 .34
h, nurs

ali fied Health Care Provider:

who is not
or executive

A physician,
or any otherosteopat e pract tioner, physician's assistant

health care professional deemed qualified by the City Manager to
render a medical judgment regarding an employee's abilitY to
perform t,he duties and responsibilities of the employee's Position.

L.7.35 Reclassification: The assignment of a Position to
higher or lower range of PaYa different class, with either a

steps, due to a material change in the duties and responsibilities
of the position.

L.7.36 Reqular Emplovee: An employee who has successfully
completed his or her trial employment period.

Pêrsonnel Rules
Revised July 1, 1995
Påge 5



L.7.37 Related bv Blood or Marriaqe: Grandparents,
parents,brother@childieiareconsidered',related
by blood or adoption". In-Iaws, co-habitants and spouses are
cõnsidered "relaLed by marriaç¡e". OnIy spouses, m.inor children,
and bonafide dependents are eligible for City benefits afforded to
famÍIy members as per Article 6 of these Ru1es.

1.7.38 Resiqnation: A permanent, voluntary separation of
an employee f rom the City servj-ce, as per Section 3.17.

1.7. 39 Selection Procedure: Any written or oral test,
r criteria which is used tophysical examination,

measure an employee's
to discharge the dut
which the employee or
per Sectíon 2.2.

interviev¡, or othe
or applicant's ski1Is, knowledge, and ability
ies and responsibilities of the position to
applicant seeks promotion or appointment, as

L.7 .40 Seniority:
employed by the CitY' bY a
position, since the date of

The length of time an employee has been
specific department or in a specific
initial or any subsequent appointment.

for
(6)

L.7.41 Suspension: An enforced unpaid period of absence
for disciplinary reasons or pending investigation of charges made
against an emploYêê, as per Section 3.19.5.

An employee who is hired
time, not to exceed six

L.7.43 Transfer: An assi gnment of an employee from one
position to another position in the same class, as per Section 3.4.

L.7 .42
a position for
months.

the

Temporary Emplovee:
a limited period of

L.7.44 Trial Employee:
trial employment Period, as

An employee who has not comPleted
per Section 2.5.

L.7.45 Trial Employment Period: Up to the first one
hundred eighty-tü¡õTiE, ) cãIendar days of continuous employment f or
all employêeJ, except for the trial employment period of police
officeis of all ranks, which is three hundred sixty-five (365)
calendar days.

L.7.46 Unclassified Service: AIl positions and offices
in the City service which are excluded from the classified service,
as per Section 4 . L .2 .

L.7.47 Vùorkday: The regular city workday consists of a

workshift of eight (8) consecutive work hours plus an unpaid sixly
(60) minute meãt period within any consecutive twenty-four (24\
Èour period. Saturdays, Sundays and recognized City holidays are
generã11y not considered regular City workdays, except as otherwise

Personnel Ru1es
Revlsed July 1, 1995
Page 6



established by these Rules. These Rules or the City Manager may
establish other normal workdays for individual CÍty departments
providing seven (7) days-a-week, twenty-four (24) hours-a-day
service, and for exempt employees as per Section 5.7.5.

L.7 .48 VlorkshÍf t: The regular City workshift consists of
eight, (8) consecutive work hours plus an unpaid sÍxty (60) minute
meal period.

L.7.49 llorkweek: The regular City workweek is a period
of one hundred sixty efght (168) coñsecutÍve hours that begins with
the start of the first workshift after L2201 a.m. Sunday and ends
at the conclusion of the last workshift that started before
midnight on Saturday. These Rules or the City Manager may
establish other normal workdays for individual employees or certain
classes of employees, partÍcularly those Ín City departments
providing seven (7) days-a-week, twenty-four (24) hours-a-day
servÍce, and for exempt employees as per Section 5.7.5.

Personnel Rules
Rêvlsed July 1, 1995
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ARTICLE 2

RECRUITMENT POLICIES AND PRACTICES

2.L Recruitment

2.L.L Genera1ly. The City Manager shall
means are appropriate to recruit qualified applicants
vacancies, including, but not necessarily timited to,
postings, help-wanted advertisements, ot public
employment agencies.

position vacancies shall include the c
qualifÍcatÍons, principal job duties,
be accepted, and the place and manner
announcements shall state that the Ci

use whatever
for any job

internal job
and private

Iass and position title, the
the dates applications wiII
of filing applications. All
ty is an "Equal OPPortunitY

2.L.2 Publication. Any published announcements of

Employer,'. The City Manager may add any additional information to
the published announcements, ês deemed appropriate.

2.I.3 Forms. All applications for open positions shall
be made on the torms provided and/or in the manner required by the
City. Any information submitted shall be verified and investigated
by the City Manager prior to appointment to the extent necessary to
détermine Lhe apþlicant's qualifications for appointment. Any false
information supplied as part of an applicatlon for employmetrL -maY
be grounds for -re jection of the applicant or immedi-ate dismissal of
an employee.

2.2 Selection

2.2.1 Merit and Fitness. The City Manager shall
establish procedures for t e initi aI selection or Promotion of
employees. AII selection Procedures and rules shall relate to the
applicant's or employee's merit, fitness and ability to discharge
the duties and responsibilities of the position to which the
applicant or employee seeks appointment or promotion. Prior
eiþerience and training may be considered when evaluating an
apþlicant's or employee's fitness for a particular position.

2.2,2 Examinations. selection procedures may include
examinations wnicn-measure tne applicant's or employee's job-
related ability, knowledge, and skiIls, The appropriate form of
each examinatiõn shall be determined by the City Manager and may
include, but need not be limited to, oral, written, graded, pass-
fail, oE physical examinations, resume analysis, employment
references, reports of supervisors, performance evaluations, and
work sampling. The City Manager is responsible for setting any
minimum - quatifying scores or standards for any required

PersonneL Rules
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examinat.ions. A1I selection procedures shall comply with the
City's Equal Employment OpportunÍty policies.

2.2.3 Physical Examinations. Any physical examinations
utilized as a selection procedure must be completed at the
applÍcant's or employee's expense by a qualified health care
provider before an applicant is appointed or an employee is
promoted to a particular posit,ion. The City Manager may establish
minÍmum medical and physical standards, where appropriate, which
reasonably relate to the duties and responsibilities of a
particular position. The standards may differ based on the duties
and responsibilities of each position. No appointment or promotion
shall be effective until the applicant or employee demonstrates
satisfaction of any required mínimum medical or physÍcal standards.
Fallure to meet the required standards will result in
disqualification for appointment or promotion to the position.

2.3 Emplo¡rment. of RelatÍves

2.3.1 Generally. Individuals who are related by blood,
marriage or adoption will be gÍven equal consÍderation for
employment wÍth other applicants for positions, or with other
employees for transfers or promotions. Related individuals will
not, however, be considered for positions when the City Manager
determines that a reporti.g, auditing, oÊ supervisory relationship
would exist between the relat,ed individuals.

2.3.2 Marriage. If two (21 employees in the positions
deflned ln Sectíon 2.3.L were to become related to one another' one
must transfer to another department where the reporting, auditing
or aupervisory relationships would not exist. If a transfer cannot
be accomplished due to the unavailability of an open position for
which the employee is qualified, one of the employees must resign
from t,he Clty service. The decision as to which employee will
transfer or resign wÍll be made in the first instance by the
employees involved. If the employees do not decide which employee
witl transfer or resign within thirty (30) calendar days of
becomÍng related to one another, the City Manager shall determÍne
which employee wiII transfer or resign based on the best business
int,erest of the City.

2.4 Residency

2.4.l- Residency within the City of Sherwood shall not be
a condition of initiat appointment or continued employment, except
as otherwise required by the provisions of State law, the City
Charter¿ or applicable City ordinances and resolutions. Provided,
however, that an employee's selection of residence shall not
interfere with the daily performance of his or her duties and
responsibilitj-es, âs determined by the City Manager. Telephones

Personnel Rules
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may be required of employees where assigned job duties and
responsibilities dictate.

2.5 TríaI Employment

2.5.1 Purpose. The trial employment period shall be
considered an integral part of the employee selection and
examÍnation process. The trial employment period shall be utilized
to observe closely the employee's work, to secure the most
effective adjustment of the new employee to his or her position,
and for dismissing any employee whose overall work performance does
not meet required performance standards.

2-5-2 Lenqth. The trial employment period shall be the
first one hundred eighty two (LB2) calendar days of continuous
employment for aII employees, except for police officers of all
ranks, for which the period shall be three hundred sixty five (365)
calendar days. The trlal employment period may be extended by the
City Manager for any period not to exceed one hundred eight three
(183) additional calendar days, provided however that the trial
emplolrment period for police officers may not be extended.

2.5.3 Evaluations. During the trial emplolrment Period,

written performance evaluatÍon shall be completed during the last
month of the trial emplolrment period or before the conclusion of
any extended trial employment period.

2.5 .4 Dismissal. Employees may be dismissed bY the

an employee's supervisor, department head, ot the
shall evaluate the employee's performance at regular

City Manager
intervals. A

ty Manager at anY time during
failure to meet accePtable
f any of the criteria listed
r aspect of job performance or

employee's department head or the Ci
the triat emplolrment Period f or
performance standards' for reason o
under Section 3.20.2, or for any othe
behavior that warrants dísmissal, in the opinion of the employee's
supervisor, department head t ot the City Manager. Notice of
diãmissal shalt be in writing as per Section 3.20.3. Employees who
are dismissed during the triar emprolrment period have no right to
appeal their dismissal under Section 3.2L or Section 3 .22 of these
nufes, but may request a pre-termination hearing aS per Section
3.20.4. The City Manager retains the discretion to deny the
request for a terminated trial employee for a pre-termination
heãring. Granting of a pre-termination hearing implies no other
appeal rights under these Rules.

Personnel Rules
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ARTICLE 3

EMPLOYMENT POLICIES AND PRACTICES

3.1 Distribution of Rules

3.1.1 All employees in the City service shall receÍve an
updated copy of these Rules at least once annually, within fÍve (5)
dãys of the start of each new fiscal year. Each employee shall be
required to sign a certification of receipt of these Rules'
attached hereto as Appendix F, and return same to the City
Recorder. Employees shall also receive a copy of any other RuIe
changes withiñ five (5) days of enactment, and certify receipt of
same.

3.2 Performance Evaluations

3.2.1 Generallv. Employees shall be evaluated in writing
during the trial ernplol.rnent period as provided in section 2.5.
After successful completion of the trial employment period' an
employee,s performance shalt be evaluated in writing on or before
thä employee's anniversary date of employment. The employee's
supervisoi, department head, or the City Manager may conduct oral
or brritten performance evaluations at other times as are deemed
necessary and aPProPrÍate.

3.2.2 Content. Regular performance evaluations shall be
conducted in writing ana completed by the City Manager, t¡e
employee's department head, or the employee's supervisor. The
pe-rtoimance of the employee with respect to each individual
iessential" or "auxilÍary" job duty as prescribed by the employee's
written job descriptioñ, and the performance of the employee
relative Lo the positive undertaking of their job responsibilities,
responsê to job conditions, and handling of external contacts, âS
per the appÍicable sections of theÍr job description, shall be
evaluated with the following summary ratings:

a. Not Meeting AII Requirements

b. Not Current Job Requirement

c. Making SatisfactorY Progress

d. Meeting AII Requirements

e. Exceeding Requirements

Each summary rating, with the exception
requirements", shall be accompanied by a

of "meeting aII
written statement

PersonneÌ Rules
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describing job related performance, t.he specific points on which
that performance falIs short, matches or exceeds expected
standards, and reasonable and measurable criteria and deadlines for
improving or sustaining performance.

3.2.3 Consequences. Any employee who receives a "Not
Meeting AIl Requirements" performance rating for any two (2)
"essentÍal" job duties, or for any three (3) "auxiliary" job duties
and for performance relative to "responsibilities"r "conditions",
or "contacts", on any two (21 consecutive evaluations' shall not
receive a pay step increase as per SectÍon 5.3 or merit pay as per
Section 5.4, and may be dismissed. Any employee who receives a
I'Not Meeting AI1 Requirements" rating on any three (3) of the
foregoing evaluatÍon categorÍes, on two (2) consecutive
evaluations, shall also be denied pay step or merit pay increases'
and may also be dismissed. If an employee's anniversary date or
yearly performance evaluation falls during a leave without pay
þeriod of thirty (30) calendar days or longer, the anniversary date
ãnd performance evaluation shall be postponed until the employee
has returned to work and completed as many days of continuous
employment as the length of t'he leave without pay period.

3.2.4 Form. Performance evaluations shall be in a form
prescribed by the City Manager and approved by the City Council-.
ine performance evaluation form shall become a part of these Rules
and is included as Appendix A. The City Manager may make
administrative guldellnes to assist supervisors and employees in
the proper applÍcation of performance evaluation standards.

3.3 Promotions

3.3.1 The most senior current employee competing for an
open position in the City service may be selected and promoted into
that open p<lsitíon when the City Manager determines, after
consideration of the criteria listed in Section 2.2, that the
overall qualificatÍons and abilitÍes of outside applicants and
current employees competing for an opening are equal.

3.4 Trans fers

3.4.L An employee may transfer from one City position to
another City position without a break in servj-ce, provided,
however, that the classification and range of pay steps of the new
position shall apPly, and the employee shall be subject to a trial
ãmptol.ment period as per Section 2.5. An employee's request for a
transfer shall be made in writing to the employee's department
head. The department head shall refer the written transfer request
to the City Manager. The City Manager shall either approve or
disapprove the request. Transfers will not be made unless the
employee is performing satisfactorily in their currenL position,
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and an opening exists for which the employee meets the minimum
qualifications.

3.5 Layoffs

3.5. 1 Generally. Employees may be laid off whenever the
City Manager or City Council determines that' t
work or funds, ot that the abolishment of

based on merit and fitness.

here is a shortage of
a position or other

changes in the City's organization is in the best business interest
of the City.

3.5.2 Procedures. EmpI oyees shall be selected for laYoff
Performance evaluations may be

undertaken and used as an aid in determining an employee's merit
and fitness at the time of layoff. If the affected employees'
merit and fitness is not an overriding factor in the City Manager's
judgment, the least senior employee in the affected position shall
6e laid off first. Laid-off regular employees may appeal their
Iayoff as provided Ín Section 3.2L or Section 3.22 of these Rules.
l,aid-otf trial employees have no right to appeal their lay-off
under Section 3.2I or Section 3.22. The City Manager shall have
the discretion to determine merit and fitness for purposes of
layoff.

3.5.3 Notice. AII employees shall receive written notice
of the cause(s) for the layoff. türitten notice of layoff shall- be
delivered personally or mailed by registered, certified or other
simltar sfecial mait to the employee at his or her last known
address.

3.5.4 Reinstatement. Reinstatementof laid-off employees
shall be at the discretion of the C ity Manager. The CitY has no
duty to recall laÍd-off employees when the cÍrcumstances
necãssitating the reduction in the number of employees change, n9r
to afford the laid-off employee preferential standing in the
process of recruitment and ãelection of new employees. Laid-off
ämptoyees who are reinstated shalI, however, be credited with their
foimer length of service for the purposes of calculating
seniority.

3.6 Outside Work

3.6.1 Permission Required. Fu1l-time employees mYqt
obtaintheCityuaovaIbeforeacceptingoutside
emplolrment or becoming self-employed. An employee's request f9t

",tän fermission shalf be in wrÍting. The City Manager shall obtain
and cónsider the recommendations of the employee's department head
before approving or disapproving such requests.
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3.6.2 Impact. No request shall be approved unless it is
demonstrated to tfre City Manager's satisfaction that such outside
employment or self-employment will not detract from the efficiency
of thè employee's completion of their assigned dutiesr create a
real or potentiat conflict of interest or the appearance of
improprieiy, or otherwise conflict with the best business interest
of the City.

3.6.3 Revocation. Separate approval shall be obtained
for each change in outside employment or self-employment'
Manager shall have the right to revoke or suspend any
appróval given, if at any tÍme the City Manager determines
employee.soutsideemplolrmentorself_employmentdetracts
efficiency of the employee's completion of their assigned

3.8.2
or appointed
assessments, or

3.8. 3

official, shall soli
services on behalf of

PoIiticaI Parties. Nothing

The City
previous
that the
from the
duties,

cit any contributions'
any candidate, PoIitical

contained in this
to be members of,

activities of anY

creates a real or potential conflict of interest or the appearance
of impropriety, or otherwise conflicts with the best business
interest of the CitY.

3.7 Solicitations

3.7.1 Generally. During City workhours, employees may
not solici.t or distribute literature for any purpose Ín or on CitY
property, bui1ditr9s, and facilitiesr of at City worksites, other
Lnan for City relatea business. Vüorkhours includes both t'he
soliciting aná the solj-cited employee's workhours. Solicitation
between eñrployees will be permitted during non-workhours such as
before or åfter work, ot during authorized meal or break periods.

3.8 Political Activities

3. B. l- Generally. Initial or continuing employment shall
not be denied on the basis of membership ifl, or support for' a
political party, candidate, or philosophy. Except as may otherwise
Ëe allowed Uy tne City Charter or City ordinance, any person who
runs for, i; elected or appointed to, or holds or has held an
elective City office shall not be eligible for initial or continued
employment with the City until one (1) year after the last day the
prospective employee held such office.

Prohibited Activities. No employees, or elected

party, or orçJanization from any City employee(s) during workhours'
Ëmptãyees sfráff not accept solicitations from private individuals
Ouiin! workhours. Any solicitation undertaken during nonwork hours
shall comply with the provisions of Section 3.7 .

Section shall affect the rÍghts of employees
support, ot otherwise participate in the
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political party or organization, to vote as the employee chooses'
to express the employee's opinions on political subjects or
candidates, to maintain political neutrality, or to participate in
nonpartisan activities of a civil, cornmunity, socj-al, professional
or other similar organization. Provided, however, that during
workhours in City uniform, while in or on City property, buildings,
and facilitiesr of at City worksites, no City employees may
actively work for, or against, or attempt to influence the election
or defeat ofr âûy candidate for Mayor or Council, the recall of the
Mayor or any Council memberr or the election or defeat of any other
politÍcal candidate or ballot measure. Violations of this Section
may be subject to the sanctions authorized by these Rules.

3.9 Conflicts of Interest,

CÍty and any individual(s), partnership(s), association(s),
organization ( s ) , corporations ( s ) ,
group of persons.

cooperative(s), or any other

ProhÍbited Activities. No employee shall in
her duties accePt anyh the performance of his or

3.9.1 Generallv.
indirect, pecuniary interest
performed for the City nor
l-ndirectly from any contract,

3.9 .2
connection wit

appropriate attire for their
Manager or dePartment heads
considered approPriate attire

Employees shall not have any direct or
in any contract, service, or !.¡ork
shall employees profit directly or
purchase, saLe or service between the

free or preferred services, benefits or concessions from any other
person or group of persons. If an employee is given or offered any
free or preferred services benefits or concessions under
cLrcumstances which could be reasonably construed to creafe a
conflict of interest or the appearance of a conflict of interest'
t,he employee shall immediately report such activity to his or her
supervisor. The supervisor shall in turn inform the employee's
department head and the City Manager.

3.9.3 Penalties. Any employee who violates the
provisions of this Section may be subject to immediate discipline,
up to and including dismissal.

3.10 Employee Appearance and Conduct

3.10.1 Dress and Appearance. Employees shall wear
position and dePartment.
may issue rules regarding
and appearance for the emp

The City
what is

loyees of
ns.specific City departments and for particular job positio

3.10.2 Personal Conduct. AtI employees shall conduct
themselves in a manner which is appropriate for an employee o f the
City and conduct interactions with the general pubtj-c and aII other
parLies in a patient, courteous, accurate, and conscientious
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manner. Job duties and responsibilit.ies
manner that reflects positively on the
efficient allocation of public resources.

shalI
City,

be performed in a
and promotes the

3.11 Employee Safety

3.11.1 Safetv. AIl employees shalI coordÍnate and
cooperate with other employees and the City to create and maintain
a safe work environment. Employees shall observe all safe
practices governing their work. Employees shall offer safety
suggestions that contribute to a safer work environment and shalI
use proper safety devices and protective equipment as required by
their supervisor, department heads, or the City Manager. Employees
shal1 properly maintain and keep in good repair all personal
protective equipment.

3.L2 Injury and fllness

3.L2.L Reportinq. Employees shall report any suspected
or actual on-the-job injury or occupational illness to their
immediate supervisor regardless of degree of severity. Employees
shall also report to their immediate supervisorr âDy accÍdents or
illnesses that cause damage t,o public or private property or
equipment before, after t ot during working hours and that involve
City employees, equÍpment, or property. Such reports shall be made
as soon as possible, but in no case later than twenty-four (24)
hours following such accident or the actual or suspected injury or
occupational illness. Employees shall prepare any accident or
Íncident reports requested by their supervisors. In the case of a
motor vehícle accident on City property, ot while the employee is
involved in the performance of their duties, the City Police
Department shall also be notified immediately.

3.L2.2 Notices. Department heads shall notify the City
Manager of any actual or suspected on-the-job accidents,
occupational illnesses, or injuries as soon as practÍcable, but in
no case later than one (1) regular City workday following the
fÍling of any accident, illness, or injury report.

3. L3 Personnel Records

3.13.1 Content. Personnel records shall be maintained on
aII City employees and shall include, but not necessar ily be
limited to, the employee's initial employment application'
examination materials, reports of the results of any previous
employment reference checks, a list of the positions held and
compensation receíved, performance evaluations, and special
commendations or awards relating to job performance, notes
regardÍng any disciplinary action(s) or other counseling sessions'
and records regarding the payment or administration of benefits.
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personnel records shall be maintained in the office The Director of
Finance and Administrative Services. All employees, including
those on leave without pay status, are required to keep the City
informed of their current home address at all times.

3.L3.2 Confidentialit . An employee's personnel records
are confidential, except as provided in Section 3.13.3. OnIy the
employee, the employee's immediate supervisor, department head, and
the City Managerr or other personnel authorized by the City
Managerr Rây examine an employee's confidential personnel records.
Confidential personnel records shal1 not be released to any
unauthorized individuals except with the written consent of the
employee. No documents shall be copied or removed from an
emþIoyee's personnel file without the City Manager's approval,
prõviãed, however, employees have the right to copy documents from
LneÍr own personnel file at any time, subject to notÍfication of
the City Manager. Authorized inspections shall take place in the
presence of the City Manager or t,he Director of Fj.nance.

3. t 3.3 Public Information. The following information from
an employee's personnel file is available for public inspection'
subject to any reasonable regulations on the time and manner of
inspection that may be determined by the C ity Manager: EmPloyment
application(s); examÍnation materials; pos ition tÍtle(s); prior
position(s) held by a City employee; an emp Ioyee's classified or
unclassified statusi the dates
city employee; and the comPensa

3.14 Business Trave1

of appointmen t and separation of a
tion authorized for a city employee-

3.14. L Expenses. Employees required to travel outside of
the City on City business, including but not limited to meetiû9s'
confereñces, conventions, or court appearances, shall be reimbursed
for all reasonable expenses incurred. An employee scheduled to
travel outside of the City on City business shall obtain prior
approval from the City Manager as to the necessity of the trip'
relevance and importance to the City's business, mode of travel'
accommodations, fees and other anticipated expenses. Reimbursement
for expenses shall only be for actual and reasonable expenses
incurred in the course of performance of official duties as a City
officiat. Employees shalI be responsible for obtaining and
submitting records verifying all individual expenses exceeding ten
dollars ($f0.00).

3.L4.2 Trans rtation . Transportation for official City
business purposes shall generally be by
owned vehicles. City-owned vehicles may
only. Subject to authorization of the
owned vehicles may be utilized. Mileage

public carrier or City-
be used for City business
City Manager, Privately-
reimbursement for the use

of private vehicles shall be paid at the rate of thirty cents
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($.¡O) per mile. Employees shalt be responsible for maintaining
and submÍtting records verifying all míleage accrued. Mileage
reimbursement is considered to cover most transportati-on expenses'
excluding vehicle storage, parking and tolIs, which are fully
reimbursable provided that records for all such expenses are
provided.

3.15 Attendance and Tardiness

3.15.1 Attendance RequÍLed. An employee shall be in
attendance during all work hours designated by the City Manager or
the employee's department head. Employees shall report to work and
return from rest and meal periods, authorized leave, and holidays
at scheduled times and/or dates. Attendance records shall be
maintained and made part of the employees personnel record.

3.L5.2 Authorized Absence. Any employee unable to rePort
to work for any reason ot,her than personal illness or injury, or
any other reason authorized in Section 6.3, must obtain prior
authorÍzation for the absence from the employee's immediate
supervÍsor. Any employee absent without prior authorization or
notice to the appropriate supervisor shaIl be deemed to have
forfeited any sick pay or other paid leave and may be disciplined.

3.L5.3 Notice. Employees absent due to personal illness
or injury, or any otfrer reason authorized in Section 6.3 ' shall
notify their immediate supervisor no later than the start of the
employee's regular workshift.. If the absence continues beyond the
employee's first regular workday, the employee shall notify the
ímmediate supervisor of each workday's successive absence before
the start of the employee's regular workshift, unless other
arrangements are made by the employee with the immediate
supervisor. I f the employee's immediate supervisor is not
available, the employee shall notify their department head or the
City Manager regarding absences. For any absence due to personal
illness or injury that exceeds three (3) of the employee's regular
workdays, the employee's department head or the City Manager may
require written verification of the illness from a qualified health
care providerr âs defined per Section L.7.34.

3.15.4 Penalties. Employees shall be disciplined up to
and including discharge for excessive absentee
The City Manager shall have t.he discretion
constitutes excessive absenteeism and tardiness

ism and tardiness.
to determine what
and the manner in

which employees shalI be disciplined. This determination may
differ according to the needs of each City department or the duties
and responsibilities of each job position.
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3.16 Work Schedules and Rules

3.16.1 Generallv. The City Manager or the employee's
department head may estantisn employee work hours and schedules'
anã any necessary rules, regulations, and procedures, based upon
the Uest business interest of the City and the needs of each
department. Departmental rules, regulations, and procedures shall
be approved by the City Manager, and are made part of these Rules
by reference. Provided, hovrever, that departmental procedures
shall not nuIlify, modify, or run counter to these Ru}es.

3.L6.2 t{orkdav and Workweek. The regular City workday
consÍstsofaworffi8¡consecutiveworkhoursplusan
unpaid sixty (60) minute meal period within any consecutive twenty-
foùr Q l hour period. Saturdays, Sundays and recognized City
holldays are generally not consÍdered regular City workdays' except
as otherwise ãstablished by these Rules. The regular City workweek
is a period of one hundred sixty eight (168) consecutive hours that
begíns with the start of the first workshift after 12:01 a.m.
SuñOay and ends at the conclusion of the last workshift that
startäd before midnight on Saturday. These Ru1es, the City
Manager, ot the emplóyee's department head may establish other
reguÍar workdays or workweeks for individual employees or certain
clãsses of employees, particularly those in City departments
provlding seven (Zl days-a-week, twenty-four (24) hours-a-day
ãervÍce, and for exempt employees as per Section 5.7.5.

3.16.3 Schedules. Vüork schedules shall be established by
the City Manager or the employee's department head. EmPIoyees
shall work aII of the hours and days assigned. Work schedules for
those departments that are staffed twenty-four (24) hours a day
shall be posted in
reserves the right to
modifications are in

3.17 Resignations

advance by the dePartment head. The City
modify any posted work schedule whenever such
the best business interest of the City.

3.17.1 Notice. An employee may resj-gn by giving th91l
department head wiitten notice of resignation at l_east ten (10)
relular City workdays before the effective date of resignation.
',Wõrkdays,' ás used in this Section shall not include Saturdays,
Sundaysl and recognized City holidays. The written notice shall
state the reasons the employee is resigning. The department head
shall forward the resignàtion notice to the City Manager, and may

include a written summary of the employee's current work
performance and any additional information regarding the employee's
reasons for resÍgnation.

3 .L7 .2 Le-emplorrment. An employee's f ailure to comply
withSection3.1@sefordenyingreemp1oymentwiththe
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City and/or payment of any earned but unused vacation benefits.
The City Manager may waive the ten (10) regular City workdays
written notice requirement based upon the particulars of any given
resignation and permit a shorter written notice period, ox may
permit a verbal notice.

3.18 Physical Examinations

3.18.1 An employee may be required by the City Manager to
submit to an examination by a qualified health care providerr âs
defined per Section L.7.34, ât any time, ât City expense, for the
purpose of determining the employee's current and continuing
ability to perform alt the duties and responsÍbilities of the
employee's current position. The qualified health care provider
shall send a written report of the results of the examination to
the City Manager. A qualÍfÍed health care provider's opinion that
the employee is currently unable to perform all the duties and
responsibÍIities of the employee's position, shall result in the
employee being placed on leave without pay status, unless some
other reasonable accommodation can be made. The employee's ability
to return to work shall be determined by the procedures set out in
Section 6.6.

3.19 Disciplinary Actions

3 . 19 . I OraI Vtarnings . V'fhenever an employee's attitude,
work habits or personal conduct falls to a Ievel unacceptable to
t,he employee's supervÍsor, department head, or the City Manager, or
whenever an employee's work performance is evaluated as not meeting
all requirements, ot whenever an employee engages in an action or
behavior as per Section 3.20.2 the employee generally should be
informed of the unacceptable behavior or unsatisfactory performance
and the means to correct the situation. Provided, however, if the
seriousness or circumstances of a specific incident or the whole
pattern Of the employee's past performance and conduct, justifies
more severe disciptinary action in the first instance, other
disciplinary actions specified in this Section, up to and including
dismissal, may be utilized. A written note documenting the oral
warning shall be placed in the employee's personnel file.

3.L9.2 Written Vlarninqs. If appropriate and justified,
an employee who hás received an oral warning may be given a
reasonable time for improvement before further disciplinary action
is taken. If the oral warning does not result in the expected
improvement, or other aspects of the employee's job performance'
attitude, work habits or personal conduct fall to or remain at
unacceptable leveIs r or where more severe initial action is
warranted in the first instance, the employee shall receive a
written warning, unless more severe disciplinary action is taken
pursuant to section 3.19.3. This written warning shall detail the
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employeers unacceptable behavior and the means to correct the
silualion. A copy of this written warning shall be provided to the
employee and placed j-n the employee's personnel file. In the case
of-unãatisfactory job performance the written warning may take the
form of a special job performance evaluation, conducted as per
Section 3.2.

3.19.3 AdditÍonal Actions. If an oral or written warning
has not resulted in the expected improvement, or the seriousness of
a specific incident or the whole pat,tern of the employee's past
periormance and conduct justifies the imposition of more severe
ãísciplinary actlon in the first instancer ârl employee may be
suspeñded without pay, demoted, or placed on disciplinary probation
UasäA on a written reco¡nmendation by the employee's department head
and a subsequent review by the City Manager. Both the written
recommendatión and a written statement of the action taken, if any'
the reasons justifying the action, and the consequences of
repeatÍng or éngaging in further or other unacceptable behavior
snãff be provided to the employee, and copies shall be placed in
the employee's personnel fi1e. Both written statements shall be
deliveied personally to the employee by the applicable department
head or the City Uànager or mailed by registered' certified or
other special mail to the employee's last known address. Once a
final aðtion is taken, the written recoÍtmendation shall be removed
from the employee's personnel file-

3. L9.4 Disci ina Probation. Any disciplinary Probation
recommended Pursuant to s Section shall be preceded bY a review
by the City Manager of the circumstances leading up to the
recommended disciPlinary Probation. When the investigation is
completed and a decision Í s made as to disciptinary action, the
employee shall be informed in writing of the action, if any. AnY
disciplinary probation imposed under these Rules may be for any
period of time uP to and includÍng one-hundred and eightY-three
(L83) days. During the disciplinary probation period, the emPloYee
must show the required improvement necessary to remaj-n in the CitY
service. If the employee fails to correct their performance, ot
repeats the unacceptãble conduct during the disciplinary probation
period, the employee may be dismissed.

3. L9.5 Demotion and Sus ension Without P Any
this

f the
sion.
as to
ng of
on as

demotion or suspension without pay rec pursuant to
Section shall be preceded by a review by the City Manager o
circumstances leading uP to the recommended demotion or suspen
Vlhen the investigation i s completed and a decisj-on is made
disciplinary action, the emPloYee shall be informed in writi
the action, if anY. If the inves tigation indicates susPensi
the appropriate disciplinary action, the discipline shall be
imposed and the employee shall not be paid for the time sPent on
suspension. Any suspension without p
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shall not
indicates
discipline
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3.2O Dismissal

3.20.L Generall Based on the written recommendation of
ead, the City Manager may dismiss anthe applicable dePartment h

employee if previous disciPlinarY actions have not resulted in the
expected improvement. Based on the written reconmendation of the
applicable dePartment head, the Ci ty Manager may also dismiss an
emp loyee without Previous warning or discipline based on the
seriousness or circumstances of a specific incident, ot when the
whole pattern of an employee's past performance and conduct
Justifiãs the imposition of more severe discÍplinary act'ion in the
fÍrst instance.

3.20.2 Criteria. Reasons for dismissal
but are not limited to:

or other
discipllnary

a.

action include,

Damage, destruction,
public property;

unauthorized use' or misuse of

unsatÍsfactory, incompetent, inefficient, or negligent'
performance of assigned dutiesi

fnsubordination, profanity, or displaying an
ungovernable or bad temPer;

Conviction of a felony or misdemeanori

off-duty misconduct which reflects unfavorably upon
the employee's suitability for public employment;

Excessive absenteeism or tardiness, unauthorized
absences, ox failure to return from a leave without
pay on or before the designated date;

g. Abuse of leave Privileges;

conflicts of interest, Qt conduct
appearance of imProPrietY;

Acceptance of any valuable consideration given- in the

"*peðt.tiot of influencing the employee in the
performance of the employee's duties;

Untruthfulness, dishonesty, or falsification of
record.s, including misrepresentation of qualif ications
for employment;

b

exceed thirty (30) days. If the nature of the action
more than thirty (SO) days is appropriate, alternative
such as demotion or dismissal shall be considered.

Real or perceived
whÍch creates the

c

d

e

f

h

].

j



k

I

Use of the employee's position for personal advantage;

Insubordinate, uncivil, discourteous or disrespectful
behavior towards co-workers, supervisors' or the
public;

Failure to observe these Rules, work rules est'ablished
as per these Ru1es, ot other City administrative
rules;

Vüillfully disobeying the lawful orders of a
supervisor, department head, the City Manager or other
authorized City Official.

Use of alcohol- or controlled substances on the job, or
working under the influence of such substances.

Sexual harassment of other City employees' or any
other form of harassment prohibited by law.

m

n

o

p.
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3.20.3 Dismissal Notice. Atl employees shall be given
prior written notice of intended dismissal
date when the action will become effective.

includÍng notice of the
A copy shall be Placed

in the employee's personnel file. The written notice shall be
delfvered -perèonally to the employee when practícable, or mailed by
registered, certified or other similar special _mail to the
emfloyee's last known address. The notice shall include a
stãtement of the reasons for the dismissal and cite those portions
of these Rules that have been violated. The notice shall aÌso
inform the employee of his or her rights of appeal under these
Rules.

3.20.4 Pre-termination Hearing. In a case-of dismissals'
thewrittennotíffiheempIoyeethattheemp1oyeemay
request a pre-termination hearing and written decision by the City
Uariager. ff the employee requests such a pre-termination hearing
withín tw<¡ (21 regular City workdays of the notice of intended
dismissal, the'City Manager shalt give the employee an opportunity
to refut.e any of itre chãrges or reasons stated for the proposed
dismissal at an informal hearing for that purpose. The pre-
termination hearing shal-I be held, if practicable, within two (2)
regular City workdays of receipt of the request for a pre-
teimination hearing, or at such other date as soon thereafter as
the City Manager mãy set, provided that no termination shall be
effective untlt aftér the requested pre-termination hearing with
the City Manager has been held and the City Manager's written
decision nas béen made. In the case of pre-termination hearings,
the termination date set forth in the notice of intended dismissal
shall be deemed extended to the day following the date the City
Manager's written decision is made. The hearing need not be an



evidentiary hearing, but shall afford the employee an opportunity
to respond to the charges or reasons given for the employee's
dismissal. The City Manager may uphold, modify or reverse the
dismissal action. Exercising the pre-termination option shall not
result in the loss of any other appeal rights afforded regular
employees by Section 3.2L or 3.22 of these Rules. Trial employees,
as per Section 2.5, shall also be given written notice of dismissal
but. may receive a pre-termination hearing at the discretion of the
City Manager. Dismissed trial employees have no rights to appeal
under Section 3.2L or Section 3.22.

3.2L Grievances and APPeals

3 .2L.I Generallv. A regular employee in the classified
Sections 3.20 , 3.2L t and 3 .22 of these

suspensÍon without PaY, lay off,
servi.ce Ray, as set forth in
Rules, appeal any warning,
demotion, disciplinary Probation or dismissal, or grieve any
alleged violation of these Rules withín five (5) regular CitY
workdays after the effectíve date of the dÍsciplinary action, or of
the occurrence giving rÍse to the gríevance. If an employee fails
to appeal such disciplinary actÍon within five (5) regular CitY
workdays after the effective dat'e, the emp loyee wiII be deemed to
have waÍved any appeal of such rights under these Rules, except as
provided in Section 3.20.4. Alternatively the regular employee may
ãIect to appeal any warning, suspension without PaY, Iay off,
demotion, disciplinary probation, or dismissal' or grieve any
alleged violation of these Rules directly to the CÍty Personnel
goard as per Section 3.22. If such employee fÍIes a grievance or
appeal to the Personnel Board, the employee shall be deemed to have
wãÍved voluntarily any other grievance or appeal rights under
Sections 3.19, 3.20, and 3.2L that have not previously been
exercised. "Workdays" as used in Section 3.2L shall not include
Saturdays, Sundays, ot recognized City holidays.

3.2L.2 Exceptions. An appeal by a regular emploYee of a
, layoff, demotion, disciPlinarywarning, suspension without PaY

probation or dismissal, shall not forestall the effects of any
disciplinary action, except for d ismissals as per Section 3.20.4.
Provided, however, should the disciplinary action be reversed or
modified on appeal, the employee generally wilI be returned to his
or her position, be paid for any lost pay and have all other
benefits restored retroactively to the date of disciplinary action,
unless the appeal decision specifies otherwise. To the greatest
extent practicable and when the best business interests of the City
wiII nol be harmed, the City Manager or department head may set the
effective date of any disciplinary action, except for dismissal, to
commence no less than five (5) regular City workdays from the date
of the written notice of the disciplinary action. In the case of
a grievance by an employee of an alleged violation of these Rules,
the employee may elect to skip any step(s) in the procedure set
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forth in Section 3.21.5 if the grievance is against the City
of fícial specifÍed to hear the grie-vance. The employee's decision
to skip any step in the grievarice procedure shalt be submitted in
writing.

3.2L.3 Applicabilitv. The grievance and appeal procedure
appIiestoarr@oyees-inthec1assifiedservice.
nñþroy""" shall exhãust all city grievance and appeal procedures
before availing themselves of otñei methods of dispute resolution,
including but ñot limited to, êtry federal, state, or local tribunal
or court. Trial employees, as per secti.on 2.5, do not have the
rÍght to grieve or appeal under Section 3'2L'

3 ,2L.4 Vtaiver. If an emploYee fails to Process anY

grÍevance or appea with in the tÍme limÍts specified in these Rules
and the time limi ts are not waived bY the City, the emPloYee's
grievance or appeal witl be deemed waj'ved and such failure shalI
constit.ute a bar to any f urther appeal ' If the CitY fails to
ans$ter a gríevance or apPea I at any steP, the emPIoyee's grievance
or aPPeaI shall automatical Iy progress to the next step and shall
not be deemed waived. Noth ing in this Section shaII be construed
to prevent the settlement of any grievance or appeal by mutual
agreement of the parties at anY time.

â. SteP I:

b. SteP II:

3.2L,5 Procedure. Except as otherwise provided in these
Ru}es, the following steps shall be followed in submitting and
proce;sing a grievanée of an alleged vi-olation of these Rules ' ot
ãn .pp".l of á aisciplinary action or dismÍssal. AII parties to a

grieïãnce or .pp".i shall endeavor, whenever practicable' to
Ëiõã""" their áðtion" within fewer regular City workdays than
specifÍed bY this Section.

Any employee(s) shall fírst present' any
grievanðe or appeal to their immediate
ãupervisor within five (5) regular City
,oikd.y" after the grievance or appealed
action arose. The supervisor and the affected
employee(s) shall meet to discuss the
grievãnce or appeal and attempt to resolve the
í""n" within five (5) regular City work days
of the date the grievance or appeal was
presented to the immediate supervisor' The
ãupervisor shall inform the employee(s) of the
decision on the appeal or grievance within
this five (5) day þeriod. The supervisor's
decision may be givèn verbally or in writing'

If the grievance or appeal is not resolved at
Step I, the affected employee(s) shall reduce
the-grievance or appeal to writing and submit

Personnel Rules
Revlged July 1, 1995
Page 25



c

3.22

Pêrsonnel Rules
Revlaed JuLy 1, 1995
Page 26

the issue to their department head within five
(5) regular City workdays after the decision
of their ímmediate supervisor is given. The
written grievance or appeal shall contain a
description of the alleged problem(s), the
date(s) of alleged occurrence(s), the
corrective actions(s) desired' and a summary
of what, occurred during Step I of the
grievance or appeal procedure. A meeting
between the department head and the affected
employee(s) shall be held within five (5)
regular City workdays of the receipt of the
written grievance or appeal. The department
head shalt respond to the employee(s), withín
five (5) regular City workdays of the meeting,
with a written decision on the appeal or
grievance.

step III: If the grievance or appeal is not resolved at
Step II, the affected employee(s) râY, within
fivã (5) regular City workdays of receipt of
the department head's written decision,
present a written grievance or appeal to the
City Manager' along with aIl pertinent
coriespondence, records and information
accumulated to date. For the purpose of
resolving the grievance or appeal, the Cit-y
Manager shall meet wÍth the affected
employee(s) and the department head within
five (5) regular City workdays after recej-pt
of the grievance or appeal. The City Manager
shall rèspond with a written decision on the
appeal or grievance to the employee(s), within
f ive (5) regular City workdays of the meetJ-ng'
The decision of the City Manager shall be
fina1, except as otherwise provided by Section
3.22 of these Rules.

Personnel Board

3.22.I Membershi The City of Sherwood Personnel Board
members appointed by the Council forshall consist of t ree (3)

maximum terms of three (3) Years. The Board need not be a standing
committee of the CitY, and maY be appointed on an "as needed" basis
for terms of briefer duration. The City Council maY choose to act
in part or whole as the Personnel Board, íf sufficient members
canñot be appoint.ed. Board members shall receive no compensation
for their services, but shall be reimbursed for duly authorized
expenses. A Board member may be removed by the Council for
miãconduct or non-performance of duty. Any vacancy shall be filled
by the Council for the unexpired term of the predecessor in office.



The Board shall, at its first meeting in each odd-numbered
year, elect a chair and vice-chair who shall be voting members, and
who shall hold office at the pleasure of the Board. Accurate
records of aII Board proceedings shall be kept by the City, and
maintained on file in the City Recorder's Office. A majority of
Board members shall constitute a quorum, À majoríty vote of those
members, not less than a quorum, present at an open meeting of the
Board shall be necessary to IegaIIy act on any matter before the
Board. The Board may make and alter rules of procedure consistent
with the laws of the State of Oregon, the Clty Charter, and City
ordinances. The Board shall meet in response to any grievance or
appeal duly filed as per these Rules.

Board members shall not participate in any Board proceeding
or action in which they hold a direct or substantial financial
interest t or when such interest is held by a member's immediate
family. Any actual or potential interest shall be disclosed at Lhe
meeting of the Board where the action is being taken. Board
members shatt disclose any pre-hearing or ex-parte contact with
employees or any of the partj-es to an appeal or grievance before
the Board. A Board member shall be disqualified when the
impartiality of any member has been compromised by pre-hearing or
ex-parte contact or a conflict of interest.

3.22.2 AuthorÍty. The Personnel Board shall hear
grievances and appeals by regular employees in t
servj-ce regarding their suspension, layoff, demotion
any other grievance as per these Rules. Any such

he classified
, dismÍssal or

grievance or
appeal sha1l be filed in writing with the City Recorder within ten
(1) regular City workdays after the employee received the written
notice of suspension, layoff, demotion or dismissal, of the
occurrence giving rise to the grievance, or of the completion of a
grievance and appeal procedure as per Section 3.20 or Section 3.2L.
Employees who fail to file their notices of appeal as required by
these RUles shall be deemed to have waived any right of appeal
under this Section. "Workdays" as used in Section 3.22 shall not
include Saturdays, Sundays, or recognized City holidays. Trial
employees, as per Section 2.5, do not have the right to grieve or
appeal under Section 3.22.

3.22.3 Notice. As soon as practicable after the notice
of grievance or appeal is filed, the Personnel Board shall meet and
consider the employee's grievance or appeal. The Board shall
provide written notice to the employee, the employee's
representative(s), and the City Manager, as to the date, time, and
place of the hearing.

3.22.4 Hearinq. The Personnel Board shall hold a hearing
on the employee's grievance or appeal. The employee, City
employees and any other interested persons may give testimony at
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the hearing. The employee, his or her authorized
representatile(s), the CitV, and the City's authorized
r"þr"""rrtative(s), may examine and cross-examine any witness with
ieäpect to the'fácts *tricn are material and relevant to the issues
invõIved. The Personnel Board shalt be responsible for the conduct
of the hearing and may determine the order of the presentation of
evidence, reqúest the presence of witnesses, and examine or cross-
examine any interested party and/or witness. All testimony taken
at the hearing shall be under oath. The Personnel Board shall
receive.ty ".tidence 

logicalty tending to prove or disprove a fact
at issue, irrespective óf tne common law rules of evidence, but no
decision or findings shalI be based exclusively on hearsay
evidence. tÍhenever any evidence is considered by the Personnel
Board to be unnecessarity cumulative in effect, of not likely to
prove or disprove a fact in issue, such evidence may be excluded'

3.22.5 Findinqs and Decision' Within ten (10) regular
City workdays of-Ene gÍîevance or appeal hearing, the Personnel
goalA shali issue a written notice of decision upholding'
modifyingr or reversing the appealed disciptinary actionr or making
a detãrm-ination of thê valiãity of t,he grievance. The Board's
report shaIl cite specific findings of fact supporting their
deäiston, give specific directions as to any conditions or remedies
attached tõ tneir decision and set an effective date. The written
notice of decision shall be provided the employee, the employee's
representative(s) and the City Manager'

Personnêl Rules
Revised JuJ.y 1, 1995
Page 28



¡\RTICLE 4

CLASSIFTCATION PLAN

4.L Coverage

4.1.1 Applicability. All offices and positions in the
City service shail be assigned to the classified or unclassified
service. Unless specifically provided otherwise, these Rules shall
apply only to employees in the classified service.

4.L.2 Unclassified Service. The unclassified service
shall include the following pos t ons : The Mayor, Council Members,
MunÍcipa1 Judge(s), the City Manager, members of boards'
commissions, and other p1ural authorities, all other personnel
appoÍnted, elected, approved, or confirmed by the City Councj.I, aII
personnel who serve without compensation, and all temporary part-
time or volunteer personnel.

4.1.3 Classified Service. The classified service shall
ínclude those posítions which are not spec ifically included in the
unclasstfied servicer âs per Section 4.L.2.

4-2 Creation

4.2.L Generally The CÍty Manager shall annually prepare
and submlt a classificatlon plan to the CÍty Council for approval.
The classlfication plan shall become a part of these Rules, and is
summarized in Appendix C, Table I.

4.2.2 Classes. Positions shall be grouped into classes
based on stmitaiÏEy in established duties, responsibilities, and
entrance qualifications. No person shall be appointed to or
employed in a position that has not been included in the
classlfication pIan, except for temporary part-t5-me positions
authorized by the City Council. Each class of posÍtions shall be
given a class title which may take the form of a number.

4.2.3 Class S ci fications . Class sPecificatj-ons in the
form of a job descr ption(s), shall be prepared for each Position.
Job descriptions sha lI become a part of these Rules and be included
Ín Appendix D. Each specification shall include, but need not be
li¡nited to, the following information: the position tit1e, a
general statement of duties and responsibilities, a brief
description of j ob conditions, and any entry leve1 education,
experience, Iice nses, ox other relevant skills that must be
possessed by any person to be considered for a position. Job
descriptions shall be
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accurately any changes to the duties, responsibilit.Íes, entrance
qualifications, and other particul-ars of a position.

4.3 Purpose

4.3.1 The classification plan is to be used as a guide for
recruiting and selecting applicants for empJ-oyment, determining
lines of promotion or demotion, developing employee training
programs, determining the pay rate for various types of work,
determining personnel costs and departmental budgets, and as a
uniform way of referring to positions in the City servÍce that is
understood by a1I City employees and the general public.

4.4 AdmÍnistration

4.4.1- Responsibilitv. The City Manager is responsible for
maintaining the classification plan
reflects the current duties' responsib

and ensuring that the PIan
ilities and qualifications of

alt classified positions in the CÍty service. $Ihen new positions
are created, the City Manager shall review the position's duties,
responsibilities and qualifications and make reconmendations to the
CÍty Council for any appropriate classifications or re-
claisifications of positions, as provided in Section 4.2. tlhenever
there are material changes in the duties, responsibilities and
qualifications of current positions, the City Manager shall review
tne changes and shatl recommend any necessary and appropriate
changes ln the classification plan. The City Manager shall also
perióOicalty review the entire classification plan and recommend
ãry changes in the assignment of positions t,o classes' job
deãcriptións, of any other appropriate changes to the
classification plan.

4.4.2 New Positions. Vühenever a new position is created
or the duties of an existing Position materially change, department
heads shall provide the CitY Manager with a written, comprehensive
job description(s), describing in detail the duties,
responsibilitÍes and qualifications of the affected Positions
assig
sugge
and
appro
pIan.

ned to the class. The City Manager shall investigate the
sted or actual duties, responsibitities and qualifications'
recommend to the City Council whatever action may be
priate or necessary to accurately maintain the classification

4.4.3 Incumbents. Incumbent employees who consider their
position imp
consideration

roperly c assified may submit a request for
for reclas sification in writing to their immediate

supervisor. The immediate supervisor shall review the request with
thã department head. If the department head finds that the
positioì's duties, responsibilities or qualifications have changed
materially so that the position's classification is inappropriate'
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the department head shall make a recommendation as to
reclassification to the City Manager. If the department head finds
reclassification is not appropriate, the department head shall
Ínform the employee in writing of this decision and the reasons for
the decision. - fn those cases where the department head has
reco¡nmended reclassification to the City Manager, the City Manager
shall review this recommendation and make the fÍnal recommendation
to the City Council regarding granting or denying the
reclassification request.

4.4.4 Appointment. l{hen a position is reclassified from
one class to a nigher or lo!{er c1ass, the method of fillÍng Lhe
posítion shall genêrally be in accordance with Sections 2.L, 2'2,
i.S, 3. 1, 3. 3 and 3.4 . Provided, hovrever, whenever the
reclassification would result, in a demotion of an incumbent
employee, the incumbent employee may be appointed to the
reãtaãsifled posítÍon, upon the recommendation of the department
head and appioval by the City Manager. And provided further,
however, tnát whenever the reclassification is a result of the
employee's diligent and appropriate assumption of difficult and
a¿äitionat dutiês and responsibilities, 5o that the position
!.rarrants a higher classificatÍon, the department head may recommend
to the City Manager that the incumbent be appointed to the
reclassified posÍtlon wÍthout examination. The City Manager !!"fl
consÍder the -department head's recoÍtmendation and make the f inal
declslon regarding how such a reclassifÍed position shall be
fi1led.
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ARTICLE 5

COMPENSATION PLAN

5.1 Creation and Coverage

5.1.1 GeneralIy. The City Manager shal-1 develop a
compensation plan consisting of ranges of pay steps assigned to
classes of positions. Each range of pay assigned to a class shall
consist of one (1) minimum pay step, three (3) intermediate pay
steps, and one (1) maximum pay step. The compensation plan shall
also include merit pay provisions. Each class of positions sha1I
be assigned a range of pay steps. Pay steps shall increase two and
one-half percent (2 L/22) between each step. There sha1l be a
minÍmum three percent (3t) difference between the maximum and
minimum steps of any two (21 consecutÍve class of positions. This
compensation plan and any subsequent, changes shall become a part of
these Rules and be included and summarized in Appendix B, Table II.

5.1.2 Pav Steps. Pay steps for each class shall be
coordinated based upon the range of pay steps for other c lasses,
the requisite duties, responsibilÍties, and entry level
qualifications of positions in each class, the rates of pay for
similar work in the public and prÍvate sector, cost of living data,
suggestions from department heads and other employees, fringe
benefits, the City's financlat pollcies and posÍtion, oÉ any other
relevant considerations. Nothing contained in these Rules, the
compensation plan, or the City's past practices or customs shall
prevent the City from reducÍng its work force, laying offl
promoting, demoting, reclassifying or dismissing employees or
otherwise managing and directing the operation of City government
in the best business interest of the City.

5.1.3 Applicabilitv. The provisions of the compensation
plan shaII be applicable to aIl employees whose positions are
listed in the classification plan.

5.2 Maintenance

5.2.1 Responsibilitv. The compensation plan is intended
to provide approþiiate and equitable compensation for all positions
in the classification plan, taking into consideration those factors
Iisted in Section 5.L.2. The City Manager shall annually study all
factors affecting the level of compensation paid City employees'
and shall recommend appropriate adjustments to the City Council.

5.2.2 Amendment.
intended to provide admin
individual differences amon

The use of pay steps and merit PaY is
istrative ftexibility in recognizing
g incumbents appointed to positions in
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the same class and to provide an incentive for employees to advance
and improve their performance. The City Council may approve the
raising or lowering of the range of pay steps for any or all
ctassiiÍcations when deemed in the best business interest of the
CitY.

5.3 Within-the-Range Pay Increases

5.3.1 Minimum Rate. The minimum pay step established for
a class is the normal hiring rate, except in cases where the
background of a ne$¡ employeer or'other factors, warrant appointment
at a higher step. Appointments above the minimum pay set for a
class shall be approved by the City Manager, based on a
consideration of whether the applicant's current qualifications are
in excess of the entry level qualifications required for the c1ass,
whether there is a shortage of qualified applicants available at
the minimum pay st,ep, whether qualified applicants decline
employment at the minimum pay step, or other factors in the best
business interests of the CitY.

5.3.2 Advancement. Advancement to successive pay steps
for a class of positions sha1l be based on an employee's efficient
and futly satisfactory performance of the duties and
responstbitities of their position. The maximum pay step is
considered the full pay rate for an incumbent who is meeting all
the requírements of his or her dutÍes. Advancement to the next
successfve pay step shall be based solely on'merit and performance'
not on an employee's longevity or senfority. Advancement is not
automatic.

5.3.3 Timinq. An employee may be considered for
advancement to a niqher pay step on his or her yearly anniversary
date of employment. Provided, however, that trial employees may be
considered for advancement to a higher pay step upon successful
completion of the trial employment period as provided in Section
2.5. The anniversary date of employment shall be adjusted for
employees on leave without pay status as provided in Section 6.6.6.
Normatly an employee shalt only be advanced to the next successive
pay step for their class of positions. Provj-ded, however, that the
Ófly Mahager may advance an employee to a higher step upon his or
her annivãrsary date of employment based on a determination that
the performancè of the employee has consistently exceeded the
normál requirements of their position, and that such advancement
would be in the best business interest of the City.

5.4 Merit Pay

5.4.1 Eligibility. AlI regular employees shall be
elÍgible for a merit pay award on their
following advancement to the maximum pay s

first anniversary date
tep for their class of
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posÍtions, and on each successive annj-versary date, provided the
employee remains at the maximum step for their class of positions.
DÍfferent merit pay plans shall be in effect for non-exempt
classified employees, as per Section I.7.25, and exempt employees,
as per Section 1.7.18 and 5.7.5.

5.4.2 Non-Exempt Emplovees. EIigible non-exempt
employees, as per Section 5.4.1, shall receive a merit pay award in
increments equal to two percent (22) of base salary for the
employment year being evaluated, excluding overtime, shift
differential, previous merit pay and other pay additions, for each
"exceedÍng requirements" rating received on their annual
performanCe evaluation for "essent.ial" job duties, and one percent
( 1?) for each "exceeding requirements" rating received for
,'auxiliary" job dut.ies or for their performance relative to "job
responsibilities", "job conditions", or "external contacts", to a
maxÍmum of ten percent (10*). Provided, however, that to be
elÍgible for merít pay all other rated factors on an employee's
annual performance evaluation sha1l not faII below "meeting a1I
requirements".

5.4.3 Exempt Employees. Eti gible exempt employees, as Per
Section 5.4.L, shall receive a merit pay award in increments equa I
t,o three percent (3t) of base salary for the employment year being
evaluated, excluding overtime, shift differential, previous merit
pay and other pay addÍtions, for each "exceeding requirements"
iating received on their annual performance evaluation for
"essential" job dutÍes, and two percent (2t) for each "exceeding
requirements" rating received for "auxiliary" job duties or for
their performance relative to "job responsibilities", "job
COndÍtiOflS", Or "external COntaCtS", tO a maximUm Of ten percent
(10S). Provided, hovrever, that to be eligible for merit pay a1l
other rated factors on an employees annual performance evaluation
shall n9t fall below "meeting all requirements".

5.4.4 Palrment. The total merit pay award shall be paid as
a lump sum at tne time of the first regular payday following
approval of award by the City Manager, or in four (4) equal
quarterly increments at the employee's option, provided however
that merit pay shall be paid out in full within the same fiscal
year in which it is awarded.

5.4.5 Approvals. AII merit pay awards shall be aPProved
by the City Manager, who shall determine that the performance
evaluation was fair and accurate; consistent with the general
standards of job performance and conduct applied to other positions
in the City service; and that adequate funding exists for an
ongoing merit pay program. The City Manager has the discretion to
deny or reduce any merit pay award.
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5.5 Pay Steps on Promotion, Demotj.on or Transfer

5 . 5 . I Promotion. lrlhen an employee is promoted ' the
employee's pay stGþ-Tñ-Ee new position shall be at least a f ive
percent (5*) increase from the pay step from which the employee was
promoted. The anniversary date of an employee who is promoted shall
be adjusted so that it falls one (1) year from the effective date
of the promotíon.

5.5 .2 Demotion. lnlhen an employee is demoted pursuant t.o
Section 3.20.3, the employee's pay step in the new position shall
be the pay step of theír lew class of positions which Ís the
smallest decrease from the pay step from which the employee was
demoted. If the employee was demoted, but not pursuant to Section
3.20.3, the employee's pay step in the new position shall be any
appropriate pay step in their new class of positions that is less
than the pay step from which t,he employee was demoted. In eÍther
case, the demoted employee's department head shall make a
recommendatÍon to the City Manager as to an appropriate pay step
and the CÍty Manager shall review and approve the recommended lower
pay step or determine what is a more appropriate pay step. The
annÍversary date of an employee who Ís demoted shall be adjusted so
that it falls one (1) year from the effective date of the demotÍon.

5.5.3 Transf er. !{hen an employee transfers from one
positÍon to another in the same class of positions, the employee
shall continue to be paÍd at the same pay step and the employee's
annl-versary date shall not be adjusted.

5.6 Pay Periods

5.6.1 V{orkday and Workweek. The regular City workday
consists of a workshÍft of eight (8) consecutive work hours plus an
unpaid sixty (60) minute meal period within any consecutive twenty-
four (24) hour period. Saturdays, Sundays and recogni-zed City
holidays are generally not considered regular City workdays, except
as otherwise established by these Rules. The regular City workweek
is a period of one hundred sixty eight (168) consecutive hours that
begins with the start of the first workshift after 12:0L a.m.
Sunday and ends at the conclusion of the last workshift that
started before midnight on Saturday. These Rules or the City
Manager may establish other regular workdays or workweeks for
individual employees or certain classes of employees, particularly
those in City departments providing seven (7) days-a-week, twenty-
four (24) hours-a-day service, and for exempt employees as per
Section 5.7.5.

5.6.2 Pay Day. Employees will be paid every other Friday
based on hours worked in a predetermined L4 day period.
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5.6.3 Advances. Employees may request payroll advances
when the normal payday falls during any authori-zed
other circumstances as may be authorized by the
Payroll advances may not exceed ninety percent

leave, et in
City Manager.
(90t) of the

employee's normal net pay scheduled for that payday.

5.6.4 Shift Differential. Non-exempt classified
employees, whose regular, sc ed workshift consists o f eight (8)
hours between the hours of 3 P.m. and 7 a.m. shall receive
additional compensation at the rate of thirty-two cents ($.¡Z) per
hour. Any overtime accrued by such employees shall be compensated
for at the regular rate of pay for positions.

5.7 Overtime

5.
Sections 5
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7.L GeneraIly. All employees, except as exempted by
.7.4 and 5.7.5, will be compensated for hours worked

outside of their regular workday or workweek. The regular
workshift for such non-exempt employees consists of eight (8)
working hours within a given workday, as defined by Sectfon 5.6.1.
The regular workweek for such non-exempt employees consists of
forty (¿Ol working hours within a gÍven workweek, âs defined by
Section 5.6.1. No employee may refuse to work scheduled overtime'
overtime necessitat,ed by emergencies, overtime necessitated by
staff shortages, or any other reasonable requirement for overtime
work t.hat Ís in the best business Ínterest of the City.

5.7.2 Compensation. AIl authorized overtime work by
employees, except as exem¡lteO fy Section 5.7.4 and 5.7.5t shall be
compensated for with time off in lieu of PaY, at the rate of one
and one-half (L-L/2) hours for each hour of employment worked in
excess of the employees regular eight (8) hour workday or forty
(40) hour workweek¡ uP to an accrual of forty (40) hours. Such
non-exempt employees shall receive cash payment for all overtime
accumulâted in excess of forty (40) hours, and shall be paid for
all unused compensatory time-off upon resignation, layoff, or
dismissal. Such excess or unused compensatory overtime shall be
paid at the employee's regular rate of pay. By reason of executing
ttre Umptoyee CertíficatÍon of Receipt of these Ru1es, the employee
agrees to these overtime compensation policies.

5.7 .3 Public ttorks. AIl employees in the Pub1ic Works
Department, except as-exõmpted by Section 5.7 .5 | shall be
responsible for serving emergency standby duty, as scheduled by
their supervisor or department head. During the employee's regular
workday br workweekr îo additional compensation shall be due for
standby duty, except for actual overtime hours worked as specified
in Section 5.7.1. On Saturdays, Sundays and recognized City
holidays that are not part of the employees regular workday or
workweek, non-exempt employees shalI accrue four (4) hours of



compensatory time off for every fuIl twenty-four (241 hour standby
sniit served. Provided, however, that if the employee is called to
active duty, compensation shall be provided as specified in Section
5.7.2, in addition to standby compensatory time-off.

5.7.4 Exceptions. Except as otherwise provided herein,
exempt classified employees, as specified
eligible to receive overtime pay for any
forty (40) hours in one ( 1) regular

by Section 5.7.5' are not
hours worked in excess of
City workweek, ôs such

employees receive a salary which Ís considered to be adequate cash
compensation for all hours worked.

provided, however, that as a result of conditions which
involve hours of work in excess of forty (40) hours ín one (1)
regular City workweek t ot work on any Saturday or Sunday that Ís
no¡, a regularly scheduled workday, an exempt classified employee
shall rec-eive compensatory time-off at the rate of one and one-half
(l-L/2) hours for each hour workedr up to a maximum accrual of
Èorty (40) hours of compensatory time-off. The City Manager has
the discretion to permit short periods of time off for such exempt
classified employees for the purpose of attending to personal or
civic matters, without loss in salary or requiring the use of other
leave benefits. Pay for work on recognized City holidays shall be
governed by SectÍon 6.1.5.

5.7.5 Exempt Positíons. For purposes of these Rules'
exempt, classifieO e,rnpfoyees include those persons employed in an
aAmiñistratíve, professional or executÍve posit,ion, âs defined by
the Fair Labor Standards Act of 1985 or succeeding legislation.
present exempt classified posítions in the City service include the
Chief of Police, Director of Finance, City Engineer, Librarian and
planning Direct,or. Other positions may be declared exempt when
added tõ the City servj-ce or as duties and responsibilities of
existing positÍons are modified.

5.8 Supplemental Compensation Programs

5.8.1" Police Department. AIt sworn police department
employees shall 6e pafd a lump sum of one-hundred fifty ($150.00)
Aottais per month in addition to other compensation, commencing on
their first anniversary date following advancement to Step 4 or 5

for their class of positions. This supplemental compensation shall
not be included in the calculation of merit pay as per Section
5.4.2.
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ARTICLE 6

EMPLOYEE BENEFITS

6. L Holidays

6. 1. 1 lVhen Observed. The City shall observe the following
hotidays on the dates indicated:

a. New Years Day JanuarY 1

b. President's Day Third Monday in February

c. Memorial Day Last MondaY in MaY

d. Independence Day JulY 4

e. Labor Day First Monday in September

f. Veteran's DaY November lL

q. Thanksgiving Day Fourth Thursday in November

h. Christmas Day December 25

6.L.2 Exceptlons. If a holiday falls on a sunday, the
followÍng Uonaaf snall ne observed as the holÍday. If a holiday
falls on a Satuiday, the preceding Friday shatl be observed as the
holiday.

ion 6. 1. 1, regular ul1
one (1) floating holiday per calenda
national observation of the birthday of Martin Luther King.
Floating holidays must be scheduled with a minimum of ten (10)
regular City workdays advance written approval by the employee's
Ímmediate supervisor or department head. Floating holidays not
used within the calendar year are lost and cannot be carried over
for use in subsequent calendar years. Upon termination an employee
shall not receive pay for an unused floating holiday.

6.1.4 Ho lidav Pav. Full-time employees who do not work

6.1.3
listed in Sect

Floatin Holida

on a holiday shall receive ei
regular rate of pay, provided t
workday before and their first

In addition to the holidaYs
-time employees shall receive
r year in recognition of the

ght (8) hours holidaY PaY at their
hey have worked their last scheduled
scheduled workday after the holiday.

Part-time employees regularly working twenty (20) hours or more a
week who do not work on a holiday thaL is their regularly scheduled
workday shall receive a portíon of the eight (8) hours holiday pay
at their regular rate of pay equivalent to the percentage of their
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hours worked to a full forty (40) hour work week, provided they
have worked their last scheduled workday before and their first
scheduled workday after t.he holiday. All other part-time and
temporary employees do not receive holiday pay, provided however
that when in the best busÍness interest of the City, part-time
employees may be offered the opportunity to work a substltute
workday. Employees who are on leave without pay are not entitled
to receive holiday pay. An unexcused absence from scheduled work
on a holiday will result in loss of holiday pay for that holiday.

6. 1.5 Exchange Holidays. A1Ì classified employees who
work on a holiday for which an exchange holiday Ís not taken within
thirty (30) calendar days shall be paid for the first eight (8)
hours worked on the holiday at the rate of two (2) time the
employee's regular rate of pay, provided, however, that part-time
and temporary employees who work on a holiday shall be paid for all
hours actually worked at their usual rate of pay.

6. 1.6 Leave Provisions. Tf a holiday falls during a
period of a full-time employee's approved vacation or sick leave,
the employee shall receive holiday pay and the absence shall not be
charged against the employee's accumulated vacation or sick leave
benefits.

6.L.7 Rellqious Holidays. Regular employees who practice
a religious faith observing holidays not listed in Section 6.L.1,
may request leave on saÍd holiday. All such requests shall be made
in writing to the Cíty Manager. Upon verificatÍon of the belief
and holiday, the holiday may be granted, províded that it is in the
best business interest of the City. Religious holidays shall be
off-set as unused holiday benefits as per Section 6.1.1, as
vacation leave t ot as leave without pay. All religious holiday
leave shall be approved in writing by the City Manager setting out
the terms, conditions, and length of said leave.

6.2 Vacations

6.2.L Rate of Accrual. Vacation benefits are determined
by a regular employee's length of continuous service with the City.
Full-time employees wÍth one (1) year or l-ess of service sha1l be
granted ten (10) workdays of vacation with pay and subsequently
shalI receive ten (L0) workdays plus one-halt (L/2) workday of
vacation wíth pay for each additional year of servÍce. Part-time
employees shall receive and accrue vacation benefits at one-half
(L/2 ) the rate of full time employees.

6,2.2 Exceptions. Employees earn but cannot use vacation
benefits until they have successfully completed their trial
employment period. Temporary employees do not earn vacation
benefits. Transfers of employees within the City service sha1l not
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cause a break in an employee's years of continuous service for the
purpose of cámputing- thã amount of vacation benefits earned'
Employees do nof earn vacation benefits during a leave without pay'

6.2.3.
regular emPIoYe
benefits are us
employee would
schedule during

Rate of Pav.
e's regular r
ed. Vacation
have earned
the vacation

Vacation PaY Ís
ate of PaY at the
pay shall be the
had the emPloYee
period.

determined bY the
time the vacation

amount the regular
worked a regular

6.2.4 Carrv-Overs. vacation benefits not used during the
employee,s anniversary year in which the benefits are earned may be

carried over, but must be used in the succeeding anníversary year'
provÍded, however, that an employee may not accrue more than thirty
tiOl rori.d.ys of vacation léave at the end of any calendar year
without the written approval of the city Manager. -Th" city Manager

may approve accrualJ and carry-overs of mõre than thirty (30)

workdays of vacatÍon leave or for more than one (1) succeeding
calendar year, when the employee was- unable to take time off due to
City staffinj anO work io..í requirements, ot other legitimate
reasons that made use of the excess accrued vacation benefits
unfeasible.

6.2.5,,Cashout''.Regularemployeegshall!epaidinone
(1) lump sum for-anyãcciued buÉ unused vacatj-on benef its only upon

layoff, resijn"tiãi,, ot dismissal, unless the emproyee fairs to
províde the Jä;i;;å norÍce , Lf any. _rn addirÍon, ât the end of
each calendar year, a reçtu1ár city employee as- of -December 31 may

request in writing a "cash out" or up to two hundred forty (240)

hours of any accrúed, but unused, vaCation leave in excess of two

hundred forly Q4O) hours, Ín lieu of an authorized carry-over as

per Section 6.i.A,. The City Manager Jnalst approve any such end-of-
year ,,cash-outs,' in writingl ana ríay disalloï or reduce the end-of-
year ',cash out' based on tñé abilit| of City finances to absorb the
costs of such.

6.2.6 Schedulinq' Vacations shall be scheduled by the
employee,s department head based upon staffing and workload
requirements. Employees may request in writing that their vacation
be scheduled at a paiticul.r ti*. and the department head may give
consideration to rãquests that are consistent with the department's
staffing and worktoãa requirements. An employee's department-head
may change or cancel þreviously approved vacation schedules
whenever necessary to meet the opératiñq needs of the department'

6.2.7 Minimums. The minimum unit of vacation benefits
four (4) hours.that can be used at one time is
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6.3

Personnel Rules
Revised July 1, 1995

Page 41

Sick Leave

6.3. 1 Rate of Accrual.
shall earn sick leave benefits at the rate o f one (1) workday for
each calendar month of continuous employment. AIt regular part-
time employees shall earn sick leave benefits at the rate of one-
hatf (L/21 workday for each calendar month of continuous
employment. No sick leave benefits are earned by employees on
leãve-without pay¡ or by temporary employees. Sick leave benefits
are earned from the date of employment, provided, however, that
employees may not use sick leave benefits until their trial
employment period is successfully completed.

6.3.2 Carrv-overs. Síck leave benefÍts not used during

AtI regular full-time emPloYees

y be carried over and used
Employees may accumulate

benefits may be carried over

the calendar year they are earned ma
durÍng succeeding cal-endar years.
untimited sick leave beneflts and such

shatl not be paid directlY
termination of employment.
sick leave benefits may be

the employee's regular rate
used. Sick leave pay shall

Lnto successive calendar years without any restriction or penalty
so long as the employee remains employed by the City.

6.3.3 "Cash-Out". Except as herein provided, employees
for any unused sick leave benefíts upon
An employee's annual accrued but unused
converted to vacation leave at the end

of each calendar year at the rate of (1) day of vacation leave for
every two (21 days of accrued sick leave, when the employee so
requèsts in wrÍting and is a regular City employee on December 31
of that year. Provided, however, that the employee must retain a
minimum õf four hundred eighty (480) hours of accrued sick leave.
Slck leave may not be converted to vacation leave upon layoff,
resÍgnation or dismissal.

6.3.4 Rate of Pav. Sick leave benefits shall be paid at
of pay at the time the benefits are
be the amount the regular emPloYee

would have earned had such employee worked their regularly
scheduled workday.

6.3.5 Appllcabilitv. Síck leave benefits may be used by
regularemp1oye@enceduetopersona1injury,Í1lness,
or temporary disabitity, except as provided in Section 6.LL.2,
which [eeps the employee from performing their regular duties, for
personal medical or dental appointments, for absences occasioned by
Ltre illness or injury of a member of the employee's immediate
family, or the need to accompany a member of the employee's
immediate family to a medical or dental appointment. Sick leave
benefits may be used for actual periods of temporary disability
associated with pregnancy or chitdbirth.



6.3.6 Notice. Payment of sick leave benefÍts is further
conditioned upon the employee notifying their immediate supervisor
or the department head of the employee's absence(s) as required in
Section 3.15. Failure to give required notice shall result in the
loss of sick leave benefits for such absence(s).

6.3.7 Certificates. The employee may be required to
provide certification of illness or injury that results in an
absence that exceeds three (3) of the employee's regular workdêYS,
or to provide a written release to return to work from a qualified
health care provider, whenever requested by the employee's
department head, of the City Manager. The City Manager may require
any employee returning after a prolonged absence to be examined by
a qualified health care provider of the City's choice

6.3.8 Forced Leave. The employee' s supervisor, department
headr or the CiLy Manager shall have the authority to order the
employee to go on sÍck leave if the employee is unable to
satisfactorily perform their dutiesr or endangers the health of
others, due to illness or injury.

6.3.9 Leave tlithout Pav. Upon exhaustion of any sick
y request additional leave withoutIeave benefits, â[ employee ma

pay pursuant to Section 6.6.

6.4 Special Leave

6.4.L Jurv Dutv. Employees who are called to serve on a
jury, or subpoenaed as a witness in any court proceeding, shall be
allowed time off from work without loss of pay or accrued benefits.
Any fees received, including travel allowances, shalI be endorsed
over to the City for deposit in the City's General Fund, provided,
however, that any fees received for such duty occurring on days
that are not regular workdays for the employee shall be retained by
the employee. Employees excused from jury duty or court
proceedings are expected to work the remainder of their regular
workday.

6.4.2 Election Leave. When an employee's work
constrains their ability to vote in any regular or
election, time off shalt be granted up to a maximum of one
without loss of pay or benefits.

6.4.3 Leave with Pav. Except as otherwise established bY
these Rules in the form of vacation leave, sick leave, ho lidays,
jury duty, emergency leave, in-service training, and the other
forms of leave and training specifically identified, leave with pay
is not allowed, except by express authorization of the CÍty
Council.

schedule
special

( 1) hour
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6.s Emergency Leave

6.5.1 Generallv. Vlhen a death or serious illness occurs
in an employee's imntediate family, as defined by Section L.7.2L'
the employee may request up to three (3) workdays paid emergency
Ieave.- Emergency leave pay sha1l be that amount the employee would
have earned had the employee worked their regular work schedule.
AII emergency leave
Manager setting out
leave.

shaII be approved in
the terms, conditions'

writing by the City
and length of said

6.5.2 Excess Leave. Emergency leave may not exceed three

all vacation leave be exhausted.

6.6 Leave l{ithout, PaY

6.6.1 Generally. Leave without pay may be granted to any

(3) workdays in any calenda
three (3) workdays shall be
Section 6.2, or leave witho

regular employee by the City Manager for
twelve (L2l months for personal, professi
or for ti.me beyond the medÍcally certif
dÍsabilÍty followÍng childbirth. The Cit
dÍscretion to grant leaves without pay for
with the best business interest of the Ci

requested by the regular employee in
for such a leave is known. AII writ

benefits are not earned while an employee
The City will not pay any portion of the

r year. Emergency leave in excess of
treated as vacation leave pursuant to
ut pay pursuant to Section 6.6 should

any period of time uP to
onal, ot family reasons,
ied period of temPorarY
y Manager shall have the
other reasons consistent
ty. TemporarY emPloyees

writing as soon as the need
ten requests shall state the

shall not be granted leave without pay.

6.6.2 Authorization. All leave without pay must be

reason for the leave and the amount of leave time needed. Written
requests shalI be submitted to the employee's department head, and
referred to the City Manager with the department head's
recommendation. AII leave without pay shall be approved in writing
by the City Manager setting out the terms, conditions, and length
oÌ said leãve. bne City Manager has the discretion to reduce or
deny the leave without pay request when the reduction or denial is
in the best business interest of the City.

6.6.3 Return to Work. Failure to return from any leave
withoutpayonffiignateddate,wi1Ibeconsidereda
voluntary resignation and cause for denying re-employment with the
City. fmployeês on leave without pay may return to work early'
proiriOeA notlce is given to their department head at least five (5)
regular City workdaYs in advance.

6 .6.4 Benefits. HoIidaY PaY, sick leave, and vacaLion
is on leave without PaY.
employee's group medical
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and tife insurance premi.ums while the employee is on leave without
pay, though the embloyee may elect to personally continue such
coverage as provided under the terms of such policies. At the City
Managei's diécret,ion, an employee may be required _to use any earned
but unused vacation and hotiday benefÍts before a leave wit'hout pay
ls granted.

6.6.5 Re-emplovment. Employees returning from an approved
Ieavewithoutp@dtoreturntotheirsamepositionor
a similar position in the same class and pay step. Provided,
however, ia the employee's anniversary date of emplolrment feII
during a leave without pay period, the employee's anniversary date
shalt be adjusted as provided in Section 3-2.

6.6.6 Certiftcates. Emptoyees who are granted a leave
without pay forGdical oF disabitity reasons must exhaust all
accrued sick leave benefits prior to commencing leave without pay.
Any employee returning from a leave without pay due to medical or
Aiãabiffty reasons must provÍde a qualifÍed health care provider's
certifÍcalion of the employee's abilÍty to return to work. If the
employee vras placed on leave without pay status pursuant to the
terms-of Sectibn 3.18, the certificate shaì-l, if possible, be from
t,he health care provider who previously examined the employee.

Military Leaves of Absence6.7

6.7.1
initial or ann

Reserve Dut
ual military rese

Any employee required to attend
rve traÍning or other short-term

milltary duty shall be compensated at
their regular workdays or workweeks
during the period of short-term milit
appticable Oregon Revised Statutes.

their normal rate of PaY for
for which they are absent

ary duty, in accordance with

6.7 .2 Extended Dut An employee entering the State or
shall receiveFederal armed services for an extended

an extended unpaid military leave of
appticable Oregon Revised Statutes.

tour of duty

6.7.3 Re-emplovment. Emptoyees on leave from the City for
service in the arrnea services or military reserves are entitled to
re-employment consistent with any applicable State of Oregon or
Federal laws.

6.8 Social SecuritY

6.8.1 The City, and all fuII-time, part-time, and
temporary City employees, shall participate Ín the Social Security
System.

absence in accordance with
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6.9 Education

6.9.1 Generally. The Cit,y encourages emploYees to obtain
additional education which facilitates the employee's advancement
in the City service, and which is in the best. business interest of
the City. Course work of five (5) or fewer regular City workdays
may be considered in-service training as per Section 6.10' at the
discretion of the City Manager.

6.9.2 PIan Provided. The City may provi.de a financial
assistance plan for regular employees who wish to improve their
current and future job-related skills, knowledge and abilities
through additional education. The City Manager shall have the
discretion to determine whether the education for which the
employee requests financial assistance is related t.o the employee's
current duties or reasonably anticipated future duties.

6.9.3 Compensatlon. The Clty generalty does not Provide
leave with pay for educat,ional purposes if attendance is outside
regular workhours, is voluntary, ís not directly related to the
employee's current position, and if the employee performs no
productive work related to his or her current position durÍng the
educational sessions, except by express authorization of the City
Council. The employee may elect, subject to the authorizations
specified by these Rules, to take vacation, compensatory time-off,
or leave without pay for such purposes.

6.9 .4 Expenses. Ernployees must make a written application
for educational assÍstance to theÍr department head, who will refer
the request to the City Manager with a recommendation. If the
request is approved by the City Manager, all or a portion of the
cost, of tuition sha1l be reimbursed to the employee after the
employee provides official transcripts or other proof of
satisfactory completion of the course, and receipts for aII
tuitÍon. Satisfactory completion shall be considered the award of
a passing grade, certificate of completion¡ or a grade C or better.
The cost of books and other requÍred course materj-als shall be the
responsibility of the employee. Other costs of education, such as
transportati.on, meals, and lodgings are not eligible for
reimbursement, unless expressly authorized by the City Council.

6.10 In-Service Training

6.10.1 Opportunity. In-service training opportunities for
employees shalI be provided when funds are
the training is in the best business i-nte
City Manager may develop training proqr
personnel and operational needsr or to
promotion, or may offer employees the
programs offered by other agencies, when

available to do so, and
rest of the City. The
ams to meet City-wide
prepare employees for
opportunity to attend
it is determined such
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6.L0.2 SchedutÍnq. In-service training sessions may be

hetd during regulã?-õ;mg hours at tlt" discretion of the City
l,t.rr.g"t. fraiíing sessioním.y be at City facilities or at other
Iocations, as autñorized by thã Cfty Manager.-- Trainlng sessions,
seminars, and other course work in excess of five (5) regular City
workdays shall be treated as per Section 6'9'

6.10.3 Compensat,ion. Employees shall be paid for any time
spent in authorizãã-Eaiã-hg- sessfõns, provided, however, that
ãñpioy""s shall generally noù- be compensated for any time spent' at
trãini.ng sessions held outside of ths employee's regular workhours'
workdays, of workweek. The city Manager has the discretion to
compensat" "*pioyees 

for time sperit in tiaining programs outsÍde of
the employee'l leguf ar workÍng- hours , -if attendance is deemed by
the City Manager úo ne in the -best business interest of the City'
or is a reqüiiement of continued employment or - professional
standing, and the training session is related to the employee's
current duties or reasonably anticipated future duties.

6.l0.4Expenses.TheCit.yshallgenerallyreimbursethe
employee f or atT-Gxpen.ses retating to aut'horized in-service
training sessions, inðluding but not limited to enrollment fees'
transpoítation, meals, and lõdgings, provided that the City Manager
deems the trai.ting session to -Ue -in Ltre best business interest of
the city, Qt a requi-rement of continued employment or professional-
standin!, ana the training session. is related to the employee's
current dutÍes or te.so.,a61y anticipated future duties ' Section
3.1.4 shalt apply in deiermining proper documentation for
reimbursement of in-service expenses '

6.11 Workers' ComPensation

programs will improve the efficiency or
éer',rices rendered by City employees '

effectiveness of the

6.11.1 Coverage. The CítY' and aIl fuI1-time, Part-time
particiPate in the State ofand temPorarY CitY emPloYees, sha

Oregon tlorkers' Compensation Program'

6.LL.2
occupational illne
3.L2. An emPloYee
period when the
compensation benef

Exceptions. Any on-the-job i-njuries or
sses Ënatt ¡e repoited as provided in section
shall not receive sick leave benefits during any
employee is eligible to receive workers'

its.

6.L2 GrouP Insurance Programs

6.L2.L Generallv. AII regular fulI-time emPloYees maY
dental, vision, and life

program's eligibilitYCity's group medica L,

1I

participate in the
insurance Proçtrams
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requirements. Coverage shall extend to the employees spouse and
dependents. Part-time employees working a minimum of twenty (20)
hours per workweek may participate in the City's group medical
Ínsurance program only, and coverage shall apply only to the part-
time employee and shall not extend to any member of their immedíate
family. The City may contribute towards the premj-um cost of group
insurance programs. Any premium costs not covered by the City
shall be paid by the enrolled employee in a manner determined by
the CÍty. The terms, condÍtion and extent of the City's group
insurance programs may be modified or canceled at any time by
action of the City Council or the insuring agency. Employees are
responsible for keeping current with t,he terms, condiLions, and
extènt of group insurance programs. The City is not responsible
for interpreting the terms or conditions of group insurance
programs or for errors, omissions, and ambiguities in published
materials on çlroup insurance programs.

6.L2.2 Medical. The City is enrolled in BIue Cross/Blue
Shield of Oregon, ptan IV. The City pays one-hundred percent
(l-008) of premium.

6.L2.3 Dental. the City is enrolled in BIue Cross/Blue
Shield of Oregon, PIan ifI, including orthodontia option. The City
pays one-hundred percent (100t) of premium.

6.L2.4 Vision. The City is enrolled j-n BIue Cross/Blue
Shield of Oregon, TTan UCn Vision. The City pays one-hundred
percent (100?) of premium.

6.12.5 Life Insurance. The City provides life insurance
at one and one-ha1f (L-L/2) times the employee's annua I salary. fn
addition, the City provides dependent life insurance based on EBS

Insurance Trust, PIan II. The City pays one-hundred percent (100?)
of premium.

6.L2.6 Lonq Term Disability. The city provides Long term
disability insurance át 50t of monthly salary up to a maximum
monthly benefit of $3,000. The City pays fifty percent (50t) of
the premium for long-term disability insurance.

6.13 Retirement PIan

6.13.1 Enro1lment. After six (6) futl calendar months of
employment, all fu1l-time or part-time employees
at least six-hundred (600) hours per year shall p
State of Oregon Public Employees Retirement

scheduled to work
articipate in the

System (PERS).
provided, however, that individuals actively enrolled in PERS as a

result of prior employment shal1 be immediately re-enrolled upon
hire. The City shall pay only the employer's share of the cost of
the retirement plan for each regular fu1l-time employee, except
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that the employee's share is deemed picked-up for t'he purpos-es of
Section 4L4 (ht (2) of the Internal Revenue Code. Employees do n<¡t
have the optiòn'of receLvlng this pick-up as salary and paying
theír contrlbutj-on directly, and employee salaries reported on lü-2
forms witl be reduced by the amount of the contribution.
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II
APPENDIX A - SHERWOOD EMPLOYEE EVALUATION

Evaluation for:

Job Title:

Evaluation Period:

Evaluator:

Date:

Department:

Purpose:

Job Tit1e:

Specific DutY Performance SummarY
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Evaluation
Date:
Pg.

for:
of

Evaluators Comments: Required for "Not Current Job RequÍrement"
ratings and any other job related comments.

Employee Comments: MaY relate
emPloyment

evaluation or any other
issues or concerns.

to this
related

# Action

Employee

Evaluators

Department

Plan Sheets Attached: Oral Interview Date:

Acknowledgment:

Signature:

Head or City Manager Acknowledgment:
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- I
Evaluation for:
Date:
Pg.

Act,íon Plans: Required for "Not Meeting AtI Requirements",
"Making Expected Progress", and "Exceeds
Requirements" evaluations. Suggested for "Meet'ing
All Requirements" evaluatfons.
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J^

TABLE I

APPENDIX C _ SALARY STEPS BY TITLE

TITLES CLASS

PARKS MAINTENANCE VTORKER

LTBRÀRY ASSISTANT
3

CLERK/RECEPTIONIST

ACCOUNTING CLERK
MUNICIPAL COURT CLERK
POLICE CLERK
PUBLIC TÍORKS CLERK
SECRETARY
T.IrILITY WORKER

ASSISTANT LIBRARIAN
ADMINISTRATIVE ASSISTANT
COMMUNITY SERVICE OFFICER

ASSISTANT PLANNER 7

SR. UTILITY WORKER
PROJECT INSPECTOR
BLDG INSPECTOR/PLANS EXAMINER
DEPUTY CTTY RECORDER

POTICE OFFICER 8

SENIOR BLDG INSP/PLANS EXAMINER

DETECTIVE
LIBRÀRIAN
PUBLIC VüORKS FOREMAN

PUB. WKS. OPERATIONS MGR

BUILDING OFFICIAL
POLTCE SERGEANT

PUB TÙKS DIRECTOR/CTTY ENG.
FINANCE DIRECTOR
POLICE CHIEF
PLANNING DIRECTOR

CITY MANAGER
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6 $21s0 $2204 $22s9 $23L6 $2374

$ 2445 $ 2506 $ 2568 $ 2633 $ 2699

$ 2779 $ 2849 $ 2920 $ 2993 $ 3068

g $3160 $3239 $3320 $3403 $3488

10 $359¡ $3683 $377s $3869 $3e66

Ll $408s $4L87 ç4292 $4399 $4s09

$60,878 .o0/ANNUAL

4

5

FY 95-96

STEP 1

$ 1463

$ 1664

$ 1891

SIrEP 2

$ r.s00

$ 170s

$ r"939

STEP 3

$ ls37

$ L748

$ 1987

STEP 4

$ L576

$ 179 r.

$ 2037

STEP 5

$ 16 r.s

$ 1836

$ 2088



TABLE II

APPENDIX C SALARY STEPS BY CLASS

rY 95-96

CLASS

1

2

3

4

5

6

7

I

9

10

L1

L2

STEP 1

$ 1132

$ 1287

$ 1463

$ r.664

$ r_891

$ 21s0

$ 2445

$ 2779

$ 3r.60

$ 3s93

$ 4085

$ 4644

$ 1r.60

$ r.319

$ 1s00

$ 170s

$ 1939

ç 2204

$ 2s06

$ 2849

$ 3239

$ 3683

$ 4 r,87

$ 4760

$ 1189

$ L352

$ r_s37

$ 1748

$ 1987

$ 2259

$ 2s68

$ 2920

$ 3320

$ 3775

$ 4292

$ 487e

STEP 4

$ 1219

$ 1386

$ 1576

$ 1791

$ 2037

$ 2316

$ 2633

$ 2993

$ 3403

$ 3869

$ 43ee

$ s00L

STEP 5

$ 1249

$ 1421

$ 16I_s

$ 1836

$ 2088

g 2374

$ 2699

$ 3068

$ 3488

$ 3966

$ 4509

$ sr.26

STEP 2 STEP 3
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I, .,ENDIX D - JOB DESCRIPTION.
City of Sherwood' Oregon
Administration DePartment

DEPUTY CITY RECORDER

BÀSIC FUNCTION: Performs tasks related to the maintenance of official City
records and the dÍscharge of official City business such as elections,
ordinances and City Council and City board actÍvities.

ESSENTIAL DUTIES:

1

2.

Acts as executive secretary to the City Manager and on occasion to the
Mayor or members of Council.

Serves as recording secretary fox the City Council, Planning
Commission, and other City boards as requi-red, and prepares associated
meeting packets, minutes, notifications, and other materials.

Selects, trains, supervlses, evaluates, discfplÍnes and discharges all
Administrative Department clerical staff, as per City Personnel Rules.

TranscrÍbes, processes, distributes and records ordinances'
resolutÍons, pioctamatÍons and other official actions consÍdered
and/or approved by the CitY.

Transcribes, types, copies, collates, processes, distributes and files
Administration Department records, correspondencer reports, contracts,
and similar documents.

3

4

5.

6. performs general telephone and office reception tasks for the
Manager and planning Department, and provides the general public
othei individuals and groups wÍth information and assistance on
aspects of the City's services.

AUXILIARY DUTIES:

Maintains all official
agreements, petitions,
annexations, deeds and
records.

City
and
all

and permanent files and records of City
land use actions, ordinances, resolutions,
similar documents, including computerized

1

2. Coordinates aIl matters relating to city elections.

3. Performs similar and incidental duties as required.

RESPONSIBILITIES: The goal of the City of Sherwood Administration
Department is to providê for the efficient overalt management and
coõrdination of City services. The Deputy City Recorder is responsible for
maintaining all ofticiat City records, and coordinating official City
business aðtivities such as elections, meetings and notices. The Deputy
City Recorder must perform his or her duties in a manner that reflects
positively on the City and the department'.

SUPERVISION: Reports to the City Manager. Works closely with the Planning
Director in coordinating Planning Commission and Landmarks Advisory Board
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business. SuperviSeS Þecretary, and may direct ocuasional volunteers or
community ser;ice personnel, anà other cÍty clerical staff assisting in the
discharge of department business.

JOB CONDITIONS: Normally works a 40 hour week in a office setting.
Required to attend 2-5 evening City Council, Planning Commission or other
Cidy board meetings per month. UuJt be able to accurately and efficiently
proâ,r"" Iarge volúmel of typed material within Iimited time periods while
ñrafntaining routine office sèrvÍces, and independently priorixíze workload-
physical démands typically j-nvolve mobility and manual dexterity related
to usual office and clerical tasks, particularly in the use of computer
equÍ-pment, and moving office materials up to fj-fteen pounds.

EXTERNAL CONTACTS: Frequent opportunity and requirement to interact with
the general public, Cõuncil, and Commission members, developers and
contrãctors, ïtifity customers' vendors, City employees, and other
ind.ividuals and gro.tps doÍng busj.ness with the City. Contacts are normally
routine but may occãsionally be of an adversarial and stressful nature.
Must be able to communicate effectÍvely, both orally and in writÍng, and
be able to deal patient,ly, courteously, accurately, and conscientiously
with all parties

EDUCATION/LICENSES: Functional competency in reading, writing, mathematics
and general education subJects required. Further education in general
business or office practices preferred.

EXPERIENCE/SKILLS: Level of experience typified by four years employment
ln a general secretarÍal, clerlcal or simitar office position required.
prior -municipal level or other government experience preferred- Must be
able to typä approximately 50 WPM with excellent grammar, speIli.g,
punctuatioñ-and -áccuracy. Proficiency in shorthand or briefhand (or an
äcceptable substitute), and in basic recordkeeping practÍces, required.
nxpeiience in the use and operation of word processÍ-ng and computer
equipment also required.

COMPENSATION: Class 7 FTE $2,445 to $2,699 monthly (FY 95-96)
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City of Sherwood, Oregon
Administration Department

SECRETARY

BASIC FUNCTION: Performs and coordinates clerical and reception tasks for
Àdministration and Planning Departments, and provides information and
assistance on City services and regulations to the general public and other
individuals and groups.

ESSENTIAL DUTIES:

I Takes and transcribes mÍnutes of meetings of City Council, Planning
Commission, and other City Boards and CommÍssions.

official
and Board

2. Assists in the preParatÍon and
informatÍon packets, esPecÍaIIY
Commission business.

distribution of
for City Council

City
and

3.

4 performs general telephone and office reception tasks for City Manager
and plannlng Department, and provides the general public and other
individuals - and groups with information and assistance on City
services and meetings, gives directions, distributes maps and meet'ing
information.

AUXILIARY DUTIES:

1. Types, copies, collates, and processes correspondence, reports,
documents, contracts and similar documents.

2. Performs similar and incidental duties as required.

RESPONSIBILITIES: The goal of the City of Sherwood Administration
Department is to provide for the efficient overall management and
coordination of Citt services. The Secretary must perform his or her
duties Ín a manner that reflects positively on the City and the department.

SUPERVISION: Reports to the Deputy City Recorder. May follow direction
of City Manager and Planning Director. No regular supervisory or lead
responsibilities, but may occasionally direct volunteers and community
service personnel.

JOB CONDITIONS: Normally works up to a 40 hour week in an office sett'ing.
May be required to attend 2-5 evening City Council, Planning Commission or
otñer City board meetings per month. Must be able to accurately and
efficiently process and produce Iengthy minutes of official City meetings
wÍthin fimitãO time perióds while maintaining routine office services, and
independently prioritizing workload. Physical demands typically involve
mobility and manual dexterity related to usual office and clerical tasks'
particularly in the use of computer equipment, and moving office materials
up to fifteen pounds.
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EXTERNAL CONTACTS: Fre{uent opportunity and requÍ-.¡ment to j-nteract with
the general public, Council, Commission members, developers and
Contractors, ,tïifity customers, vendors, City employees, and other
individuals and gronps doing business with the Cíty. Contacts are normally
routine but may regularly be of an adversarj.al and stressful nature. Must
be able to communiðate effectÍvely, both orally and in writing, and be able
to deal patiently, courteously, accurately, and conscientiously with all
parties.

EDUCATION/LICENSES: Functional competency Ín
mathematÍcs, and general educatÍon subjects requÍred.
ln typing and word processing, offÍce equipment use,
practices preferred.

EXPERIENCE/SKILIS: Level of experience typified by two years employment
ln a general secretarial, clerical or similar office position required.
Must, ne able to type approximat,ely 50 VÍPM with good grantmar, spelling'
punctuatÍon and accuracy. Experience in the use and operation of word
þrocessing and computer equipment and associated software also required.
ÞroflcÍenõy in shorthand, speed writing or sÍmilar skills preferred-

COMPENSATION: Class 5, FTE $1,891 TO $2,088 monthly (rY 95-96)
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lity of Sherwood, Oregon
Planning Department

DIRECTOR/PLANNING

BASIC FUNCTION: Coordinates, supervises, and administers the promotion'
planning, implementation, and evaluation of aIl Planning Depart'ment
services.

ESSENTIAL DUTIES:

l. Coordinates and administers all regular department activities directed
toward the enforcement, review, updatÍng, and integratÍon of City land
use codes and development plans, including both current zoning
administration and long range comprehensive planning.

2. Coordinates the activities of the CÍty Planning Commission and
Landmarks Advisory Board, and the planning related actÍvities of the
City Council, including the analysis and preparation of reports on
land use applÍcations such as rezones, variances, conditional uses'
site plans, and historic designations

3. Coordlnates functions of the department with municipal, county, state,
and federal agencies, citizens, utitÍty agencies, fÍre and building
inspection officÍals, builders, engineers, planners, and developers.

4. Selects, trains, supervÍses, evaluates, dÍsciplines and discharges aII
department staff, as per City Personnel Ru1es.

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

6. promotes department and CÍty activities dÍrected towards improving
public knowfedge, confidence and understanding of local government and
tand use plannlng, particularly in responding to public and developer
ínquiries.

7. Acts as code enforcement officer Ín the identÍficat,ion and correction
of any violations of City zoning and community development codes-

AUXILIARY DUTIES:

1. Coordinates the establishment, maintenance, and updating of planning
project maps, city zoning maps, and associated records.

2. participates in the development of goals, operational policies, and
programs for the entire City government.

3. Performs sinilar and incidental duties as required.

RESPONSIBILITIES: The goal of the city of sherwood Planning Department is
to create an economicáffy viable añO liveable community through the
application of sound land use planning principles and policies - The
niänning Director is responsible for administering a department with an
operatiñg budget of $L4g,606 (FY 95-96) and for coordinating the activities
oi tn" City e1ãnning Commission and Landmarks Advisory Board. The Planning
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Director must perform his or her duties in a rnanner that reflects
positively on itt" City and the department and is responsible for
maintainiñg a level of professional expertise and image that promotes
efficient use of the resources available to the department.

SUPERVISION: Reports to the City Manager. SupervÍses one
Planner and may àirect work of Deputy City Recorder regarding
Commission and Landmarks Board business. !{orks closely !'tith
Engineer and Building Official.

JOB CONDITIONS: Normally works a 40-hour week in an office setting on a
flexible schedule. Regularly required to work evenings and extended hÖurs,
and to perform inspeótíons in the field. Must be able to use sound

Judgemenl, make indãpendent decisÍons, and produce positive results with
Ítmite¿ resources. Physical demands typically involve mobíIity and manual
dexterity related to field inspectÍons and incidental office and clerical
tasks, and moving office materials up to ten pounds.

EXTERNAL CONTACTS: Frequent opportunity and requirement to interact with
City employees, el-ected and apþinted officials, the general public, all
Ievèls õt iovernment agencies, builders, engineers, planners, developers,
and other lndividuals ãnd groups doing business with the Cíty. Contacts
¿tre frequently complex and of an adversarial and stressful nature. Must
be able to iommunicate effectively, both ora1ly and in writing, work
effectively in a community of diverse interests, respond to rapid changes
ln prÍoriiies and community needs, and deal patiently, courteously,
accurately, and conscientiously with aII parties.

EDUCATION/LICENSES: Equivalent to a bachelors degree in pIann1n9t urban
studies t ot other discipline applicable to a career in land use plannlng
required. Àdditional giaduate work or degree(s) in land use planning or
reiated disciplines prêferred. Must possess, or be able to obtain upon
hire, a vatid Oregon drivers license. Certification by the American
Institute of Certified Planners preferred.

EXPERIENCE/SKILLS: Level of experience typified by five years employment
in the land use planning field with extended experience in a regular
supervisory or iead cãpacity required. Experience as a zoning
adminlstrator and prÍor employment with a locaI government agency
preferred. Experienèe in working in smaller communities with high growth
rates and very- Iimited staff and financial resources desirable. Must be
knowledgeable in all aspects of Oregon land use law, be able to perform
effectilely over a bróad range of planning sub-disciplines (zoning
admÍnistraLion, Iong-range planning, code wrÍting, etc. ), have strong
budgeting and þ"r"o.ti.l management stiffs, and experienced in the use of
offlce cõmputels and programã. Additionat experience may be substituted
for education at the City's discretion.

COMPENSATION: Class 11, FTE $4,085 to $4,509 monthly (FY 95-96)
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Jity of Sherwood, Oregon
Planning Department

ASSISTANT PLANNER

BASIC FUNCTION: Assists in the coordinatÍon and delivery of all PlannÍng
Department services, part,icularly public and developer inquiries, and
current, planning and zoning administration.

ESSENTIAL DUTIES:

l. Assists in the delivery of all regular department services dÍrected
toward the enforcement, review, updating, and integration of City land
use codes and development plans, particularly for current zoning
administration.

2. Assists Ín promoting department activities directed towards improving
public knowledge, confidence and understanding of local government and
land use planning, partÍcu1arly in respondÍng to publÍc and developer
I-nquiries.

3. Àssists in the coordinati<¡n of the actÍvities of the CÍty Planning
Conmission and Landmarks AdvÍsory Board, including the analysis and
preparation of reports on land use applications such as rezones,
variances, conditional uses, site plans, and historic designations.

4. Assists in the coordination of the functions of the department with
municipal, county, state, and federal agencies, utility agencies, fire
and buildÍng inspection officfals, builders, engineers, planners, and
developers.

5. Assists the designated code enforcement officer Ín the identification
and correction of any violations of City zoning and community
development codes.

AUXILIARY DUTIES:

1. Assists in the establishment, maintenance, and updating of planning
project maps, city zoning maps, and associated records.

2. Performs similar and incidental duties as required.

RESPONSIBILITIES: The goal of the City of Sherwood Planning Department is
t.o create an economically viable and Iiveable community through the
application of sound land use planning principles and policies - The
aããistant Planner is responsible for assisting the Planning Director in the
delivery of such services, particularly in the areas of current planning
and zoning administration. The Assistant Planner must perform his or her
duties in a manner that reflects positively on the City-

SUPERVISION: Reports to the Planning Director. No regular supervisory or
lead responsibilities, but may direct the work of the Deputy City Recorder
regarding Planning Commission or Landmarks Advisory Board business.

JOB CONDITIONS: Normally works a 4o-hour week in an office setting on a

flexible schedule. Occasionally required to work evenings and to regularly
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perform inspections ili the field. Must be able t- use sound judgement'
ñake indepdndent decísions, and. produce positÍve results with limited
resources. physical demands typiCally invõIve mobility related to field
inspections anä incidental offlte and cleríca1 tasks, and moving office
materials up to ten Pounds.

EXTERNAL CONTACTS: Frequent opportunity and requirement to interact with
Ctty employees, elected and appointed officials, the general public' all
levãIs õf government agencies, builders, engineers, planners, developers,
and other lndividuals and groups doing business with the City. Contacts
may be complex and of an adversarial and stressful nature. Must be able
to communicate effectivêly, both orally and in writing, work effectively
ln a community of diverse interests, respond to rapid changes in priorities
and community needs, and deal patiently, courteouslY, accurately, and
conscientiously with all parties.

EDUCATION/LICENSES: Equivalent to a bachelors degree ln plannitg' urban
studiesr or ot.her discipline appllcable to a career ln land use plannÍng
preferred. Must possess, or be able to obtain upon hire, a valid Oregon
drivers license.

EXPERIENCE/SKILLS: Level of experÍence typÍffed by two years employment
tn the land use planning fÍeld required. Experience wíth zoning
admÍnistration and prior emplolrment with a local government agency
preferred. Experience in the use of offíce computers and programs
iequired. Addi¿ional experience may be substituted for education at the
Clty's discretion.

COMPENSATION: Class '1 , FTE $2,445 to $2,699 monthly (F.Y 95-96)
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City of Sherwood, Oregon
Library Department

LIBRARIAN

BASIC FUNCTION: Coordinates, supervises and administers the
planning, implementatÍon, and evaluation of all Library
services.

promotion,
Department

4

ESSENTIAL DUTIES:

1. Selects and orders lÍbrary books and other library materials, and
coordÍnates preparatfon of same for circulation.

2. Develops and coordinates programs, events, and book collections for
special groups of library patrons, such as children and seniors.

3. Se1ects, traÍns, supervLses, evaluates, dlsciplines and discharges all
department staffr ês per City Personnel Rules, and also performs
similar functions with library volunteers.

Develops and implements goals, operational policies, and programs for
the library, Íncluding preparatlon of an annual budget, maintenance
of the library building, and coordination of Library Advisory Board
business.

5. Assists patrons in finding and borrowing books and other library
materials through use of a computerized book catalog, issues Iibrary
cards, arrançJes Ínter-library loans, and provides general Ínformation
and basic reference service.

6. MaintaÍns, aIl official and permanent library fÍles and records, and
book, periodical and other materÍal catalogs, including computerj.zed
records.

AUXILIARY DUTÏES:

1 Collects, sorts, and shelves or reshelves books and other library
materials, and conducts an annual inventory of the library collection.

2. Performs miscellaneous clerical and receptÍon tasks such as typing,
copying, mail sorting, telephone, and the routine cleanup and
security of library facilities.

3. Performs similar and incidental duties as required.

RESPONSIBILITIES: The goat of the City of Sherwood Library is to provide
the community with convenient tocal access to a diverse collection of books
and other library materials. The Librarj-an is responsible for operating
the library with a budget of $225,103 (FY 95-96) as a quality "reading
center" and for using community resources to enhance loca1 library service
in a cost effective manner. The Librarian must perform his or her duties
in a manner that reflects positively on the City and the library and is
responsible for maintaining a level of professional expertise and image
that promotes efficient use of the resources to the library.
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SUPERVISION: Reports co
Librarian and one LibrarY
Library volunteers.

JoB coNDrrroNs: Normally works a 40-hour week in a library setting on a
flexible scheãule, sometimes with no other emptoyees 9n duty' Required to
vrork Saturdays, äna may be required to work eveníngs' Do9 to- sLaff
ILmitations and frequent requeJts to assist patrons, must be able to
successfully manage sãveral tãsks and duties sÍmultaneously during library
open hours . ¡.luãt be able to use sound judgment, make independent
däcisions, and produce positive results with lÍmited resources. Physical
demands typicaliy invol-ve mobitity and manual dexterity related to usual
llbrary añâ offióe tasks, and moviñg office and book materÍals up to thirty
pounds.

EXTERNAL CONTACTS: Frequent opportunÍty and requirement to interact with
Ctty employees, Iibrary patroñ!, libraiy support groups, personnel from
other area tibraries, and vendors. - Not- responsible for formally
representing the library before the City Council, advisory boards-, or area-
wtde library organizatiõns. Contacts are normally routine, non-adversarial
and non-stressful. Must be able to communicate eifectively wÍth adults and
chlldren, bot,h orally and ín writing, work effectively in a community of
dlverse Ínterests, rèspond to rapid changes in priorities and community
needs, and deal patienlly, courtèouslY, ãccurately, and conscientÍously
with all parties.

EDUCATION/LICENSES: Equivalent to a Masters degree in library science or
other applicable discipline preferred.

EXPERTENCE/SKILLS: Level of experíence typifted by five years-employment
in a library required. rxtendãd experienée in a senior and Índependent
supervisory ".p.-"ity 

with a public I,ibrary organization preferred. Must
be knowledg"adt" ana skitleã in all aspects -of IÍbrary pro-cedures and
programs, bã familiar with a broad range ôf titerature and books, and have

strong budgeting and personnel manãgement skitls. Experience with
comprrier ízeâ cataloging required. eddiiional experience may be substituted
for education at the City's discretion.

COMPENSATION: Class g, FTE $3,160 to $3,488 monthly (FY 95-96)
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City of Sherwood, Oregon
Library Department

ASSISTANT LIBRARIAN

BASIC FUNCTION: Assists Library Director in the promotion, planning,
implementation, and evaluation of alt Library Department services.

ESSENTIAL DUTIES:

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

1

2.

3

Assists with the
collections, and
keeping.

continuing
manages the

evaluation
periodical

and development of library
collection including record

4

Assists wÍth establishÍng, maintaining, and updating LÍbrary files and
records, including data entry in the computerÍzed catalog.

prepares books and other library materials for circulati<ln, and
collects, sorts, and shelves or reshelves books and other library
materíals.

Assists with recruiting, training, scheduling and supervising library
assistants and volunteers.

AssÍsts with coordÍnating programs, events, and collections for
special groups of library patrons, such as children and seniors.

Works on publicity and fundraising for library functions and events,
including creating fliers, handout materials, press releases, and
meets witn community organizations and handles pubti-c speaking duties
as required.

AUXILTARY DUTIES:

5.

6.

7

1

2

Assists in maintaining and updating purchase orders and other
budgetary records.

Performs miscellaneous tasks such as typing, copying, mail sorting,
and the routine cleanup and security of library facilities.

3. Performs similar and incidental duties as required.

RESPONSIBILITIES: The goal of the City of Sherwood Library is to provide
the community with convenient local access to a diverse collection of books
and other library materials. The Assistant Librarian supports the delivery
of basj-c library services such as circulation, cataloging, patron
assistance, co1lèction development and operational concerns with an
emphasis on flexibility and excellent service. The Assistant Librarian
muãt perform his or her duties in a manner that reflects positively on the
City and the Library.

Personnel Rules
RevÍsed July 1. 1995
Page 64



SUPERVISION: Reports t\¡ the Library Director. Le<*us and trains library
assistants and volunteers -

JOB CONDITIONS: Normally works a 40-hour work week in a library setting
on a flexÍble schedule, sometimes with no other employees on duty.
Required to work Saturdays and may be required to work evenings. Due to
staff lÍmitations and frequent requests to assist patrons, must be able to
successfully manage several tasks and duties simultaneously during library
open hours] Uust be able to use sound judgment, make independent
däctsions, and produce positÍve results with limited resources. Physical
requirements typically involve mobility and manual dexterity related to
usüal library ána office tasks, and moving office and book materials up to
thirty pounds.

EXTERNAL CONTACTS: Frequent opportunity and requirement to interact with
City employees, library patrons, library support groups, personnel from
othãr aiea-Iibraries, ana vendors. Contacts are normally routíne, non-
adversarial and non-stressful. Must be able to communicate effectÍvely
wlt,h adults and children, both orally and in writing, work effectively in
a community of diverse interests, respond to rapÍd changes in pri_orities
and community needs, and deal patiently, courteously, accurately, and
conscÍentiously with all parties.

EDUCATION/LICENSES: Functional competency in reading, writing, and general
education subjects required.

EXPERIENCE/SKILLS: Level of experience typified by three years employment
fn a library required. Additional experience Ín a senior capacity with a
public librãry órqanization preferred. Must be knowledgeable 91d skilled
in all aspectã of library prbcedures and programs and be familiar wíth a
broad range of literaturé and books. ExperÍence with computerized
catalogingl and familiarity with a broad range of literature and books also
required.

QQMPENSATION: Class 6, $2,L50 to $2,374 monthly (rY 95-96)
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y of Sherwood' Oregon
Library DePartment

LIBRARY ASSISTANT

BASIC FUNCTION: Assists in aII routine and typical day-to-day activities
directed toward operating and maintaining library services and the public
Iibrary building.

ESSENTIAL DUTIES:

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

2. Prepares books and other library materials for circulationr collects,
sorls, and shelves or reshelves-books and other library materials, and
assists with contÍnuÍng evaluation of collections.

Performs miscellaneous clerical and reception tasks such as typing,
copyÍng, mail sorting, telephone, and the routine cleanup and security
of library facílities.

3.

cit

4 Àssists with maintaining aII offÍcia1 and permanent library files and
records, including computerized records.

5. Assists with traÍning, scheduling, and leading library volunteers.

AUXILIARY DUTTES:

1 Assists wÍth coordinating programs, events, and collections for
special qroups of library patrons, such as children and seniors.

Assists in the development and implementation of operational practices
and programs for the library.

2.

3. Performs similar and incidental duties as required.

RESPONSIBILITIES: The goal of the City of Sherwood Library is to provide
the community with convenient local access to a diverse collection of books
and other lÍbrary materials. The Library Assistant supports the delivery
of basic library services such as circulation, cataloging and patron
assistance. The Library Assistant must perform his or her duties in a
manner that reflects positively on the City and the Library

SUPERVISION:
volunteers.

Reports to the Librarian. May lead and train Library

JOB CONDITIONS: Normally works a 40-hour week in a library setting on a
flexibte schedule, sometimes with no other employees on duty. Required to
work Saturdays and may be required to work evenings. Due to staff
Iimitations and frequent requests to assist patrons, must be able Lo
successfully manage several tasks and duties simultaneously during Iibrary
open hours. Must be able to use sound judgment, make independent
dãcisions, and produce positive results with timited resources. Physical
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demands typically invorve mobility and manual dext-¡ity related to usual
ii¡i"rv ariå orfiie tasks, and moviåg office and book materials up to thirty
pounds.

EXTERNAL CONTACTS: Frequent opportunity and requirement to interact with
City employees, library patroñã, Iibraiy support groups, personnel from
othär aiea-Iibraries, ãnã vendors. Contacts are normally rout_Í_ne' non-
adversarÍal and non-stressful. Must be able to communicate effectively
wlth adults and children, both orally and in writing, work effectively in
a co¡nmunity of diverse int,erests, respond to rapid changes in pri_orities
and comm,rriity needs, and deal patiently, courteously, accurately, and
conscientiously with all partÍes.

EDUCATIoN/LTCENSES: Functional competency in reading, writing and general
education subjects required-

EXPERIENCE/SKILLS: prÍor experience fn a public library organizatÍon
preferred. Experience with cdmputerized catalogÍng, and familiarity with
ã broad range õf 1iterature and books also preferred.

COMPENSATION: Class 3t FTE $1,463 to $1,615 monthly (rY 95-96)
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BASIC FUNCTION:
supervises and
tasks, âs well
actívities.

City of Sherwood, Oregon
Finance DePartment

DIRECTOR/FINANCE

chief financial officer of the city. coordinates,
administers municipal budgetary, financial and accounting
as supervision of tasks assocj-ated with Municipal Court

ESSENTIAL DUTIES:
1. performs required tasks and maintains associated records for all basic

municipal áccounting and financial servÍces' includíng budget
preparátion and monitoring, accounts receivable and payable'
iBancroft" and other bond funds, insurance coverage and claims,
monthly fiscal reports, employee benefits, investments, payroll' and
audÍts

2.

3

4

5

6.

7

AUXILIARY DUTIES:
1. performs various clerical duties as required,

processing, typing, utility billing, telephone and
ãnd backs-up similar tasks associated with
administration, and deputy city recorder functions

Coordinates functions of the department and City with other agencÍes
concerned with financial matters.such as the County Assessor' Oregon
Department of Revenue, benefit and insurance provÍders, auditors,
banks, and bond agents.

Supervises the maintenance of a1l official Cíty records and tasks
associated with Municipal Court activities.

Selects, trains, supervÍses, evaluaLes, disciptines, and discharges
all department staff as per City Personnel Rules.

provides for long range financÍal planning and analysis, revisÍons to
financial policles aña procedures, fiscal forecasts, rate and tax
studies, añd simÍ1ar prõductsr âs requÍred to maintain the City's
long-term financial health and to maintain compliance with applicable
statutes and laws.

Develops and implements goals, operatÍonal policies and programs for
the eñtire City goverñment and for the department, including
preparation of the annual City budget.

promotes department and City activities directed toward improving
public knowl-edge, confidence and understanding of local government_ 31d
iocal governmeñt finances, particularly in responding to basic public
inquiries.

including data
office reception,
Municipal Court,
as needed.

2. Performs similar and incidental duties as required.

RESPONSIBILITIES: The goal of the city of sherwood Finance Department is
to provide efficient financial and public services that make the maximum
efféctive use of the resources avallable to the City. The Director is
responsible for administering a department with an operating budget' of
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$259,586 (I¡Y 95-96) an<r for managing a permanent st*if of three' As chief
financial officer of the City, -thð niiector has responsibility for the
fiscal admÍnistration of a General Fund of $L,752,053, a Library,Fund of
$288,795, a Police Levy Fund of $463 '2I7 ' four utility funds of $3,54O'4L8,
iltt""., special funds of Ee,92L,522, and two bonded debt funds of $507'49I
(a11 Fy SS-S6¡. The Director must perform his or her duties in a manner
that reflects positively on the City and the department and is responsible
for maintainin! a level of professional expertíse and image that promotes
efficient use õf the resourèes available to the department and the City.

SUPERVISION: Reports to the City Manager. Regularly supervises Accounting
Clerks, the ltunicipal Court Clerk, volunteers, and community service
personnel.

JOB CONDITIONS: Normally works a 40-50 hour week in an office setting.
Frequently required to work extended hours and evenings, and may work some

weeliends.- l,tust be able to use sound judgment, make independent decisions,
and produce positive results with timiteA resources. Physical demands
typiðally invõtve mobility and manual dexterity related to usual office and
clerícal tasks, particutarly in the use of computer equipment, and moving
offtce materials up to fifteen pounds.

EXTERNAL CONTACTS: Frequent opportunlty and requirement to interact with
City employees, elected and appointed officials, the gene-ral public, aII
Ievãls of go.rernment agenciesr-vendors, contractors' consultants, and most
other indiliduals and groups doing business with the City. Contacts are
frequently complex and of ãn adversarial and stressful nature. Must be
able to commrinicate ef f ectively, both orally and in writ.i-ng, work
effectively in a community of divèrse interests, respond to rapid changes
in priori€ies and community needs, and deal patíent1y, courteously,
accurately, and conscientiously with aII parties '

EDUCATION,/LICENSES: Equivalent to a bachelors degree in business, finance
or accounting required. CraAuate study or advanced degrees in business,
finance, public ádministration, or sj-milar disciplines preferred.

EXPERIENCE/SKILLS: Level of experience typified by five years of
employment in a senior and independent supervisory capacity as an
acèo,rñting manager, comptroller, or financial manager required. Experience
with . pnËti. .!.rr.y, farticularly at the municipal level in the State of
Oregon, preferred. Must possesi advanced bookkeepingr recordkeeping,
nuafetinj, financiaJ- management and accounting skills, and have strong
perãonneÍ'*an.gement skilís. Broad knowledge of computer systems, and
software associãted with financial tasks, required. Additionar experience
may be substituted for education at the City's discretion.

COMPENSATION: Class LL, FTE $4,085 to $4,509 monthly (F'Y 95-96)
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Jity of Sherwood, Oregon
Finance Department

ACCOT'NT ING CLERK

BASIC FUNCTION: Performs most day-to-day tasks associated with a specific
aspect of municipal accounting, such as accounts receivable' payable t ot
ut-itity billing, and performs other office tasks as required.

ESSENTIAL DUTIES:

1. performs required tasks associated with Accounts Receivable and
Accounts eayánte including verifying extensions, obtaining management
approvals, þreparing vouchers and assigning account numbers.

Z. performs required tasks associated with daity financial record
keeping, Í.e., journalizes receipts and expenditures' prepares bank
deposits, and balances the City's check book.

3. Calculates Ínterest and principal
and prepares statements.

palrments on bancrofted assessments

4 Processes and maintains water' se!"er and
accounts including bilIing, collection and
openl-ng and closing accounts' delinquency
records.

Compiles data and makes reports, including property
¡aseO on a variety of municipal records, âs assigned

other utility service
posting of recej-Pts,

actions and associated

lien searches,
or required.

5 performs general telephone and office receptÍon tasks for City Hall
and at other City offices as needed, and provÍdes the general public
and other indiviãuals and groups with information and assistance on
all aspects of the City's services.

AUXILIARY DUTIES:

1. Transcribes, types, copies, collates¿ processes' distributes and fj-les
Finance Oeparùment reèords, correspondence, reports, contracts and
similar documents.

2.

3. Performs similar and incidental duties as required.

RESPONSIBILITIES:, The goal of the city of sherwood Finance Department is
to provide efficient financial and pubtic services that make the maximum
effèctive use of the resources available to the City. The Accounting Clerk
is responsible for accurately recording daily financial transactions and
maintaining complete documeniation of those transactions. The Accounting
Clerk also-perfórms general reception duties and is often the first point
of contact òt the public with City government. The Accounting Clerk must
perform his or her duties in a manner that reflects positively on the City
and the department.

supERVISION: Reports to the Finance Director. No regular supervisory or
lead responsiUilities, but may direct occasional volunteers and community
servj-ce þersonnel, and clerical staff assisting in accounting activities.
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JOB CONDITfONS: Norma*ly works either a 20 or 40 -.our week in an office
setting. This position may be combined with the half-time Municipal Court
Clerk þosition. Accounting Clerk employees may be assigned primarily to
Accounts Receivable or Accounts Payable tasks, as designated by the Finance
Director. Half-time employees may work up to a 40 hour week in cases of
staff absences. Must be able to accurately and efficiently process large
volumes of accounting data within limited time periods while maintaining
routine office services, and independently priorÍtÍze workload. Physical
demands typically involve mobility and manual dexterÍty related to usual
office and clerical tasks, particularly in the use of computer equipment,
and moving office materials up to fífteen pounds.

EXTERNAL CONTACTS: Frequent opportunity and requirement to interact with
utllity customers, vendors, the general public and other individuals and
groups doing business with the City. Contacts are normally routine but may
be of an adversarial and stressful nature, particularly Ín cases of
dellnquent utility accounts and bancrofted assessments. Must be able to
communicate effectively, and be able to deal patiently, courteously'
accurately, and conscientiously with all parties.

EDUCATION,/LICENSES: Functional competency Ín reading, writÍng, mathematics
and general education subjects required. Equivalent to an associate degree
in accounting preferued.

EXPERIENCE./SKILLS: Level of experience typified by two years employment
in a bookkeeping or similar office position required. Prior municipal
level or other government experience preferred. Must possess basic
bookkeeping, record keeping, accounting and typing skills. Experience in
the use and operation of word processing and computer equipment and
associated software also required.

COMPENSATION: Class 5, FTE $l-,891 to $2,088 monthly (FY 95-96)
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1

2

'City of Sherwood, Oregon
Finance Department

MUNICIPAL COURT CLERK

BASIC FUNCTION: Performs and coordÍnates most tasks associated with
municipal court citations and records, including assisting the Municipal
Judge with court sessions, and performs other office tasks as required.

ESSENTIAL DUTIES:

Serves as the MunÍcÍpal Court Clerk, including maintaÍnÍng the court
calendar, coordinating the availability of the Municipal Judge and
City Attorney, and preparing correspondence to defendants regarding
disposition of citations.

Processes and accounts for citations and establishes court records by
entering the cÍtat,ions and the subsequent disposÍtÍon and payments
into the computer program.

Prepares and distributes applÍcable Oregon DMV forms, such as Fai-lure
to Comply, Failure to Appear, TraffÍc School and Reinstatement.

Collects statistical data and prepares monthly reports and check
vouchers for distribution to the City Council, and State and County
offices, íncluding Distribution of Fines and Assessments, and
Municipal Court Reporting System.

Prepares payment plan agreements and subsequent monthly statements for
cítations and fines

Maintains all official and permanent Municipal Court files and
records, including computerized records.

AUXILIARY DUTIES:

Performs general telephone and office reception tasks for City HaII
and at other City offices as needed, and provides the general public
and other individuals and groups with information and assistance on
City services, particularly in court mafters.

2. Transcribes, types, copies, collates, processes, distributes and files
Finance Department records, correspondence, reports, contracts and
similar documents.

3. Performs similar and incidental duties as required.

RESPONSIBILITIES: The goal of the City of Sherwood Finance Department is
to provide efficient financial and public services that make the maximum
effective use of the resources available to the City. The Municipal Court
Clerk is responsible for coordinating municipal court functions. The
Municipal Court Clerk must perform his or her duties in a manner that
reflects positively on the City and the department.

SUPERVISION: Reports to the Finance Director. Works closely with and
receives direction from the Municipal Judge. No regular supervisory or
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Iead responsibilÍties,
service personnel, and
functions.

JOB CONDITIONS: Normally works a 40 hour week in an office setting' This

lãsition may be staffed by . single individual concurrently serving in a

half-time Accounting Cleilc posilion. Required !9 attend 2-4 evening
municipal court seslions pe; month.- Must be able to accurately and

efficiently process large -volumes of court records within limited time
óãiioas *riifä maintainlng routine office services, and independently
þrtoritizíng workload. ehysical demands typicalty -involve mobility and

manual dexterity related to usual office and clerical tasks, particularly
in the use of co'rnputer equipment, and movÍng office materlals up to fifteen
pounds.

EXTERNAL CONTACTS: Frequent opportunity and requirement to i'nteract with
Clty employees, individüals råÀponding to police and court actÍons' the
!ãnärar'prrËttc and other indivläuals ánd gioups_ doing business. with the
clty. contacts are normally rorrtl--ne but may regularly be of an adversarial
and stressful nature, pariicularly in cases of Munícipal Court actions'
Must be able to communicate effec€ively, both orally and in writÍng' ald
be able to deal patiently, courteouslt, accurately, and conscientiously
with alI Parties.
EDUCATION/ LICENSES: Functional competency in
mathematics, and general education subjects required.
in typing and word processing, office equipment use'
prac€iceã, and basiC accounting principles preferred.

^ruL may direct occasional vc*trnLeers and community
other clerical staff assisting in Municipal Court

reading, writing,
Further education

busÍness or office

EXPERIENCE/SKILLS: Level of experience typified by two years employment
in a general secretarial, bookkeõping, or similar office position required'
prior municÍpal level or other goïerñment experience preferred, especially
in the areas of Municipal Courtänd/or policè services. Must possess basic
bookkeepinÇr record keeping, accounting and typing skills' Experience in
the use and operation of word processing ãnO -computer equipment and

associated software also required.

COMPENSATION: Class 5, FTE $1,891 to $2,088 monthly (FY 95-96)
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ity of Sherwood, Oregon
Police Department

POLICE CHIEF

BASIC FUNCTION: Chief law enforcement officer of the city. coordinates'
supervises and administers the promotion, planning, implementation and
evãluation of aII polÍce Department servÍces, and assumes the dutÍes of a

llne PoIice Officer as required.

ESSENTIAL DUTIES:

1. CoordinaLes and supervÍses all regular deparLment activÍties directed
toward enforcing the criminal and traffic laws, regulations and
ordinances of tnã State of oregon and the City of Sherwood.

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

3. provÍdes for and supervises all criminal investigations undertaken by
the dePartment.

¡[. Selects, trains, supervises, evaluates, disciplínes' and discharges
atl department stafi and reserves as per City Personnel Rules.

5. Develops and implements goals' operatÍonal policies, and programs for
the deþartmentr- including preparation of an annual budget'

6. promotes department and Clty activities directed toward improving
publÍc knowfäage, confÍdence ãnd understanding of local government and
Iaw enfor"em"rit, includíng community policing, crime prevention and
other public safety programs such as DARE'

AUXILIARY DUTIES:

1. performs the lÍne duties of a Po1ice Officer, primarily in a patrol
capacity, oî a regular basis.

2. participates in the development of goals, operational policies and
programs for the entÍre CÍty government'

3. Performs similar and incidental duties as required.

RESPONSTBILTTTES: The goal of the city of sherwood Police Department is
to provide for the safety of the City's iesidents, businesses, and visitors
thräugh the efficient prevention, ap:prehension, and prosecution of criminal
activities, infractions and ordinánce violations. The Police Chief is
responsible for administering a departmenL with an opelating budget of
$frõ29,538 (¡.Y 95-96), and tót managing a permanent staff of nine' The
polÍce Chief must perform his or hãr duties in a manner that reflects
positively on the city and the department and j-s responsible for
iraintainiñg a level of professional expertise ?nd image that promotes
efficient ùse of the resources available to the department'
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SUPERVISION: Reports t- the City Manager. Regularl. s.upervises the Police
Sergeants, poiì"ã Detective, potice dffi""t"] Comm,tniiy Service Officer'
Police Reserves, and a Po1ice Clerk

JOB CONDITIONS: Normally works a 40-50 hour week in both office and patrol
settings. Frequently works overtime, weekend, holiday, shift and evening
hours, sometimäs witn no other police officers on duty' Almost always
$rorks pat.rol without a partner. Subject to call-out êt aII times' !{orks
ln all b¡eather conditions and must be able to use sound judgement i-n. stress
sftuations, *àt" independent decisions and produce positÍve results with
llmited resources. Rägutarly exposed to tife threatening or pote-ntially
life threatening situátionsl Þhysical demands typically involve the
rnobility and maníal dexterity necessary_to safely and effectively operate
hfgn spåeO vehicles, use firéarms and other weapons' and subdue and arrest
violent and sometim'es dangerous indÍviduals, as weII as to perform usual
offlce and clerÍcal tasks ãssociated with police work. Must also exhibÍt
¿ñã mobility and/or physical fitness and stamina to engage in -extended
lürsuits on foot, entèr and freely move about a varÍety 9f buÍldings and
structures in a variety of sÍtuations and conditions, and to partÍcÍpate
in extended surveillance activitÍes in a varÍety of envÍronments. May be

exposed to communicable diseases, and toxic and hazardous substances'
wastes and bYProducts-

EXTERNAL CONTACTS: Frequent opportunity and requirement to interact with
City employees, elected and áppointed offÍcials, other law enforcement
agencies, social service and simitar organizations, businesses, vendors,
and residents and visitors of aII ages. Contacts are frequently complex
and of an adversarial and stressful nature. Must regularly interact with
lndfviduals who are violent and combative or under the influence of drugs
and alcohol. Must be able to communicate effectively, both orall-y and ln
writ,ing, work effectively in a communÍty of diverse interests, respond to
rapid -Changes in prioríties and community needs,--and deal patiently'
coürteouslf, accnrátely, and conscientiously with all parties'

EDUCATION/LTCENSES: Equivalent to a bachelors degree in law enforcement'
or in a discipline appficaUle to a career in public safety administration
such as criniinal iïstice, public administration or social services,

"ãq"irãO. 
Advanced studies in applicable discÍplines preferred_. Must

pojsess, or be able to obtain upoñ hire, a valid Oregon driv_e_rs license,
and BpST and police radar certifications. Possession of CPR and BPST

Executive certificates preferred.

EXPERIENCE/SKILLS: Level of experience typified by five years employment
in a senior and independent suþervisory capacity j-n the law enforcement
field required. priór employment with a recognized Oregon BPST agency
preferred-. Must be knowlealeaËt_e in accepted police methods and procedures
and community policing prínciples, and skilled in the use of firearms'
pursuit veniófes, invást-igative and communication equipment,,have strong
budgeting and personnel maiagement_ ski'1ls, and have eitensive knowledge of
applicable f'eãerat, State ina local statutes and laws ' Addit'ional
eiþerience may be substituted for education at the City's discretion'

COMPENSATION: Class IL, FTE $4,085 to $4,509 monthly (FY 95-96)
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ity of Sherwood, Oregon
Police Department

POLICE SERGEANT

BASIC FUNCTION: Supervises the day-to-day activities and operations of
po1Íce officer and ieserves in enfõrcing Lne criminal and traffic laws'
regulations and ordinances of the State oi Oregon and City of Sherwood, and

training of staff.

ESSENTIAL DUTIES:

1. Supervises and coordinates activities of Police officers and Po1ice
Reserves in day-to-day patrols of alt areas of the city'

2. performs the line duties of a Po1ice officer, primarily in a patrol
capacitYr o[ a regular basis

3. Assj.sts in the selection, trainÍng' supervision, evaluation, and

discl-ptine of department staff as pèr CÍty Personnel Rules'

4. Assists in developing and administering the -goa19, -oqgtttionalpolicies and programs õf the department, anã acts for the PoIice Chíef
in his or her absence.

5. Assists the general public by providing informa-tion on city ordinances
and State laws, t""potOi,'g ¿" complaiñts, conducting vacation checks
and glving other assistance as needed'

6. Appears in court as a witness in support of department citatÍons and

airests, and on other matters as applicable'

AUXILIARY DUTIES:
1. Assists in criminal investigations in consultation with the Police

Chief and Detective, includin! interviewing, apprehension and evidence
preservation.

2. Participates in community poticing, crime prevention and other public
safety progr.rn", anO peitår*" otñer dutiel directed toward reducing
alcoholism and substalice abuse, family disputes, juvenil-e d.eJ'inquency
and other social and criminal problemi, including participation in the
DARE Program.

3. prepares and maintains investigative reports, incident logs '
personnel documents, training recorás and schedules, work schedules'
and other records.

4. Performs similar and incidental duties as required'

REspoNSrBrLrrrES: The goar of the city of sherwood porice Department is
t,o provide for the safety of residents, Ëusinesses and visÍtors through the
efficient prevention, apprehension and prosecutj.on of criminal activj-tÍes'
lnfractions and ordinance violations. The Police sergeant is responsible
for the efficient delivery of quality law enforcement services'
particularly Lnrougfr the line supervièion of PoIice officers and Reserves '
The Police Sergeañt must perfórm his or her duties in a manner that
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reflects positively orr the City and department ârrd is responsible for
maintaining a level of professional expertise and image that promoLes
effÍcient use of the resources available to the department.

SUPERVISION: Reports to the Police Chief.
and a variable number of Police Reserves.

Supervises all Police Officers

JOB CONDITIONS: Normally works a 4o-hour week in both office and patrol
settings. Regularly works overtime, weekends, holidays' shift and evening
hours, sometimes with no other police officers on duty. Almost always
vrorks patrol wit,hout a partner. Subject, to call-out at all times. Works
ln aII weather conditions and must be able to use sound judgement in
stressful situations and make independent decÍsions. Regu1arly exposed to
1lfe threatening or potentially life threatening situations. Physical
demands typícally involve the mobilÍty and manual dexterity necessary to
safely and effectively operate hÍgh speed vehicles, use firearms and other
weapons, and subdue and arrest violent and sometimes dangerous individuals,
as well as to perform usual office and clerical tasks associated with
police work. Must also exhibit the mobility and/or physical fitness and
Ètamina to engage in extended pursuÍts on foot, enter and freely move about
a varÍety of buildÍngs and structures in a variety of situations and
condltLons, and to particlpate in extended surveillance actÍvitles Ín a
variety of environments. May be exposed to communicable diseases, and
toxÍc and hazardous substances, wastes and byproducts.

EXTERNAL CONTACTS: Frequent opportunity and requirement to interact with
Clty employees, other law enforcement agencies, social service and similar
organizations, businesses, and residents and visitors of aII ages.
Coñtacts are frequently complex and of an adversarÍal and stressful nature.
Must, regularly interact wÍth individuals who are violent and combative or
under tñe influence of drugs and/or alcohol. Must be able to communicate
effectively, both ora1ly and in writing, work effectively in a community
of diverse int,erests, respond to rapid changes in priorities and community
needs, and deal patiently, courteously, accurately, and conscientiously
with aII parties.

EDUCATION/LICENSES: Equivalent to an associate degree in law enforcement,
or in a discipline applicable to a career in public safety administration
such as criminal justice, public administration, et social services, ot
must be able to obtain wÍthin 2 years after employment. Bachelors degree
in applicable discipline preferred. Must possess, or be able to obtain
upon hire, âû valid Oregon drivers license, BPST Certificate and police
rãdar certifications. Possession of BPST Supervisory and CPR certificate
preferable.

EXPERIENCE/SKILLS: Level of experience typified by four years employment
in the law enforcement field required. Prior employment with a recognized
BPST agency and in a supervisory law enforcement position preferred. Must
be XnowfeOgeable in accepted police methods and procedures and community
polÍcing piinciples, and skÍIled in the use of firearms, pursuit vehicles'
ãnd invesLigative and communication equipment and have extensive knowledge
of appticable Federal, State and local statutes and laws. Additional
experience may be substituted for education at the City's discretion.

COMPENSATION: Class 10, FTE $3,593 to $3,966 monthly (FY 95-96)
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.ity of Sherwood, Oregon
Police DePartment

BASïC FUNCTION: Investigates crimes and incidents' coordinates the crime

óiãvãntion efforts of the department, and. enforces the criminal and traffic
Iaws, regulations and ordinances ðf the State of Oregon and City of
Sherwood.

ESSENTIAL DUTIES:

1. Conducts investigations of statutory crimes -?nd fatal or complex
traffic accidentJ, interviews complainants, witnesses and suspects'
and develops leads, prepares repoits and affidavits, presents cases
to the Dístrict Attorne| for prosecution, and maintaíns appropriate
records.

assisting at or working on major crime
accidents, and other criminal actions'Directs dePartment staff

scenes, fatal or comPlex

DETECTIVE

police officer in undertaking patrols of

2.

3.

4

5

Initiates and manages communj-ty polÍcing, crime prevention and other
publlc safety programs, and feftorms õther duties directed toward
ieducing arconóris-m and substãnce abuse, famiry disputes, 

- 
juvenire

delinquency and other social and criminal problems, including
partÍcipation in the DARE program'

Assists the general public by provi-ding information on City ordinances
and State laws, te"¡iorrding tã -compf ainls, conducting vacation checks '
and giving other assÍstance as needed'

Appears in court as a witness in support of department citations and

aiiests, and on other matters as applicable'

AI.TXILIARY DUTIES:

1 May perform the duties of a
all areas of the CitY.

2. prepares and maintains investigative reports, documents, affidavits,
and other related documents'

3. Performs similar and incidental duties as required'

REspoNsrBrLrrrES: The goar of the city of sherwood porice Department is
to provide for the safety of residents, businesses and visitors through the
efficient prevention, apprehension aná prosecution of criminal activities'
infractions and ordinance violations. Ctre Detective is responsible for the
efficient, swift, accurate investigation of assigned cases- and the
apprehension of perpetrators. The Detêctive must perform his or her dut'Íes
in a manner that reflects positively on the City ãnd the department' The

Det.ective is responsible får maintaining a level of professional expertise
and image that promotes efficient use of the resources available to the
department.
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SUPERVISION: Reports to the Police Chief . Nu supervisor-y. or lead
responsibilities ùnder normal circumstances but may be required- to direct
activities of other officers at major crime scenes or as needed'

JOB CONDITIONS: Regularly works overtime, weekend, hotiday, shift and
evening hours, sometimes with no other police office-rs on duty' Almost
ah.¡ays works patrol without a partner. Subjec_t to call-out at all times.
workã in all weather conditionÀ and must be able to use sound judgement in
stressful situations and make independent decisions. Regularly exposed to
life threatening or potentially life threatening situations. Physical
demands typically involve the mobility and manual dexterity necessary to
safely anã-effectively operate high speed vehicles' use firearms and other
weapoäs, and subdue anã árrest vÍolent and sometimes dangerous individuals,
as ïeII as to perform usual offÍce and clerical tasks associated with
police work. Uüst also exhibit the mobility and/or physical. fitness and
ãtamina to engage in extended pursuits on foot, enter and freely move about
a variety of- 6uildings and structures in a variety of situatÍons and
conditions, and to participate in extended surveillance activities Ín a

vartety of environments. ¡luy be exposed to communicable diseases, and
t,oxic and hazardous substances, wastes and byproducts.

EXTERNÀL CONTACTS: Frequent opportunity and requÍrement to interact with
Clty employees, other laï enfoiCement agencies, social service and similar
orgãnizãtÍons, businesses, residents and visitors of all ages. Contacts
aré frequently complex and of an adversarÍal and stressful nature. Must
regulariy intåract with individuals who are violent and combative or under
the influence of drugs and alcohol. Must be able to communicate
effectivêly, both oralÍy and in writing, work effectívely in a community
of dive¡:se interests, respond to rapid changes Ín priorities and community
needs, and deal patiently, courteously, accurately, and conscientiously
wlth all parties.

EDUCATION./LICENSES: Graduation from high school or GED equivalent
required. Associate degree in law enforcement, or in a discipline
apfticable to a career in law enforcement preferred. Must possess, or be
a5fe to obtain upon hire, a valid Oregon drivers license, a BPST

Intermediate anO potice radar certifications. CPR certification preferred.

EXpERIENCE/SKILLS: Level of experience typified by two years employment
l-n the law enforcement field required. PrÍor employment with a recognized
BpST agency and in a positÍon exclusively or primarily responsibl-e for
criminãI iñvestigationã or crime prevention programs preferred_._ Must be
knowledgeable in ãccepted police methods and procedures, and skilled in the
use of firearms, pufsuit vehicles, and investigative and communication
equipment, and have extensive knowledge of applicable Federal, State and
local statutes and laws.

COMPENSATION: Class g, FTE $3,1"60 to $3,488 monthly (FY 95-96)
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ity of Sherwood, Oregon
PoIice Department

POLICE OTFICER

BASIC FUNCTION: Performs regular patrols of all areas of the City,
enforces the criminal and traffic laws, regulations and ordinances of
State of Oregon and City of Sherwood.

and
the

ESSENTIAL DUTIES:

1. Regularly patrols all areas of the City, performing security checks,
observinô -and responding to unusual or unsafe circumstances and
conditioñs, responding to a wide variety of calls for service, and
initiates apprõpriate action in response to observed crimes'
activities and violations.

2. Enforces the traffic safety laws of the City and State including
issuing citations, investigatíon accidents and traffic control.

3. Assists senior department staff ín conducting crÍminal investigations
Íncluding interviewing, apprehension and evidence preservation.

4. Assists the general publÍc by providing Ínformation on City ordinances
and State IJws, responding to complaints, conducting vacation checks
and giving other assistance as needed.

5. Appears in court as a witness in support of department citations and
arrests, and on other matter as applicable.

AUXILIARY DUTIES:

1. participates in community policing, cri-me prevention and other public
safety þrograms, and performs other duties directed toward reducing
atconótism and substance abuse, family disputes, juvenile delinquency
and other social and criminal problems, including participation in the
DARE program.

Z. prepares and maintains incident and investigative reports, logs and
other records.

3. Performs similar and incidental duties as requÍred.

RESPONSIBILITIES: The goal of the city of sherwood Police Department is
to provide for the safety of residents, businesses and vísitors through the
efflcient preventÍon, apprehension and prosecution of criminal activities,
infractions and ordinance violations. The Po1ice Officer is responsible
for the efficient delivery of quality law enforcement services,
particularly in the area of patrol. The Police Officer must perform his
ãr her dutiès in a manner that reflects positively on the City and the
department and is responsible for maÍntaining a level of professional
exþertise and image thtt promotes efficient use of the resources available
to the department.

SUPERVISION: Reports to the Police Chief or Po1j-ce Sergeant depending on
shtft assignmenL. No supervisory or lead responsibilities under normal
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circumstances, but must
assigned.
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oe prepared to lead in emer-jncy situations or as

JoB coNDrrroNs: Normally works a 40-hour breek in a patrol setting'
Regular1y works overtime, weekend, holiday, shif-t and evening hours' often
with no other folice officers on áuty. aímost always works patrol without
a partner. subject to,call-out at all times. vüorks Ín all weather
conditions and must be able io o"" sound judgemen! it' stress situations and

make independent decisions. Regularty- exposed to life threatening or
öãIãniiáriv tife threatening súuations. Physicar demands tvpicallv
!.nvolve the 

-^ãUif ity and ñranuat dexterity necessary to - safely and

effectivety operate high speed vehicles, use firearms and other weapons'
and subd,r".nå arrest v-totent and sometimes dangerous Índividuals' as weII
as to perform usual office and clerical tasks aãsociated with police work'
Must also exhibit the mobility and/or physical f:i tness and stamina to
engage in extãnded pursuits on -foot, enter ãnd freely move about a variety
of buÍIdings and stiuctures in a variety of situations and conditions' and

to participate in extended surveillãnce activities Ín a variety of
environments. May be exposed to communicable diseases, and toxic and

hazardous substances, wastes and byproducts'

EXTERNAL CONTACTS: Frequent opportunity and requirement to interact with
Clty employees, other law enfoiðement agencies, ãocial service and similar
organizations, businesses, and residãnts and visitors of all ages'
Contacts.r" fr"quently "o*þ1"* 

and of an adversarial and stressful nature'
Must regularly interact wiln individuals who are violent or combative or
under the influence of drugs and alcohol. Must be able to communicate
effectively, both oralty anä in writing, work effectively in a community

of diverse interests, responá to rapid ðhanges in priorities and community
needs, and deal patiently, courteðusIY, aõcurately, and conscientiously
wlth aII Parties.

EDUCATIONAL/LICENSES: Graduation from high school
required. Must possess BPST Basic certifÍcate or be
wttnin nine months of hire. Must possess, of be able
avalidOregondriverslicenserandpoliceradar
certification Preferred.

EXPERIENCE/SKILLS: Level of experience typified by two years employment

in the law enforcement field preferred. priãr employment with a recognized
BPST agency desirable. Poåsession of skills in the use of firearms'
pursuit vehicles, investigative and communication equipment preferred'

coMPENSATION: class B, FTE $2,779 to $3,068 monthly (FY 95-96)

or GED equivalent
able to obtain same
to obtain upon hire,
certification. CPR



)ity of Sherwood, Oregon
Police Department

COMMUNITY SERV ICE OFFTCER

BASIC FUNCTION: Performs a variety of non-sworn police offi-cer tasks
associated with community policíng, ánd maintains the Law Enforcement Data
System (LEDS) and police evidence storage'

ESSENTIAL DUTIES:

1. Acts as department liaison and coordinates neighborhood watch, block
home, and ot,her selected crime prevention programs.

2. Receives, completes, processes, and assists in initiating action on
non-emergency incident rePorts.

3. Logs, maÍntaíns and inventorÍes police evidence materialsr- transfers
materj-als to other agencies as appropriate, and disposes of materÍals
as directed.

4. participates in selected community policing efforts directed toward
reducin| alcoholism and substance abuse, family dÍsputes, juvenile
delinquðncy and other social and criminal problems.

5. Assists other department staff in criminal investigations, interviews
and integogations, and may accompany or transport persons to jaÍl,
hospÍtals, or other facilitÍes.

ÀUXILIARY DUTIES:

1

2

3.

Performs pickup and delivery duties
transporting reports, equipment, and
agencies and vendors.

Fingerprints persons requiring verification of identity for a variety
of purposes.

performs simÍlar and incidental duties as required.

for the department including
vehicles to and from other

RESPONSIBILITIES: The goal of the city of sherwood Police Department is
to provide for the safety of resÍdents, businesses and visitors through the
eff-icient prevention, apþrehensÍon and prosecution of criminal activities,
infracti-ons and ordinance violations. The Community Service Officer is
responsible for performing a variety of non-shlorn police duties. The
Cominunity Service officer must perform his or her duties in a manner that
reflects positively on the cÍty and the department.

supERVISION: Reports to the Police chief. No regular supervisory or lead
responsibilitieJ, but may direct occasional volunteers and community
seri¡Íce personnel, and Clerical staff assisting in police department
functions.

a 40 hour week in an offj-ce setting,
May occasionally be required toJOB CONDITIONS: NormalIY works

some field resPonsibilities.
with
work
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overtime, evenings, an. r¡¡eekends. May be required c work in all weather

conditions, ana ríust be able to use sound iudgäment in-stressful situations
and make independent decisions and inaäpeíOeltly prioritize workload'
physical Aemaids typically involve 

- 
the -mobility and manual dexterity

related to usual office and clerical tasts, parËicularly in thl use of
computer equipment, and moving office materÍalJ"p to fifteen pounds' Must

also have the'mobility, Oextérity and/or physicã1 fitness and st'amina to
operate a vehicle, coñtrol p.rsotis in a cusCodial or dependant situation,
to apply and remove restraiït equipment, and use chemical agents such as

cap stun

EXTERNAL CONTACTS: Frequent opportunity and requirement to interact with
department staff, other CÍty -itaft 

-anA departments in the City, other
loî"rrr*.ntal agencies, th9 gdneral public and other individuals and groups
doing business with the Cití. Contacts are normally routine but may be of
an adversarial and stressful nature, particular-Iy in cases of police
act.ions. Must be able to communÍcate effectively, both orally and in
writing, and be able to deal patiently, courteously, accurately' and

conscièntiously with all parties '

EDUCATIoN/LICENSES:Functionalcompetencyinreading,writing,
mathematics, and general education subjeits required. Further education
or, certification in typing, word ¡irocessing, police radio, office
practices, record tceep-ing,-' and crim" preventiõn/community policing
technÍ-ques required. Must fiä""""", or be abie to obtain upon hire, a valid
Oregon driver's license.

EXPERIENCE/SKILLS: Level of experíence typified by two years prior
emplo'ment in a law enforcement or criminal iuètice agency required' Must
possess basic record tceepfng and Lyping skilts' Knowledge of modern law
enf orcement and crime pr".rãiuion óiinc-ipres r, procedures, techniques and

equipment required. Must be experienced-in the use and operation of word
processing equipment and computär equipment and associated software, LEDS

computer, .nã restraint eqrripment -commonly utilized in potice work'
Experience in public speakiïg,' facilitating and organizing neighborhood
groups, crime preventio. pioiiá*", and in asÉessing ãnd preparing data for
ú"" it'community poticing programs as required'

CoMPENSATION: class 6 , $2 , l-50 to $2 ,37 4 monthly ( FY 95-96 )

Personnel Rules
Revlsed JuÌy 1, 1995
Page 83



Jity of Sherwood, Oregon
PoIice DePartment

POLICE CLERK

BASIC FUNCTION: performs secretarial, reception and clerical tasks for the
police Department, and provides information and assistance on police
services to t.he general public and other individuals and groups.

ESSENTIAL DUTIES:

1. Maintains police logs, case files and other records, and distributes
reports an¿ recordJ to other publÍc safety agencies and insurance
coñrpanies as directed. Enters police reports into a data base and
maintains Police records.

2. Operatês teletype to obtain driving records for Municipal Court and
olher pertinent information to assist City police officers.

3.

4

5

6.

Collects statistical data and prepares monthly reports for
distribution to City Council and appropriate State agencies, including
preparing the Oregon Uníform Crime Report.

performs general telephone and office reception tasks for the Police
Department, and provides the general public and other individuals and
grõups wÍth infoimation and assistance on City services, particularly
in police matters.

TranscrÍbes, types, copies, collates, processes, distributes and files
police pepartmãnt reCords, correspondence, reports, contracts and
similar documents.

prepares and distributes abatement notices for abandoned vehicles,
nuiãances and other violations of City codes and ordinances, and also
processes vacation checks and other departmental general service
forms.

AUXILIARY DUTIES:

1 Maintains alI official and permanent Police Department
records of citations, incident reports, and similar
including computerized records.

files and
documents,

2. Performs similar and incidental duties as required.

RESPONSIBILITfES: The goal of the City of Sherwood Police Department is
to provide for the safety of residents, businesses and visitors through the
efficÍent prevention, apprehension and prosecution of criminal activities,
l-nfractions and ordinance violations. The Police Clerk is responsible for
providing accurate and timely cIerical, record keeping and reception
èervices supporting the delivery of police services. The Po1ice Cl-erk must
perform his- òr her duties in a manner that reflects positively on the City
and the department.

supERVISION: Reports to the Police chief. No regular supervisory or lead
responsibilitieJ, but may direct occasional volunteers and community
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JOB CONDITIONS: NormalIy works a 40 hour week in an office setting' Must

be able to accurately and efficiently process large volumes of police
records within limited time periods -*ñit" maintaining routine .office
services , and independentit f,rioritiz-ing workload '- Physical -demands
tyrpically involve tfË mobílity ãnd manual dexterity related to usual office
and clerical tasks, and to móving office materials up to ten pounds'

EXTERNAL CONTACTS: Frequent opportunÍty and requirement to interact with
department "tulf, 

othef City -itaff and departments in the City' other
tóî"rn*"ntal agenciesr th9 gdneral public and other individuals and groups
dolng business with tñe CÍt-y. Contaits are normally routine but may be of
an adversarial and stressful nature, particularl-y in cases of police
actions. Must be able to communicate'effectively, both orally and in
writÍng, and be able to deal patiently, courteously, accurately' and

conscientiously with all parties.

service personnel, an\- clerical staff assisting
functions.

-n police dePartment.

EDUCATION/ LICENSES: FunctÍonal competency in reading,
mathematics, and general education subjects required. Further
i; typing anA worã processing, office equipment use' business
praciiceá, and accorinting preÏerred. Must possess, or be able
upon hire, a valid Oregon drivers license'

EXPERIENCE/SKILLS: Level of experience typif ied by t!.ro years employment
in a general secretarial, clerical or simitar office posit'ion required'
Experilnce in a criminal justice or law enforcement office preferred'. Must

be able to type approxlñately 50 WPM with excellent granrmar, spelling,
punctuation arù acðuracy. prðticiency in basÍc record keeping pract'ices'
ãnA experience in the use and operation, of word processing and computer
equipment is also required. adAitional experience in operating police
ráOiõs and other police equj-pment desirable'

QQMPENSATION: Class 5, $I-,891 to $2,088 monthly (FY 95-96)
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Jity of
PubIic

Sherwood, Oregon
V{orks Department

PUBLIC !{ORKS DIRECTOR lCTTY ENGINEER

BASIC FUNCTION: Coordinates, supervises
planning, implementation and evaluation
services.

and administers the
of all Public Works

promotion,
Department

ESSENTIAL DUTIES

1. Coordinates and supervises all regular department activÍties dÍrected
towards operating and maintaini-ng municipal parks, municipal
buildings, -water, ãanitary sewer, street, and storm water facilities,
and associated equiPment.

2. provides for, or obtains, all typical municipal civÍI engineering
services, including capital project design, plan revÍews and project
inspections' both for public and private projects'

3. Coordinates functions of department, with municipal, county, State and
federal agencÍes, Fire District officials, advisory committees'
builders, ãngineers, and planners for all public works, building code
enforcement and Parks tasks.

4. Se1ects, traÍns, supervises, evaluates, disciplines, and discharges
department staff as per City Personnel Rules.

5. Develops and implements goals, operational policies, and programs for
the deþartment,, includíng preparati-on of an annual department budget.

6. promotes department and City activities directed toward improving
public knowledge, confidence and understanding of local government
utilities and Public works

AUXILIARY DUTIES:

L. Coordinates the establishment, maintenance and updating of public
works project files, City mapping, and associated records.

Z. participates in the development of goals, operational policies and
programs for the entire City government.

3. performs similar and incidental duties as required.

RESPONSIBILITIES: The goal of the city of sherwood Public works Department
is to safely and efficiently maintain and operate City utilities-, parks,
buildings, ètreets, and other public facilities. The City Engineer is
responsínie for adminÍsteríng J department with an operating anq.capital
bualet rotalling $10,676,985 (FY 95-96) and nine functional divisions
(Stieets, Water, Sewer, Storm Drainage, Equipment Rental, Parks, Building
inspection, Building Rental, and Auitding- Maintenance), and for .managing
a permanent staff of seventeen. The City Engineer must perform his or her
duties in a manner that reflects positively on the City and the department
and is responsible for maintainiñg a level of professional expertise and
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image that Promotes
department.

efficient use of the resources avaitable to the

SUPERVISION: Reports Lo the City Manager. Regutar¡y supervises PubIic
tüorks Operations Manager, Building Offi¿ial, and Project Inspectors' May

superviãe other publiã Works emplõyees. Works closely with CÍty Planning
Director.

JOB CONDITIONS: Normally works a 40-50 hour week in both office and field
set,tings. Subject to cail-out at all times. Frequently required-to work
extendõd hours and to inspect or particÍpate Ín department actívÍties in
the fÍeld involving exposure to noimal construction site hazards and to all
weather conditions-. l¡ust be able to use sound judgement, make independent
decisÍons and produce positive results with limited resources. Physical
demands typÍcaify invoive the mobility and manual dexterity to participate
fn a full-iange óf construction activities, including entering and exiting
constructj-on excavations, moving around multi-story structures under
construction, and moving various materials up to forty pounds '

EXTERNAL CONTACTS: Frequent opportunity and requirement to interact with
other CÍty employees, eiected änA appointed officiats, other public works
and goverñmenlat-agencies, contractórs, builders, engineers' planners and
relaÉed professionãt, pubiic and private utility companies, vendors, Iocal
businesses, residents,- and visitórs. Contacts are frequently complex and
of an adversarial and stressful nature. Must be able to communicate
effectively, both orally and in writing, work effectively in a community
of diverse interests, respond to rapid ðhanges in priorities and community
needs, and deal patientljr, courteðusly, aðcurately, and conscientiously
with alI parties.

EDUCATION/LICENSES: Equivalent to a bachelors degree in civil engineering
required. Additional education in civil èngineering and public
administration preferred. Must possess, or be able to obtain upon hire,
registration aJ a Professional Engineer in Oregon and a valid Oregon
drivers license.

EXPERIENCE/SKILLS: Level of experience typified by five years employment
as a civil engineer includirig extended employment in a senior and
independent supérvisory capacitf required. prior employment with a local
government .g"-r't.y pretärreä. uïst Le able to accurately and effectively
[rep.t., intérptèt, and revise engineered plans, bê- able to effectively
þr"þur. and imþIement complex budgets and capital p1ans, and have strong
þeräo.,rr"l manaiement skilis. eddilional expeiience may be substituted for
education at the City's discretion.

COMPENSATION: Class LI, FTE $4,085 to $4,509 monthly (F'Y 95-96)
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City of Sherwood, Oregon
PubIic lrlorks Department

BUILDING OFFICIAL

BASIC FUNCTION: Coordinates, supervises and administers the actÍvities of
the BuÍIdÍng Inspection Division of the Public !{orks Department' _includÍng
but not lÍmlted f,o plan reviews, on-site inspections, Íssuance of buÍlding
permits, preparatiõn of required rep_orts, and ensuring compliance with
ápplÍcabte building and planning regulations.

ESSENTIAL DUTIES:

1. Revi.ews building plans, issues permits, and inspects permitted
constructÍon proJecls to ensure complÍance with applicable codes.

2. Coordinates with consultants, engineers, builders, developers'
archf-tects, and the public as necessary regarding building plans,
inspect.ion results, and code requÍrements.

3. fssues st,op work orders, levÍes fines, and takes other appropriate
actlons whère constructÍon is not permÍtted or contravenes Íssued
permits or aPPlicable codes.

4. Selects, traÍns, supervises, evaluates, disciplines and discharges
divislon staff as per CÍty Personnel Rules.

5. Coordinates activities with other department staff and other City
departments that may be concerned or affected by building projects,
esþecially the pun-lic lllorks Pro ject Inspector and the Planning
Department.

6. Reviews applicable changes in building codes and State Statutes, and
prepares ãñd recommends ãppropriate amendments to City ordinances and
policies

AUXILIARY DUTIES:

l. Assists in developing and implementing goals, operational policies and
programs for the dãpartmeñt, Íncluding preparatÍon of an annual
Ëudfet, and may act for the CÍty EngÍneer in his or her absence.

2. Maintains all building records as required by building codes, States
statutes, and applicable city codes and policies.

3. Performs similar and incidental dutÍes as required.

RESPONSIBILITIES: The goal of the city of sherwood Building Inspection
Division is to safely anã efficiently regulate building within the City by
enforcing alI adopte-d building, life safety, plumbing, planning and other
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applicable codes and ordinances. The Building Offic.ia} is responsiþIe for
providing accurate and timely services "n",riing 

the- efficj-ent and safe
development of building and other structures in the community' The

Buildi-ng Of ficial must pêrform his or her duties in a manner that reflects
positivéIy on the Ciiy and the department, and is responsible for
ñrafntaíniñg a 1evel of professional expertise ?nd image that promotes
efficient ùse of the resources available to the department'

supERvlsIoN: Reports to the city Engineer. supervÍses Building
Inspectors. May ãirect the work of the Public Vüorks Clerk, and works
cloãely with the public works Project Inspector and City Planning Director.

JoB CoNDTTIoNS: Normally works a 40-hour week in both office and field
settings. Regular hours bf work may be adjusted fl9*_ the conventÍonal "8
to 5', t-o bette; serve department clients, such as builders and contractors.
fi"q""r,tiy required to inspect or participate in activities in the field
!-nvðtving-exposure to normáI constiuction site hazards and to aII weather
condltioñs. Must be able to use sound judgment, make independent decisions
and produce positive results wÍth fimitea resources. Physical demands
typiåally inüolve the mobility and manual dexterity to participate in a

tùif range of construction aätivities, including entering and exiting
construction excavations, moving around multi-story structures under
construction, and moving various materials up to forty pounds'

EXTERNAL CONTACTS: Frequent opportunity and requirement to interact with
CÍty employees, elected and appbinted officials, the general public, all
leväls õt lovernment agencÍes, builders, englneers-, planners' developers,
and other individuals ãnd groups doing busÍness with the CÍty. Contacts
are frequently complex and of ãn adveisarial and stressful nature. Must
be able to communicate effectively, both orally and in writing, work
effectively in a community of diverse interests, respond to rapid changes
ln prÍori€ies and community needs, and deal patiently, courteously,
accurately, and conscientiously with all parties.

EDUCATION./LfCENSES: Possession of Oregon State Building Official, LeveI
A plans Examiner and Level A Structural Inspection certificates are
required. possession of Level A Mechanical and Plumbing celtlficates
préferred. Must possess, or be able to obtain upon hire, a valid Oregon
driver's license.

EXPERIENCE/SKILLS: Level of experience typified by five years of
employment in buitding, mechanical and plumbing inspections required.
trxþerience in a seniõr and independent supervisory capacity with a

muñicip.I buitding code agency preferred. Additional experience may be
substiLuted for education at the City's discretion.

COMPENSATION: Class 10, FTE $3,593 to $3,966 monthly (FY 95-96)
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City of Sherwood, Oregon
PubIic lVorks Department

SENIOR BUILDING INSPECTOR/PLANS EXAMINER

BASIC FUNCTION: Reviews plans for and/or inspects residential and
commercial structures in the process of construction, alteration, or repair
for compliance with building codes, safe constructÍon practices and other
applicable regulations.

ESSENTIAL DUTIES:

l. Conducts fietd inspectÍons of new residential and commercial
constructÍon, repairs and remodeling for building code compliance as
indicated on approved plans and permits.

2. Checks residentÍal and commerciat building plans for compliance with
State building, mechanical, and fire and life safety codes, and for
approved mateiials, appllances and methods of construction.

3. Notes probable violations of City building, and zoning and community
develoþment codes in the fÍelds, and takes appropriate corrective
actÍon in consultation with the Building Official and Planning
Department.

4. Answers telephone and counter inquiries on building codes and
regulations.

5. Figures and collects building permit fees and issues permits.

AUXILIARY DUTIES:

1. AdmÍnísters Building Inspection Division in absence of Building
Official.

2. Maintains building records as required by building codes, States
Statutes, and appticable City codes and policíes, and keeps code books
and reference materials current

3. Performs similar and incidental duties as required.

RESPONSIBILITIES: The goal of the City of Sherwood Building Inspect'ion
Dlvision is to safely ana efficiently regulate building within the City by
enforcing aII aAoptea building and planning codes and ordinances. The
Building fnspectorTplans Examiner is responsible for providing accurate and
tÍmely ínspeètion and plan review services ensuri-ng the efficient and safe
development of building and other structures in the community. The
Building Inspector/Planê Examiner must perform his or her duties in a
manner that reflects positively on the City and the department.
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SUPERVISION: Reports to the Building Official. Supervises Building
Inspection Division staff in Building Official's absence'

JOB CONDITIONS: Normally works a 4o-hour week in field and office
settíngs. Frequently reqüired to inspect or participate in department
activiiies ín the field involving expõsure to normal constructíon site
hazards and to aII weather condÍtiõns. Must be able to use sound judgment'
make independent decisions and produce positive results with Iimited
resources. physical demands typically involve the mobility and manual
dexterity to farticipate in a full range of construction activities'
inctuding entdring .ñO exiting construction excavations, moving around
multi-stõry struciures under colstruction, and moving various materials up
to forty Pounds.

EXTERNAL CONTACTS: Frequent opportunlty and requÍrement to interact with
Ctty employees, the general pïnfic, all levels of government agencies'
futiAerË, eigineers, ¡ilanners, developers, and other individuals and groups
dofng busine-ss with tne City. Contaèts are frequently complex -and 

of an
adversarial and stressful nalure. Must be able to communícate effectÍvely'
both orally and in writing, work effectively in a community of diverse
interests, respond to rapid changes in priorities and community needs, and
deal patientli, courtedusly, aócurately, and conscientiously with aI1
parties.

EDUCATION/LICENSES: Possession of oregon state A-Level plans examiner'
Flre and Life Safety, A-LeveI struètural and CABO plans examiner
cert,ificates requiredl CABO mechanical and/or plumbing certÍficates
preferred. Must possess, or be able to obtain upon hire, a valid Oregon
driver's license.

EXPERIENCE/SKILLS: Level of experience typified
emplol'ment in building construction trades or in
reäuiied. Additional experience may be substituted
City's discretion.

COMPENSATION: Class B, FTE $2,779 to $3,068 monthly

by three years of
building insPection
for education at the

(FY 9s-96)
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City of Sherwood' Oregon
Public Works Department

BUILDING INSPECTOR/PLAN S EXAMINER

BASIC FUNCTTON: Reviews plans for and/or inspects residential structures
ln the process of construction, alterationr of repair for compliance with
U"f fOi"?¡ codes, saf e constructj-on practices and other applicable
regulations.

ESSENTIÀL DUTIES:

1. Conducts field inspections of new residential construction, repairs
and remodeling for buildÍng code compliance as indÍcated on approved
plans and Permits.

Z. Checks building plans of one and two family residences for compliance
wit,h State UuiÍding, mechanÍcal, and fire and life safety codes, and
for approved materlals, appliances and methods of construction'

3. Not,es probable vj-olations of city building, and zoning and community
develoþment codes in the fieldJ, and takes appropriate corrective
action in consultation with the Building official and Planníng
DePartment.

4. Answers telephone and counter inquiries on building codes and

regulations.

5. Ffgures and collects buildÍng permit fees and Íssues permits'

AUXILIARY DUTIES:

1. Maintains building records as required by building codes'. states
Statutes, and applícab1e City codes and policÍes, and keeps code books
and reference materials current.

2. Performs similar and incidental duties as required.

RESPONSIBILITIES: The goal of the city of sherwood Building Inspection
Dlvision is to safely aná efficiently regulate building within the City by
enforcing all adoptåa building and plañning codes and ordinances' The

BuildÍng InspectorTplans Examilier is rèsponsible for providing accurate and

timely inspection and ptan revÍew serviCes ensuring the efficient and safe
development of building and other structures in the community' The

Building Inspector/Planã Examiner must perform his or her duties in a

manner that ieflects positively on the City and the department'
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JOB CONDITIONS: Normally works a 40-hour week in field and office
settings. May also be staffed as a part-time position' Regular hours of
work may be ãaiusted from the conventional "8 to 5" to better serve
department clie.ti", such as builders and contractors' Frequently required
to inspect or pirticipate in activities in the field involving exposure to
normal construlction "ite hazards and to all weather conditions' Must be

able to use sound judgrnent, make independent decisions and produce positive
results with limited t."orri."". Ph-ysical demands typically_ -involve the
mobility and manual dexterity to participate in a full range of
construction activities, inclúding entering and exiting construction
excavations, *ãr.rirrq arou;d multi-stõry struct-ures under construction' and

moving various materials up to forty pounds'

EXTERNAL CONTACTS: Frequent opportunity and requirement to interact with
Clty employees, the gener;I p'"¡fig, ail levelJ of government agencies'
builders, engineers, plannersr-developers, and other individuals and groups

dolng business wittr ine Clty. Contacts are frequently complex and of an

adversaríal and stressful naiure. Must be able to communicate effectively'
both orally and in writing, work effectively in a,community of diverse
interests, respàna to rapid- changes in priori€ies and community needs' and

deal patiently, courteou"it; áãcurate-ty, and conscientiously with aIl
parties

ED'.ATIoN/LTCENSES: possession of oregon st-at.e cABo structural certif icate
required. CABO Plans Examiner, flumfiing and/or Mechanical certificates
preferred. Must possess, ot be able to -obtain upon hire' a valid Oregon

driver's license.

EXPERIENCE/SKILLS: Level of experience typified PV tw9 years of employment

in building construction traães or ii- ¡uifdíng inspection required'
Additional experience may be substituted for education at the city's
discretion.

CoMPENSATION: class 7, FTE $2,445 to $2,699 monthly (FY 95-96)

SUPERVISION: Reports to
responsibilities.

P€rsonnel Rules
RevLsed July 1, 1995
Page 93

the Building official. No supervisory or lead



PRIMARY FUNCTTON: Supervises, coordÍnates and schedules day-to-day Public
Vforks Department fielã operatÍons and tasks relating to the maintenance of
public facilities and equipment.

ESSENTIAL DUTIES:

City of Sherwood, Oregon
Pub1ic Works Department

OPERATIONS MANAGER

Monj-tors and insPects
maintenance needs and
appropriate Project's.

Coordinates the work of contractors, ut.i-lities, architects and Public
Works crews on City construction projects and performs the duties of
a construction project inspector as needed.

1

2.

4

public facilities and
assigns and schedules

Assists in developÍng and administering the goals'
policies and programs of the department and may act
Engineer in his or her absence.

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

equj-pment' determines
Public tforks creh¡s to

3.

evaluation,

5. Assesses material and equipment needs, maintains inventories, develops
specifications and advises City Engineer on purchasing matters.

6. Assists in the review of public utility construction plans and
specifications to assure compliance with City standards '

AUXILIARY DUTIES:

1. May pèrform the duties of other Public Works personnel as assigned- or
reiuireO, including acting for the City Engineer in his or her
absence.

2. Establishes and maÍntains Public ltorks project and operational reports
and records.

3. Performs similar and incidental duties as required.

RESPONSIBILITIES: The goal of the city of sherwood Public ÍÙorks Department
is to safely and efficiently maintain and operate City utilities, parks'
building, streets and other- public facilities. The Operations Manager is
responsínf" for the efficient day-to-day utilization of Public !{orks
Department personnel, equipment and resources in maintaining these public
facilities and providing high quality service to the community' The
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Operations Manager must perform his or her duties in a manner that' reflects
päsitively on the City and the department'

SUPERVISION: Reports to the City Engineer' SupervÍses Foreman' Senior
Utility Worker, Utility [rforkers, Pårks ftaintenance Vlorkers, volunteers, and

community service Personnel.

JOB CONDITIONS: Normally works a 4o-hour week in a field and "shop"
setting. Regular hours oi work may be adjusted -fro-m- 

the conventional "B

to 5,, to better serve department cliènts, such as builders and contractors'
position is s.rbject to ðall out at aII times and in all conditions, day or

"fgnt, 
and *.y É" assigned to weekend, on-ca11 status on a rotating basis'

physical demands typióally involve the mobility, manual dexterit'y' and
pni'li""f conditionlng to move heavy materials such as pÍping and solid
waste containers, anã to operate Complex heavy construction equipment'
Exposed to normal construction site halards, and may be exposed to-strong
odors and loud noise, all kinds of weather conditions, toxÍc materials such
as paÍnt, solvents and untreated sewage, vehicular traffic, and electrical
and natural gas utilities. negutafly required to work without direct
supervision ahd make independent decisions'

EXTERNAL CONTACTS: Regular contact with contractors' vendors' other city
employees, ut.ility personnel and residents and visitors to the community'
contacts are occasionally complex and may be of -an adversarial and

stressful nature. Must be able to respond to rapid changes in priorities
and community needs, and deal patienl'Iy, courteously, accurately' and

conscientiously with all partles '

EDUCATION/LICENSES: Equivalent to associate degree in engineering
technology requ.iieO. eOaitional education in engineeritg, construction
techniques ot-'frrnfi" administration preferred' Must possess' or be able
to obtáin upon hire, a valid Oregon drivers license.

EXPERIENCE/SKILLS: Level of experience typified by five years employment
in the general construction trades or publið works with extended experience
in a regular supervisory or lead c.paðity required' Prior employment with
a municipal pub-Iic works department tnat included duties in a broad rançle
of typical public works se^rvices preferred. Must be knowledgeable and

skilled in the use of a wide varìety of tools and heavy construction
equipment and in the application or basic construct'ion and building
practices. Additional experience may be substituted for education at the
City's discretion

CoMPENSATION: class 10, FTE $3,593 to $3,966 monthly (FY 95-96)
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City of Sherwood' Oregon
Public Works DePartment

FOREMAN

PRIMARY FUNCTION: Assists in supervÍsing, coordinating and scheduling day-
to-day public fùorks Department tield opèrations and tasks relating to the
malntenance of public iacilities and equipment, and performs the duties of
project inspector and utility workers.

ESSENTIAL DUTIES:

1. Assists in monitoring and inspecting publÍc facilities and equípment,
determining maintenJnce needË, and assigning and scheduling Public
tlorks crews to appropriate projects.

Z. Assists in coordinatÍng the work of contractors' utilities'
architects and public Worts crews on City construction projects and
performs the duties of a construction project inspector as needed.

3. Leads pubtÍc Vùorks cre!.¡s in perf orming major and routine maintenance
and repair tasks on street, sewer, water, and storm water systems.

Àssists in the selection, training, supervisÍon, evaluation,
discipline, and díscharge of department staff as per City Personnel
Ru1es.

5. Helps assess material and equipment
devèlops specificatÍons and advises
Manager on Purchasing matters.

AUXTLIARY DUTIES:

l. performs the duties of other department staff as required, including
acting for operations Manager in his or her absence.

2. Assists in maintaining Public ["Iorks f iles and records '

3. Performs similar and incidental duties as required.

RESPONSIBILITIES: The goal of the city of sherwood Public works Department
is to safely and efficiently maintain and operate City utilities' parks,
building, streets and other public facilities. The Foreman is responsible
for the efficient utilizatibn in the field of Public Tüorks Department
personnel, equipment and resources in maintaining these pubtic facilities
änA providing niqn quality service to the community. The Foreman must
perform his or neí ¿uties in u manner that reflects positively on the City
and the department.
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SUPERVISION: RePorts to the
or leads UtiIitY lVorkers 'community service Personnel.

JOB CONDITIONS: Normatly works a 4o-hour week in a field and "shop"
settÍng. Regular hours oi work may be adjusted _from_ the conventional "8
to 5" tb bettêr serve department clients, such as builders and contractors.
posÍtion is subject to ðaI} out at all times and in all conditions, day or
ntght, and may 6" assigned to weekend, on-call status on a rotating basÍs.
phfsical demánds typiãally involve the mobility, manual dexterity, and
phlsical conditioning to move heavy materials such as piping and solid
waste containers, anã to operate complex heavy construction equipment.
Exposed to normal construction site hazards and may be exposed to,strong
odãrs and loud noise, all kinds of weather condit,ions, toxic materials such
as paint, solvents and untreated sewage, vehicular traffíc, and electrical
and- natural gas utitities. negularly required to work without direct
supervÍsfon and make independent decisions.

EXTERNAL CONTACTS; Regular contaCt with Contractors, vendors, other city
employees, utility perãonnel and residents and visitors to the community.
Contacts are ocdaiionally complex and may be of an adversarÍaI and
stressful nature. Must be able-to respond to rapÍd changes in priorities
and community needs, and deal patiently, courteously, accurately, and
conscientiouslY with all Parties

EDUCATION/LICENSES: Functional competency in reading, writitg, mathematics
and general education subjects -requiied. Addltlonal education in
engináering, construction te-chniques õr public administration prefeffed'
Must possess, ot be able to obtain upon hire, a valid Oregon drivers
ticense and be certified by the State as a Waterworks Operator II, Sewer
system operator II, and cross-connection Inspector.

EXPERIENCE/SKILLS: Level of experience typified by four years employment
in the general construction traães or punlic works with some experience j-n

a regulár Supervisory or lead capacity required. Prior employment with a

munióipat puntic rorks department tna€ included duties in a broad range of
typicai pufitic works services preferred. Must be knowledgeable and skilled
tñ-tne uãe of a wide variety oi tools and heavy construction equipment and
in the application of basiC construct.ion and building practices.

COMPENSATION: Class g, FTE $3,160 to $3,488 monthly (FY 95-96)
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City of Sherwood' Oregon
Public Vüorks DePartment

SENIOR UTILITY VTORKER

BASIC FUNCTIoN: performs a variety of skilled and manual tasks in the
maLntenance and construction of City buildings, water, sewer, storm water
and street systems, parks and other municipal facilities and equipment-

ESSENTIAL DUTIES:
1. performs major and complex maintenance and repair tasks on street,

sehrer, watei and storm systems, and similar public works facilities,
íncluding installing new services and replacing deteriorated surface
and subsurface utility structures.

2. Acts as
backflow
records.

City's water quality, water system cross-connection and
program manager and inspector, and maintains associated

3. Operates a variety of standard and specialized public works vehicles
sùch as dump truðks, backhoes, and sewer jet trucks, and numerous
pohrer and otirer tools such as jackhammers, torches, welders and sa!'rs.

4. provides for project inspection, facility and material testing and
material estirñate? and acts as Public Works crew leader Ín the absence
of senior dePartment staff.

5. performs basic maintenance and upkeep tasks on parks, public buildings
and other facilities, including groundskeeping, minor carpentry and
plumbing, trash pickup and general custodial care.

AUXILIARY DUTIES:

1. performs basic maintenance of City vehicles such as lubrication, tire
changes, clean-up and other minor servicing and tune-ups.

2. Reads and inspects CÍty water meters and shuts off and/or restores
service to delÍnquent accounts, âs required

3. Performs similar and incidental duties as required.

RESPONSIBILITIES: The goal of the city of sherwood Public vlorks Department
is to safely and efficientty maintain and operate City utiliti,gs, parks,
buildings, Àtreets and other- public facilities. The Senior Utility v'lorker
is respónsible for providing skilled maintenance and repair services for
these facilities. The Senioí Utitity Vüorker must perform 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
Utility Workers, temPorarY heIP'
personnel on assigned Projects'

JOB CONDITIONS: Normally works a 4o-hour week in a field and "shop"
settÍng. n"g,rt.t hours oi work may be adjusted -fro-m- 

the conventional "8
to 5,' to better serve department clients, such as builders and contractors'
position is suUject to ðall out at all times and in all conditions, day or
nlght, and *.y É" assigned to weekend, on-call status on a rotating basis '
physical demands typióally involve the mobility, manual dexterity, and

physlcal conditioniñg to move heavy materials such as piping and solid
wast,e containers, anã to operate Complex heavy construction equipment'
Exposed to normal construction site halards, and may be exposed to strong
odors and loud noise, all kinds of weather conditj-ons, toxic materials such

as paint,, solvents and untreated sewage, vehicular traffíc, and electrical
and natural gas utilities. negulafly required to work without direct
supervision and make independent decisions'

EXTERNAL COIflIACTS: Regular contact with residents' visitors' contractors
and vendors in the course of providing construction and maintenance
services, especially cross connec€ion insfections'- Contacts are normally
routine but *;y ãcd.sionally be of an adversarial and stressful nature'
Must be able to respond to t.-pia changes in priorities and community needs'
and deal patiently, courteouäty, accirratelf, and conscientiously with all
parties.

EDUCATION/LICENSES: Functional competency in reading' wril-ing, mathematics
and general education subiects rdquireA. Must possess, oÍ be able to
obtain upon hire, a valÍd óregon diivers license ãnd be certified by the
State as a Waterworks Operatõr f' Sewer System Operator Tt and Cross-
connection Inspector. WJterworks Operator II and Sewer System Operator II
Certificates Preferred.

EXPERIENCE/SKILLS: Level of experience typified by two years employment
in the major construction tiades or þunfi-c - 

works required' Some

supervisory experience desirable. Must be-knowledgeable and skilled in the
operation of tlucks and specialized heavy equipmeñt, such as backhoes' in
the maintenance of buildings, streets, pårtj, ãnd sewers and other public
works facilities, and fãmitiar with a broad range of construction
techniques. specific experience in the carpentry, masonry, and pipe laying
trades preferred.

coMPENSATION: class 7, FTE $2,445 to $2,699 monthly (rY 95-96)

Works Operations
volunteers, and

Manager.
communj-tY

May lead
service
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City of Sherwood, Oregon
Public tlorks DePartment

PROJECT INSPECTOR

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

ESSENTIAL DUTIES:

1

2

3.

4

Inspects public water,
projects, and provides
material estimates.

sewer, storm water, street and park improvement
associated facility and material testing and

Performs erosion control inspections on public and private
construction projects .

performs inspectÍons for sidewalk, driveway and concrete flat v¡ork on
public and private ProPertY.

AssÍsts in coordinating the work of contractors, utÍIities, architects
and Public Vüorks creh¡s on construction projects.

AUXILIARY DUTIES:

1, May perform the duties of other Public Works personnel as assigned or
requÍred.

Z. Establishes and maintains project inspection reports and records and
provides required reports to outside agencies such as the Unified
Sewerage agency and Oregon Department of Environmental Quality.

3. performs similar and incidental duties as required.

RESPONSIBILITIES: The goal of the city of sherwood Public works Department
is to safely and efiiciently construct, maintain and operate City
utilities, pãrks, buildings, streets and other public facilities. The
project Inspector is respoñsible for providing skilted inspection services
for these fãcilities. The Project Inspector must perform his or her duties
i-n a manner that reflects positively on the City and the Department.

SUPERVISION: Reports to the City Engineer, and works closely with the City
Buílding Officiil and City elanñing Director. Also may work closely with
public Ì,forks Operations Manager anO other Public Works staf f . May lead
Utility tùorkers, temporary help, volunteers, and community service
personnel on assigned Projects.

JOB CONDITIONS: Normally works a 40-hour week in a field and "shop"
setting. Regular hours oi work may be adjusted fro_m t'he conventional "B
to 5" Co bettèr serve department clients, such as builders and contractors.
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position is subject to caII out at all times and in all conditions, day or
night, and *.y 6" assigned to weekend, on-call status on a rotating basis'
Phfsical demánds typiãalIy involve the mobility, manual dexterity, and
phlsicat conditionlng to move heavy materials such as piping tttq solid
waste containers, anã to operate Complex heavy construction equipment.
Exposed to normal constructlon site hazards, and may be exposed to strong
odõrs and loud noise, all kinds of weather conditions, toxic materials such
as paint, solvents and untreated sewage, vehicular traffíc, and electrÍcal
and- natural gas utilities. Regularly required to work without direct
supervision and make independent decisions.

EXTERNAL CONTACTS: Regular contact with residents, visitors, contractors
and vendors in the Course of providing 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 patiently, courteouslY'
accurately, and conscientiously with aII parties.

EDUCATION/LICENSES: Functional competency Ín reading, writitg, mathematics
and general education subjects requi-red. Additional education in
enginãering construction techniques and erosion control methods prefemed.
t'luãt possess, or be able to obtain upon hire, a valid Oregon drivers
Iicense.

EXpERIENCE/SKILLS: Level of experience typified by a minimum of four years
employment in the major construction trades or public works required' with
a minÍmum one year experience in construction inspection preferred-. Must
be knowledgeadle and skilled in the operation of trucks and specialized
heavy equiþment, such as backhoes, irì the maintenance of buildings'
streätsr-palks, and se$/ers and other public work facilities, and familiar
with a broad range of construction teChniques. Specific experience in the
carpentry, masonry, and pipe laying trades preferred'

COMPENSATION: Class 'l I FTE ç2,445 to $2,699 monthly (FY 95-96)
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1

City of Sherwood, Oregon
PubIic Vtorks Department

UTILITY T{ORKER

BASIC FUNCTION: Performs a variety of semi-skilled and manual tasks in the
maintenance and const,ruction of City buildings, water, sewer, drainage and
street systems, parks and other municipal facilities and equipment.

ESSENTIÀL DUTIES:

Performs basic maintenance and repair tasks on streetsr sewers, water
systems and similar public works facilíties includÍng installÍng new
services, replacing deteriorated surface and subsurface structures and
doing line cleanouts.

2. Performs basic maintenance and upkeep tasks on parks, publÍc buildings
and other facilities including groundskeepÍng, minor carpentry and
plumbing, trash pickup and general custodial care.

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

AUXILIARY DUTIES:

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

2. Reads and inspects City water meters and shuts
service to delinquent accountsr âs required.

off and/or restores

3. Performs similar and incidental duties as required.

RESPONSIBILITIES: The goal of the City of Sherwood Public Works Department
is to safely and efficientty maintain and operate City utj-Iities, parks,
buildings, streets and other public facilities. The Utility Worker is
responsible for providing routine maintenance and repair services for these
facflities. The Utility Worker must perform his or her duties in a manner
that reflects positively on the City and the department.

SUPERVISION: Reports to the Public Works Operations Manager or Public
t{orks Foreman. No supervisory or lead responsibilities, except for
occasional volunteers and community service personnel, and seasonal parks
maÍntenance workers.

JOB CONDITIONS: Normally works a 40-hour week in a field and "shop"
setting. Regular hours of work may be adjusted from the conventional "B
to 5" to better serve department clients, such as builders and contractors.
Position is subject to call- out at alt times and in aII conditions, day or
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night, and may be assigned to weekend, on-call status on a rotating basis'
physical demands typically involve the mobility, manual dexterity' and

physical conditioniñq to move heavy materials Ãuch as piping and solid
waste containers, and to àï"t"i" domplex heavy construction equipment'

Exposed to normal construction site halards, anã may be exposed to strong

odors and loud noise, all kinds of weather conditions' toxic materials such

as paint, solvents and untreated sewage, vehicular traffíc' and electrical
and natural gas utilities. Regulariy required to work without direct
supervision ald make independent decisions'

EXTERNAL coNTAcTS: Some contact with residents and visitors in the

community in ih" .o.rtse of providing construction and maintenance services'
Contacts are normally routine but mãy occasionally be of an adversarial and

stressfur nature. tiust be abre to respond to raþia changes in p.riorities
and c.mmunity needs, and ããaf patieritly, courleously' accurately' and

conscientiously with aII parties'

EDUCATION/LICENSE: Functional competency in reading' wrÍti^g' mathematics'

and general education sonjãcts räquire-O. Must þossess' or be able to
obtain upon hire, a valid'Ot"gon di-ivers license' Certification by the

state as a 1Vaterworks operatoi r and sewer system operator r preferred'

E*'ERTENCE/sK1LLS: Basic experience and skills in the operation of trucks
and standard equipment used in the maintenance of buildings' streets' parks

and sewers and other pubic works facilities requiied' Additional
experience in the carpeniry, masonry' and pipe laying trades preferred'

coMpENSATTON: class 5, FTE gt,ggl to g2,0gB monthly (rY 95-96)
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City of Sherwood, Oregon
PubIic Vtorks Department

ADMINISTRATIVE ASS ISTANT

BASIC FUNCTION: Performs a wide variety of routine and complex clerÍcal,
secretarial and administrative work providing support to department staff
and assisting in the administration of standard operating policies and
procedures.

ESSENTIAL DUTIES:

l. Coordinates the office operations of department which includes
developing and maintaining office forms and procedures to assure
organiàed processing among the public and City departments.

2. Receives and processes buÍlding permit apptications through the
Buitding Division which involves reviewing and interpreting plot plans
to ensure compliance with City, Unífied Sewerage Agency, County, and
State regulations and taking or recommending appropriate action.

3. prepares all supporting materials and calculations for compliance
agreement and escrohr agreements for new developments and coordinates
with developers for signing and payments of fees.

4. Utilizes knowledge of United Sewerage Agency./!'lashington County
regulations and City ordinances for calcutating fees for residential
and commercial building Permits.

5. Receives the public and answers questions from contractors' property
orôrners, staff , and general public relating to various City services'
particularly in building, public works and new development matters.

6. Collects, types, edÍts statistical and other information for public
works' and nuifOing actÍvities for preparation and distribution of
monthty reports to city, county, state, and local agencies.

AUXILIARY DUTIES:

Maintains all official and permanent Public tüorks files and records
of buitding permits, public works inspection reports, resolutions,
public notices and similar documents, including computerized records.

2. Performs similar and incidental duties as required.

RESPONSIBILITIES: The goal of the City of Sherwood Public Vüorks Department
is to safely and efficiently maintain and operate City utilities, parks,
buildings, streets and other public facilities. The PubIic !ùorks
Administrative Assistant. is responsible for providing accurate and timely
assistance involving document preparation and support for delivery of
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Public Works services.
her duties in a manner
Department.

The Administrative Assistant must perform his
that reflects positively on the City and

or
the

SUPERVISION: Reports to the City Engineer'
Bullding Official, Operations Manager, Project
Foreman.

JOB CONDITIONS: Normally works a 4o-hour week in an office setting.
Regular hours of work may Ue adjusted from the conventional "B to 5" to
better serve department ðIients, such as builders and contracLors. lnlork

is performed in a fast-paced environment with competing priorities. and a
conåtant high level of demand for customer service.. Must be able to
accurately ãnd efficiently process dala and forms within limited time
periods rinif" maintaÍning ioutine office servÍces, and independently
þrÍoritizíng workload. phfsical demands typically Ínvolve the mobility and

manual- dexterity related tb usual office tasks, partícularly in the use of
computer equipmänt, and moving of office materials up to ten (10) pounds'

EXTERNAL CONTACTS: Frequent opportunity and requírement to j-nteract with
developers, builders, contracCors, vendors, the general public and other
individuals and groups doing business with the City. Coqtacts may

occasionally be of an-adversa-rial and stressful nature. Must be able to
communicate effectively and be able to deal patiently, courteously'
accurately, and conscientiously with all parties '

EDUCATIoN/LICENSES: Functional competency ln reading, writing, mathematics
and general education subjects reqùired. - Further specialized course work
in aðcounting, bookkeeping, business office practices and office equi-pment
use preferreã. Must possess, oÍ be able to obtain upon hire, a valid
Oregon driver's Iicense.

EXPERIENCE./SKILLS: Three years experience in office work of an

increasingly responsible nature; or an equivalent combination of related
education and elperience. Additional experience in the public works
operations, building trades and municipal permitti!9 Processes preferred'
Must be able to type approximately 50 WÈM with excellent grammar, spelling'
punctuation and ããcuracy. Proflciency in basic recordkeeping practices'
ãnd experience in the use and operation of word processing and computer
equipment is also required.

ÇQMPENSATION: CLASS 6, FTE $2088 to $2305 monthly (FY 95-96)
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City of Sherwood, Oregon
Public tlorks Department

PUBLIC WORKS CLERK

BASIC FUNCTION: Performs secretarial, receptj-on and clerical tasks for the
public Works Department, particularly those associated with building permit
activities, anã provides information and assistance on Cit'y services,
regulations and building permits to the general public and other
individuals and grouPs.

ESSENTIAL DUTIES:

1. Receives and processes building permit applÍcations through the
Buildíng InsPection Division.

Z. Schedules building and project inspections for the Building Inspection
Division and Public tlorks Department.

3. Acts as a general receptionist for the Public Ílorks Department and
provides tñe general public and other individuals and groups with
information anã assistãnce on City services' particularly in utility
and building Permit matters.

4. Transcribes, types, copi.es, collates, processes, distributes and files
public lûorks bèpartment and Building Inspection Division records,
correspondence, reports, contracts and similar documents.

5. Collects statistical and other information for Public VÍorks activities
and prepares and distributes associated monthly reports to applied
Fedeial, State and local agencies, and to other City departments-

6. Coordinates or assists in various Public Works tasks such as street
addressing, preparing subdivision compliance agreements, and assessing
developmeñt cnirges ãnd credits, and maintains associated files-

AUXILIARY DUTIES:

1

2

Maintains all offÍcial and permanent Public Vlorks files
of building permits, public works inspection reports
documents, including computerized records.

performs similar and j_ncidental duties as required.

and
and

records
similar

RESPONSTBILITTES: The goal of the city of sherwood Public vüorks Department
is to safely and efficiently maintain and operate City utilities, parks,
buildings, ðtreets and other public facilities. The PubIic lnlorks Clerk is
responsíUfe for providing accurate and timely clerical, recordkeeping and
recãption servicäs suppoiting the delivery of Pub1ic Vüorks services. The
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public Works Clerk must perform his or her duties j-n a manner that reflects
positively on the City and the Department-

SUPERVISION: Reports to the City Engineer. Works closely with
Building Official. No supervisory or lead responsibilities, except
OCCasional volunteers and community service personnel.

the
for

JOB CONDITIONS: Normally works a 40-hour week in an office setting.
Regular hours of work may be adjusted from the conventional "B to 5" to
better serve department clients, such as builders and contractors. Must
be able to accurãtely and efficiently process data and forms within limited
tfme perÍods white maintaining routine office services' and independently
prioritize workload. Physical demands typically involve the mobility and
manual dexterity related to usual office and clerical tasks, particularly
in the use of computer equipment, and to moving office materials up to t'en
pounds.

EXTERNAL CONTACTS: Frequent opportunity and requirement to interact with
utility customers, builders, contractors, vendors, the general public and
other individuals and groups doÍng business with the City. Contacts are
normally routine, but may occasionally be of an adversarial and stressful
nature. Must be able to communicate effectively and be able to deal
patiently, courteously, accurately, and conscientiously with all parties-

EDUCATION/LICENSES: Functional competency in reading, writing, mathematics
and general education subjects required. Further education in typing and
word processing, offlce equipment- use, business or office practices
preferred. Must possess, or be able to obtain upon hire, a valid Oregon
drivers Iicense

EXPERIENCE/SKILLS: Level of experience typified by two years employment'
in a general secretarial, clerical or similar office position required.
ExperiLnce in a public building inspection agency, public works operatíon,
or building trades office preferred. Must be able to type approximately
50 Vl.p.M. wit.h excellent grammar, spel1i.g, punctuation and accuracy.
proficiency in basic recordkeeping practices, and experience in the use and
operation ãf word processing and computer equipment is also required.
eãditionat experience in the buildíng trades and municipal permitting
processes desirabl-e.

COMPENSATION: Class 5, FTE $1,891 to $2'0BB monthly (FY 95-96)
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City of Sherwood, Oregon
PubIic tlorks Department

PARKS MAINTENANCE WORKER

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

ESSENTIAL DUTIES:

1. Performs basic maintenance and upkeep tasks on parks, park buildings,
playground equipment, tennis courts, and other facilities including
groundskeeping, minor carpentry and plumbing, trash pickup, and
general landscape and custodial care.

2. Operates a variety of standard maintenance equipment such a power
mowers, weed trimmers, edgers, power washers and other groundskeeping
and repair tools.

AUXILIARY DUTIES:

1 Performs similar and incidental duties as required.

RESPONSIBILITIES: The goal of the City of Sherwood Public I,üorks Department
is to safely and efficiently maintain and operate City utilities, parks,
buildings, streets, and other public facilities. The Parks Maintenance
ttorker is responsible for providing routine maintenance and repair services
for City park facilities on a seasonal basis. The Parks Maintenance Worker
must perform his or her duties in a manner that reflects positively on the
City and the department.

SUPERVISION: Reports to the Public Works Foreman. No supervisory or lead
responsibilities, except for occasional volunteers and community service
workers.

JOB CONDITIONS: Temporary "summer-time" position. Frequently moves heavy
objects such as grass and trash containers and performs assigned duties
under all kinds of weather conditions. Physical demands typically involve
mobility, manual dexterity and physical conditioning related to usual
groundskeeping tasks and equipment.

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

EDUCATION/LICENSES: Functional competency in reading, writitg, and general
education subjects required. A valid Oregon drivers license is preferred.

EXPERIENCE,/SKILLS: Basic experience and skills in the operation and
maintenance of power groundskeeping equipment, such as mowers and trimmers,
and of groundskeepÍng and landscaping procedures required.

COMPENSATION: Class 3, $8.44 per hour (FY 95-96).
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Appendix E Emp lovee Certification of Receipt

This Ís to certify that on 

-, 

L9-_, I received a copy
oftheCityofShérwoodeerffi1oyeeHandbook.Iagreeto
comply witn alt the terms and conditÍons contained herein and accept
resboñsibility for readÍng thoroughly and keeping current with these Ru1es
and any subsequent amendments.

Employee Signature

Employee Name
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