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Ci ty of Sherwood, Ðregon

REËOLUTIÐN NO, 3E5

tt

A RE5OLUTION AÞOPTINË
¡INCE EVALUATIÕN REPORT
LY IN THE TITY SERVICE

NEW .fOB ÞESCRIPTIÕ$IS ANÞ NEW
FORMS FÕR Ã,LL CLASSIFiCATIÐNS
åNÐ ESTABLISHING AN EFFECTTVË

PERFÐRM-
CURRENT-
DÀTE.

WHEREAË. the Cí ty Personr¡el Pal icies were er¡acted
hy Resolui ion No. lÕ8, adoptqd Novemþer 9, 19?7 and have been
amended from time to time to ref Lect changes in City
policies;

VTHEREÀ5. the City Perscnnel Policies ir¡corForate as
appendices, job desc.riptíons fsr all City classifications and
f,orms for employe€ performa¡rce evalual,ion;.

WHEREÃS. the current set of Çity joh descriptie¡rs
have grÕwn outmoded due to changes in staffing lerrels ¿nd
resFonsi,bilities and amendments to the City Charter and oì,her
City poiicies;

1.¡HEREJï5. the current fcrrn oJ ernploy€e evaluEtiðn
and e.oÍ¡pensåtion has proverr inadequate in light of advancing
Frac.tices in public persotlnål admir¡istration and public
personr¡Él 1aw;

NOW, THEREFORE, THE C T TY ÐF SHERWO{}Ð REsÐLVES ¡IË
FOLLOI¡VS

ËECTIÐN 1. Ðes*ripl,iqjßs Adopted. New jaþ descriptions
for the followinq classifications åre herehy adopted and a3l
priar deseriptions for t!¡ese and ê.ny other classific.ations
r€pealed: Políce Chief , Public 1¡/orks Direetor, Finance ånd
Administrative Ëervices Ðirector, Liþrary Director, Polic.e
Sergeant , Puhi íc Works Fc,remarr, Fol ie.e tlf f ic.er, Bui lding
Official, Ëenior Utility Worker, Utilíty Worker, PubIic
Services Cl.erh, Of f ice Clerk and Lihrary Assistant.

ËECTION Z- Forms Adonted. New empl oye€ perfÕrm&no€
evaluation forms, entiÌied "Gherwood Empioyee Evaluatior'¡" ar€
hereby adopted and all prior forms r€pealed.

$ECT r O¡Y å., lrrrn 1 r"rn¡¡¡ * n I i on The new joþ descriptior¡s
ånd er¡aluation fsrms shall he immediately implernented arld
corlstitute the þasis fsr ths selection, assignment of duties,
evaluåtieri. discipline and comp€nsation of City enployÉes and
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Recorder is hereby directed to incorporate
into the appropriate appendices of the

Policies.

the City
do cumen t s
Personnel

these
Ci ty

SECTION 4. Further Studv Authori¡ed. The City Managrer
is hereÞy authorized to conduct further study of City
persÕnrrel and somFensation polic.ies and to draft revisions to
basic persollr¡el rules, classif ication and pay plans,
perfor¡nance evaluation procedures and other metters for the
Counc.i l's csnsiderat ion in the n€ar f uture.

ËECTION 5. Effectíve Date. This
become e f fec t i ve upon adop t i on and approva I

r€s0Iution shall
Þy the Counc i I .

T s Resolut ion approued and adop t ed th i s
. 1995 .

2b day of

AT?EST

Ma ry oþias, Mayor
ÕregonCity of Sherwood.

cll Blankenbaker, Recorder
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Ci 1y of Sherr¡'ood, 0regon
Po I i ce DeË'a r tmen t

FOLICE CHIEF

BASIC FUNCTION: Chief law enf crcement c'f f icer of the City.
Coordinates. supervùses and ¿dministers th{¡ promotion, plan-
ning, implementation and evaluation of al1 Police Þepartrnent
servic.es, and assumes the duties of a Iirre Police Õfficer ¡¡s
requir*d.

SPECTFIC ÞUTIE5

Coordinates and supervises al1 regular depa¡t¡nenl,
activi ties directed toward enf orcing the crirninal
and traffic laws, regulations and ordinances çt
the State of Oregon ðnd the Çi ty of Sherwood.

Coordinates func.tions of the department wit,h
munic.ipal, county, State, fedeyal and other law
enforcement, publ ic safety and social serviee
ågencies.
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Provides f or and coordinates al l crirninal
gations undertaken hln the departrnent

5e I e c. t s ,

partment

investi-
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trains, Eupervises and evaluates a1l dr.-
staff.

Develops ¡rnd implements goals, crfreratronal policies,
ar¡d Frogrårns f or the c{epart¡rrerrt, including Frepar-
ation of &n annual budget.

Promotes departrnent and Cily ac.tivities direc.ted
toward irnprov ing publ i c knowl edge , conf i dence and
understanding of local government and l*w enforce-
ment, inc.ludinE crime prevent ion and safety Fro-
grams.

Performs the duties sf a

in a patrol capac.ity, on
Police Of f icer, prirnarily
a regular þasis.

Participates in the development
operalional polisies and programs for
Ci ty governrrtent .

of
the

gf oa I s .

entire

9. Performs si¡nilsr and incidental cluties as required



:'.."-l

RESPONSIBILI"IES: The go¿i1 of the City of $herwood Polir:.e
Departnlerrt is ts provide f or ttre sa{ety and seeuri ty of the
City's reEiderlts, husinesses ;r"neJ r.'rsitors through the
effic.ient prevention, aFprcl¡ension arrd Ìirosecution of
crimirral activitits, infractic,ns and o:dir¡årrce violation:¡.
TÌ¡e Police Ch!ef is, Í*rspc'r¡si!-rla f,¡r ¿.lm!nistering a

d*paytr¡¡ent with arr operatinr; bu,Jgert of ç136,?73 (FY B5*86i,
for ¡rro\riding services irr r,hc i..reas of p*.tr'o1, inrrestiEatir:n
¡r¡d publrc. saf,¡t:¡ educ.¿trcrn, ancJ for :nìarr¿l.grrrg a ¡Jermanent
stlf f of fc¡ur. fhe Police Chit+f must ¡rerforxi his c'r lrer
dulies in å nanndrr that reflccrts positrvcl-y orr thsr City and
tl¡e depa!ttr¡€nt ¿nd is r€spcrnsibl¿i for nrairrtzininq a levtt I of
professional sxpertiE€: arrd imagr th;:t prc,rrrcrtes e.f f ici¡¡r¡t use
of the resoL¡rc,es avail¿bie. ia il¡.,' ,Jcp;ry{¡rerit

SUFSRVISIu.)N:
suFervises lhe

Reports to lhr" CJ.ty
Pol icE Sergeant, Pol i<-:e

Mi', rr i!, g l.l r
Õffic{iïi ¿n,l

F-e,3u1arly
Reserv€s.

,T0¡l CONÞITIONS : Fr{¡quent ly warks c.ìvert im,¡ / wceh,:rrd, hc¡I iday,
shlft arrd evenirrg hours. Suh_lL,ct to cal. 1-c,ut *rt aii times.
\^rc'rks in all weathcr ccrndrl¡ons ånd ¡¡¡ust l,¡,-: able to usri sound
1u<lgemerrt in stress si iuat ions, makc irrc{¡¡perrclr-"rrt d.-,cis rons
¿¡rd proctuce pasitive t{isu}ts with li:ffiite,l resãurc€e Regu-
lar: ly exposed lc' life threal*rrirrg or ¡'cilierrrti¿rllrr lif e' threat*
errrrrg situations

E): 'IERNAL CÕNTACTS: Frequ€!rt opporturri t1' and ¡equlre¡lerrt to
in1.r:racrt w¡ th Ci ty employees, c,thtr law ¿¡i'rf or$(lyrrerrt ð,gencies,
:c,c:ial service and similar i\rganizations, husrness.-rs¿ vendors
i.¡i,J residents ¿r¡d visitors of all ¡.çtes. Contacts ar€
îtr,¡uerrtlv cìortÀpI€x ênd of ù.rr edrrer:lari¿1 ar¡cf stressfr¡l
rr¿,"l.ure

ËIILICATION/LICENSES: Equivalent to hac.helors c{r..gr rûe in 1aw
.¡rrforcement or e dÍscipline applicahle to å careur in puhlic
saiety administration sucrh ðs criminÀl ju:ticre , puhlic
¡:C¡¡iirristration or social services Freferr,¡d. Must poss€ss ot'
l¡,: ¿hle to oþtain uFon hire a val id Oregc'n clrivers l icense
¿r:d CPR, l\dvar¡ced BPS?, radar ¿nd radi o tele¡rhone operator
.Ër'îífications.

EXPERiENCEiSKILLS: Level c¡f experiencç, ty¡rrfi*d by five
\re¡rrs, Èmployrnent in the law enforeement f ir¡id with three of
ihcse years in è s€nior ¿n.J indep€ndênt suF{:1 rvisory caFac.ity
Ìc(ìuire.d. Prior emplolt¡¡¡".¡1 with ð, rc(ì()r.tÌ¡izcd BPST ¿.gerrc.y
preferred. Must be knowledgable. in th,: use af f j,rearrns,
j.,,u:r'sui t vcl¡ic]{"s, invest igaitve and comrrr,¡rric¿rt ions equipment
Mr¡st bc abie ta çorí¡írurricate t¡ffect.ivelJr, l:cth or¿. 11y and :!r¡
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writing, work ef fectively in a comrnunitSr of diverse interestF
år¡d respond to rapid changes in priori t ies and communi ty
r¡eeds, and deal patiently, courteously and conscienciously
with the general publíc.

COMPENSÀTION: Grade 9, 12,012.00 to t?,2¡0.00 monthly (FYS5-96)



Ciiy of SLrt:¡woocI, Orugori
Polrce ÞcpartrrenL

POL I CE SERGEÀNq.

Br\SIC FUNCTiON: Enforce6 the criminal ènc¡ l.raf f ic laws,
resulations and ordinances oJ tl¡e State of Õregon ¿nd City of
Sherwood, and assists in the !ì€neral a,lvrrir¡istration of the
department and suFerr¡ision and trainirrg af Et¿f f .

SPECTFIC DUTIES

Regularly patrols ¿Il ßrüaE ,rí th¿-' City perfornr-
ing securi ty chccks, ohservirrg and respondinrJ la
unusual or unsaf e ci::crun¡star¡ces and conditions,
enforcirrg traf f ic safety laws ¿rrrl rêJsporrdirrg to a

wide variety of radia dispatchcs

I
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Conducts criminal ¡nvestigations ir¡
wi th the Pol ice Chref, inc luding
apprehension and erridÊt'¡cs Sreservation

Àppears in cour I ;¡s
deparlrnent citatiorrs
matlers &s applicak'1e.

a w¡ tn¡-'çg;
and arr*sis

eonsultatior¡
int{rrviewing,

in support of
ar¡,J oÌr other

Àssists in the selectior¡, trairrirr,¡, supervisicrrr and
evaluation of department staf f .

Assists in developing a,nd adminictering the qoa1s,
operational policies ¿nd programii of tlie department
and ac.ts for the Police Chief in his or !¡er absence.

Assists the general puhi ic hy providirrg information
on c.or*munity and State laws, responding to
colr¡plaints, conducting vÀc\atian checks ¿nd glving
other assistarrce a5 neede'd.

Furtici¡,ratr.s in cr¡nre ptc,rren{ion rnd puhltc relation
programs and per{orrns oth¡¡r,Jutj.r":s dir.¡c:tcd toward
reduc.ing alcoholisnr ancf st¡hstance alcuse, f arni Iy
disputes, juvenile delinquency *nd other social and
crirninal problen¡s.

o Prepares
reports,
rec.ords.

and mainlains irrcidenl ¿nd
logs, persclnnel documents

irrvestigative
,and other

9. Performs sirnilar and incident¿rI duties ås required
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Reports io tlti.: Polict: Chi.:1' SuÍ.¡ri:r\t1.9{.'¡5 Polic-e
Rescrveg

RESPONSIEILITIES: The goal of tltt, Clty of Sherwt¡od Police
Ðepartrner¡t is to prorrid,: for th¡ safety and s€c. l¡rity of
rersidents, þusin€ss€s and visilors th.rcrugh the efficient
prevention, apprehension arrd prasecutiorr cf c.rirninal aetivi-
ties, infr¿ctions and c'rdirrarlc€: viol¿riions. TP¡e Folice
Ëerqe¿nt is responsible fcrr th+; ,:f f,icierrt daiivery þf. quality
Iaw enforcement services, ¡raltictrlarly through the line
supervision of Of f ic.ers and Reserv{-ìs. Thc Pcilirre Sergeant
rnuel perform his or her dutj.es in e lxrarrrrtlr that reflec.ts
positively on the City and the departrnerrt and is r€sFonsible
for mÀintaining a ¡evel of prof essionill t:xp€lrtise ðr¡d irnage
the,t prolnotes effic.ient use of i.he r€sourc'es available to the
depar tvnent

SUTJERVISION:
Of f icers and

JOB CONÞITIONS: Regularly worke overtirne, v{Ë¡rkend, holiday.
shift and eveninE hsurs. Buic¡ect to caIl*out ¿t ¿'11 ti¡nes.
Works in all weather conditions ¿.rld rnr¡si he ahlc ts use sound
judgement in *¡tress situatrc'ns. ¿ncl nrake independent
decisions. Regularly exposed to l:ifl tl¡rt'a.terring or
Èrotentially Iife threatening sriuaticrns

EXTERN¡\1, CCTNTACTS : Frequent c'ppor tuni ty ¡.nd r.{:qui rcime'rrt to
i¡rteract with City er¡Floy€es, c'ther law enfor/-:em{ìnt aE€ncies.
soc.ial service and si¡nilar orcTarrirÀtions, husinesses and
residerrts and visitors of all ages ¡'lorrt¡cts iÂr.: frequently
complex and of an adversarial ar¡d stressful natur¡¡.

EÐUCATION/LICËNSE: Graduation from Prrgh school or equivÈlent
required. Must possess BPST Easic Certif icate or he ahle to
oþtain sBrre within six to nine ¡r¡onths of hire, Must po55€ss
or he able to obtain upon hire å v¡'lid Oregon drivers
l¡cense and rêdietelephc,ne o¡rerator crcr tificalÍorr.

EXPERIENCE/9KILL5: Level of experíencc tvpified hy two yèars
employment in the law enforcernent f ield require<{. Frior
enrployrnent with a rec.ognized BPST aEenc]¡ o.r in ê supervisory
law er¡forcell¡ent position preferred. Must he knowledgeable in
thc use of f irearms, pursuit rrohicles, invcsli.gative and com-
murrication equiprnent. Must he aktlcl to cornmunicate ef fective*
1),, hoth oralllr årrd ir¡ writing, work effectively in a

L:on¡mur¡ity of diverse interests an<i respond to rapid changes
i¡r ¡;riorilies and cornmunity neecls, nvrd c{eal patiently,
courteously and cor¡scientiously wi th the genelal pubìic.

,;OMPËNSATION: Grade 7, 51,558.O0 i.c, ç1,?19.OO morrthly {FY g5-e.6)



Crly c.f Shr.¡woa,J, Orr,.lor¡
Pc' I r c c- Þe6rar trrren I

POL I CE ,f,F'F I CER

BASiC FUNCTION: Enforces; the crim¡nal and t¡aff ic. laws,
r€gulations ê.rrd ordinances of the St¿te af Ore:qon ¡,nd City ot
Sherwood, primarily in tht' c,iursri cri 1r-"gu1ar cornmunity
patrol

SPECIFIC DUTIES

Regularly patrols al1 ar¡*,as ef the Crty, Ferforming
security checks, obstirvtrriJ a!r,f reEFonc{irrg to un-
usu¿l or unsafe ci¡cu¡nslances an.J crorrditions, and
responding tc' a wjde vårrety of ra¿i j,o dispatches.

t

n Er¡forc.€s the tr¿ffrc safety laws of
State includirrg issuin.¡ cit¿tians.
accidents and tr¿'f f rc control

the City ¿nd
i rr v e s t i g a t i ng

J
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l\ssrsts .senior dùÏ,-i.lr',.nisnt :t"tf f rvr con,lucting
c.rrmirrai irrvr.gt rgatron: ¡¡¡cItrdrn,¡ trrl-iirvrtwirlg, åF-.
prehensiorr and evi,lencte preå€rvåtrorr.

J\ssis{s the general puhlic by Frovidirrg inform¿tion
on community and State Iaws, r€sponding to corn-
plaints, conducting vacation cl¡ecks a¡¡'J gt.ving other
åÉsistance as needed.

Appears in c.our I as ¿ wi trress iri support
department citaticrrs and arrests and Õn other
ters as applic.ehle

Prepareg
reports,

rnaintair¡s
and other

incider¡t and
r€cord5

ol
rn¿t-

invesì.igative

Partic.ipates in crime prev€ntion ¿,nd public rela-
tian Frograms and performs other duties directed
toward reducirrg alcohol i.sm and sr¡hstar¡ce ¿huse, f an-
i Iy disputes, juverri le del inquenc]' ênd other soc.ial
and cr imi na I proh I ems

¡nd
I ogs

8 Performs slmilar and incidental duties aE required

RESPONSIBITITIES: The goat of 1-he City r:f Sherwood Police
Department is to provide for the safrlty arid seeurrty of
resider¡ts, husinesses ånd visitors through the eflicient
Frrevention, apprehension and plasecuti.c,rr ctf cr i.¡rrirral ac tiv-



i t jes, inf ractionE arrd orclinånce vic, laiions The Police
Officer is resFonsible for the efficrierrt deliv*r)t c'f quality
law enforcement servic.es particularly in the areå of patrol -

The Police Of f icer must perf orm his or hrrr clutieri in a manner
that ref lects positir¡ely on the Ci ty an,J thc r"IeFartment and
is r€sponsible f or mai¡tairring a level c'f prof essional exper-
tise and inrage that prornotes ef f içient use of the r€sourc€s
available to the department.

SUPERVISION; Reports to tl¡e Pc'lic,e Chief or Police Serge¿nt
d*pending on shift assignnrent. Nc¡ suFervisory rÊsponsibility
ur¡der nc'rmal circumstanÕes Lrul rnust be preparç¡d to lead in
emerg€nc.y situations or as assigrrc-d.

'TOB CONITITIONS: Regularly wc'rks çvertime, w€ehend, holiday,
shift and evening hours Subjecrt to call-out at all tirnes.
Works in all weather conditions årrd must ht al,'Ie lo use
sourrd judgement ir¡ stresg si tuations and make indeperrdent
c{ecisions Regularly exposed tcr lif e lhre*lenirr,¡ or polen-
tially life threater¡ing situ¿trons

EXTEÊNAL CONTACTS. Frequerrt ÕpForl,uni ty and requirement to
rnterac.t with City ernplolrees, othtv law r-.nfsrcemerrt
egrencies / social service ançi simi l¿r orgar¡izations,
businesses and residents and visitors of all eø€s. Contacts
ctr€ frequentl]¡ complex arrd of an ¿clversarial ¿ncI stressful
nature.

EDUCÀTIONÀL/LICENSES: Graduation frorn high EchoaI or
equivalent required. Must pÕssess BFST EaEic Certificate or
he able to ohtain same within six to nrne mor¡ths of hire.
Must Fossess or þe ahle to obtain uporr hire a valid Oregon
d¡ivers license atrd rBdiotelephone operator cc'rtification.

EXPEnIENCE/5KILL5: Level of experi€r¡ce typif ied hy one to
two years employment in the law enf oreement f ield preferred.
P¡ior employment with a recogr¡izc<J BPST Bg€ncy desirable.
Mus t L'e knowl edgahl e ¡n the r¡s,e r: f f i rcð,rms , pursui t
vehicles, investig¿tive and ccimmunication equípment Must be
ehle Lo communicate effectively, both or¿ll!, and ir¡ writing,
work ef fectively in a comflrunity of diverse interestç and
respond to rapid c.hang€s in priorlties and comrnur¡ity r¡e€ds,
and deal patiently, courteously ènd conscientiously with the
gëneral public.

C-'OMFEì.¡SÀTION: Gradê 6, 91,37î.OO ta 91,513.00 montFrly (FYS5-e6)
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{li ty of
Puhlic

Sherwoc'd, 0r{:,rorr
Works Þe partnrtri t

ÐlÅLcLoR.

BÀSIC FLÍNCTION: Coordinates, supervrri'r: and ¿dsrinisters the
pramotion, Flannlrrg, implr:mrnlalion årrid ¡,,valu;."1ior¡ of aIl
Public Works De¡partment srrvtc,r.rs inclu.{irrc¡ sÌ.rt-'e,t m;rlnten-
¿rri)e, utilrty and Fark ofroraì¡crns arr,J br¡ildrng re¡,lo errfor¡:e-
in û ¡r 'i-

SPECfFIC DUTIES

Coordinates an,l sìrpÈr.riscs ¿11 regular depari¡r¡enL
activitir':¡ directcd towavcds $pqrnrting and rnaintain-
ing munic:ipa1 p¿rrks, wi¡t,:r, sarritary sewer, streei.
and stor¡¡r drainaEe f¿ciliires ìlrrd ¿ssc¡ciated equip-
mcnt

Coordinateg fr¡r¡c'trons of dc.F¿¡ +,rr...:nt wi th ¡rrunici,pal,
ccrunty, Sì.ate and fcd*r¿ll aE(.rrr'jl", l;, *dvlsi'ry com--
¡tittees, ronsulting erlJrvrecrs arrd ¡rlarrners fc'r all
¡ruhlic works, cocle er¡fc,rc.;¡7r¡::ni c,rrr-d pi:rks t¡,slcs

SeIects, trains,
staff.

guFerrr se5 arrj ¡-:våluat{.ls rlepårtln€t¡t

I

a

¡1 Þo¡velops ¿rnd implements Eoals r ofierat ion¿l
and prograrris f or tlre c{epartrnrnt, includirrg
¿tion of an snnu;rl dtpi,rt¡:¡crrt hudget.

policies.
prepar-

t Promotes departr¡errt ¿¡nd City ¡rctivjties di.rected
toward inr¡rrovinE public krrc'wlr<fgr.., conf ider¡ce and
ur¡derstunding o!. loc¿1 govcïrrnìent, utilities itf¡{tr
public wo¡'ks.

PerfÐrms the dut:r¡s of a corrstrr¡ction
speclor or rr¡anager und the dut i,ç-'s of
Workt F-.rsonnel ås rt1 L-lt¡rred.

project in-
other Public

Partici¡ia1.es rrr
èl policies and
ment

the developrnent rrf, go;;Is. c'Feratisn*
prúgr¿rms fortlre ¿'ntire City govrrn-

3 Cc'ctrdinales the ts Lalrllshmr,:nt,
updating of puhlrc workiì prciect
&r¡d as6ocialt^d rcco¡rls

nrdlÍrt¡ri¡rance and
f ilc':, City rrapping

I Perf orms sirnitar o! incident,lI clut ies ¿s Ìequired

,_ _ _.æ{:s!i\r¡ts¡Þ:-Ì- %_



RESPONSIEILITIES: The goal of the City ol 5hr:rwood Fublic.
Works Ðepartment is tc¡ Esfcly ar¡cl cJficit¡ntly lnair¡tðin and
o¡ter;lte City utiiities, parks. l¡uildirrgs, streets and other
puk, lic facilities. The Puhlic' Wc'rks Dirrrctor is respoÈsible
for administerirrg a departmerr'i wi'ih ¡rr¡ oþ.¡rating budget of
S591,653.00 (FY S5-S6) arrd se\Ien ft¡nctional divisions
(Streets, Water, -Fewer, EquiprrrÈnt Rerital, Parks, Building
Inspeotior¡ snd BuildinE M.:,irrtenur¡ce) sr¡d for managing a

Ìlerrrrånen{, stðff of live. Th¿-i Puhlic Works Ðirector rnust
perforrn his or l¡er duti+r lrr ¿r mi\rrner that ro¡flects
poÉ i t i ve I y Õn the Ci ty and !ltr-' drpar trnen t ùnd 1s respot'!s ible
fo¡ maintaining a level of þrof'rsúianal ¡¡ïFêrtise ar¡d inaEe
that Frotnotes e{fic.ier¡t use of t}re rêsc1 urûes ålrailab1e to the
deP,artment.

SUPERVISION: Reporls; to ìhe
vises Puhl ic Worhs Foreman
suF,ervis€ other Publie WorkE

Ci ty Manager
and Bu i 1d i ¡rç
enployc€s

Rt*gularly super--
0f f i¿.!al ¿nd n¡ay

JÕB CONDITIONS: Normally works a 4O*50 hour week in botl¡
of f ice arrd f ield settings. Sukr jcr,t ta c¿', 1l"'out p,t ¿ll tirnes.
Frequently required to work exlended hours an<{ tçr inspect or
Fìarticipate in departnent activities in the field involving
elcFrc,sure to normal constrr¿crtion si te h¿r,ards ar¡d to all
wea ther condi t i ons " Mus t k,e ab I e to r¡se sour¡d judqement ,

r¡r;rke indeperrdent dec.isions ¿rrd prcrduce positiv* resul.ts wittr
I ¡nii ted resources

EXTERNÀL CÐNT,?\CT5: Frequent opFor tuni'Ly and requiremen{. to
rn+.er¿c.t with otl¡er City emplcyec:, othtr public work"$ ¿nd
,gcr\rerntnerrt¿1 agr ancies, È.cr¡tre.ctcrrg ¿Lnd hui lders ¿ €ngi-
nl:€rs / pianners and ¡elated prof ¡¡ssionals, puhl ic and private:
uiiiities, vendors ånd local husinesses, residents and visi-
r,c¡r5 Contacts are frequerrtly com¡.rls¡x r,nc{ a!, år'¡ ad'¡ersarial
¿.rrd str'essful nature.

EÞLICAIION/LïCENSES: Equ!valent to an a5sociðte deitree in
clr¡i1 engineering or ¿ disc.iFline applic;rble to ¿ cðreer in
Ïruk)licì works administretion required. I\ddi tional educåtion
irr civil engineering and public ¿¡dminictration prelerre'f"
Must Fossess cr he ak'le to oþtain uFon hire a v¿1id Oregorr
clrivers I ícrense.

EXPERIENCE/SKILLS: Levei af c,xperience iypif ied hy li,ve
J'eaÌs ernployment in the ëngineering, puhlic worl<s or Éon*.
struÕtion fields with twa o{ thoçe years in a senior and
jr¡dependent supervi sory c:apåci 1y r€qui r*cf . Fyior rjlrnploftnerrt
with a local goverr¡tîerrt ag{rr¡cy Freferrild. Must be ahle to



Àcc.urÀti¡ly r€¿¡d qnd interptLrt projeci. plans and specifica-
tions, he ahle to c.crrm¡unicate ef fectively. þoth orally and in
wri ting, be knowledgable iri the use and cp€rat ion of a wide
variety of tools and heavy construction equiprnent. be able to
hudgret and prepåre capital plans, to work ef fectively in a
community of diverEe interests and respond tçr rapid chanEes
ir¡ priorities and comrnuniì,y needs and to deal patiently,
courteously and c.onscientiously wi th 'the general publ ic.

COMFENSATION: G¡a<de 9, 9?,01t.00 to 12,??O.00 raonthly (FYS5-86)

3
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Ci ty of
Puþlic

Enf orc€e Ci ty
ol.her related

br¡i lders ¿ c.ontr¿ctors
interpretations and

ordinances irnpacting

City, and s€¡ves ås e Ci ty

SPECIFI C DUTIES

Sherwood, Oreqon
Wc'rks Department

EU r Lp r NG oF.g_r_Ç r À!.

k'r¡11di.ng and cornrnuni ty develop_
regulations and ordinanc.es of

pro-iect inspector

BASiC
mer¡ t
the

FUNCT I ON :

codes and

¡

3

4

¡i

6

Reviews plans and sFecificètianE for the construc-
tion' alteralion and us€ of struc.tu¡es for conpli-ðnc:e wi th the ur¡i f orm Bui lding code, Mechanical
code, com:nunity Deverc'prnent code ¿nd other cityordinåncès, and s t ipul at es modi f i ca t i ons and iscuespermits, as appropriate.

conducts fieid inspections oJ constructi'n for çode,permit and plan corrp!iance ancl issues abatement
orders and permit rnodif ications, ås required.

coordinates code and ordinðnce enfore.ement activi-
ties with other City employees, City kroards ¡nd
c.orn¡nissions, the Ðistrict Fire Marshall, County
building offic.iats and consut ting engineers andplanners.

Àssists the general puhlic,
and developers by providing
information on codes and
hui lding and c.ons truction.

Performs the duties
inspee.tor or manager
and bui lding pro j ec t s

a construc.tion
rnunicipal street,

and
and

project
utility

plan fites
developrnent,

of
for

Establ ishes and rnaintains records
åssociated with huildrrrg activity
including upda t ing Ci ly mapping

7

s

Reviews and makes recommer¡dations f or updating ci tycodes and ordinånces on å regular basis and assessGs
rnodific.ations to the Codes of other jurisdictions
ar¡d ag€ncies.

Cornpiles data and pï€påres reports on
relating to buildinE, c.onstruction ¿nd Iand
required.

matters
u5e, å5

9. Performs similar and incidental dutj.es as r€,quired

¡



t

RESPONSIÞILITIES: The 'tçðl of lhe City ef, Sherwood Public
Works Ðepartrnerrt is to s¿fc. lv ¿n,:{ rffici*nt.!.y m¡intain ¿r¡d
operate City utiiities, ¡:arks, buildirr,¡s, strretE and other
puirlic f acilities The Br¿ri,Jirr,J Of f :ir:r¿1. is responsible for
ens,uring the puhlic s;rfely h1' a¡rpl¡r¡nq urriforrr !iuilding ¿nd
development standards to ¿lL siruciurrs in the City, hnth
pri,r'ate and puhlic. The Furldrng Of f ici,:,.i must perform his
Ër her duties in å rrrcanner that reflr:c, ls ¡icrsitively on the
Citv arrd the department år¡c{ is respc,nsi}r1e for m¿intaining a
level of professional €xFe:r'iise an,i rni;.\(¡e th¿t promotes
ef f ic,ient use of tl"¡e resourcei- c1 \¡arlal¡ie lr: th,: ,:lr:partrnerrt

SUPER\¡ISICIN
suFervisorlr
Wc::ks st¿f f

Re'porl* 'To lht Ptrhl.ic \tl.r.'rit: f-,ii:.-'ctor
responsihili treg ht¡t nal¡ 1':ed othc-,r

ir¡ the c1 ourse of i.r'¡j€c.i inr¡-'r:l,.:tic,rrs

.Nn
Puhlic

--eB CONDITIONS: Normall\t wcrk$ a 40 hcr¡r w+-.rk rr¡ I;rolh of f ice
irr¡.C frc'1d settings. Frequcrr'11-\,¡r"'quir{:,j lc, inl,¡ri-,ct þuilding
¡ctivities, in Lhe f¡eld irrrrc.lving rixi:rosuÍ,:. tc rrorm¿1,
corrstruction site hazar,ls rlrrt{ to all \rye¿tlr{::r conditiclns,
Must be ¿bIe to use soulrd ¡u,l!1€rn€rtt år-r.,J mL.:ke, rrrcJeperrdent
cleci¡;iorrs

EXTERNAL C'SNTIICTS : Freqr¡ent c)Ë,For turri ty .:,rrd rv,lr_riyenrer¡r. to
:.r¡i,€raf,.t wit!i othr¡r C.ri.]¡ .r¡trÌ-l1c,1r¡e5, ût?rr.:t puhli.cr workE and
gÕv€:!rrmerrtal agerrcies. contrac.tc,rs anc{ }:,ui1c{erl r rjt¡girreers,
F'l¿nrrers år¡d relate,l proiessior¡¿1s, ¡:uhl ic ¿r¡d FrivaÈ€
utilities, verrdorg ¿nd lc'ca1 husir¡esses, residerr'is and
rrisitors. Ccrntacis at'e' f requerrl. l.,' iom¡ll.rr:. ¿rrd of årr
,,,dvç¡sarial and s t¡Essful n¿rtl¡v':

ãÐì"'CATiON/LICENSES: Equivalerrt 1o i:.,n cìsEüc r,.rt¡: rle,;re.r ¡rr
c:r':, I engirreering tr a drs-cr¡iì.irre *¡ipIrc¡:,k,le tc' ¿. car'ier frr
i,:,r¡i.ldrrrq in:pection requirecl .Ac{di'ilcrre. l educ.¡irc'rr ir¡ civil
¡irrËl irreeritrg, construction or ¡,rr.rÞ-'ìir ad¡¡rir,istr¡lic¡rr f)ref errçd
l4usi potsess or he al¡le t¡ oLit.rtrr u¡lon l,r¡:e t. ../riÍd Oteqorr
,lrtve.rr lrcense arrd mr¡llrple.S'l ate br¡r1,J.rrrq rrrspre.cìcr and
Iiurldirrg of f lcraI certif ic¿ìr,rn:

EXPERIENCE/SKILLS: Leve'l o1 r:r):p.þric:rr(,: .iypií:.rr{ by ".hrec.
]/e¿rË €mFloyrnent in Lhe hur jdin,3 ÌnsfrrjctiLrn c¡r cc,rrsirurtior¡
: re1,JE requirecL Prior emFlclr¡¡qn1 wi il' ¿ 1oc¿1. Eovernment
ag€nc)t preferred. Must L'e aktle tcr read ¿rrd irrterpret
k-'uil,Jirrg F. lans arrd sFecrf icatrûns, bo ¡:hle io c.omrnunlcù:e
*rff.$ctrveìy, kioth c'ralll' arrd tr wrrtirr¡, he Lrr¡wledgaLrle 1r¡
:he use and operation of a wr,-{r: v¿\rir'iy c,í conslruction
'.*chrr!ques and methods, be ablc '"o work qrif ec,ìivq:1]¡ ¡rr a cc'fr¡-
ï¡urlrty of diverse interests ¡rrrci r*spc'rtc{ io ri',picl charrqes rrl
p, ric'riii€s ar¡d c.orrxrunitlt rr¿¡€'Js Àrri{ d¡¿l ¡:atre'lrt11',
''-'or¡rteously and conscientiousìt¡ with tkr+ ,.¡g¡¡s¡"r! publrc

|')MFHNSATiON: Grade 7, t,i,55S ,3u to $1,'ri$ Õl) monthll, tFYBS-.cf,)
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Ci ty of
PuhLic

Sherwood, Oregori
Works Depar tmen t

F,)REI4ÀN

EJ\sIc FUNCTIoN: Supervises, crcroïdinates ¿nd schec{uIes
works Ðeparl,ment field oFeratrons and tesks r€1.:,ting
raaintenance of publ ic f aci l i ties and equi.pment

SPECTFIC DLI?IES

Puhlic
to the

and

a¡

n

3

Monitors and inspects publrc facilities and equip_
nent, determines mair¡terrancq, needs and assigns a¡d
schedules Publ ic Works crews to ðpFropriate pro_
jects.

Àssesses rnaterial and equipmerit needs, maintains
inventories, develops specifications and advises
PubIic. Works Director on Furchasing rnatters.

Àssisls in developing and admirristeríng the groals.
operat ional poI icies and programs of the departrnent
and acls f<¡r the Puhlic works Þirector in his or her
ahs ence .

4

5

6

Assists in
evalu¿tion

May perforrn
personr¡el as

Eslablishes
operational

the selection, tr*inirrq, supervisÍon
of department staf f .

7

I

Puhlic Works

Jlssists in coordinating the work of contraclors,
utilities, architectE and Public Wc'rks crews on City
construction projects and may perform tl¡e dulies of
a construction prc'ject inspector

Answers inquiries and provi,des the general public.,
contrac.tors and other puht ic agencies with assis*
tance and information on departmeni prolects and
serviees.

the duties of other
assigncd or requirecl .

and maint¿ins Puhlìc Works project and
reports ar¡d records

9. Perf orms s imi lar and incidental dut ies ås reeluired

RESPÕNSIBILITiES: The gcral of the city of gherwood publj.c
works Department is to safely and efficiently ,îeintain and
operate City utilities, parks, buildings, streels ¡nd other



Fuþ1ic f acilities. The Foreniarr is ?esporrgihle f or the
efficient utili¡ation in the field of Pr.¡trlic Works Ðepartraent
perso¡'¡nel, equipm€nt anrJ resourc€s in mair¡taining these
puhlie fac.ilities and pro\¡iding high quality service to the
c.ommuni ty. The Foreman Ìrrus t perf crrn hi g, or her dut ies in a
mar¡ner that ref lects pcrsrtivelSz orr the City and the
Department

SUFERVISICIN: Reports tc
Supervises Ëenior Utllity
munity service Fersonnel

the Ðirector of Public Works.
Worker, Ut i I Í ty W¡rkc.rs and corn-

"TOB C,SNDITIONS: Frequ€nt1y 1ÍftE and ce.yries l.¡savy material
such ås piping and sol id wasle containrrs and is exposed to
nort¡ral construc.tion site hazards. Musi !:e aP¡le lo starld
strong odors ånd lllud nc,ise, perfcrrm assiEned duties urrder
al I kinds of weather condi I ions, work safely wi th and around
toxic tnaterials sueh as painl, golt¡e nts ;rnd untreated sewage,
vehicular traffic and electrical ¿nd n*tr¡ral qas utilj.ties.
Position is subjec.t tcr cali c'ut at all times, ,lay or nighi,
¿rrd will he assigned to weekençl , on...c¡. 11 stat¡¡s on ã rotaling
k'asis. Regularly required {a work wi thout di:'cct eupérvisiorr
*,nd make ir¡dependent deci. s i c'ns .

EXTERNAL CONTACTS: Regular contact with contractors, ven-
doys, other City employ€es, ulility Fersonnel ¿r¡d residents
ãr¡d visilors to the community. Ccntat:ts ¿re occ,ês.çionally
complex and måy be of ån ac!vnrsa¡ial an,J stressful n¿ture.

EÐLICÀTION/LICENSES: Functiona! cornpetency in reading, wri t-
).n9. mathen¡atics and general education suhjects required.
Ädditional educ.ðtion in engineerinq, conGtruction techniques
or public administration preferred. Must possess or be able
to ol:tain upon hire a val id Oregorr drivers l icense and State
Wa t e rwo rk5 ce r t i f i c a t i on .

SXPERIENCE/SKILLS: Level of exFerien$e typified by three
)¡ears employment in the general constructicin trades or public
works wi th extended exFerience in e r€gular supe!.visory or
ìead cìapåcri t]t requirecl . Prior ernploynrent wi th ¿ municipal
puLrl ic works departmerrt that i¡rc'luded dut res in a krroad r¿rngi3
crf typical puhlrc works services Fr€ferrecl . Must be kntiwl-
edgable and skilled in the L¡5Ê snd op€ration o{ a wide
variety of tools år¡d heavy construction ,:quiFment and in the
e,pplicatron of þasÍç construction and burl,*ing practic.ee

COMPENSÂTiON: Grade 7, 91,55,S O0 to ç1,714.0û (FY g5--S6)
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Ci ty of
Puh I i c

Sherwoc,,J, Oregor'
Wcrks Ðepar ì.Rl€rrt

SENLOR UT r L ¡jTY !.1r4&SE4

BÀS¡C FUNC?ION: Pe¡forrns ê. variety of skilled
tasks in lhe maintenance an,J corrstruction of City
water, s€r¡ter, drainagr€ and street systems, parks
municipal f acilities and equipment

sPECIFIC ÞUTIE5

Operates å vEriety of public workE v€hÍcles
dump trucks, backhoes, street sweepers and
mowers and nuln€!ous Fower ancl other tacrls
jackhar¡m€¡s, torches, weldçrs and 5e.ws

I

3

4

5

6

Performs major and complex r4aintenance ðnd repair
tasks on streets, sewers. water systëms and si¡nilar
puhlic works facilities including instaiiinq new
services ånd replacing deterioratecl surface and
st¡bsurfa¡e structures

Perfsrms basic mairrtenance and upkeep tasks oÌ1
parks, public. huildingrs and ather facilities includ-
ing groundskeeping, minor c-arpentary and plunbing,
trash pic.kup and general c:üetc'dial care

and manua I
buildings,
¿rrd o ther

such a9
trac.tor

such èg

Provides for project inspcction, faciiity and ¡tater-
ial testinqr and material estimates ¿rr,f ac.ts Ës
Puhl ic Works crew leader in the absen*e of senior
department staf f .

Perf orn¡s hasic. maintenanc.€
luhrication, tire changès,
serv i c i ng and tune-uFs .

May read and inspec't
required to shut off
delinquenl accounts.

of Ci ty vehi c. Ies suc.h ¿E
clean-up and oth€r :ninor

City water meters ånd
and/or restore service

be
tr¡

?. FErf orm¡ ¡inilar and incidcntðl duties B.s rcquired

RESPONSIBILITIES: The goal of the City of Ëherwood Public
Works Department is to safely and effic.iently maintain end
operate City utili ties, parks, þuildings, streets and other
puk,lic facilities. The Senior Utitity Worker is responsible
f or providing skiiled mainlenance and repair çervices for
these f acitities. The Senior Utility Worker must perforrlt hi5



I

or her
Ci ty and

duties in a månner that reflects pc'sitively on the
the department.

leadSUPERVISION: Reports to the Puk, 1ic Works Foremðn. M¿y
Utility Workers and temporðry help on asstgned proJec.ts

JOB CONÞITIONS: Frequenily lifts and carries heavy lnaterial
suc.h as piping and sol id waste c.ontainers and is exposed to
normal construction síte hasards. Must be able to staÍd
strong odors and loud noise, perforrn assigned duties under
al l kinds of weather c.ondi t ions, work saf ely wl th and around
toxic materials suc.h ås paint, solvents and untreated se¡yagt€,
vehicular traf f ic and elec.trical and natr¡ral gas utilities.
Position is subjec.t to call out at all times. day or night,
and will be assigned to weekend, or¡-c.all status on å rotating
þasis. Regularly required ta work wi thout direct supervision
and make independent decisions

ËXTERNÀL CONTACTS: Sorne conlact with
cont ractors and vendors in the
construc.tion and maintenanÕe services
routine but rnay be of an adversarial

residents, visitors.
course of proyiding

Ccrntacts ilre norrnal ty
ar¡d stressfuL nature

EDUCAÎION/LICNESES: Functìonal competency in reading,
wri ting, mathematics and general educ.ation subjects reguired.
Must possess or he abl,e to ohtain upon hire a valld Oregon
drivers license. Possession of Stale Waterworks certificatian
pref erred.

EXFERIENCE/SKILLS: Level of experience typif ied by two ye¡¡rs
empl oyment in the ma jor cons t ruci i orr t rades or publ ic works
required. Some supervisory €xperiences desiraþle. Must be
kr¡owledgable and ski 11ed in the operat ion of trucks and
spec i al i ¡ed heavy equipment , in the rna intenance of br¡i ldings,
streets, parks, and sawers ¿nd c¡ther public works fac.ilities
and faniliar with a broad range of construction techiniques.
Specific exp€rience in the c.arpentry, masonry, and piFe
laying trades preferred.

COMPENSATION: Grade 6, î1,372.O0 to 91,51'3.00 monthly (FY 85-S6)
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Ci tl' of
Fuþ I i i

ô

S?:,¡rwn .l . Orl:9..'
1{ c, r k. s l',., I-' J. r t ttt tt .

B,qSIC FUNCTION
Ei.;lecf taskg irr
l:¡rri,Jirrgs, watey
,. lld c tlrer munici¡-.¡.;

SPECTF]C DTITTEÊ

ì,'TTL]TY WCRKEF.

Perf crrrrr ¿1 lf rr rc t1'
1"he }Tl¡. l fi'i ¡-'¡rl,lrc c ¿rl,rj
gewr:r, c{: ; tlr.-r.-!t .:íif

c i:.i. 1 t :r ul t :. c'r¡ {, f
.:::{:Ê- : :i}tf,tems

5eml-
Ëi t1'

pê.rl'.s
f¡.c-; r I i 1 : ç: l!'r,tl rj.-lÌ,:r'il:'1r..::r¡t

Perf cìrms hasic lnair¡terrÂnc.e. ¿rr,J reFaÌr L¿sks orr
streets, sewers¡ n¡ater syst€ms and si.milar pub¡ic
works facilities incluc{ing instailing nery serviceg,
replacing deteriorat€d surfac€ årrd subsurface
struetures and doing I irre cle¿.nauts

Performs hasic m.¡,inteviånce Ârrd u¡:keep t¿sks on
parks/ public buil,Jirrgs årrd other tacilities
including grourrdgke.rl::rrq, ¡r¡rr;,r c¿Ìrpsrrtary and
plumhing, tr¿sh ¡rick\¿F, ånd .'"ter¡!r¿1 rusto.Ji,lI cerå.

':, Operêtes ¿\ v3rr.r1. 1' ,:rJ .r.":l¡1r: wr.r'*s r,¡rlii.:. 1+¡g
dunip trucks, hachi¡€,êi'., str€ret sw¡-r€p€rs ;irid
rnowers .rnd rrutrerc,us ¡:,ower ùnd rther iools
jèckh¿rnmers i tcr¡he,c., lvt 1r{ers cri¡,-{ savr¿

guch ¿g
ìv:¡{¡r

5UC?¡ ,1 1;

vehicies 5uch ¿:,
;.,nd other rrrinor

Perf c.'rms basrc mainter¡è.rrc€
luL¡ricatian, tire chan,tes,
servicrng and tune.-ups

May read ðrrd inspect ,3ity
required to shr¡t of f and/Õr
.l rnquent acc.ounts

â oi C: t1r
c 1 di å tì - uF

5 w.rter
restore

met,ers
service

¿nd
to

bç¡
de-

6 Performs eiñilar ar¡d incidentÅl Cuties as assrEned

RESPONSIEILITIES: The goal of the City of Sherwcod Public
1{c'rk5 Þepðrtment is to safely ¿,nd efficr.Éntly maint¿rn âr¡d
operðte City utilities, parks, Lruildings, streets år¡rl oth€r
publtc f ð,cilities. The Utilrti' Workq'r ts tL¡rJ)orrsibl¡-, for
providing routine maint,enancr. ar¡d repð. 1r' servicÉ.-'s for these
f ac,il.iìies. The Utilitt' Warker nust Fr:,rform his ,f,r her
dul.ies ir¡ a rnårrner that ref lecl,s Fo€il,rvely c,r¡ ¡.lre Cri.y årrd
'"he departm€nt



SUPERVISION: Report6 to the PUL'1ic Works Foreman No super-
visory or lead rê.sFonsibil.rr.iec

JOE CONDITIONS: Frequentl¡r lifts and e¿rrj.eç heavy ,naterial
suc.h as piping and sol id was te cont a iners ar¡d i s exposed ìo
normal construction site hasar.jg Mr¡st be ahle to stand
strÕng odors and loud nois€, perf orm assigned ,Jt¡ties under
ait kinds of wea.ther co¡ditio¡s, work saf ely wiih ¿nd around
toxic ¡naterials such as painl, solvents errd untveated s€wagê.
vehieular traf f ic and electÏic.al and natur¿l ÍJas r¡tilities.
Posi t ion is suh jec.t to cal I out at al I t imes , ,.Iey ,tr rright,
and will be assigrred to weekend, on-call .status Õtr ¿ Totating
hasis. Regularly required to work wi tl¡out direct supervision
arrd rnake independent decisions

EXTERNT\I CONTÀCTS: Sorne cc.r¡l¿ct wi. 1h r,¡sidents ¿nd visitors
in the community in the course of provrdirrE construetion and
marrrtenance services Conlacts are rrormal ly rcut ine but may
he sf ðn adversariôl and stressful n.rtl¡re

EDUCÃTION/LICENSES: Func t i:-na I ÕÕmFc'tency in reading,
writing, mathematics and qener*l e,-{ucatiorr sub-i er-,tr re{4uired.
Must possess or he ahle to ohtain uporr hire ¿ ì¡Ll id Oregon
drivers license. Possession of State Waterworkc certif ica-
t ion pref erred.

EXPERIENCE/SKILLS: Basic. exFerience *nd skills in the
oper¿tion of truc.ks and star¡dard equipment used ir¡ the
rnainterrance of bui l.lings, streets, parks and 5ew€rs and other
public. works facilities r€quired. Aclditional exFerience in
tl¡e c.årpentry, maEonry and pipe laying trades preferred,

COMPENSATION: Grade 5, 91,?OS to 11,33?.00 rnar¡th1y {FY 85-86)

:;l ;-.-3."¡,.- ::i-,åir@--.ë¡t :.-'. !Ì-"?iæ



'a ê\.

Citlr of Sherwood, Oregon
Lihrary Department

Þ I RECLOS

BÀSIC FUNCTION: Coordinates, sup€rvises arrd admir¡isters
Irronrc¡tion, planning, irnplemerrte'tion and evaluation of
LiÞrary Þepartment services

SPECIFIC DLITIES

Coordinates and superviFes al I regular department
activities directed towards operating ârrd maintain-
ing publ ic. I ibrary services and the publ ic I ibrary
hui lding.

Coor<f inates f unct ions of the de¡rartment wi th munic-
ipal, county, State and federal agrerrcies, I ibrary
support orEanisations and thr¡ Library Board of
Trus tees.

Selects, trains, euperr¡igeg a¡r,J erralu¿ts.s department
staf f and volunteers

Prc¡motes department and Ci ty activi tie s directed
tc'ward improving puhlic knowledge, c.onf idence and
ur¡derstanding of local g<¡vernrnent snd increasing use
of the publ ic. I ihrary system.

Develops and irnplements goåls, operational policies,
and programE f or the departtnent, inc. luding prepår-
ation of an annual hudget.

Perforrns the dutiss of the Library Assislant and
volunteers on a regular basis, inc. luding eirculation
desk attender¡ce and hook shelving and cataloging.

I

4

5

6

7

o

Establishes, maintains and updates
rec.ords and book, p€r i odi ca I and
material catalogs.

I ibrary
other

the
a1l

f i l es,
I ibrary

Partic.ipates in the development of goals, oFeration-
al pol icies and programs for the ent i re Ci ty qovern-
men t

9. Performs similar and inc-idental c{uties ðs required

.t



I

RESPONSIBILITIES: The 9oål of the City nf She.rwoc'd Library
Department is to provid€ the comrruni ty wi th 1c'cal access ta å

diverse collectior¡ of hooks ¿nd crtl¡er reading mate'rials. îhe
Library Director is resFonsil¡le for ac{¡ninistering a depart-
merrt with årr oFerating hudgeì. of S48,??7.00 iFy ùo.5-96). The
Lik'rary Ðirector must perfÕr}?r hi.s or her dr¡iies in a tn&nner
that reflects pÕritively or¡ the City an<l the depart¡nerrt and
is !€spcnsible for maintainirrg a level of professional
extsertise and image tha{ prcnrcites tf f icie.ni ulie of the
resources available to the clepa'rtment

SUPERVISiON: Reports lo tl¡e Ci ty Manager Supervises Lihrary
J\ssiÉtant and/or volunteers dep'ending orì eurrent staf f levelE

JOB CONDITIONS: Nornrally wcrks a. 40 hor¡r week in a lihrary
setting on a f lexible schedule. Rarely required to yyork
extended l¡ours, but me,y work {'v€nings nnd Saturdays, Must be
able to use sound juclgemerrt, m¿ke in<{epenc{ent dr".c:icions End
prc'duce positÍve r€sults witli lirni[*¡d resouycëÍ

EXTEANÀL
rr¡teract
support
sgencies
cionally

CONTÀCTS: Frequent oFF,c,rtunity arrc{ requirement to
with City employees. lihrary p*trc,rrs and Iibrary

grouFs, other libr¡ir1t, gcivernrrìc'ntal and granting
ar¡d ver¡dorg. Contacts cå.n he cnmplex irn<f nray occas-
he of an adversarial år¡t{ gtressful naturc.

EÞUCÀTION/LICENSES: Bacl¡elc'rs <{eüree irr Iibrr,ry ¡;cience or
c,ther applicahle discipline p,referred.

EXPERIENCE/SKILLS: Ler¡el of experier¡ce typif ied Lry two years
employment in a seniof and inr{eF1 €ndent supervisÕry eapècity
witl¡ a lihråry organiratior¡ r€quired. Prior employment with a

puhlic lihrary preferred. Must he knowledgable and skilled
in all aspects of library Frocedures and progråms, and be
fa¡:¡iliar with a brosd range r¡f literature a¡rd books. Must be
aL¡le to corTurìurÀicate ef fectively, þoth orall]'ånd in writirrg,
with botl¡ adults and children, wark effe<,,tivei.y in È eom¡nurr-
ity of diverse interests and resFond to rapid change$ in
priorities and eomrnunity needs, and deal patiently, eoutr*
tec'usly and eonscientiously wi th the general puhl ic..

COMPENSATIÕN: Gråde 7, Ê1,559.00 to ål,71Cl .OO morithly {FY 95-SÕ}
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shclves library
in f inding and

hooks and
c a rds and
nervices.

Ci ty of Sherwoad, 0regorr
Library Depar tment

L I FR¡\RY ÀS5 i STANT

BASIC FUNCTIÕN: Proc.esses. catalogs and
hooks and periodicals ar¡,J assists patrone
borrowj,ng I ibrary materials

SPECTFIC DUTIES

I Prepares lrhrary bocks ¿nd other Ìraterials for
circvlatiorr including c.ov€rs / lahels, donatior¡
pl a tes, þook c¿rds ¿r¡d pac.ke t s

",

.5

{

5

Àssists patrons in finding and horrowing
olher library materials, issue's library
provides general ¡rrf orrnatíor¡ orr l ihrary

Col lects, sorts
other lif,rary
inverrtory of the

¿r¡d E,helves or reshelves
malerialE ¿nd conducts
library cc, llection.

hooks and
an annua 1

Assists in calaloging I ibrary hooks including
assigning subject headings end Dewey crlassification
nurnbers ¡nd preFaring, f iling ¿nd maintaining
associated catalog c.ards and records.

Performs misc.ellaneous clerical tasks such as light
typing, c.opying, mai I sorting and routine cleanup of
Library facilities.

6. Perf orms sirni lar and irrcident*l dut ies as required

RESPONSIBILIlIES: ?he goal of the City of Sherwood Lihrary
Departrnent is to provide the community with loc.rI access to
a diverse coI lection of boolcs and other reading rnaterials.
The Library llssistant is primarily responsible for the
acc.urate and orderly preparalion and shelvirrg crf books and
other 1iþrary materials. the Library l\¡sistant must perform
his or l¡er duties in a ¡îanner th¿t ref lects posilj,vely on
the City and the department

SUPERVISION
o¡y or le¿d

Reports to the
responsibilities

Library
but may

Direr:tcr. Nc, supervis*
assiet volunteers



,â ê

JOB CONDITIONSr Normally works å ?O hc¡ur week in a Iibrary
setting on a flexihle schedule which may include evenings and
Saturdays. Regularly is the orrly staf f r¡rember on*duty during
hours library is open to the publie.

EXTERNAL
interac.t
routine,

CONTACTS: Frequr.nt oFFortuni ty and
with library patrons ContactE

r¡on-adversarial and non--st¡essf'-¡l

r€quirement to
ar€ norrnally

EDUCÀT¡ON/LICENSES: Functional cornfretency in reading,
writing, mathe¡riatics and general education subjects required.
Àddi tional educ.ation in l rbrary sc.iences, of f ice practices
ar¡d ol.her disciplines applicable to library employrnent
preferred.

EXFERIENCE/SKILLS: Prior employment in a 1 ihrary and
knowledge of þasic. I ihrary and cataloging FrooeclureE
familiarity with books and literature ¡rreferre,{. MuEt
able to c.or¡¡rnunicate ef fectively with bot!¡ adults
chi ldren and Lo deal patiently, courteously
conscientiously with the qerreral publie. tlir**¡oh.

a
and

be
and
and

COMPENSATICTN: Grade l, 5??5. O0 to åS00.00 monthly {FY S5-S6)
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City of Sherwcod, Orecrrin
Finance and Àdr:iinr strBt i\¡e 5q.:rvi,li:g

D I REÇIOR

FASIC FUNCTIOI.I: t-:hief f irranc¿al of f rcer o! t:he Ci ty Ëc'-
ord¡r\¿teÉ, suFervrses and ¿drni¡risters: ¡¡ir-¡Ìtic i¡-'¡1. hudgetary.
f¡.rrancial and accountirrE tasks atr'C m¿',rr;ìi{.rs Cj. t}' r*cordkeeping
arrj clerical {unctrong

5PËCTFIC ÐUTIES

Pe¡fo¡ms requirecl ta¡:k.s <irr¡i rrr¿¡r¡t,l.rnr associate,J
rec.ords for all basic municrpal èocounting and
financ.ial services including budget pr€paration and
rnonitoring, " Banc.¡of t" and other bond f unds,
investments and payrol I

Coordinates funet ions of the deFartment and Ci ty
with other agencies conc€rned with f inanc.ial matters
suc.h ås County l\ssessor, Qr egon Depart¡r¡ent of
Revenue, benef i t and insurarrcr€ ïJravicIers, audi tors,
banks and bsr¡d agerrts

Estahlishr.s and supc'¡rris,es tht. ¡rair¡terr,rnce of ¿11
official City reco!ds includrrrgf liens, minutes,
ordinancês, resol.ut iorrs arr,l personr¡el f i les and
ccimpiles data baser{ c'r¡ ihesc" rec-'ordg ,ls required.

¿

4

J

6

7

s

5elec.ts,
Fartment

tra¡ns, supe¡viseE
staf f .

an<J evalr¡ateg ali dc-

Ðevelops å,nd implements goa1s, oFerational
and prÕgralr¡s f or the ent i re Ci ty üovernlnent
the depar trn€nt .

pol ic.ies
and for

Promotes departtnent and City activities direeted
toward irnproving public. knowledge, conf idenc.e and
und€rstånding of local governrneni and local
government f inances, particularly in responding to
þasic puhlic inquiries.

Performs the dut i es of Ci ty Recorder ðs def ined by
State Statute and the City Charter, including acting
as seçretêry to the Ci ty Counci I

Performs various clerical duties as required
including data processing, typing, utility hilling,
telephone and office r€cept ion and tasks assoc.iated
with municipal court.

g| Performs sirnilar and incidental dutic¡s as rcquired



{

RES!"ONSIBILITIES: ?he go¿I of th¡¡ Cr l-',, {"1 1 Sherwi;t¡d Fir¡ance
¿rr,J ÀdmirriStÍati\¡,: Scrviccs D,3pi. ltflr,-rrr[ Ì:., to prc,Vid.] ef f i-
ci¡-,rr1 f irrarrci¿, 'l ¡n,j puhlr.: r)¡-rrr':rc1 {:¡r- t}1 ,: I ¡Tr3.k¡r Ìhe rraximum
¡:!Í+'i1¡r¡e use of 'l !r+: !eg?:'ulclJi :r1¡¿11.¡:.k'i'-r tcì ihe Cit¡f The
-rryeclor tÉ rc.spclr¡:,rhie f c,: ¿ì,-{nr.L}}it terrr-,.¡ ¿ ,Jrpe}tment wit}i
¿¡¡ cl:r¡r'åt lrrg bud,;tei af É7É,:-ì5 'FY 9iì--,-o.s r ånd ior mè!!ag1ng a

]i,L:rrrrën€nt ståf i c,:i twc,. J\s c!, lt'f f rn:rirl-i¿1 lif ri'er of tl¡e
'Jr''¡', the Dir¡-'c-tor þ¡¿s 

"1 
d¡Trlrrrs:rJ.f it¿r: ;r,r,..i f idt.¡r.ì,rry recFlon!it-

i-.ilr".v for ¿ Ger'r¡ra1 FurlC of $5:1,7:r O, j,-iur ,.ttrlity rirrter-
t:'rist furrds c,f $531,959, rirrre f:fJ{:rìl.l lurt,ls; rrl $469,590 å,r¡¡J

l.;,¡r.Jed deh{ af 54:0,371 '.c, 1l FY,35"-¡,¡ Th¡-. Drrectc't mugt
r..îrf¡rtï his or het dutrt:. rrr i] Jlrir.r¡rr¿lr th,-. rr-,i ìqr r: poErtiv€-
-5' :'r\ il¡e 'lrtlt .lrr,J ìht,' .{ci,,"rrlniq.:rtt :rrir{ r5 rrEf.,(.'rrs,rblt for
¡i:¿irrtairring Ã 1e\r¡il cìi pr.:f|-5gi.r!.ì1. r:)lP¡it':iEs Jnd irnag.3 that
Frorlotes ef f ic.ierrt u!; e c,f thr r€sourcÈr arr"r.ilabl.e to the
d,rFartment

SUPERVISION
suFervises
leËrs

Repor ts to
Pi¡blic Sr¡rvice!;

thc City ManaEer
C1e¡k, 0ffj,c., Clerk

Regularly
and volun-

,ïOF CONDIlIONS: Ncrrmùll]' n'orks "r 4O-5Cr hour wer¡k in arr

-,if íre 5e.ttirrg. Frequentll'reqr¡rred 'ic-r work ,.-,xtr.rrdecl hc,urs,
i,verrirrglg and scme wecker{,lE. }4u::1 }¡t ¡r.L'1r-. tc usri sound
.uc{gemerr'l , rnake irrr{epçndún i dt.'.:: t;iç¡n> ir,:'r{i prr:,r{ui r.r ¡rc'ci t ive
llsull.r', witPi linrrtr,:,J t¡i5':rl.tri Ês

H):TERllÂL CONT¡\CTS Frt.11 r,¡er,t opËorturrr I J' ¡.nd : ri,Tt¡ir¿,nrerrt tc,
'.t¡r.€yã,r't with Citl¡ a¡m¡rlcry€:€r, lli: gr:tl ,.'raì ¡ruh1;c ¿li ier¡eil
r-,f çi crvdj,rrrm€rrt La.iterrci{-,8, vt'frclo:'s contTid:tort lcrrrgultants,
i:ric{ riost ot}re¡r i¡r,livr.lu¿I9 ¿n,:{ grorrFs, ,.{ring l¡trslness wit}r
'll¡c City Corr"acls are f re,-1 '"¡entl\, c.:',-t¡plr¡x .ir(.{/or tif e¡r
.,dvexrarial an,J : tressful. naturr.

EÐUC¡1TIOI\I ./LICENSES: Equiv¡ lerrÌ to rr¡ a!ìsc'cirtr: ,Jetrse
i-.usirress or accountinE reqt¡ire,l . B¿,r-,heIcrs degr,:'e
l:,ucirress, f irr¿!¡c:e, or simil¿rr disci¡r1irr¡., prefcrrsid.

EXPERIENCE/SKILLS: Level of c.xFerrence typified hy three
Jfe¿.r5 of employment in & senicrr and indep€ndunt supervisory
'lèpaci ty as an èccounting mtsr¡agt€r, ccJrnptroller or f inancið1
ni&nager required. Experience with a publrc agency/ particu-
.!.ar1y at the municipal ler¡e1 in th,-' State of Oregor¡r
pref erred. Must possess advancr¡d þookke.jfiing, rriccrdkeepirrg
und eccounting skills, be ahle io cc,mmunicaìt effectively,
!.,oth c,ra11y and in writing, wcrI effr:ctively in ¿ c.ommunitlr
of diverse interests ar¡d resporid tc rapi,:J rìhangeE in
¡:'riorrties and community needs ¿rrd de¿1. patiently,
courteously Bnd consci€r¡t iously wi th the ,;enerr. 1 publ ic.

COMPENSATlON: Gr¿de Er, É?,01? 00 to 61,;i?O 0f.l montl¡ly (FVS5-96)
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CÍty of Sherwood. Õregon
Finance and Ad¡rrinistrat ive Services Þepartment

PU_BLrC SERVTCEÊ C.rqgE

BASIC FUNCTION: Performs ancd c'.oordin¡rtes rnosî
ated wrth City utilrty biIl¡ngs, pol¡c€ rr.cords
court citations and rçcords, and perfclr:ms oths'r
as required.

SPECIF]C DUTIES

tasks .3ssoc,i-
ar¡d municipal
af f ice t¿sks

I

:,

s

4

5

6

Proce!ses ånd ¡naini.ains waì.er', sewer and other
uLility service ðëcounts . .ine.Iuding billings,
c.ollection and posting of, rec.eipis r opening ånd
closing ðcc.ount5, del inqu€ncy act ions ¿nd as5ociated
re c.o rd5 .

Maintains F$lice lagsr case f iles ðnd other records
and distributes reports and records to other puhlic.
safety ðgenêies and insr¡rance conìpanies as directed.

Serves as
:naintaining
acc.ounting
arrests and
and sirnilar

the Municipal Courl Clerk inc. Iuding
the cÕurl cal¡:ndar, pro(.essing and

for citations, preFarrng Ìvarrants for
suspensions, estahlishing court records
tasks.

Acts as a general receptionist and provides the
Eeneral publ ic. ðnd other individuals ånd qrroups wi th
inforr¡åtion and assistance on City services,
particularly in utility and polic.e and court
¡natters.

Transc.ribes, types, eol l ates ånd
records. corrcspondenc.e, reports,
similrr docuncnts.

Conducts property lien
to title conrpanies and

proce5s€s
contractg

Ci t y
and

Àssi¡ts in basic bookkeeping tasks for Ci ty accounts
and in proccrsing generBl bi I ¡ ings, ir'¡voic€ç. f ees
and chêrg€e, purch¿s€ orders end similar docun¡entc"

7

s

seêrches and subrlits f indings
othct ågencies as requested.

Compi les data and rnakes reports based on ¿ variety
of ¡r¡unic.ipal records, as assigned or required.

9. Perf orr¡s si¡ni lar and incidental duties as r€quired



BESFONSIBILITIES: The goal of the City o{ 5}r'erwood Finance

and Àd¡ninistrative Services Departrneni is to provide

efficientfinancialandpuhlic.s€rvicesthatrnakethernaxirnum
ef fec.tiv€ u5e of the r€5ourÊ€s e'\'ail¿-'hlo: ta the City The

PuLrl ic Services Clerk is lesFunsible f or coorciinating records

and accounts for City utiliti*E' police and:çrunicipal court

func.tions. The Public Services Clerk must perforra his Õr her

dut ies in a rßanner that ref lects PGsi t ively on the Ci ty and

the dePartment '

SUPERVI SION: RePor t s

Services Director'
ities.

to the Finanoe
No EuPervisorY c!r

and i\<Ininistrative
learf r€5F<lnsibi 1-

JOB CONDITIONS: Nornally works a 4O hour week in an

setting. Required to attend Z-4 evening rnunicipal

sessions per rnonth ãnd to ac'curately and efficiently

large volurrres of utility and court rec'ords wilhin

time periods while rnåintaining routine off ice services

EXTERNAL CONTACTS: Frequent opportunity an<i requirernent to

irrlerac't with Ciìy emplÕye€5' utility customers' ir¡dividuals

responding to potic" and cour t act ions ' the general puhl ic

an<f other individuals and groups doing - 
busi"*::-.:t*n the

City'Contaclsê'renormallyroutir¡ebutlne.yoccSsiorìallybe
of an adversarial and stressful riature'

EDUCA,rIONILICENSES: FunclionaÌ comFetenc'y in reading'

writing,'nathernatic.sandgeneral€duc.ationsuhjectgrequired.
Further eduGation il¡ tVpi"s and word proc'essing' Õf f ice

equipment use, business or oiti"* practic'es and ac'countinø

preferred.

office
cour t

proce5 5

l irai ted

ExFËRIENCE/sKILLs:Levelofexperienc-etypifiedbyor.¡€year
ernploytnent in å genêrar utotiti::"1:-iookkeepingt or simi lar

officepositionrèquired.Priorrnunicipallevelofother
governroent experienGe preferred' Must Po5se55 basic

bookkeeping, t*tord teeping ' åc'count ing and typing ski I ls ' he

ahle to colr¡lnutìicate effectively' hoth orally "1:-1:.-*tilinE'
beabletodealpatiently,*o,,'t'eouslyandcÕngcientiously
wÍth the g*"*'*l public and to independenlly prioritize

workload. Experience in the use and operation of wovd

proê€ss Íng and ¡nicrocomputer equiPment a I so requi red '

COMPENSATION: Grade 4' i1'063'OO to t!'l?3 monthly (FY 85-86)
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Citl' of Sherwoc'cI , 0le11crr
Fi¡¡ance and Administrativ,¡ Servicr:" Ðep+rtmenl

,þFF ¡ CE C LEn ¡:

BASIC FLINCTION: Perf orms secretar i¿1, rearption, !€rcord-.
kee¡ring and other of f ice Lasks, and provide': ir¡forrnatton and
assistanc.e on Citl' servict¡s to the geneirLl public ðr¡d other
individuals and groups.

SPECIFIC DLÍTIES

Transc.rib€s. types, copies, sol lates, processes and
diEtributes offic.e records, Õorrespondence, rÊporls,
a!tendas, contracts and sitnilar documents, including
agende påc.k€ts for Council and other City rneeti,ngs.

Perforrns general telephone ar¡d of f ice rec€'ption
tasks and provides the general publ i.c and other
individuals and groups with irrformation and
assistance on all aspects of the Citv's E€r\rtces

I

5

6

Maintains
including
data based

Assists in processing
Bnd charges, Furc.hase

May ðssist in maintaini,ng
and resords and Ín the
!rillings ås required.

an,J i¡¡rlexcc Cíiy racords and
ordinances and resclut ions, and
orr these records as r{¡quired.

City f inancial
preparation of

files.
con¡piles

tasks
travel

ac00unt5
utility

Coordi na t c.s rni s ce I l aneous o f f i c,e manåqement
such as supplir.s, p€tty cash, apFointmc.nts,
errar¡ger¡ents and msi I handl ing,

City billings, invoic.es, fees
orders and similar documents.

7 . Performs sirni lar and incidentðl dut ies as required

RESPONSIBILITIES: The goal of the City of Sherwood Financ.e
ar¡d Àdministrative Services Department is to provide
eff icient f inanc.iål and puhlic. serrrices th¿t make the maxi¡num
effective use of the resourc.es availaþle to the City. The
Office Clerk is respor¡sible for providing ac.curate and tirnely
c. lerical s€rvic.es supporting the deliv€ry of City services.
?he Office Clerk rnust perform his or her duties in a manner
that ref lects positively on the City and the department.



f

SUPERVISiON: Repor ts
Services Ðirector. No

to the Financc' ¿r¡d Ãdrninistrative
supervisory or lr.r*.J responsibi l i ties.

iOB CONE)iTI'3NS: Normally works a i0 hc'ur wrjtik ir¡ an of f ice
selìirrg. Mal¡ wc'rk up to a 4O hcrur wer¡k lri {,'¿5{j5 of st.¿f f
ahserrcee. Required to ¿ccuraiely *r¡,J r.,f f ii:itrrtly produce
large volun¡es of typed nrateri¿1 wrihirr lrr¡¡r1,.'.1 lime periode
whi te maintaining rout j,ne tf f ic.r services

EXTERNAL CONTÀCTS: F¡,*querrt crppc¡rtrrrrr t¡, arrd re',luiremerrt io
interact with the gene'raI publrc, utility'c'.usiem¡irs, vendors,
Ci ty employ€es ¿nd other irrdividuals and gyoups doirrg
husir¡ess with the City. Ccrntacts are nr*ìrmally voutirre þui
may ocGassionally he of ån ùdversarial and strese{ul n¿ture.

EÐUCATION/LICENSES: Funct ionel cornpetency in reading,
writing. rnathetnåtics and gr eneral education subjects required.
Further education in typing and word¡ Frocessingr, of fice
Íquipm€nt use, businegs or of f ice pr.actrces Freferrç¡rJ.

EXPERIENCE/5KILL5: LeveI cf exFerience'lypifir.:d hy c'ne year
employm€nt in à ger¡eral secretarial, c. lerlt or sinrila¡ cff ir,e
¡:ositicrn pr<-'ferred. Must be able to typ,-, ap¡rroxirn¿tely 5t)
t¡rPM with gc,c'd gr¿mmar/ spelling, puncluai.ron ar¡d ðc.cur¿cy arrd
Ìrosscss hasic recordkeeping an,C hookkeepirrg skills. Must be
ehle to comrnunicate effectivell:, both orally and in writing,
be able to deal patiently, courteously ånd conscientiously
with the general puþlrc and to independently priÕriti.ze
worklc,ad. Experience in the use and op€ration cf word
I-rrocessing and microc.omFuter €quiFment also rêquired.

COMPENSATICIN; Grade l, $725.00 Lo 9800.00 monthly (FYS5-86)
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SHËI-WQpÞ--.EMPruON

ËvaluatiÕn for

il-oh litle

Evaluation Period

Evaluator

Da t e :

Depar tment

Purpose:

Job Ti 11e:

Spec.if ic Duty Performanc€ Sunrnary



Evaluation for
Da t e :

Pg. of

Evaluåtors Cornrnents: Required for "Not Current
ratings and any other job

Job Require¡nent"
related co¡n¡nents.

Employees Conments: May relate
ernploynent

evaluation or any other
i s sues Õr conc.erns .

to this
related

* Àction Plan Sheets Attached: Orel Interview Date

Employees Acknowl edgnent :

Evaluators Signature:

Departrnent He¿d or City Manager Acknowledgrnent:

I



Erraluation for
Da t e :

Pg. of

Action Plans Required for "Not Meetinq ¡flt Requirerner¡1E",
"Mahing Expected Progres6", ¿nd "Exseeds Require-
rrents" evalr,¡ations. Suggested for "M€etinq All
Requíre¡nents" evalua t ions.

J



Evaluation for
Date:
Pg. of

l\ction Plans: Required for "Not Meet ing À1 1 Requirerrtents",
"Making Expected Progress", and "Eïceeds Require-
ments'r evaluations. Suggesled for "Meeting ¡\lt
Requi remen t s " eva I ua t i or¡s


