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REso Ut ion NO, 3&-

A RESOLUTION REVISING CITY PERSONNEL RULES AND  ESTABLISHING AWM
EFFECTIVE DATE.

WHEREAZ , the City Councii is authorized undery the provisions
of Qrdinance No. G8&, adoptrted octobsr 1%, 1977, <& make and amend
personne! rules and peolicisas by Resolution, and

WHEREAS , the City Council by Resojiution No. S6-350 enacted
June 25, 1926 adopted a comprehensive revision entitied "City OF
Snerwood Parsonnel Rules. "

WHEREAS , tne vpassage of the Zity Library operating Lewy on

August 12, 1986 Wwill result in  expanded library opsrations,
incrsased  responsibiiities, and agdgditional staff, which are not

fully refiacted in the preszent Pearsonnel Rules;

WHEREAS , the City Council finds that the foilowing <changes
andgd amendments to hofSe proceduras are necessary and approapriate;

NOW THEREFORE THE CITY OF SHERWOOD RESOLVES AR FOLLOWSES:

SECTION 1. Exempt Pezitions: Articie 5, Compensation Plan

Supsection S.7.5, sShall pe ravissed to inciude the Librarian as an
exempt classified emploves and read as foliows,

5.7.58 Exempt PQSitions. For purposes of this Section,
exempt classified employess inciydgs thosSe persons employed in an
administrative, professional or executive position, ags defined by
the Fair Lapor Standards Act of 1925 ofr succeeding legisiation.
Presant exempt cliassifiegd positions in the City Service incluce
the Chief of Police, Director of Finance and Administrative
services, Director of Pubiic Works, and  Librarian. otnar
positions may pe deciared exempt when added to the City service
or  as duties and responsibilitiegs of sxisting positions are
modi fied. ]

I be revised to inNclude the Librarian in Range S, and
iz atrtached hereto as Exhibit A

ion 2. Cclassification Range: Articla 7, Appendix, il
i

L Job Descriptions Articie 7, Appendix D, =hall
to inciude new ok deacrnptnona for the Librarian,
nereto as Exhibit B, the Library Assistant, attached
as xhibit <, and the Director of Finance and
Administrative Services, attached nersto az Exhibit D

o
T
E

=
m
-
]
rt
O

Rescolution N, S6-359 1



Secrion 4. Effectivse Date: This Resotution shat |l

effaective on october 1, 1936,

PASSED BY THE CITY COUNCIL THIS 10th Day of 3eptember, 1986

Mary L. owias, Mayor
POl Yy lankenpaker, Recorder
Resclution No., 26-3239 &
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Ehib ot A

TABLE |

STANDARD SALARY RANGE BY CLASSIFICATION

CLASSIFICATION RAN

OFF ICE CLERK 3
LIBRARY ASSISTANT

PUBL IC SERVICES CLERK 5
ACCOUNTING CLERK

UTILITY WORKER

SR. UTILITY WORKER 6

POLICE OFFICER 7
BUILDING QFFICIAL

POL ICE SERGEANT 8
PUBL |1C WORKS FOREMAN

L IBRAR | AN

POLICE CHIEF 10

DIR. FIN & ADMIN. SERV.
DIR. OF PUBLIC WORKS

RESOLUTION 8&-350
EFFECTIVE JULY 1, 1986
Amended Reso 86-359 effect.
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Eshloit B

City of Sherwood, Oregon
Library Department

LIBRAR AN

FUNCT ION: Coordinates, supervises and administers

the

promotion, planning, impiementation ahd evaluation of all Library
Department services.

SPECIFIC DUTIES:

Coordinates and supervises all activities directed

towards operating and maintaining department
services and the public library building.

2. Coordinates functions of the |ibrary with municipat,
County, State and federal agencies, library support
organizations and the Library Board of Trustees.

3. Selects, trains, supervises and evaluates |library
staff and volunteers,

4., Promotes department and City activities directed
toward improving public Knowledge, confidence and
understanding of l|ocal government and increasing use
of the public library system.

5. Develops and implements goals, operational poiicies,
and programs for the library, including preparation
of an annual budget. :

6. Performs basic library tasks on a reaguilar bpasis,
including circulation desk attendence and LOOK
sheilving and cataloging.

7. Establishes, maintains and upgates library files,
records and book, periodical and other |ibrary
material catalogs.

8. Participates in the development of goals, operation-
al policies and programs for the entire City govern-
ment .

9. Performs similar and incidental duties as reguired.

RESOLUTION 8&6-350 49

EFFECTIVE JULY 1, 1986

Amended

Reso 86-359 effect. Oct. 1, 198&



RESPONSIBILITIES: The goal of the City of Sherwood Library

Department is to provide the community with local access to a
diverse collection of books and other reading materials. The
Librarian is responsible for administering a library with an

operating budget of $84,610.00 (FY 86-87), and for managing a
permanent staff of two. The Librarian must perform his or her
guties in a manner that reflects positively on the City and the

library and is responsible for maintaining a leve | of
professional expertise and image that promotes efficient use of
the resources available to the library.

SUPERVISION: Reports to the City Manadger. Supervises |ibrary

assistants, volunteers and community Service persornne] .

JOB CONDITIONS: Normally works a 40 hnour week in o a liprary
setting on & flexible Schedule, freguantity with no other
individuals on duty. Rarely regquired to work extended hours, but
may Wwork evenings and saturdays. MUst be akle to use sound
judgement, make independant decisions, and produce positive
results with | imited resources.

EXTERNAL CONTACTS: Freguent cpportunity and requirement to
interact with City employees, elacted and apponted officials,
library patrons and library support droups, ather library,

governmental and granting agencies, and vendors. Contacts can be
comp | ex and may occassional iy pe ©of an adversarial and stressful
nature.

EDUCATION/L ICENSES: Bachelors degree in |ibrary science or other
applicabnie discipiine preferred.

EXRPERIENCE/SKILLS: Level of experience typified by two years
employment in a sSenior and independent sSupervisory capacity with
& library organization regquired. Prior employment with a public
library preaferred. MUSt be Knowledgabie and skilied in  all
aspects of library procedures and programs, and be familiar with
a broad range of literature and pooksS. MusSt be able to
communicate effectively with adults and chiidren, pboth orailly and
in writing, work effectively in a community oOf diverse
interests, respond to rapid changes in priorities and community

needs, and deal patiently, CcoUur-tecusly and conscientiously with
the general public.

COMPENSATION: Gracde 8, £1,818.00 to $2,005.00 monthly (FY B&G-87)

RESOLUTION 86-350 =0
EFFECTIVE JULY 1, 1986
Amended Reso 26-359 effect. Oct. 1, 1986
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City of Sherwood, Oregon
Finance and Administrative Services Department

DIRECTOR

BASIC FUNCTION: Chief financial officer of the City. Co-
ordinates, supervises and administers municipal bpudgetary,
financial and accounting tasks and manages City recordkeeping
and clerical functions, inciuding those associated with

Municipal Court activities.
SPECIFIC DUTIES:

1. Performs required tasks and maintains associated
records for atl basic municipal accounting and
financial services, including budget preparation and
monitoring, "Bancroft" and other bond funds,
investments and payroll.

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

3. Establ ishes anag supervises the maintenance of aill
official City records including liens, minutes,
ordinances, resotutions, personnel files, and
municipal court actions, and compiles data based on
these records as required.

4, sSelects, trains, supervises and evaluates all de-
partment staff.

5. Develops and implements goals, operational policies
and programs for the entire City government and for
the department, inciuding preparation of the annual
City budget.

6. Promotes department and City activities directed
toward improving public knowl!ledge, confidence and
understanding Oof local government and iocal
government finances, particularly in responding to
basic public inquiries.

7. Performs the duties of City Recorder as defined by
State Statute and the City Charter, incliuding acting
as secretary to the City Council.

RESOLUTION 86-350 51
EFFECTIVE JULY 1, 1986
Amended Reso 86-35%9 effect, Qct. 1, 1986



8. Performs various clerical duties as required
including data processing, typing, utility bpilling,
telephone and office reception, and tasks associated
with municipal court.

Q. pPerforms similar and incidental duties as required.

RESPONSIBILITIES: The goal of the City of Sherwood F inance
and Administrative Services Department is to provide effi-
cient financial and public services that make the maximum
effective use Oof the resources available to the City. The
Director is responsible for administering a department with
an operating budget of $108.329.00 (FY 86-87) and for
managing a permanent staff of three. As chief financial
officer of the City, the Director has responsibility for the
fiscal administration of a General Fund of $540,300.00, five
utility enterprise funds of $715,744.00, sSeven special funds
of $300,523.00 and two bonded debt funds of $1,194,974.00
(all FY 86-87). The Director must perform his or her duties
in a manner that reflects positively on the City and the
department and is responsible for maintaining a level of
professional expertise and image that promotes efficient use
of the resources available to the department.

SUPERVISION: Reports to the <City Manager. Reguiarily
supervises Public Services Clerk, Office Cilerk, Accounting
Clerk, volunteers, and community sService personnel.

JOB CONDITIONS: Normally wOrks a 40-50 hour week in an
office setting. Freguently reguired to work extended hours,
evenings and some weekends. Must be able to use sound
judgement, make independent decisions, and produce positive
results with |Iimited resources.

EXTERNAL CONTACTS: Freguent opportunity and requirement to

interact with city employees, elected and appointed
officials, the general public, atl levels of government
agencies, vendors, contractors, consultants, and most other

individuatls and groups doing business with the city.
contacts are freguently compliex and of an adversariail and
stressful nature.

EDUCATION/L ICENSES: Equivalent to an associate degree in
business or accounting required. Bachelors degree in
business, finance, public agministration, or similar

discipline preferred.

RESOLUTION 86&-3590 S2
EFFECTIVE JULY 1, 1086
Amended Reso 86-359 effect. Oct. 1, 1986



EXPERIENCE/SKILLS: Level of experience typified by three
years of employment in a senior and independent supervisory
capacity as an accounting manager, comptroiller or financial
manager recuired. Experience with a public agency, particu-
larly at the municipal level in the State of Oregon,
preferred. Must possSess advanced bookkeeping, recordkeeping
and accounting skills, be able to communicate effectively,
both orally and in writing, work effectively in a community
of diverse interests, respond to rapid changes in priorities
and community needs, and deal patientiy, courteously and
conscientiously with the general public.

COMPENSAT ION : Grade 10, $2,347.00 to $2,589.00 monthly
(FY86-87)
RESQLUTION 86&6-350 o2

EFFECTIVE JULY 1, 1986
Amended Reso 86-359¢ effect. Oct. 1, 1986
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City of Sherwood, Qregon
Library Department

LIBRARY ASSISTANT

BASIC FUNCT ON : Processes, catalogs and sheilves likbrary books
and periodicals and assists patrons in finding and Lorrowing
library materials.

SPECIFIC DUTIES:
1. Prepares library booKs and other materials for
circulation including covers, lake s, donation

plates, book cards and packets.

2. AsSsists patrons ih finding and borrowing kooks and

other library materials, issues library. cards and

provides general information on tibrary services.
2. May develop and coordinate programs, events, and

book collections for special groups of |ibrary

patrons, sluch as children and seniors.

4, Collects, soOorts and shelves or reshelives books and
other tibrary materials and conducts an annual
inventory of the library collection.

5. ASsists in catajoging |library books inctuding
assigning subject headings and bDewey classification
numbers and preparing, filing and maintaining

associated catalog cards and records.

6. Performs miscellaneous clerical tasks such as |ight
typing, copying, maii SOorting andg routine cieanup of
Library facilities.

7. pPperforms similar and incidental duties as reqguired.
RESPONSIBILITIES: The goal of the City of Sherwood Library
Department is to providce the community with 1ocal access to a

diverse collection of books and other reading materials. The
Likbrary Assistant is responsible for assisting patrons, and for
the Aaccurate and orderly catajoging of booksS and other |ibrary
materials. The Library Assistant must perform his or her duties
in a manner that reflects positively on the City and the library.

RESOLUTION 8&-350 78
EFFECTIVE JULY 1, 1986
Amended Reso 86-359 effect Oct. 1, 1986



SUPERVISION: Reports to the Librarian. NO supervisory or | ead

responsikilities but may assist volunteers.

JOB CONDITIONS: Normally works a 20 hour week in a Jibrary
setting on a flexible schedule which may include evenings and
saturdays. Regular iy is the only staff mempber on-duty Jduring
hours library is open to the public.

EXTERNAL CONTACTS: Fregquent opportunity and requirement to
interact with library patrons. Contacts are normally routine,

non-adversarial and non-stressful.

EDUCATION/L ICENSES: Functional competency in reading, writing,
mathematics and general education subjects reguired, Additionat
education in library sciences, office practices and other

disciplines applicable to |library employment preferred.

EXPERIENCE/SKILLS: Prior employment in a jibrary and a knowledge
Of basic )library and cataloging procedures and familiarity with
books and literature preferred. MUust be able to communicate
effectively with both adults and children and to deal patiently,
courteously and conscientiousiy with the general pubklic.

COMPENSAT ION : Grade 3, $480.00 to $52%.00 monthly (Fy 86-87)

RESOLUTION 86-350 7e
EFFECTIVE JULY 1, 1986
Amencded Reso 86-359 effect OCt. 1, 19846



