1996 Fourth Quarter Classification.
Ordinance FOLDER 1-of 3

AN ORDINANCE establishing titles, retitling, reclassifying, and setting
compensation for certain employee positions in various City departments;
establishing new titles and salaries in various City departments; creating new
salaries for existing position titles; creating new positions with existing
position titles in various City departments; correcting titles in various City
departments resulting from classification reconsiderations subsequent to the
adoption of the 1997 Budget; correcting and adding titles in various City
departments resulting from inadvertent errors and omissions in the printed
1997 Budget; retitling, reclassifying and fixing compensation for certain
positions in various City departments pursuant to the Classification Project
and provisions of Ordinance #115359 and Resolution #27544; correcting
- reclassifications as shown on Ordinances #1 18090, #118219 and #1 18269;

correcting a salaries as shown on Ordinances #118090 and #118219;

Bng titles as shown on Ordinance #118219; correcting the 1995

n listing in the Department of Parks and Recreation which inclides
restor g and abrogating positions; amending certain paragraphs in Section 1
of the Exemptions Ordinance #118394; and providing payment therefor.
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January 22, 1997
LS/T2

ORDINANCE / / £

AN ORDINANCE establishing titles, retitling, reclassifying, and setting compensation
for certain employee positions in various City departments; establishing new titles
and salaries in various City departments; creating new salaries for existing position
titles; creating new positions with existing position titles in various City departments;
correcting titles in various City departments resulting from classification
reconsiderations subsequent to the adoption of the 1997 Budget; correcting and
adding titles in various City departments resulting from inadvertent errors and
omissions in the printed 1997 Budget; retitling, reclassifying and fixing compensation
for certain positions in various City departments pursuant to the Classification
Project and provisions of Ordinance #115359 and Resolution #27544; correcting
reclassifications as shown on Ordinances #118090, #118219 and #118269; correcting a
salaries as shown on Ordinances #118090 and #118219; correcting titles as shown on
Ordinance #118219; correcting the 1995 position listing in the Department of Parks
and Recreation which includes restoring and abrogating positions; amending certain
paragraphs in Section 1 of the Exemptions Ordinance #118394; and providing
payment therefor.

BE IT ORDAINED BY THE CITY OF SEATTLE AS FOLLOWS:

SECTION 1. RECLASSIFYING AND RETITLING OF POSITIONS. As
recommended by the Personnel Director in Classification Determinations specified and
attached hereto, employee positions in certain City employing units are hereby retitled, or

otherwise adjusted, effective as noted in respective Classification Determinations as shown

below:
WSWX@S)

1 position (#016643) of Systems Analyst retitled to Senior Systems Analyst (Report
#96-1027).

1 position (#019523) of Maintenance Laborer retitled to Installation Maintenance
Worker (Report #96-785).
CITY LIGHT

1 position (#019118) of Accounting Technician II-BU retitled to Accounting
Technician [II-BU (Report #95-326).
1 position (#012539) of Program Assistant retitled to Assistant Labor Relations

Coordinator (Report #115-91).
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1 position (#012475) of Customer Service Representative retitled to Customer
Service Representative, Senior (Report #96-862).

1 position (#013755) of Electrician Constructor-Operator Incumbent retitled to
Systems Analyst, Senior (Report #96114).

1 position (#018303) of Research and Evaluation Assistant I-BU retitled to
Research and Evaluation Assistant-BU (Report #95-323).

1 position (#013385) of Rights-of-Way Maintenance Worker retitled to Rights-of-
Way Maintenance Worker, Senior (Report #96-0759).

1 position (#017262) of Systems Analyst retitled to Management Systems Analyst,
Senior (Report #95-0112Rev).

1 position (#016842) of Systems Analyst retitled to Systems Analyst, Senior
(Report #96-799).

1 position (#017575) of Machinist Specialist retitled to Hydroelectric Maintenance
Machinist (Report #96-885).

1 position (#014190) of Accounting Technician I-BU retitled to Accounting
Technician II-BU (Report #96-839).

1 position (#013210) of Hydro-Maintenance Worker-Boundary I retitled to Hydro-

Maintenance Worker II-Boundary (Report #96-897).

1 position (#016271) of Personnel Manager retitled to Manager X
(Report #96-857).
ENGINEERING

2 positions (#008461, #008462) of Bridge Carpentry & Maintenance Lead retitied
to Carpenter (Report #96-755).

1 position (#020718) of Civil Engineering Specialist, Assistant retitled to Civil
Engineer, Assistant (Report #96-865).

1 position (#024672) of Data Processing Systems Analyst retitled to Systems

Analyst, Senior (Report #96-602).
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1 position (#022534) of Systems Analyst, Senior retitled to Principal Systems
Analyst (Report #96-603).

1 position (#008867) of Accounting Technician III-BU retitled to Accounting
Technician Supervisor-BU (Report #96-870).

1 position (#008754) of Civil Engineering Specialist III, Assistant retitled to Civil
Engineering Specialist, Senior (Report #96-742).

1 position (#008870) of Accounting Technician II-BU retitled to Accounting
Technician Supervisor-BU (Report #94-185).

1 position (#007726) of Accounting Technician II-BU retitled to Accounting
Technician III-BU (Report #94-507).

2 positions (#008866 and #019676) of Accounting Technician II-BU retitled to
Accounting Technician HI-BU (Report #94-504/505).

1 position (#007715) of Administrative Specialist II-BU retitled to Administrative
Specialist III-BU (Report #96-888).

IC DE T

1 position (#024524) of Development Finance Specialist, Senior retitled to
Accounting Technician II (Report #96-854).

FINANCE

1 position (#010667) of Accountant, Senior retitled to Management Systems
Analyst, Senior (Report #96-860).

| D ICE

1 position (#022053) of Management Systems Analyst, Senior retitled to Systems
Analyst, Principal (Report #96-705).

9 positions (#025271, #025272, #025273, #025274, #025275, #025276, #025277,
#025278, and #025279) listed as TBD retitled to Counselor (Report #96-829).
MUNICIPAL T

1 position (#023563) of Administrative Specialist I-MC retitled to Administrative

Specialist II-MC (Report #95-676).
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2 positions (#015605 and #025019) of Administrative Specialist II-MC retitled to
Administrative Support Supervisor-MC (Report #96-907).
PARK, ATION

1 position (#017930) of Recreation Leader retitled to Recreation Program
Specialist (Report #950682).

1 position (#010190) of Park Horticulturist retitled to Manager VI
{Report #96-802).

1 position (#020886) of Landscape Supervisor retitled to Planning and
Development Specialist II (Report #96-803).

1 position (#024439) of Planning and Development Specialist II retitled to Planning
and Specialist I (Report #96-804).

1 position (#022238) of Security Officer retitled to Security Officer, Senior
(Report #960806).
POLICE

1 position (#018364) of Staff Assistant-Police Personnel retitled to Executive
Assistant (Report #95-445).

1 position (#005044) of Administrative Specialist I-BU retitled to Personnel
Specialist, Assistant (Report #96818).

1 position (#005107) of Administrative Specialist I-BU retitled to Personnel
Specialist, Assistant (Report #96819).

1 position (#015422) of Police Records and Information Manager retitled to
Manager XII (Report #96-867).

1 position (#006340) of Administrative Specialist II retitled to Administrative Staff
Assistant (Report #961084).

1 position (#006341) of Administrative Specialist II retitled to Administrative Staff
Assistant (Report #961085).

1 position (#022941) of Administrative Specialist I-BU retitled to Administrative

Staff Assistant (Report #961086).
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1 position (#006346) of Administrative Specialist II-BU retitled to Administrative
Staff Assistant (Report #961087).

1 position (#006334) of Administrative Specialist II-BU retitled to Administrative
Staff Assistant (Report #961088).

1 position (#005108) of Administrative Specialist I-BU retitled to Administrative
Staff Assistant (Report #961089).

1 position (#006342) of Administrative Specialist III-BU retitled to Grants and
Contracts Specialist, Senior (Report #95-441A).

1 position (#005344) of Office Services Manager retitled to Manager I (Report
#95-448A).

1 position (#015611) of Police Court Services Supervisor retitled to Administrative
Specialist III-BU (Report #95-449).

1 position (#016138) of Administrative Specialist I-BU retitled to Administrative
Specialist II-BU (Report #96-716A).

1 position (#005068) of Accounting Technician H-BU retitled to Accounting
Technician III-BU (Report #96-716A).

E LE TER

1 position (#022122) of Events Booking Supervisor retitled to Executive Assistant,
Senior (Report #96797).

1 position (#009020) of Senior Events Service Representative retitled to Events
Service Supervisor (Report #95157).

1 position (#018339) of Supervising Personnel Specialist retitled to Personnel
Manager (Report #96-661).
SEATTLE PUBLIC UTILITIES

1 position (#017180) of Credit Representative retitled to Customer Service
Representative (Report #96-1065).

1 position (#024044) of Management Systems Analyst retitled to Finance Analyst,

Senior (Report #96-1066).
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1 position (#022212) of Management Systems Analyst, Senior retitled to Finance
Analyst, Senior (Report #96-1067).

1 position (#012527) of Customer Service Representative retitled to Customer
Service Representative Supervisor (Report #96-1117).
WATER

1 position (#012219) of Credit and Collections Supervisor retitled to Utility
Hearing Officer (Report #95-100).

1 position (#011715) of Accounting Technician II retitled to Warehouser
(Report #95-723).

2 positions (#011716 and #011717) of Combined Utilities Billing Supervisor
retitled to Utility Accounts Supervisor (Report #95-690).

1 position (#011708) of Administrative Specialist I-BU retitled to Administrative
Specialist II-BU (Report #96-851).

1 position (#018241) of Administrative Specialist I retitled to Systems Programmer
Analyst (Report #95-846).

1 position (#011748) of Customer Service Representative, Senior retitled to
Administrative Staff Assistant (Report #96-847).

1 position (#024508) of Data Processing Systems Analyst retitled to Systems
Analyst (Report #95-685).

1 position (#022655) of Meter Reader retitled to Meter Reader, Senior
(Report #95-643).

1 position (#008735) of Capital Projects Coordinator, Senior retitled to
Manager IX (Report #95-640).

1 position (#011715) of Accounting Technician II retitled to Material Controller
(Report #96-1063).

1 position (#012444) of Water Quality Analyst, Senior retitled to Water Quality

Analyst, Principal (Report #96-848).
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SECTION 2. NEW TITLES AND SALARIES. As recommended by the
Personnel Director, the following titles and salary rates are established, effective the dates

shown below:

Title Rate of Pay Effective Date
Computer Lab Attendant,
Library-W/S $11.03/hour January 8, 1997

SECTION 3. CLASSIFICATION AND RECONSIDERATION - 1997 BUDGET
RECOMMENDATIONS. As recommended by the Personnel Director pursuant to
classification reconsiderations and classification recommendations made subsequent to the
adoption of the 1997 Budget, the following positions legislated in the 1997 Budget

Ordinance are retitled, to reflect the correct classification determinations effective January

1, 1997.
OFFICE FOR CIVIL RIGHTS

1 position (#015972) of Enforcement Manager-Human Rights retitled to
Enforcement Manager-Civil Rights.
EXECUTIVE SERVICES

1 position (#025336) of Administrative Specialist II retitled to Administrative
Staff Assistant.

1 position (#025334) of Manager I retitled to Manager VIII.

2 positions (#025338 and #025506) of Systems Analyst, Senior retitled to Systems
Analyst, Principal.

1 position (#016932) of Administrative Specialist I retitled to Video Specialist.

1 position (#025457) of Video Specialist, Senior retitled to Video Specialist,
Principal.

3 positions (#025517, #025518 and #025519) of Help Desk Specialist retitled to
Administrative Specialist iI.

1 position (#025337) listed as Manager I retitled to Director I.
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H ING A ERVI

1 position (#025527) listed as TBD retitled to Systems Analyst.

1 position (#025523) listed as TBD retitled to Planning & Devel. Specialist .
LAW

1 position (# 025003) of Paralegal retiiled to Paralegal, Assistant II.
PARK D RECREATI

1 position (#021935) of Engineering Director, Assistant--Solid Waste retitled to
Facilities Maintenance & Development Director.

EATTLE P 1 ITIE

7 positions (#008373, #008412, #008419, #008436, #018753, #020641 and
#020642) of Laborer retitled to Maintenance Laborer.

2 positions (#008306 and #008346) of Utility Laborer retitled to Maintenance
Laborer.

1 position (#008855) of Safety and Health Specialist retitled to Emergency
Preparedness Officer.

1 position (#024181) of Facilities Maintenance and Development Director retitled
to Director XII.

1 position (#025412) of Director VIII retitled to Director X.
TRANSPORTATION

1 position (#017625) of Data Entry Supervisor retitled to Accounting

Technician II.

SECTION 4. CLASSIFICATION PROJECT. As recommended by the Personnel
Director in materials attached hereto, the following positions in certain City employing
units are hereby retitled, or otherwise adjusted as noted in the respective Classification
Determinations as shown below. As part of the Classification Project, these actions are

pursuant to provisions of Ordinance #115359 and Resolution #27544.
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CITY LIGHT

1 position (#022730) of Management Systems Analyst retitled to Systems Analyst,
Senior (Report #2100005).

1 position (#015319) of General Warehouse Supervisor retitled to Warehouse
Supervisor (Report #9156507).
ENGINEERI

1 position (#022328) of Engineering Economist retitled to Economist, Principal
(Report #2002505).
MANAGEMENT AND PLANNING

1 position (#023534) of Visual Information Specialist retitled to Graphic Arts
Designer (Report #7051004).
PARK D RECREAT]

1 position (#020136) of Printing Equipment Operator, Senior retitled to
Duplicating Equipment Operator, Senior (Report #7052505).

1 position (#009974) of Maintenance Laborer retitled to Installation Maintenance
Worker (Report #9104704).
POLICE

1 position (#023441) of Administrative Specialist I-BU retitled to Administrative
Specialist II-BU (Report #4050004).
WATER

1 position (#022778) of Civil Engineer, Associate retitled to Civil Engineer, Senior

(Report #7004505).

SECTION 5. CORRECTIONS TO ORDINANCE #118090
City Light position #017262, which was inadvertently reclassified from Research
and Evaluation Assistant II to Systems Analyst by Ordinance #118090, is hereby restored

to Research and Evaluation Assistant II.
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City Light position #016191, which was inadvertently reclassified from Utility
Construction Lead Worker retitled to Mainteﬁance Laborer by Ordinance #118090, is
hereby restored to Utility Construction Lead Worker.

These inadvertent reclassifications by Ordinance #118090 are hereby nullified, and

the positions and incumbents shall be unaffected by the actions on Ordinance #118090.

SECTION 6. CORRECTIONS TO ORDINANCE #118219

Housing and Human Services position #022742, which was inadvertently
reclassified from Program Intake Representative to Administrative Specialist II-BU by
Ordinance #118219, is hereby restored to Program Intake Representative.

Seattle Center position #020493, which was inadvertently reclassified from Dining
Room Attendant to Administrative Specialist II-BU by Ordinance #118219, is hereby
restored to Dining Room Attendant.

Water Department position #011807, which was inadvertently reclassified from
Water Equipment Supervisor to Water Equipment Crew Chief by Ordinance #118219, is
hereby restored to Water Equipment Supervisor.

Water Department position #022193, which was inadvertently reclassified from
Administrative Specialist I to Accounting Support Assistant by Ordinance #118219, is
hereby restored to Administrative Specialist .

City Light position #016190, which was inadvertently reclassified from Utility
Construction Lead Worker to Maintenance Laborer by Ordinance #118219, is hereby
restored to Utility Construction Lead Worker.

These inadvertent reclassifications by Ordinance #118219 are hereby nullified,
and the positions and incumbents shall be unaffected by the actions on Ordinance

#118219.

SECTION 7. CORRECTIONS TO ORDINANCE #118269

Finance Department position #010667, which was inadvertently reclassified from

10
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Accountant, Senior to Management Systems Analyst by Ordinance #118269, is hereby
restored to Accountant, Senior.
The inadvertent reclassification by Ordinance #118269 is hereby nullified, and the

position and incumbent shall be unaffected by the action on Ordinance #118269.

SECTION 8. SALARY CORRECTION. The following is submitted to correct

salaries as shown on Ordinance #118090 effective 5/12/96.

Title As Shown As Corr
Medical Technologist ¥/ $13.92/hour $14.90/hour
Health-INT

SECTION 9. SALARY CORRECTION. The following is submitted to correct

salaries as shown on Ordinance #118219 effective January 2, 1991.

Salary Salary
Title As Shown As Corrected
Code Compliance Analyst Range 35.5A Range 33.0A

SECTION 10. TITLE CORRECTION. The following is submitted to correct
new ordinance titles as they were shown in Section 1 of Ordinance #118219.

Title/Position Numbers

Department As Shown Retitle To
City Light Electrical Engrng. Distribution Electrical Engrng. Design
Design Specialist, Assistant II Specialist, Assistant III

#014077, #014078, #014088,
#014091, #016336

City Light Electrical Engrng. Specialist, Electrical Engrng. Design

Assistant {1 Specialist, Assistant III
#014076, #014085, #014093

SECTION 11. RATE OF COMPENSATION FOR VOLUNTEER FIRE
FIGHTER-SKAGIT PROJECT. Section 4 of Ordinance #118219 changed the salary
rate for Volunteer Fire Fighter-Skagit Project from $3.92/hour to $4.25/hour
(Minimum Wage as of the effective date of Ordinance #118219). Hereafter, the rate

of compensation for the Volunteer Fire Fighter-Skagit Project shall be the rate provided

11
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by the Federal Minimum Wage or the State of Washington Minimum Wage, whichever is

higher.

SECTION 12. CORRECTIONS TO PARKS DEPARTMENT 1995 BUDGET
POSITION LISTING. As requested by the Parks Department and recommended by the
Personnel Director and the Office of Management and Planning, Position #0100889,

a Maintenance Laborer position in the Parks Department which was inadvertently
abrogated in the 1995 Budget, is hereby restored effective 1/1/95. Position #022242,
a Utility Laborer position in the Parks Department which was the position intended for

abrogation (and which has been vacant since June of 1994) is hereby abrogated effective

1/1/95.

SECTION 13. Amend the following paragraphs of Section 1. of Exemptions
Ordinance No. 118394 to read as follows:
G. Executive Services Accounting Services Director
Administrative Services Director
Administrative Services Deputy Director
Administrative Staff Assistant (PosNo. 025346)
Architectural Services Director
Building Operations Director
Classification Director
Communications Director
Communications and Network Services Director
Compliance Manager/Deputy Director
Computer Services Manager
Contracting Division Director
Contracting Services Administrator
Data Processing Applications Director
Debt Management Coordinator
Director I

12
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Director IV

Director VIII

Director X

Director X1I

Economist--Dept. of Finance
Emergency Preparedness Administrator
Employee Services Administrator
Employment Services Director

Finance Director

Fleet Services Director

Hearing Examiner, Deputy

Information Systems Director--Admin. Services
Investment Officer

Investment Officer, Assistant

Labor Relations Director

Management Planning and Support Director
Manager VIII--#011162

Municipal Facilities Administrator

PPS Replacement Project Director
Personnel Director

Personnel Services Administrator
Planner, Senior

Planning Director, Assistant

Policy Development Director
Purchasing Manager

Risk Manager

Strategic Technology Planner

System Services Director

Technology Officer, Chief

Telecommunications Director

13
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Seattle Public Utilities

Seattle Center

Transportation

Treasury Director

Vehicle Maintenance Director

Branch Executive -- Seattle Public Utilities

Director V

Director VI

Director VIII

Director X

Director X1

Drainage and Wastewater Utility Director, Assistant
Facilities Maintenance and Development Director
Strategic Policy Director

Water Operations Director

Finance and Administration Director--Seattie Center
Manager X #025158

Redevelopment Director--Seattle Center

Seattle Center Director, Deputy

Administrative Staff Assistant (Position #007689
Director X1I

Street Maintenance Director

Transportation Services Director

Engineering Director, Assistant--Traffic

SECTION 14. The heads of respective departments affected by this ordinance are
hereby authorized to use unexpended and unencumbered funds accumulating in their

respective 1997 Budgets to pay the compensation authorized herein.

SECTION 15. Any act consistent with the authority and prior to the effective date

of this ordinance is hereby ratified and confirmed.

14
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SECTION 16. This ordinance shall take effect and be in force thirty (30) days
from and after its approval by the Mayor, but if not approved and returned by the Mayor
within ten (10) days after presentation, it shall take effect as provided by Municipal Code

Section 1.04.020.

PASSED by the City Council the ;‘%g day of ( hrisnony , 1997, and signed
by me in open session in authentication of its passage this Q;g day of :

1997.

Approved by me this 3# day i

Filed by me this 271 day of +E b ritiay

(SEAL)

15



Cii:y of Seaftle Personnel Department

Norman B. Rice, Mayor  Sarah Weich, Personnei Director

MEMORANDUM

DATE: January 24, 1997

TO: Honorable Jan Drago, President
Seattle City Council

Via: Norman B. Rice, Mayor

Attn: Tom Tierney, Director
Office of Management and Planning

FROM: _— A2 e
Dw1ghf’T)1Vely, Dzrect\?’% 2 Sarah Welch, Director
Executive Services Department Personnel Division

SUBJECT: Proposed Legislation - Fourth Quarter 1996 Ordinance

The attached ordinance will implement proposed position, title, classification, and salary changes
recommended by the Personnel Director during the Fourth Quarter of 1996.

Section I includes positions recommended for reclassification and retitling during the Fourth
Quarter of 1996. Section 2 recommends a new title and salary for the Library. Section 3 retitles and
corrects classification recommendations as listed in the 1997 Budget Ordinance, effective January 1,
1997. Section 4 includes positions recommended for reclassification and retitling as a result of the
Classification Project and pursuant to the provisions of Ordinance #115359 and Resolution #27544.
Section 5 recommends revisions to Classification Ordinance #118090. Section 6 recommends
revisions to Classification Ordinance #118219. Section 7 recommends revisions to Classification
Ordinance #118269. Section 8 corrects a salary included on Ordinance #118219. Section 9 corrects
titles on Ordinance #118219. Section 10 corrects titles on Ordinance #118219. Section 11 revises
the hourly compensation rate for Volunteer Fire-Fighter-Skagit Project positions. Section 12
cotrects the Parks Department 1995 Budget position listing. Section 13 amends the Exemptions
Ordinance #118394.

- Attachment A contains referenced classification/compensation report recommendations and other
documentation as indicated in the ordinance.

Attachment B contains costing estimates. The costing estimates in this report are for general use in
estimating the approximate budgetary impact of the actions that are on the accompanying

An equal employment opportunity - affirmative action empioyer
12th Ficor Dexter Horton Building  Telephone Device for the Deaf and
710 Second Avenue the Hearing Impaired (TDD)
Seatile, WA 98104-1793 684-7888
Fax # 684-4157

Printed on Recycled Paper



Honorable Jan Drago, President
Seattle City Council

January 24, 1997

Page 2

ordinance. These estimates do not necessarily reflect formal budgetary appropriations or the
amount due to any given employee(s). These estimates are based on the following premises:

e The beginning date is the first day of the month of the effective date in the report, and the cost is
estimated through the end of the current year.

s Calculations are based on the difference between the top steps of the current and recommended
salary ranges; for retroactive actions extending back to previous year(s), the rates for the
respective previous years are used.

s Calculations are based on the premises that the positions are full-time, and that they are filled at
the budgeted level. (The payroll units of affected departments will conduct actual payroll
calculations, which will consider additional information such as underfills, out-of-class, periods
of vacancy, positions working more or less than their budgeted full-time-equivalency, and other
information that is available at the department level.)

Our cost estimates are obtained by adding the employer’s matching FICA, retirement, and Medicare
benefits to the salary shown in the Salary Schedule. Currently, the employer’s contribution for
retirement is 8.91 percent and the employer’s 1996 matching contribution rates for FICA is 6.2
percent and 1.45 percent for Medicare.

If you have any questions or need additional information regarding this ordinance, please contact
Tim Croll, Personnel Services Administrator, at 684-7934, or Lidia Santiesteban,
Classification/Compensation Director, at 386-9081. Your approval of this ordinance is respectfully
requested.

DD:sw/ls
Attachments
¢: Councilmember Charlie Chong, Chair

Personnel, Organization and Performance Committee, Legislative Department
Personnel Division Administrators



City of Seattle  Personnel E}epaﬁm@ni

Nerman B. Rice, Mayor Sarah Welich, Personnel Director

MEMORANDUM

DATE: January 24, 1997

TO: Councilmember Charlie Chong, Chair
Personnel, Organization and Performance Committee
Legislative

{
FROM: Lidia Santiesteban ﬁ"
Classification/Compensation Director

SUBJECT: Represented Positions on the Fourth Quarter 1996 Ordinance for the
Committee Agenda on February 19, 1997.

‘The following is a breakdown of those positions from the Fourth Quarter Ordinance that would be
represented or continue to be represented following legislation. These positions are listed by
bargaining unit, position title proposed by the Ordinance, and number of affected positions.

Bargaining Unit Proposed Title ; # of Positions
004- Local 17 Research & Evaluation Assistant-BU 1 (from 004)
Prof. and Technical Eng. Recreation Program Specialist 1 (from 027)
Technical Unit Meter Reader Senior 1 (from 004)
012~ Machinists, Hydroelectric Maint. Machinist 1 (from 012)
Lodge 79 ‘

017~ Carpenters Carpenter 2 (from 017)
District Council

019- Public Service & Installation Maintenance Worker 2 (from 019)
Industrial Employees, ROW Maint. Worker, Senior 1 (from 019)
Local 1239 Maintenance Laborer 9 (from 019)
031- Prof. and Technical Customer Service Rep, Supervisor 1 (from 035)

Engineers, Local 17,
Senior Business Unit

032- Prof. and Technical Civil Engineering Specialist, Senior 1 (from 004)
Engineers, Local 17, Civil Engineer, Senior 1 (from 034)
Senior Professional Unit

An equal employment opportunity - affirmative action employer
12th Floor Dexter Horton Building  Telephone Device for the Deaf and
710 Second Avenue the Hearing impalired (TDD)
Seattle, WA 88104-1793 684-7888
Fax # 684-4157

Printed on Recycled Paper



Councilmember Charlie Chong, Chair

January 24, 1997
Page 2

Bargaini nit

034- Prof. and Technical
Engineers, Local 17,
Professional Unit

035-Local 17,

037- Public Service &
Industrial Employees,
Local 1239--Security

040- Local 763, Teamster
Municipal Court Service
Employees

044- Graphics Commun.
Int’l Union, Local 767M

077- IBEW, Local 77
City Light

Proposed Title
Civil Engineer, Assistant
Systems Analyst

Accounting Technician II-BU
Accounting Technician III-BU
Accounting Technician Superv-BU
Administrative Specialist [I-BU
Administrative Specialist III-BU
Customer Service Representative

Customer Service Representative, Sr.

Utility Accounts Supervisor

Senior Security Officer

Administrative Specialist II-MC
Administrative Support Superv-MC

Duplicating Operator, Senior

Hydro Maintenance Worker II-
Boundary

# of Positions
1 (from 004
1 (from 034)

1 (from 035)
4 (from 035)
2 (from 035)
3 (from 035)
2 (from 035)
1 (from 004)
1 (from 035)
2 (from 031)

1 (from 037)

1 (from 040)
2 (from 040)

1 (from 044)

1 (from 077)

The following is a breakdown of those positions that would no longer be represented following
legislation of the Fourth Quarter 1996 Classification Ordinance. These positions are listed by
bargaining unit, proposed title, and number of positions affected.

# of Positions

Former Bargaining Unit  Proposed Title

004- Local 17, Prof. and
Tech. Eng., Tech. Unit

Administrative Specialist I 3



Councilmember Charlie Chong, Chair
January 24, 1997

Page 3

Former Bargaining Unit  Proposed Title # of Positions
019- Public Service and Planning & Devel. Specialist I 1
Industrial Employees,

Local 1239

034- Local 17, Prof. and Systems Analyst, Senior
Technical Eng., Prof. Unit  Management Systems Analyst, Senior

Manager IX I
035- Local 17, Prof. and Assistant Personnel Specialist 2
Technical Engineers, Administrative Staff Assistant 5

Admin. Support Unit
If you have any questions, please call me at 386-9081.

LS:bml



City of Seattle Personnel Department

Norman B. Rice, Mayor Sarah Welch, Personnel Director

MEMORANDUM

DATE: January 24, 1997

TO: Councilmember Charlie Chong, Chair ¢
Personnel, Organization and Performance Commgefee
Legislative V4

FROM:  Lidia Santiesteban ‘

Classification/Compensatio

SUBJECT: Represented Positions on the Fourth Qparter Ordmance for the
Committee Agenda on February 19, 1‘997

/"{ll
£

The following is a breakdown of those posmons ‘from the Fourth Quarter Ordmance that would be

represented or continue to be represented foﬂqwmg legislation. These pos;rtlons are listed by
~ bargaining unit, position title proposed by the Ordmance and number of éffected positions.

,{:

" Bargaining Unit Proposed 1tle 5 #of Positions
. é /
004- Local 17 Research & Evaluation Asszstant—BU 1 (from 004)
Prof. and Technical Eng. Recreatrion Program Specialist 1 (from 027)

Technical Unit Meter/‘aReader Senior 1 (from 004)
012- Machinists, Hyggfoelecmc Maint. Machlmst 1 (from 012)
Lodge 79 };f I
&7 . /‘ #

, V4 v
017- Carpenters j%arpenter ’/ 2 (from 017)
District Council / 7

4 4

019- Public Service & f Installation Mamte’hance Worker 2 (from 019)
Industrial Employees, ROW Maint. Wofker Senior 1 (from 019)
Local 1239 / Maintenance Laborer 9 (from 019)

031- Prof. and Tec

cal Customer ‘@ﬁi*vice Rep, Supervisor 1 (from 035)
Engineers, Local 17 /

I
&

Senior Business Ugit /
032- Prof. and Technical Civgli%ngineering Specialist, Senior 1 (from 004)
Engineers, Local 17, Civil Engineer, Senior 1 (from 034)

Senior Professional Unit

An equai employment opportunity - affirmative action employer
12th Floor Dexter Horton Building  Telephone Device for the Deaf and
710 Second Avenue the Hearing Impaired (TDD)
Seatile, WA 98104-1793 684-7888
Fax # 684-4157

Printed on Recycled Paper
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Councilmember Charlie Chong, Chair V4
January 24, 1997 /,«'
Page 2 g

Proposed Title

Bargaining Unit
Civil Engineer, Assistant/
7

034- Prof. and Technical
Engineers, Local 17, Systems Analyst e

Professional Unit /
f

035- Local 17, Accounting Techmcmn II-BU
Accounting Techmc:lan Hi-BU
Accounting T§chmc1an Superv-BU
Administratiye Specialist [I-BU
Admlmstramve Specialist III-BU

Customer; Service Representative

Customefi' Service Representative, Sr.

Utxhty Accounts Supervisor
037- Public Service & Seg;or Security Officer
Industrial Employees, F 4
Local 1239--Security g
040- Local 763, Teamster _ # Administrative Specialist [I-MC
Municipal Court Service ,f Administrative Support Superv-MC

Employees ,

044- Graphics Commun
Int’l Union, Local 767M

Duplicating Operator, Senior

077- IBEW, Local /17
City Light

Hydro Maintenance Worker II-
Boundary

The following i vs a breakdown of those positions that would no longer be represented following
legislation of ‘r,he Fourth Quarter 1996 Classification Ordinance. These positions are listed by

bargaining unit proposed title, and number of positions affected.

f{

Former Bﬁ’ gaining Unit  Proposed Title

#
&

004- Logal 17, Prof. and
Tech. Efpg., Tech. Unit

Administrative Specialist II

# of Positions
1 (from 004
1 (from 034)

1 (from 035)
4 (from 035)
2 (from 035)
3 (from 035)
2 (from 035)
1 (from 004)
1 (from 035)
2 (from 031)

1 (from 037)

1 (from 040)
2 (from 040)

1 (from 044)

1 (from 077)

# of Positions

3



Councilmember Charlie Chong, Chair
January 24, 1997
Page 3

Former Bargaining Unit  Proposed Title # of Positions

019- Public Service and Planning & Devel. Specialist I1 1

Industrial Employees,

Local 1239

034- Local 17, Prof. and Systems Analyst, Senio;

Technical Eng., Prof. Unit Management Systems:sAnalyst, Senior |
Manager IX

035- Local 17, Prof. and Assistant Persog;fiéi Specialist 2

Technical Engineers, Administrativg Staff Assistant 5

Admin. Support Unit 4

/,

If you have any questions, please call n;{e at 386-9081.

y:

g,

*‘W&!-w,,‘



SPONSORSHIP

THE ATTACHED DOCUMENT IS SPONSORED FOR FILING WITH THE City COUNCIL BY
THE MEMBER(S) OF THE CITY COUNCIL wHOSE SIGNATURE(S) ARE SHOWN BELOW:

FOR CITY COUNCIL PRESIDENT USE ONLY

COMMITTEE(S) REFERRED TO:

PRESIDENT'S SIGNATURE
SO Y N




City of Seattl

Executive Department—Office of Management and Planning

Thomas M. Tjerney, Director
YRRUENS J80e ey

The Honorable Mark Sidran
City Attorney

City of Seattle

Dear Mr. Sidran:

The Mayor is proposing to the City Council that the enclosed legislation be adopted.

REQUESTING ‘
DEPARTMENT: Personnel
SUBJECT: AN ORDINANCE establishing titles, retitling, reclassifying, and setting

compensation for certain employee positions in various City departments;
establishing new titles and salaries in various City departments; creating new
salaries for existing position titles; creating new positions with existing
position titles in various City departments; correcting titles in various City
departments resulting from classification reconsiderations subsequent to the

“adoption of the 1997 Budget; correcting and adding titles in various City

- departments resulting from inadvertent errors and omissions in the printed
1997 Budget; retitling, reclassifying and fixing compensation for certain
positions in vartous City departments pursuant to the Classification Project
and provisions of Ordinance #115359 and Resolution #27544; correcting
reclassifications as shown on Ordinances #118090, #118219 and #118269;
correcting a salaries as shown on Ordinances #118090 and #118219;
correcting titles as shown on Ordinance #118219; correcting the 1995
position listing in the Department of Parks and Recreation which includes
restoring and abrogating positions; amending certain paragraphs in Section 1
of the Exemptions Ordinance #118394; and providing payment therefor.

Pursuant to the City Council's S.O.P. 100—01'4, the Executive Department is forwarding this
request for legislation to your office for review and drafting,

After reviewing this request and any necessary redrafting of the enclosed legislation, return the
legislation to OMP. Any specific questions regarding the legislation can be directed to Sherry
Johnson at 684-8084.

Sincerely,

TOM TIERNEY
Director

h:\admin\egis\awltrs\john48

Encl
Acco%smodatxons for peopie with disabilities provided on request. An equal employment oppoertunity - affirmative action employer

Office of Management and Planning 300 Municipal Building, Seattle, Washington 98104-1826
(206) 684-8080 ® (TDD) 684-8118 # FAX (206) 233-0085

"Printed on Recycled Paper”



L Gity Clerk

Affidavit of Publication

ATE OF WASHINGTON - KING COUNTY

—8.
No.

Affidavit of Publication

The undersigned, on oath states that he is an
authorized representative of The Daily Journal of Commerce, a
daily newspaper, which newspaper is a legal newspaper of general
circulation and it is now and has been for more than six months
prior to the date of publication hereinafter referred to, published in
the English language continuously as a daily newspaper in Seattle,
King County, Washington, and it is now and during all of said time
was printed in an office maintained at the aforesaid place of
publication of this newspaper. The Daily Journal of Commerce
was on the 12th day of June, 1941, approved as a legal newspaper
by the Superior Court of King County.

The notice in the exact form annexed, was published in regular
issues of The Daily Journal of Commerce, which was regularly

distributed to its subscribers during the below stated period. The
annexed notice, a

CTOT: 118499118580
was published on

B3/BEI7

foregoing publication is

The amount of the fee charged for'the
the sum of § ,‘ _ unt has bevaid in full.

Sub F /v}bed and swfu\m to befog;: me on
/vywmm
Motary Public for the Siate of Washingzon,d
residing in Seattle

RIIDE 5T

ORDINANCE TI



CITY OF SEATTLE

PERSONNEL | o

DEPARTMENT
CLASSIFICATION DETERMINATION REPORT
[Date:  12-09-96 _ | Report No.:  96-1027 |

POSITION IDENTIFICATION

Legisiation Required: Yes

Department: Administrative Services

Classification Title: Systems Analyst

Ordinance Title: Systéms Analyst

Position Number: 016643 ‘

Bargaining Unit: 034 Current Salary: $19.68-822.99 (Range: NA_)ﬁ
RECOMMENDED ACTION

Classification Title: Senior Systems Analyst

Ordinance Title: Senior Systems Analyst

Bargaining Unit: 030 Recommended Salary: $23.18-$27.03 (Range: 37.54A)
Remarks ee next page for pertinent allocation information

INCUMBENT STATUS

Incumbent:

Current Standing: System‘s Analyst

Recommended Standing:  Senior Systems Analyst

In recommended standing, incumbent status is:

] Regular; { ] Probationary: [ 1 Temporary.
Authority: Personnel Rule
[ 12.3.180; ' [¥]2.3.200; [ 12.3.306
Remarks:
s
Recommended: Team 1 Q\,Q/ - fﬁ Classification Analyst(s)
Approved: John Pearson _ W Classification Supervisor

7
g . Wi oo . .
Lidia Santlesteban%} Classification/Compensation Director

Sarah Welch %W Personnel Director




. Page 2

This review was co.ducted by Class/Comp Team 1, consisting of Irene Ogunyemi, Jimmy Woo
and Curt Funk. The report was prepared by lrene Ogunycmi.

This position was reviewed as a result of a request from departmental management. Position
4 016643 is located in the Applications Section of the Data Processing Division of the
Administrative Services Department. The purpose of this Section of the Division is to lead and
assist internal divisions and City departments to buy, build, implement and/or maintain cost
effective, state of the art applications in support of the organizations’ business requirements.

A copy of the complete history of the position is in e position file for reference. The position
was created by Ordinance 107000, January 1, 1978 as a Data Processing Systems Analyst; and
retitled by Ordinance 117488, 4th Qrtly 1994, effective January 2, 1991 to Systems Analyst,
pursuant to Classification Determination Report # 2100504. The department wants it to be
reclassified to Senior Systems Analyst.

Scope of Review:

The review of the subject position inciuded analysis of the following:

Position Description Questionnaire (PDQ) submitted for this review;
Stakeholders’ meeting with the incumbent and his manager; '
Team One’s review/analysis of subject position information,
Comparison to similar positions; _
Systems Analyst class specification # 2100504 and Senior Systems Analyst class
' specification # 2100505; h
¢ Classification Report 34X-93 which retitled Data Processing Systems Analyst to Senior
Systems Analyst; '
¢ Review of the organizational charts affecting the subject position;
» Position history records and refated classification files.

¢ & @& © @

Summary of Werk;

The essential purpose of this position is to provide Database Administration (DBA) support {0
DB2 mainframe applications and the Client/Server ORACLE database systems. Position

# 016643 maintains both the production and development environments on two separate platforms.
For a more complete listing of duties and responsibilities, please refer to the Position Description
Questionnaire submitted for this review and included in the position file.

Analysis:

The subject position works primarily as the Oracle, DB2, QMF and FOCUS databases’
administrator, which is responsible for leading, implementing and managing the systems’
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PERTINENT ALLOCA

environments. Representative duties include: installing system software including planning and
analyzing the impact of software packages to the IBM mainframe: considering factors such as
compatibility, conversion and cost; verifying system requirements and availability; managing
software and the system to ensure peak system resource utilization and optimum response time
performance; and resolving problems within the system by analyzing and diagnosing problems t©
isclate sources of system failure.

For the purpose of this review, class specifications for Systems Analyst and Senior Systems
Analyst were selected for comparison. The work of the Systems Analyst class series is defined
as performing system design, development, implementation and maintenance activities related to
data processing systems; and as providing technical advice and support to users in the proper use
of hardware/software. The various levels within this series are distinguished by their respective
degrees of difficulty and responsibility. The Senior level is distinguished from the journey level
in that the atter performs the more complex of techr ‘cal projects and may serve as project lead.

At the stakeholders’ meeting, the incumbent’s supervisor showed us from the section’s
organizational chart that the subject position provides the crucial technical expertise and project
leadership which furnish the tool for the six Senior Systems Analysts in the unit to do their job.
One of the senior analysts does exactly the same body of work that the subject position does, but
‘s now on loan to the HRIS project. The supervisor is currently training one of the senior
analysts to be a back up for the incumbent’s position. The subject position 1s the technical expert
in the section for managing and leading the environment.

Review of the duties and responsibilities of the subject position confirmed that they are typical of
those positions allocated to the Senior Systems Analyst class,which handle the more compiex or
technically difficult problems within a specialty area. The work assigned to the subject position
is clearly more complex and technically difficult than work assigned at the Systems Analyst
level. This work includes serving as lead and gate keeper of the systems environment for the
City; analyzing the impact of requested services through a variety of methods appropriate t0 the
specialty, considering factors such as compatibility, conversion, and implementation of cost and
impact on existing systems and equipment; designing and developing the physical database, fully
testing the software used to migrate applications to the production environment, and providing
24 hour by 7 day support for DB2. The scope of responsibility and the complexity of the work
assigned to the subject position are reflective of duties outlined in the class specification of
Senior System Analyst.

Recommendation:

Based on information from the stakeholders’ meeting, the subject position’s current duties were
not the result of a reorganization, but rather have accreted over time. Accordingly, we
recommend that the subject position be reclassified to the title of Senior Systems Analyst,
effective July 30, 1996, which is the date the department said the request was initiated internally.



City of Seattle | | ‘@

Department of Administrative Services

Kenneth J. Nakatsu, Director Dwmsmf
Norman B. Rice, Mayor 4/\ «ﬁ&@k%%
July 15, 1996 : / AASS rmp j

' [ iy o«
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John L. Masterjohn / 14 199 /
Business Manager ! FILE # /
Public Service & Industrial Employees, N /
Local 1239 “‘RQ‘“‘%\@‘::;“:M“ ;
2800 First Avenue, Suite 316 I
Seattle, WA 98121 '
Subject: Step 3 Grievance of Sharla Willis/Work Out of Class-Reclass/Administrative

Services Department (#95-39)

Dear Mr. Masterjohn:

This letter and enclosed Classification Determination Report No. 96-785 shall serve as the City's
response to the above-referenced grievance. Note that the report recommends that the grievant’s
position be reclassified from Maintenance Laborer to Installation Maintenance Worker effective
April 17, 1995, which is 30 calendar days prior to the initial filing of the grievance.

If this report and its ultimate adoption by the City Council will resolve this grievance, sign this
letter in the space provided below and return a signed copy for my file. Upon receipt of your
concurrence, I will request that the Personnel Director finalize the report and place it on the next

quarterly ordinance.

Sincerely, I concur:

ya |

Kenneth J. Nakatsu John L. Masterjohn Date
Director Business Manager
Local 1239

KN:JM
Enclosure
cc: Jean Mayes

Carla Coward
John McArty

H:95-39RSP.JM

. An equal employment opporiunity - affirmative action employer
City of Seattle~-Department of Administrative Services, 12th Floor Alaska Buiiding. 618 Second Avenue, Seattle, Washington 98104-2214 (206) 386-1234
"Printed on Recycled Paper”
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'CITY OF SEATTLE

Personnel Department
) CLASSIFICATION DETERMINATION REPORT
Date: June 26, 1996 Report No.: 96-7853
Department: Adminjstra‘tive Services
Classification Title: Maintenanée Laborer
Ordinance Title: Maintenance Laborer
Position Number: 019523
Bargaining Unit: 019 Current Salary: $14.67 (Range - 21.5E)
Classification Title:  Installation Maintenance Worker
QOrdinance Titie: Installation Maintenance Worker _ o
Legislation Required: Yes Recommended Salary: $15.41 - $16.01 (Range - None)
Recommended Bargaining Unit: 019 |
Remarks: (See next page for pertinent dliocation information.)
INCUMBENT STATUS
Incumbent: L .
Current Standing: Maintenance Laborer .
Recommended Standing: Installation Maintenance Worker

In recommended standing, incumbent status is: -
(X) Regular ( ) Probationary () Temporary (Exam Required)
Authority: Personnel Rule - ‘

(X)2.3.100 () 2.3.200 ()2.3.300
Remarks:
APPROVED: Carla H. Coward Sr. Classification Analyst

£ Classification Supervisor

Classification/Compensation Director

Sarah Welch . Personnel Director




This position was reviewed as a result of a work-out-of-class grievance filed by Local 1239. The grievance
alleges that the subject position is performing the duties and responsibilities commensurate with the
classification of Facility Maintenance Worker or other comparable title. Our Labor Relations department

received verification by phone from the union that specified this grievance is not being filed under the
expedited process. | '

The functions of the DAS Facilities Maintenance Division are to maintain the buildings within their
jurisdiction and to provide a safe and hospitable environment for their various tenants. -

See individual position record card included in the file for detailed historical data concerning this position.

SCOPE OF REVIEW

Review of this position included analysis of the following: _

Position Description Questionnaire (PDQ) submitted for the purposes of this review
Class Specifications # 8000002, 9104304, 9104704, and 9150005

Position Record Card

Organizational Chart

and other records available internally

The essential purpose of this position is to support the carpenter crew by performing various maintenance
activities including preventative maintenance on DAS managed buildings and related equipment.

NOTE: For a more complete listing of this position’s responsibilities, see the Position Description
Questionnaire (PDQ), dated October 12, 1995 submitted for the purposes of this review.

ANALYSIS

Carpenter Apprentice, Facilities Maintenance Worker, Installation Maintenance Worker and Maintenance
Laborer class specs. were reviewed to determine the best match to this position.

The duties of incumbents in Carpenter Apprentice positions assist the Carpenter in the construction,
maintenance, alteration, and repair of buildings, ‘building equipment, and facilities. This class is distinguished
from the Carpenter in that the Apprentice positions assist Carpenters, who otherwise work independently, and
attend formal classes to supplement on-the-job training.

The duties of incumbents in Facilities Maintenance Worker positions under general supervision, perform
specialized maintenance, preventive maintenance, and repair on facilities which require complex and
specialized repair and maintenance skills, such as sewage lift stations and heating/ventilating/air-conditioning
(HVAC) systems.

The duties of incumbents in Maintenance Laborer positions lead and/or perform semi-skilled and/or skilled
work in 2 variety of locations such as street areas, solid waste ‘tr-ansfer stations, landfills, shops, warehouses
and various City Light, Parks, Water and Seattle Center facilities.

The duties of incumbents in Instaltation Maintenance Worker positions perform various maintenance activities
including preventive maintenance services repairing and replacing various building fixtures, equipment and
its appurtenances and coordinating jobs with various crafts. The Installation Maintenance Worker differs from

the Facilities Maintenance Worker in that this class 15 regarded as a “jack of all trades” which performs minor
repairs of various crafts and may directly or indirectly assist trades persomns. '
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* The Installation Maintenance Work== class is the best match. Position #019523 is used as a “jack of all trades”
and per department management b had a gradual accretion of duties. Ev  'though the osition is currently
assisting the Carpenter crew at DAS, the plan is to utilize the position through-out all five shops.

Recommend that position #019523 be reclassified to Installation Maintenance Worker. According to Article
20.5 of the collective bargaining agreement, any settlement or award in this grievance would be made effective
30 calendar days prior to the initial filing of the grievance. The initial grievance was filed on May 17, 1995,
making the effective date of this action April 17, 1995. ‘

A
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City of Seattle 2 T, -
Personnel Department

MEMORANDUM Qi)

DATE: July 23, 1996
TO: Lidia Santiesteban

FROM:  John McAnﬁg Mo

SUBJECT: Classification Determination Report No. 96-785/Sharla Willis/Administrative
Services Department

Please forward the above referenced recommended report to the Personnel Director for signature
and place it on the next quarterly ordinance. The union has concurred with the recommendation; and
as such, it resolves grievance #95-39. We are, therefore, closing our file on this issue.

Thank You.

JM:m
Attachment

cc: Carla Coward
Jean Mayes

H:L1219:95-35.3CC



—_ | LABOR RELATIONS

Cityof Seatle ~ RECEIVED
Department of Administrative Services

PR
ADigas s’

Kenneth J. Nakatsu, Director
Norman B. Rice. Mayor

July 15, 1996

| AN/ o Es
John L. Masterjohn D \f( e S| s
Business Manager O I R
Public Service & Industrial Employees, 1: e
Local 1239

2800 First Avenue, Suite 316
Seattie, WA 98121

¢ e ot %
N e+ i o

Subject: Step 3 Grievance of Sharia Willis/Work Out of Class-Reelass/Administrative
Services Department (#95-39)

Dear Mr. Masterjohn:

This fetter and enclosed Classification Determination Report No. 96-785 shall serve as the City's
response to the above-referenced gricvance. Note that the report recommends that the grievant’s
position be reclassified from Maintenance Laborer to Installation Maintenance Worker effective
April 17, 1995, which is 30 calendar days prior to the initial filing of the gricvance.

If this report and its ultimate adoption by the City Council will resolve this grievance, sign this
fetter in the space provided below and return a signed copy for my file. Upon receipt of your
concurrence, § will request that the Personnel Director finalize the report and place it on the next
quarterly ordinance.

Sincerely, I concur:

w /i Ayé /}’//’/M\/,’AZ. 712 %
Kenneth J. Nakatsu @Hm L. Mastcrjo(im L//v Date
Director usiness Manager

Local 1239
KN:JM
Enclosure
cc: Jean Mayes

Carla Coward
John McArty

H:95-39RSIIM

B o s e v | on v o f e @ e ot 1 gy B b e Al e o o h e v e ot s N e g



VIY OF SEATTLE
ERXS0ONNIL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date: JU!y 8, 1996 : ' REQOFE No. 95-325 AL

POSITION IDENTIFICATION

Department: City Light

Classification Title:  Accounting Technician li
Ordinance Title: Accounting Technician {I-BU
Position Number: 019118

Bargaining Unit: 035 Current Salary: $13.65, 14.14, 14.67, 15.26
| | (Salary Range 22.5B)
Remarks: Position history information is available in the Records Unit, Personnel Department

RECOMMENDED ACTION
Classification Title: Accounting Technician i
Ordinance Title: Accounting Technician {1-BU
Legislation Required: Yes Recommended Salary: $14.87, 15.54, 16.15, 16.78
(Salary Range 25.0B)
Rec. Bargaining Unit: 035 ’
Remarks: See next page for pertinent allocation information.
INCUMBENT STATUS
Incumbent: ,
Current Standing: Accounting Technician i
Recommended Standing:  Accounting Technician il
In recommended standing, incumbent status is: Reguiar
Regular, Probationary; Temporary.
[X] 2.3.100; [ ]2.3.200; [ ]2.3.300
Remarks:
Recommended: Classification Analyst
Approved: Classification Supervisor

shan ’ Classification/Compensation Director

h

Sarah Welch ‘Y P4 & Personnel Director




L ~July 8, 1886
PERTINENT ALLOCATION FACTORS, Report No. 95-0326
Page No. 2

Position ldentification and Source of Request

Position No. 019118 is located in the Conservation Contract Unit {CCU), Energy
Management Services Division of City Light. Effective January 1, 1994, the
Conservation Contract Unit was recrganized to include administration of
commercial and industrial conservation contracts as well as the residential
conservation contracts. The request 1o review this position came as a resuit of the
reorganization and addition of commercial and industrial contracts.

Scope of Review

‘This review is a result of:

e A thorough file audit (including the Position Description Questionnaire (PDQ]
- completed on July 5, 1995);

e A review of organization charts provided with the request;
A review of the Appeals Examiner report on-Position Nos. 020118, 0201 21,
019118, 019286 (013118 is under review here):

¢ An interview of an incumbent in a similar position;

s Several discussions with the supervisor; and

-« Review of relevant classification specifications.

Summary of Work

According to the PDQ submitted with the request, Position No. 019118 has lead
responsibility for 3.5 FTE positions and one temporary position. This group of
positions produce and administer contracts for residential, commercial and industrial
conservation customers. The incumbent in this position is expected to assign work
and review contract paperwork, train staff and prepare budgetary encumbrance and
accrual reports. The work of this position is performed under limited supervision
according to the Supervisor’s remarks on the PDQ.

&

Analysis

Management comments on the PDQ submitted with this request indicate a strong
desire for a new classification specifically describing the body of work performed by
positions in the CCU. However, the goal of the City’s classification system is to
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S oo July 8, 1996
PERTINENT ALLOCATION FACTORS, Report No. §5:0326 . |

Page No. 3

reduce the number of unique ciassifiéatiens, streamlining the system and increasing
flexibility}. Therefore, the subject position is to be classified within the current
system.

According to organization charts submitted with this request, this position served at
the Accounting Technician /i level from the date of the reorganization until July 5,
1995 when lead responsibilities were assigned. Thus, the body of work described
by the PDQ is Accounting Technician work, given that it leads the activities of
Accounting Technicians and is considered a technical expert in the area of
conservation contracts.

The Appeals Examiner, in reviewing the 1987 grievance, held that this position’s
duties were consistent with the Accounting Technician il classification. According
to Schematic No. 4000004, Accounting Technician I (ATH) positions are responsible
- for performing . . . the full range of accounting records maintenance activities of an
assigned . . . set of records. . .”

Typically, an Accounting Technician /i position serves as “...Jead worker over
Accounting Technician positions engaged in the maintenance and preparation of
accounting records and files and perform all accounting records maintenance
operations and procedures pertaining to a complex set of accounts or accounting
records...” Finally, Accounting Technician Il level work, according to Schematic No.
4000003, is distinguished from the ATl work by a “. . . greater independence of action,
Jjudgment exercised, complexity and financial impact of work and department and City-
wide visibility.”

A review of the work distribution described in the PDQ submitted indicates that
about 40% of the position’s time is spent in lead work capacities. For example, the
incumbent in this position performs quality control checks, distributes and oversees
the work and takes the lead in processing the more complex contracts and special
projects.

Recommendation

Based on the review of information submitted with this request, we recommend
reclassification of this position to the Accounting Technician Il level. We further
recommend that the incumbent’s status remain regu/ar in accordance with Para.
9.6(b} of the Agreement between the City of Seattle and IFPTE, Local 17. The
effective date of this action should be July 5, 1995, the date of the PDQ submitted
for this review. ‘
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CITY OF SEATTLE

n PERSONNEL DEPARTMENT
CLASSIFICATION DETERMINATION | |
Date: December 30, 1991 ' ~ Report No.115-91
POSITION IDENTIFICATION "
Department: City Light
Classification Title: Held in abeyance
Ordinance Title: Program Assistant
Position Number: 012539
1991 Budget Log No.: N/A
Bargaining Unit: 030 : Current Salary: $11.97-13.92 (range 24.5A)
RECOMMENDED ACTION ‘
Classification Title: Assistant Labor Relations Coordinator
Ordinance Title: Assistant Labor Relations Coordinator
Legislation Required: Yes Recommended Salary: $14.46-16.86(range 29.5A)
Remarks: See next page for pertinent allocation information.
INCUMBENT STATUS
Incumbent:
Current Standing: Program Assistant
Recommended Standing: Assistant Labor Relations Coordinator
In recommended standing, incumbent status is: | |
~ [x1  Regular; Probationary; Temporary (Exam Required)
Authority:‘ Personnel Rule -
[x}1  2.2.200 (A); 2.2.200 (BY; _ 2.2.200 (C)
Remarks:
Recommended By: Kathy Steinmeyer Q D Classification/ Compensation Analyst
Approved: = z-z-o--o-----mcc Classiﬁcation/Compénsatioﬁ Supervisor

Sarah Welch % / Employee Services Administrator
John Okamoto % ;  Personnel Director
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This position was reviewed as a result of a departmental priority
request submitted on December 30, 1985. The position was located,
at the time of the request, in the Labor Relations Unit of the
Administrative Services Division at City Light, which was
responsible for implementing and administering labor relations
programs and activities at the utility. The incumbent and the
department allege work outside of classification as a Labor
Relations Analyst or other higher-level title.

The current review included evaluation of Position Description
Questionnaires (PDQ’s) submitted in support of the review request
and for the Classification Project; the department’s response to
Council Resoclution #26813 and other management comments; comments
submitted by City Light management in response to the draft class
specification review; a job site audit conducted on July 17, 1991;
class specifications and file PDQ’s for Labor Relations
Coordinator, Personnel Specialist, Personnel Analyst,
Administrative Staff Assistant and other, potentially comparable
titles; charts demonstrating the affected organizational structure;
position data from Personnel Records and Information; and other
internally available materials.

Position #012539 was created as a Clerk by Ordinance #79748,
effective March 5, 1951, and classified Clerk IV by Council
-approval on September 4, 1951. It was retitled and reclassified
within the clerical series several times. It was retitled to
Program Assistant, classification held in abeyance (Report #17-81),
by Ordinance #109926, effective March 10, 1981. The types of
duties assigned to the position are similar to those reviewed in
1981, although the level of work difficulty and the level of
responsibility for completing tasks independently has increased in
conjunction with increases in the volume of work and the complexity
of labor law and collective bargaining agreements.

The primary duties assigned to the subject position include:

o collecting and analyzing data and preparing reports,
documents and recommendations 1in support of labor
relations activities.

o representing the department in contract negotiation
sessions, labor/management neetings, grievance
investigations and hearings, and related situations.

Y
o) provide interpretation and guidance in the application of

labor agreement provisions and related rules, regulations
and laws.

o’ maintain department compliance with wunion security
provisions of contracts and communicate membership
compliance provisicns to department employees
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o] develop, generate and coordinate automated tracking.and
reporting systems

o supervise one clerical subordinate

As noted in the department’s response to Council Resolution #26813,

the above tasks are performed in support of the work assigned to
the Labor Relations Coordinator.

The subject p051tlon s current title, Program Assistant, is
obsolete and this is, in fact, the only position in the City that
is still allocated to it. The duties and responsibilities were
compared with those associated with other personnel-related titles,
such as Personnel Specialist and Personnel Analyst, and found to be
specialized enough to warrant the development of a new class
specification, Assistant Labor Relations Coordinator (#2154003).

Based on this review, the proper allocation of position #012539 is
to the classification of Assistant Labor Relations Coordinator,

effective December 30, 1985, the date that City Light requested a
classification review. :
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CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date: August 27, 1996 Report No. 96-862

POSITION IDENTIFICATION

Department. Cii’y Light

Classification Title: Customer Service Representative

Ordinance Title: Customer Service Representative

Position Number: 012475

Bargaining Unit: -~ 035 Current Salary: $13.65, 14.18, 14.67, 15.26

| (Salary Range N/A)
Remarks: Position history information is available in the Records Unit, Personnel Department

RECOMMENDED ACTION
Classification Title: Sr. Customer Service Representative
Ordinance Title: Sr. Customer Service Representative
Legislation Required: Yes Recommended Salary: $14.67, 15.26, 15.85, 16.46
| (Salary Range N/A)
Rec. Bargaining Unit 035
Remarks: See next page for pertinent allocation information.
INCUMBENT STATUS
incumbent:
Current Standing: | Customer Service Representative, Senior
Recommended Standing: Customer Service Representative, Senior
in recommended standing, incumbent status is Regular
Regular; Probationary,; Temporary.
[X] 2.3.100; [ ]2.3.200; [ ]2.3.300
Remarks:
. l/yL/‘
Recommended: Sharon Lee Nicholson” Classification Analyst
Approved: John Pearson C‘@Y"" Classification Supervisor

P

Lidia Santiesteban_” W Classification/Compensation Director
Sarah Weich ﬂ/VxPs S Personnel Director
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Position Identification and Source of Reguest

Position No. 012475 is located in the Account Services Division of City Light where it performs the full
range of Customer Service Representative, Senior duties. The current incumbent, Sandra Scott, has
performed the senior level duties since she was appointed to the position on April 8, 1992. The
Department has requested correction of a Classification Project reallocation that was legisiated by

Second Quarter 1996 Personne! Ordinance.

History

Position No. 012475 was realiocated to “Customer Se. vice Representative” as a part of the
Classification Project. That allocation was based on a 1888 Arthur Young PDQ completed by an
employee occupying Position No. 012475 as a “Customer Service Representative” in-lieu-of
“Customer Service Representative, Senior”. In 1991 and 1992 the Customer Service function at the
Department was reorganized and in April 1992, the current incumbent was appointed to this position
where she has been performing the fuil range of Customer Service Representative, Senior duties

since her appointment.

Recommendation

Based on our review of position documentation and information provided by the Department, we
recommend reversal of the Classification Project allocation to “Customer Service Representative”.
We also recommend that the current incumbent not be affected by the erroneous allocation.

10/24/96 NOTE RE Class Project Report #2052504 dated 4/18/96: Position
No. 012475 was classified as a Customer Service Rep, Sr., and filled

as a CSR in-~lieu-cof CSR, Sr. by Katrina J. Gabrielson from 2/29/84 until
3/17/92. The recommendation herein does not affect Ms. Gabrielson because
the work she performed was at the CSR level during her incumbancy.

S.L.Nicholson, Analyst




CITY OF SEATTLE PERSONNEL DEPARTMENT
CLASSIFICATION DETERMINATION
Date: July 19, 1996 | Report No. 96114

Department: City Light

Classification Title: Electrician Constructor- Operator Incumbent
Ordinance Title: Electrician Constructor- Operator Incumbent
Position Number: 013755

1995/6 Budget Log No.: N/A

Bargaining Unit: 077 - Current Salary: $24.44

Classification Title: Senior Systems Analyst

Ordinance Title: Senior Systems Analyst

Legislation Required: Yes

Bargaining Unit: 036 | Recommended Salary: $23.18-$27.03 (Range 37.5A)
Remarks: See next page for pertinent allocation information.

Incumbent:

Current Standing: N/A

Recommended Standing: N/A
In recommended standing, incumbent status is:
| Regular; ‘ Probationary; Temporary (Exam Required)
Authority: Personnel Rule - '
2.3.100; 2.3.200; 2.3.360

Remarks: Position is being underfilled as an Accounting Technician IH ilo Electrician Constructor-Operator
Incumbent- (James Schaeffer).

Recommended By: Classification/Compensation Analyst

Approved: Classification/Compensation Supervisor

Classification/Compensation Director

Sarah Weich %%ersennei Director




This posmon is bemg rewewed at the request of City Light management in response to a reorganization
within the Information Technology Division whereby the Utility’s information technology functions,
personnel and applications are being centralized.

Review of this position included analysis of the following:

® Position Description Questionnaire submitted for this review;

» Class Specification Nos. 2350004~ Management Systems Analyst and 2100505~ Senior Systems
Analyst;

° Organizational chart;

. and position file contents.

The purpose of this position is to serve as technical specialist on the North Servme Center emerpnse/LAN
server by performing the following:

. Determine requirements, develop specifications and assists with the procurement of server hardware.
® Instail, configure and maintain all server hardware.

® Determine reguirements, develop specifications and procure operating systems and other software.
. Install, configure and maintain server operating systems and other LAN based software.

o Determine requirements, develop specifications and procure security and management software.

° Perform all required server security and file management operations.

s Determine requirements, develop specifications and procure peripheral hardware/software.

° Manage server memory, performance and storage.

® Integrate new technologies into new or existing systems.

® Determine business and application requirements, develop application and database design, provide

development and support multi-divisional applications.

NOTE: For a more complete listing of duties and responsibilities, please refer to the Position Description
Questionnaire submitted for this review and included in the position file.

ANALYSIS

Positions allocated to the Management Systems Analyst classification provide advice and service to
management on specific operational and administrative processing and reporting systems by analyzing data
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gathered, developing information and considering ali available solutions and alternatives; and by preparing
recommendations to implement new systems, procedures or organizational changes.. The focus on technical
systems functions, rather than management operations analysis and support, as well the as complexity of the
‘systems work combined with its technical lead or project manager duties places the body of work outside
the Management Systems Analyst classification. The Senior Systems Analyst classification is the more
appropriate classification for the subject position’ s body of work, i.e., planning, developing, coordinating
and analyzing data processing systems to determine feasibility and practicality of requested services;
diagnosing system failures to isolate source of problem between equipment, system software and application
programs; and may serve as lead to subordinate staff. The work at the senior analyst level also requires
considerable knowledge of system design and development practices,; concepts and methods appropriate to

a speciality.

RECOMMENDATION

Based on the duties and responsibilities of this position, it is recommended this position be reclassified to
Senior Systerns Analyst effective 4/28/95 which represents the date the work of the position changed to its
current level in the Information Technology Division’s reorganization.



. CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date: July 8, 1996 Report No. 95-323

POSITION IDENTIFICATION

Department: City Light

Classification Title: Research & Evaluation Assistant |

Ordinance Title: Research & Evaluation Assistant |-BU

Position Number: 018303

Bargaining Unit: 004 Current Salary: $15.86, 16.45, 17.09, 17.75, 18.44

' (Salary Range 27.5A)
Remarks: Position history information is available in the Records Unit, Personnel Department

RECOMMENDED ACTION .
Classification Title:  Research & Evaluation Assistant -- Title Change Only

Ordinance Title: Research & Evaluation Assistant-BU

Legislation Required: Yes  Recommended Salary: $15.86, 16.45, 17.08, 17.75, 18.44
(Salary Range: 27.5A)

Rec. Bargaining Unit: 004

Remarks: See next page for pertinent allocation information.

INCUMBENT STATUS
incumbent:
Current Standing: Research & Evaluation Assistant |
Recommended Standing: Research & Evaluation Assistant
in recommended standing, incumbent status is: Temporary
Reguiar, Probationary, Temporary.
[x] 2.3.100; [ ]2.3.200; [l 2.3.300

Remarks: Status is in accordance with Para 9.6(c) of Agreement with IFPTE, Local 17.

Recommended:
Approved:

ols Classification Analyst

Classification Supervisor
ia Santiesteban _(/# Classification/Compensation Director
SaranWelch ¢~ > ¢ Personnel Director
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Position {dentification and Source of Request

Position No. 018303 is located in the Conservation Contract Unit (CCU) of the Energy
Management Services Division. Effective January 1, 1994, the Conservation Contract
Unit was reorganized to include administration of commercial and industrial conservation
coniracts as well as the residential conservation contracts. The request to review this
position came as a result of the reorganization and the addition of commercial and
industrial contracts.

Scope of Review

This review is a result of:

s A thorough file audit (including the Position Description Questionnaire [PDQ]
compieted on May 3, 1995);

A review of organization charts provided with the request;

An interview of the acting Administrative Staff Analyst in the Division;
Several discussions with the supervisor; and

Review of relevant classification specifications.

@ @& ¢ @

Summary of Work

According to the PDQ submitted with the request, Position No. 018303 is responsible for
developing and maintaining data processing and tracking systems to support
conservation programs. According to supervisor remarks, the employee develops and
maintains the tracking systems for various residential conservation programs {(e.g. “Super
Good Cents,” “Multifamily Program,” etc). Maintenance includes all data entry and
reporting as well as preparing ad hoc reports required. Supervision amounts to “fimited”
oversight. That is, the supervisor reviews overall objectives, deadiines and project
requirements. The employee carries out the work, asking questions when project
conflicts arise or work priorities are unclear.

Analysis

The work of this position appears similar to certain systems-related titles in the City's
classification system. For comparative purposes, we reviewed the Management Systems
Analyst classification (Schematic No. 2350004), the Systerns Analyst class (Schematic
No. 2100504) and the Programmer Analyst class (Schematic No. 2100004). We also
compared the work to its current classification: Research and Evaluation Assistant
(Schematic No. 2003303).
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According to the class specification, Management Systems Analyst positions “. . . analyze
and evaluate the effectiveness of operating procedures; and devise the most sfficient
methods of accomplishing work in areas such as planning, policy development, . . . or
similar areas with the objective of improving managenial effectiveness. ..” In comparison,
this position spends about 70% of its time developing, modifying, maintaining and
supporting database information systems. These duties include the input of all data
generated in the CCU and preparing regular and ad hoc reports needed by the unit and
division. The MSA class spec and this work are similar in terms of research and analysis.
However, the incumbent in this position does not make recommendations, nor is it
expected to have knowledge of management theories, techniques or methodologies.
Therefore, the MSA class is not appropriate for the work of Position No. 018303.

According to the Class Summary, a Sysfems Analyst (SA) position performs a full range
of system design, development, implementation and maintenance aclivities related to
data processing systems. An SA alsc gives technical advice and user support in software
and hardware use. Like the subject position, those classified as Systems Analysts may
design and maintain databases. However, the size, complexity and user types are
significantly greater than the databases this position manages. The Systems Analyst
classification is not, therefore, appropriate for this work.

We then reviewed the Programmer Analyst classification for comparability. Schematic
No. 2100004 states that Programmer Analysts:

... serve as project members in carrying out assigned portions

of project requirements. The work requires knowledge of . . .

concepts and methods appropriate to a specialty, such as . . .

system and application software.”

The Programmer Anaiyst classification is not appropriate because the complexity of the
position’s work does not require the knowledge of concepts and methods associated with
a specialty. Positions in this classification generally serve as members of systems
development teams working on a computer system design. In comparison, this position
develops and maintains a database using a specific application. This work involves
research of data generated by other members of the Conservation Contracts Unit

Finally, we compared the work of this position to Schematic 2003303. A Research &
Evaluation Assistant paosition: . '

Performs moderately difficult research and statistical or program evaluation
analysis. Work involves analyzing and evaluating data, and preparing
analytical and narrative reports or reports in a spreadsheet format that
provide information on program status.

To compare: this position defines data elements necessary to meet tracking goals. The
position aiso requires independent judgment on appropriate methods and formulae for




] July 8, 1998
PERTINENT ALLOCATION FACTORS, Report MNo. 85-0223

Page No. 4

extracting or manipulating data and producing reports. According {o the PDQ submitted
- for this review, the incumbent in this position spends 85% of the time:

Maintainfing] and supportfing] database information systems. . . and
developfing] or modifyfing] database applications for new or existing
residential conservation programs . . . evaluating soffware, reviewing
purchasing contracts . . . documenting user requirements . . . festfing]
and assistfing] in program implementation. . .

 After comparing the core duties of this position to the most relevant class specifications,
we find that the current classification, Research & Evaluation Assistant, is the most

appropriate.

Recommendation

Foliowing our review of information submitted with this request and other information, we
recommend that Position No. 018303 remain classified as a Research & Evaluation

Assistant.

10/23/96 NOTE RE EFFECTIVE DATE: The classification action resulting
from this report is to change the Classification Title only. The ef-
fective date of this action should be the date of the reorganization:
January 1, 1994. The Class Project resulted in changing the "Research
& Evaluation Assistant I" to "Research & Evaluation Assistant” title
with no change in the body of work.




CITY OF SEATTLE
PERSONNEL DEPARTMENT

o

CLASSIFICATION DETERMINATION REPORT

Date: Mav 10,1996 Report No. 96-0759 |

POSITION IDENTIFICATION

Department: City Light

Classification Title: ' Rights-of-Wayv Maintenance Worker

Ordinance Title: Rights-of-Way Maint. Wkr.

Position Number: 013385

Bargaining Unit: ' 819 Current Salary: $16.62,817.25

(Salary Range N/A)

Remarks: Position historv information is available in the Records Unit of the Personnel Department

RECOMMENDED ACTION

Classification Title: Senior Rights-of-Way Maintenance Worker

Ordinance Title: Rights-of-Way Maint. Wkr, Sr.

Legislation Required: Yes Recommended Salary: $16.96,$17.62, $18.29
{Salary Range N/A)

Rec. Bargaining Unit: 019

Remarks: ee next page for pertinent allocation information.

INCUMBENT STATUS

Incumbent:

Current Standing: Rights-of-Wav Maintenance Worker

Recommended Standing: Senior Rights-of-Way Maintenance Worker

In recommended standing, incumbent status is;

Regular; Probationary; Temporarjy.
[X] 2.2.200 (A); [ ] 2.2.200 (B); [ ]2.2.200(C)
Remarks: .
/
Recommended: Sharon Lee Nicholson Classification Analvst
Approved: John Pearso.r‘y:\")\@ Classification Supervisor

n{, sx\: l' g
Lidia Santiesteba % Classification/Compensation Director

Sarah Welch Perscnnel Director
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Position Identification and Seurce of Request

This review is a result of a Step 3 Expedited Grievance filed on behalf of the incumbent by Local
1239, Public Service & Industrial Employees. The grievance, filed November 30, 1995, alleges
that the incumbent is performing duties and responsibilities beyond the current position
classification of “Rights-of-Way Maintenance Worker.” On April 22, 1996, City Labor
Relations submitted documentation on Position No. 013385 for a formal classification review.

Position No. 013385 is one of six positions located in the South Right-of-Way Maintenance work
group supervised by a Transmission Lineworker Crew Chief. Both North and South Right-of-
Way Maintenance crews report to the Vegetation Manager who is located at the South Service
Center of City Light.

Scope of Review

The review of this position consisted of the following:

(a) Documentation and Position Description Questionnaire submitted with the grievance letter
dated November 30, 1995; ' "

(b}  Class Specification #9159004 for “Rights-of-Way [ROW] Maintenance Worker”;

{c) Class Specification #9159006 for “Senior Rights-of-Way [ROW] Maintenance Worker”;

(d)  Meeting with City Labor Relations, Local 1239 Business Manager, and the incumbent on
March §, 1996;

(e) Telephone interview with Vegetation Manager on May 10, 1996.

Summary of Work

This position is responsible for performing various maintenance tasks under high voltage wires
along City Light transmission line rights-of-way and access roads. Included in these duties are
topping, trimming and removing trees on or near power lines; building, repairing, or otherwise -
maintaining roadway rights-of-way structures such as fences, gates, log barriers, ditches and
culverts.

The incumbent in Position No. 013385 performs full lead duties in carrying out the responsibilities
of rights-of-way maintenance. More than 50% of the position’s time is spent as a working
supervisor, training and leading the work of two to five employees in performing the activities
described above. The position is responsible for ensuring that coworkers are: taking proper care
of tools and equipment, trimming and cutting trees correctly and safely, then disposing of debris

appropriately.

Analysis _

The journey level, ROW Maintenance Worker, class specification (Schematic #9155004) states
that employees in this classification work “. . . under continuing supervision and must be able 1o

perform routine tasks productively and independently as assigned.” [emphasts added].

According to information provided with the grievance, the incumbent in this position usually
works well beyond the scope of its current class. Often working in remote locations with minimal

~ supervision, the incumbent is expected to perform all aspects of journey-level work as well as
train and lead other rights-of-way maintenance workers. Finally, the employee must be prepared
for unexpected situations that may arise in performing these responsibilities.
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According to Class Specification {Schematic #9159006) for the Senior ROW Maintenance
Worker, positions at this level “Supervise . . . crews in performing a wide variety of maintenance
tasks under high voitage wires along City Light transmission line rights-of-way and on reservoirs
and access roads.” The specification goes on to state that positions at this level work under
minimal supervision and are expected to “/d/efermine appropriate methods of road repair, and
Jalling trees near transmission lines. . .” The specification also identifies a need for
“{slpecialized knowledge of the practices, methods, and equipment of the logging trade . . .”
along with a knowledge of “. . . hand and power tools, and supervising crews.” [emphasis
added]

The language of the class specification for “Senior Rzghts«of Way Mamtenance Worker” zmphes
that positions in this class must perform full supervisory duties in the ¢o! al se
conduct performance evaluations, authorize vacation and sick leave and pamcxpate in dlSCip inary
actions. Despite that implication, the Class Specification (Schematic No. 9159006) states that an
employee at the senior evel “{t]rains crew members . . . [t]rims, cuts, and fells trees . . . [b]uilds
and maintains bridges. . .” making clear that senior-level positions are expected to perform as
working leads who are afforded minimal supervision. Working leads do not perform the full
 range of supervisory functions identified above. ‘

Performance evaluations and disciplinary actions are not the responsibilities of this position.
However, documentation submitted with the grievance, the telephone interview with the
position’s manager and other research made clear that the incumbent carries out the duties of a
working lead as conventionally practiced and described in the City of Seattle Classification
System.

According to documentation submitted with the grievance, meeting notes and the telephone
interview, we believe the work of this position is well beyond its current classification, “Rights-
of-Way Maintenance Worker.” Rather, it is consistent with the senior level of the Rights-of-Way
Maintenance Worker series.

Recommendation :

After a thorough review of documemanon submitted with the grievance and other file materials,
we recommend that Position No. 013385 be reclassified from “Righis-of-Way Maintenance
Worker” to Senior Rights-of-Way Maintenance Worker with the ordinarnce title of “Rights-of-
Way Maint Wkr, Sr”, salary steps $16.96, $17.62, $18.29 [1996 rates]. According to Section
20.5 of the collective bargaining agreement, the effective date of this action is October 31, 1995
which is 30 calendar days prior to the filing of the grievance.




. CITY OF SEATTLE

T

PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date: October 23, 1996 Report No.95-0112Rev

POSITION IDENTIFICATION

Department: City Light

Classification Title: Systerns Analyst

Ordinance Title: Systems Analyst

Position Number: 017262

Bargaining Unit: 034 Current Salary: $19.68-20.52-21.31-22.13-22.99

(Satary Range N/A)

Remarks: Incumbent occupies Pos. No. 017262 as an Assistant Systems Analyst in lieu of Systems
Analyst. Position history information is available in the Records Unit, Personnel Department

REVISED RECOMMENDED ACTION

Ordinance Title:
Legislation Required: Yes Recommended Salary: $23.18 - 27.03
' (Salary Range 37.5A)

Rec. Bargaining Unit: 030

Remarks: See next page for pertinent aliocation information.

REVISED INCUMBENT STATUS

incumbent:
Current Standing: Assistant “vstems Analyst
Recommended Standing: ~ Senior Management Systems Analyst

In réééfﬁmended standing, 'i-héur'ri:bénf status is:

Regular; Probationary, Temporary.
- [X71 23100 o glas2o0; o 1123300
Remarks: : G T T e R R v
Recommended: Sharoniee Nichoisenw Classification Analyst
Approved: John Pearson 77) Classification Supervisor

Lidia Santiestebefh'% Classification/Compensation Director
S Neieh VR 2 Lo Personnei Director
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Position identification and Source of Request

Position No. 017262 is one of a number of positions incorporated into the Information
Technology Division reorganization effective May 26, 1895. The goal of the
reorganization was to centralize all City Light information systems functions including
networks, desktop systems, special computer programs and support services. This
position was placed in the Material Management System (MMS) and Spare Paris
System (SPARE) Group of the Customer Management Systems Unit. The incumbent
currently occupies the position as an Assistant Systems Analyst in-lieu-of Systems
Analyst.

Scope of Review

This review consisted of:

s Two similar Position Description Questionnaires (PDQs) for Position No. 017262
submitted in June and August 1995;

» A memo dated May 24, 1995 from the incumbent to the Information Technology
Director requesting reclassification to Senfor Systems Analyst,

s Classification specifications relevant to the work being performed;

» Organization chart dated May 1995 depicting the reorganization,;

o Notes from meetings with the information Technology Division Director in 1985
regarding the Division recrganization;

» Telephone interview of the Acting Manager of Customer & Management
Systems;

s Personal interview of the current incumbent.

By Ordinance No. 118090, Classification Report No. 2100504, this position was :
allocated to the classification, Systems Analyst. The Project allocation was based on
information several years old; therefore, this review will ensure that the work now
assigned to the position is appropriately classified.

Summary of Work

The reorganization chart shows this position along with two Senior Systems Analysts
reporting to a Principai Systems Analyst in the MIMS and SPARES work group.
According to the supervisor, this position coordinates, analyzes and tests the
Department's Material Management Systems and interfaces. The incumbent is lead
staff person responsible for analyzing business processes and procedures, relating
them to the software. This involves meeting with management and other end users and
defining systems needs and later, testing components throughout the design process
and providing liaison to management through the design and implementation of the
system.
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Analysis

The title, Assistant Systems Analyst, is not classified; however, we reviewed the work of
positions currently paid at that level for comgarability. Then, we compared the work of
the position o several classifications; in particular, the position’s current class, Systems
Analyst (Schematic #2100504), the Senior Systems Analyst (Schematic #2100505) and
the Management Systems Analyst (MSA) (Schematic #2350004) and Management
Systems Analyst, Sr. (Schematic #2350005) series. We reviewed the MSA classes {0
determine the primary category of the work performed: management systems or
computer systems. We reviewed the senior ievels of the SA and MSA series to help
establish the level of complexity the work of the position.

Comparison -- Ordinance Title, Assistant Systems Analyst

The typical duties of an Assistant Systems Analyst include assisting or participating in
the design, development, implementation and maintenance of data processing
systemns. Differences between the Systems Analyst classification and Assistant
Systems Analyst work exist primarily in required supervision and complexity of the work.
A typical appointment to the Assistant SA title would be a new two-year graduate with
academic but not practical experience in systems analysis.

The level of work assigned to this position is well beyond the Assistant Systems
Analyst. For instance, the position is required to understand multipie business
functions reiated to the MMS system and how they interact with each other and the
system. The position also leads user groups as they make recommendations for
system modifications. In this role, the need to work with minimal supervision is central.

Comparison - SA & MSA Series »

The Management Systems Analyst class series was used broadly throughout the
City in the past as a professional staff generalist. As technology evolved, the class
often was used for newly developed data processing functions. With the creation
of the Systems Analyst class series, a more definitive line was drawn between
Management Systems and Systems Analyst job functions.

 Generally, the difference between the Management Systems Analyst and Systems
Analyst series relates to the place of the computer in the work. For the positions
classified at one of the Management Systems Analfyst levels, the computer
represents one of several tools available 10 provide informaticn and reports 1o
department management. Management information and reports represent the core
focus of positions in that series. in comparison, positions classified in the Systems
Analyst series are assigned duties for which the computer {(hardware, software,
networks) and related systems represent the core focus.
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According ﬁ:o the PDQ, the incumbent spends 20% of the time:

... administerfing], support{ing] and maintain{ing] the portion of
the MMS application which includes six major modules, several
smaller subsystems and interfaces. . .

The incumbent states in the May 24, 1995 memo that:

MMS is a complex statistical and planning application which also
has a high transaction volume. As the Department continues to
reorganize, the task of advising Managers and Directors
throughout the Department presents an ongoing project lead
workload. :

The above statements appear intended to support the incumbent’s request for
reclassification to the Senior Systems Analyst class. However, the PDQ, organization
chart and other research confirm that this position works in the capacity of a
Management Systems Analyst, performing business analysis and providing systems
liaison services to department management. To elaborate, the incumbent leads user
groups in developing needs assessments, and describing business process,
procedures and rules. The incumbent in this position has contributed extensively to
the Request for Proposal (RFP) for supplying a bar-coding system for the utility. The
REP is to select a vendor to design, develop and implement a bar-coding system for the
department’s material management during 1997. According to my discussion with the
incumbent, the RFP is a joint activity with another analyst in the unit. The work of this
position is consistent with the Management Systems Analyst, rather than with the '
Systems Analyst series requested by the Department.

Comparison - MSA Class Specifications

We compared the work of this position to the class specifications for Management
Systems Analyst (#2350004) and Senior Management Systems Analyst
(#2350005). The essential difference between the journey and senior level of the
Management Systems Analfyst classification series is the difference in individual
judgment required and the difference in complexity. Other differences are in: [al
scope of responsibility {e.g. project management), {b] complexity of work or
project, and [c] size of project. At the Senior level, a position in this series is fully
responsible for long-term projects and usually works across divisiens and
departments to manage projects. A Senior also may supervise staff.

In contrast, a position at the journey level is not ultimately responsible or
accountable for a project. An MSA generally works on a team, under general
supervision and within one department. An MSA is expected to provide
management with recommendations for information systems and prepare
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comprehensive reports and correspondence. Finally, a position at the journey MSA
level aiso will perform business analysis and technical lisison assistance for
Divisions in the development of computer systems or applications.

Comparison - Other Positions

Other positions in the information Technology Division are responsible for work that is
comparable to that of the subject position. They are analytical positions with strong
management perspective providing liaison services to department management and to
computer systems designers as various applications are developed and implemented.
One such position (No. 019963) located in the Utility Management Systems Unit is
classified as a Management Systems Analyst. The employee provides management
liaison services for applications development. Like the incumbent in the subject
position, the employee in Position No. 019963 conducts user group meetings and
works to define business procedures and systems: all necessary information for
Systems Analysts in designing applications or unique systems for the utility.

We also compared this position to a similar position in the Account Services
Division of City Light. This position compares favorably in series but not in [evel
with Position No. 023498 in Account Services. The areas of difference between
the positicns are in project size, individual responsibility and extent of independent
judgment.

The Account Services Division position (No. 023488} is individually responsible for
managing the Department's Interactive Voice System. This management activity
included research. g and designing system specifications, writing an RFP and
conducting the selection process for the vendor. '

The incumbent in Position No. 023498 is responsible for designing, developing,
implementing and maintaining the IVR system. This includes development of
planning, measurement and reporting tools for management’s use in evaluating the
system. The incumbent works with a Senior Systems Analyst who focuses on the
computer systems of the IVR. The Senior MSA is responsible for designing and
implementing management systems based on “Force Management” process which
results in tools that assist management. The Sr. MSA produces tools for use in
budgeting and evaluating workload and workforce forecast with actual on a weekly
and monthly basis. This position is also responsible for training managers,
supervisors and staff on the [VR system.

According to the organization chart, the subject pasition, along with two Senior Systems
Analysts and a supervisor (Principal Systems Analyst) supports the MMS and SPARES

systems. The PDQ states in Biock 14.B that this position is responsible for project lead
work about 30% of the time. It is clear from available documentation that the incumbent
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in this position leads user groups and meets with management to make
recommendations and to exchange information concerning the development of the
MMS system. This position does not manage the project nor is it responsible for the
project’s success or failure. Based on the research, the incumbent is working at the
level of complexity consistent with the journey level classification.

Comparison--Position Nog. 022481 in SFMS Work Unit
The incumbent specifically requested a comparison of this position to Position No.
1022481, also in the Information Technology Division. Position No. 022481, a Senior
Systems Analyst, is responsible for supporting, maintaining and coordinating the SFMS
system. Fifty percent of the position's work spans system administration, system
coordination and project management. The position serves as lead administrator
supporting City Light's use of SFMS including eight major applications, several
subsystems and various interfaces. As project manager, the position incumbent writes
work plans, assigns elements of work, documents design and testing steps, develops
training programs and training manuals. About 20% of this position’s time is spent on
complex systems analysis, writing system specifications and developing systems
designs

The position reviewed here is responsible for similar activities; however, the emphasis
of this position is predominantly liaison for multipie business functions and leading user
groups through-designing the Bar Coding Project as well as implementing user requests
for system enhancements.

Recommendation

Based on our review of the available information, we recommend that Position No.-
017262 be reclassified to the Management Systems Analyst classification effective with
the reorganization of the Infarmation Technology Division or Aprit 26, 1995. For those
occasions when the position is used for Senior Systems Analyst level work, we
recommend using an out-of-class assignment. We aisc recommend that the current
incumbent's status be “Temporary” pending a qualifications audit or a selection

process.

REVISED RECOMMENDATION -- October 23, 199

At the requesg of the mcumbent the Ciassaf cat!on & Cdmpsnsat:o Unit conducted a.
! ) : i dta' Santi esteb_an

Y 2 manager Joei
Jeffress. Based on the results of tne recors&derat;on earing, the: mmendataon hereis
revised to.“Senior Managemeﬁt Sysz‘ems Analyst’ wzth ne change m the eﬁectave date. Also a
result of mformat;an provided at the hearing, the recommended status is revised to “Regular’.
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CITY OF SEATTLE
Personnel Department

CLASSIFICATION DETERMINATION REPORT

Date: December 17, 1996 Report Neo.: 96-799

POSITION IDENTIFICATION

Department: 7 City Light

Classification Titie: Systems Analyst

Ordinance Title: Systems Anaiys‘«:

Position Number. 016842

Bargaining Unit: (34 | Current Salary: $19.68 - $22.99 (Range - None)

Classification Titie Systems Analyst, Sr.
Ordinance Title: Systems Analyst, Sr.
egistation Reguired: Yes Recommended Salary: $23.18 - $27.03 (Range 37.5A)

Recommended Bargaining Unit: 030

Remarks: (See next page for pertinent allocation informaticn. )

INCUMBENT STATUS

Incumbent:
Current Standing: Systems Analyst
Recommended Standing: Systems Analyst, Sr.

In recommended standing, incumbent status is:
(X ) Regular ()} Probationary () Temporary (Exam Required)

Authority: Personnel Rule -

(X) 2.3.100 () 2.3.200 () 2.3.300
Remarks:
APPROVED: Carla H. Coward Sr. Classification Analyst

{

John Pearson Classification Supervisor

V
Lidia Samiestebankvff%Class%ﬁcation/Compensation Director

Sarah Welch W%Persomei Director
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SOURCE OF REQUEST/POSITION IDENTIFICATION

This position was previously reviewed in the Classification Project, which retitled the position from a
Data Processing Systems Analyst to a Systems Analyst on the 1994 Fourth Quarter Ordinance.
Subsequently an appeal was filed. The Appeals Examiner final ciassification allocation determination
report dated February 10, 1994 (Case #122093H) upheld the Project’s decision to classify this
position at the Systems Analyst level with the Personnel Director’s concurrence. The Personnel
Director’s decision is final in the Classification Project appeals process and completes the
administrative procedures available to the appellant on this appeal.

The appellant believes that new information, not submitted with this appeal, might result in a different
determination, and has submitted to Class/Comp a request for a new review as permitted under
Class/Comp classification review standard procedures. The incumbent contends that she has been
performing work at the same level of complexity anu responsibility as two other positions within the
same division of City Light, (position #'s 012163 & 017198) who have been reclassified to Senior

Systems Analyst.

The purpose of the Financial Information Systems/SFMS Unit is to maintain City Light’s use of the
Seattle Financial Management Systern (SFMS) and other supporting subsystems and interfaces. SFMS
incorporates payroll, accounts payable, purchasing, general ledger, and cost systems.

POSITION HISTORY

See individual position record cards included in the file for detailed historical data concerning each
position.

SCOPE OF REVIEW

Review of this position included analysis of the following:
Position Description Questionnaires (PDQs) submitted for the purposes of this
review,
Appeals Examiner Final Classification Allocation Report;
Class Specifications # 2100004 & 2100005,
Position Record Cards;
Organizational Chart;
and other records available internally.

The essential purpose of this position is to manage individual projects within the scope of systems for
the SFMS unit. Performs or directs the performance of, systems analysis, system design.
programming and implementation activities; analyzes and develops technical solutions to systems
problems; maintains systems. Plans, coordinates and manages projects that involve other members of
the SEFMS team. Interacts with managers and accountants.
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NOTE: For a more complete listing of this position’s responsibilz’ﬁes, see the Position Description
Ouestionnaire (PDQ), dated April 24, 1996 submitted for this review.

ANALYSIS

The incumbent in this position contends that she has been performing work at the same level of
complexity and responsibility as incumbents in two other positions within the same division at City
Light. Those two positions are A. Woo, position number 012163 and E. LaFond, position number
017198. These positions were classified through the Project as Systems Analyst. After three PDQ’s
and various appeal reviews by Class/Comp, the Appeals Examiner and the Civil Service Commissiosn,
the reclassification request was approved at the Senior Systems Analyst level. This approval was
based on the level of complexity, muitiple language capability, span of program/project impact, lead
work and project management responsibilities as stated in the last PDQ submitted in 1994.

A comparison of the work of this position to the Systems Analyst and Sernior Systems Analyst
classification specifications were made.

The duties of incumbents in Systems Analyst positions entail performing & full range of system.
design, development, implementation and maintenance activities related to data processing systems;
and the provision of technical advice and support to users in the proper use of hardware and/or
software.

The duties of incumbents in Senior Systems Analyst positions entail planning, developing,
coordinating and analyzing data processing systems {0 determine feasibility and practicality of
requested services; the diagnoses of system failures to isolate sources of problems between equipmeni,
system software and application programs; and may coordinate and/or serve as lead to subordinate
staff. The work requires considerable knowledge of system design and ueveiopraent practices,
‘concepts and methods appropriate (o & specialty..

The Senior Systems Analyst class is the best match. This position functions as, technical lead on
complex financial systems projects, including lead analyst of SFMS projects which include direction
of team member participation and the setting of priorities and direction for each team member’s
workload according to user specifications. Provides consuitation and technical advice to co-workers,
supervisors and users. Services ad-hoc and maintenance requests, applying the knowiedge of a variety
of software skilis, including expertise in different programming languages, operating systems and
database architectures.
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RECOMMENDATION

The subject position is adequately described by the Senior Systems Analyst classification and we
recommend that position #016842 be classified as Senior Systems Analyst.

The incumbent has requested that the reciass be effective October 14, 1992. I believe this date is
inappropriate. The incumbent was in a (emporary, interim DPSA position from the date of hire (10-
14-92) until 4-28-93, when the position was made permanent. The Classification Project changed the
title only from DPSA to SA. Three position description questionnaires submitted through 1994 were
reviewed (in the file and as reflected above). Those documents ali support the allocation of that body

of work to Systems Analyst.

At the time of the reorganization in 1993, the work transferred from Finance Division to the IT
Division and John Anthony stated in an August 2, 1995 memo that

“When we reorganized the IT functions of the Utflity and
transferred employees into new units with the Division in
the first quarter of this year, we did so with their existing
classifications in mind. We were diligent in placing
employees into new positions appropriate for their
classifications.”

Prior to the reorganization this position was classified appropriately as a Systems Analyst. Since the
reorganization on April 26, 1995, the work of the position has changed sufficiently to be consistent

with the senior ievel.

Therefore, [ recommend reciassification of position #016842 to Senior Systems Amnalyst with an
effective date of April 26, 1995.



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date:  November 26, 1996 Report No. 96-885

POSITION IDENTIFICATION

Department: City Light

Classification Title: Machinist Specialist

Ordinance Title: Machinist Specialist

Position Number: 017575

Bargaining Unit: 012 Current Salary: $14.52 - 15.70 (Range: N/A}
Classification Title: Hydroelectric Maintenance Machinist

Ordinance Title: Hydroelectric Maintenance Machinist’

Legislation Required: Yes Recommended Salary: $19.95 - 22.01 (Range: N/A)
Bargaining Unit: 012 '

Remarks See next page for pertinent allocation information

{INCUMBENT STATUS

Incumbent: Vacant
Current Standing: Machinist Specialist
Recommended Standing:  Hydroelectric Maintenance Machinist

in recommended standing, incumbent status is:

Regular; Probatienary: Temporary.
Po]2.3100; 1X}2.3.200; i 12.3.300.
Remarks:
é ( e
Recommended: Team 2 (\\M . \(L Classification Analysi(s)
o
Approved: John Pearson ?}/ Ciassification Supervisor

- Lidia Santiestebamjgg Classification/Compensation Director

Sarah Weich /ZQ/\F:)} Personnel Director
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pasition Identification and Source of Reguest;

This position was reviewed as a result of departmental request. Position No.
017575 is located in the Power Generation Division of the City Light Department.
This Division is responsible for maintaining the Boundary Hydroelectric Project. The
Project consists of the dam, waterways, powerhouse and service areas. The
Powerhouse contains six hydroelectric units with a total output of 1050 MW
producing 54% of the City Light owned generation.

Scope of Review:

This review consisted of an analysis and evaluation of the subject position by a
tearmn of Classification analysts (Gail Thompson, Barbara Martin and Trish Bourdeau)
which consisted of the following:

¢ the Position Description Questionnaire (PDQ) dated August 28, 1996;

¢ comparisons of class specifications in the Station Machinist and Hydroelectric
Groups;

¢ additional informaticn submitted by the incumbent and immediate supervisor
reflecting the position’s duties and responsibilities;

¢ comparison to similar positions; and

o review of the organization unit affecting the subject position.

Background:

According to departmental management the subject position is required to perform
journey level machinist duties such as diagnosing and repairing malfunctioning
hydroelectric genc.ators, turbines, governors and other associated auxiliary
equipment with limited supervision, including leading coordination of projects
hetween Seattle City Light, Engineering and on-site contractors.

Summary of Work

The essential purpose of this position is 1o performm  journey level
machinist/mechanical diagnosis on hydroelectric generators by inspecting or
adjusting, overhauling, repairing and manufacturing parts and equipment.

NOTE: For a more complete listing of the subject pasition’s responsibilities, see the
Position Description Questionnaire (PDQJ, dated and submitted for purposes
of this review.
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Analysis:

The subject position was originally created tc assist journey level Hydroelectric
Maintenance Machinists with the more difficult work, including basic machine tool
operations and clean-up work. According to management, the above menticned
body of work was considered Machinist Apprenticeship work.

in 1993 a study of the Boundary Powerhouse preventative maintenance plan was
authorized by the Superintendent of City Light. The Study identified the need for
City Light to increase its staff by seventeen empiovees in order to maintain the
plant at optimum levels. As a result, the subject position has been paid out-of-class
as a Hydroelectric Maintenance Machinist in order to meet the goals and
objectives set by the Study.

The primary duties of the position are:

65% Perform corrective maintenance and repair of hydroelectric generation
equipment and auxiliary equipment, turbines, hydraulic governors and
auxiliary eguipment.

30% Repair and maintain heavy equipment and assorted vehicles; inspect and
maintain overhead cranes and lifting equipment; fabricate, repair and/or
re-manufacture parts, and related generator and auxiliary machinery
parts, including specialized tools.

5% Maintain written records of repair and maintenance activities.

According to depa. .mental management the subject position began performing the
above mentioned duties in November 1982,

We reviewed and compared the duties and responsibilities allocated to the subject
position with those outlined in the class specification of Machinist Specialist and
Hydroelectric Maintenance Machinist. We found the work of these classes to be
characterized in this manner:

Machinist Specialist: This is a semi- skilled trades ciass which, depending upon the
iocation/area of assignment, duties include assisting other personnel in the
maintenance, repair or overhaul of powerhouse, distribution, generation or
substation equipment and facilities.

Hydroelectric Maintenance Machinist: Positions in this class perform maintenance
and repair hydroelectric generation and distribution equipment, including inspecting,
diagnosing and determining the appropriate method of repair, maintenance or

fabrication.




Congclusion

We have reviewed the duties and responsibilities of the subject position with the
specific objective of identifying the position’s appropriate classification. We found
that the duties and responsibilities currently assigned to the subject position
(maintaining and repairing hydroelectric generation and distribution equipment) are duties
and responsibilities typically assigned to positions within the Hydroelectric
Maintenance Machinist class.

Becommendation:

Therefore, it is our recommendation that the subject position be allocated to the
title of Hydroelectric Maintenance Machinist. According tc Departmentat
Management, this action shouid become effective November 1, 1982.



CYTY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT
| Date: September 16,1996 ~ Report No 96-839

i Department: City Light

il Classification Tite: Accounting Technician |
Ordinance Title: Accounting Technician |-BU
Position Number: 014190 :
Bargaining Unit: 035 Current Salary: $12.68 - $14.14 (Saiarylﬂange 20.58)

|
|

Classification Title: Accounting Technician I
Ordinance Title: Accounting Technician i-BU

aé Legisiation Required: yes Recommended Salary: $13.65 - $15.26 (Salary Range 22.5B)

Recommended Bargaining 035
Unit:

Remarks: See next page for pertinent aliocation information.

i i R ERO000 o
mm————

incumbent: . E
i Current Standing: Accounting Technician |
Recommended Standing: Accounting Technician i ’ g
~ H In recommended standing, incumbent status is:
Regular; : Probationary; Temporary.
ix 1 2.3.100; [ 1] 2.3.200; [ 1 2.3.300. i
Remarks: T
Reco?nmended: Team 2 ‘\K /;// -l}/fj _ Classification Analyst(s)
Approved: John Pearsen % ffy _2{/ Classification Supervisor

Lidia Santiesteban % Classification/Compensation Director
Sarah Welch . %2> Paersonne! Director
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See individual position record card included in the file for detailed historical data
concerning the position.

¢ the Position Description Questionnaire (PLQ), dated May 17, 1898;

¢ comparisons of class specifications in the Accounting Support class series;
¢ comparison to similar positions;

¢ review of the organization unit affecting the subject position;

¢ related classification file.

According to departmental management, the subject position was transferred from
the Cost Accounting unit to the Accounts Payable unit in April, 1998, and at that
time the position became responsible for processing invoice payments.

The essential purpose of the subject position is to review and authorize payment for
approximately 9,000 invoices per year. The incumbent must research and resoive
discrepancies and processes payments in the SFMS Accounts Payable and General
Ledger systems.

NOTE: For a more complete fisting of the subject position’s responsibilities, see the
Position Description Questionnaire (PDQ), dated and submitted for purposes of this
review.

Through our analysis, we found that the scope, range of duties and responsibilities
currently assigned to the subject position most closely resemble those aliocated to
positions within the Accounting Support series. Therefore, having determined that
the Accounting Support series is the most appropriate class, what remains to be
determined is the appropriate classification level. This series consists of five levels
and they are distinguished from one another by their respective degrees of
difficulty, responsibility, accuracy required and the types and nature of contacts.
The work is described in this manner:
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Accounting Support Assistant:. Positions allocated to tnis class provide a variety of
routine and defined accounting support activities in the maintenance of
accounting/financial records, processing of documents or bills, and/or the
generating of reports. Reviews, sorts, batches, posts and balances entries to
accounting/financial records and files This class performs work requiring limited
judgment and assignments are performed according to specific instructions.

Accounting Technician I: Positions in this class perform various accounting
functions and tasks associated with the maintenance and updating of a set of
accounting records. Assignments involve carrying out one or more segments in the
maintenance of a complete set of accounts or accounting records such as payroil,
accounts payable, accounts receivable, purchasing, et cetera.

Accounting Technician Hl: Positions in this class independently perform the full
range of accounting records maintenance activities of an assigned accounting area
or set of records i.e., payroll, accounts receivable, accounts payable, purchasing or
other accounting functions.

Accounting Technician lll: Positions allocated to this class serve as a lead worker
over Accounting Technician positions engaged in the maintenance and preparation
of accounting records and files and performs all accounting records maintenance
operations and procedures pertaining to a complex set of accounts or accounting
records.

Accounting Technician Supervisor: Positions allocated to this class supervise
subcrdinates responsible for the performance of accounting functions and tasks
associated with the maintenance and updating of accounting and account records.
Monitors the work and performance of subordinates to ensure the accurate and
timely processing of work according to established accounting methods and
procedures.

We compared the work of the subject position to the Accounting Suport class
series. The difference between the Accounting Technician i and 1l levels consists
of complexity of tasks and ieve! of supervision provided.

Our review found that the nature of the work assigned to the subject position
requires use of independent judgment and minimal supervision. The assigned tasks
involve independently researching, analyzing facts and presenting findings upon
which important or costly decisions could be made such as taking advantage of
discounts and avoiding late charges; resolving discrepancies between invoices and
contracts; handling complicated tasks where the cost of correcting errors would be
substantial in either time or money. These are tasks generally performed by
positions allocated to the Accounting Technician I class.
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Therefore, it is cur recommendation that the subject position be allocated to the
title of Accounting Technician H. This action should become effective
May 17, 1998, which is consistent with the date the incumbent signed the PDQ.
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© CYTY OF SEATTLE
PERSONNEL DEPARTMENT

C&ASS?FECAT&O?\E DETERMENAT ION RE?QRT

Date: November 18, 1996 e e R e - Report No: 96-897

Department: City Light

Classification Title: Hydro-Maintenance Worker {-Boundary

Ordinance Title: Hydro-Maintenance Worker I-Boundary

Position Mumber: 013210 _

Bargaining Unit: 077 : Current Salary: $13.63 - $15.04

{Salary Range: N/A}

Classification Title:  Hydro-Maintenance Worker {-Boundary

Ordinance Title: Hydro-Maintenance Worker li-Boundary
Legislation Required: Yes Recommended Salary: $’§5 75

{Salary Range: N/A}
Rec. Bargaining Unit: 077 _

Remarks:  See next page for pertinent allocation information.

incumbent: Vacant
Current Standing: N/A
Recommended Standing: N/A

in recommended standing, incumbent status is: N/A

Regular; “Probationary; ' Temporary.
[x] 2.3.100; [ 1 2.3.200; { 1 2.3.300.
Remarks:
Recommended: Team 2 b - fﬁ@k Classification Analyst{s}
Approved: John Pearson Classification Supervisor
Lidia Sant:esteﬂan Classification/Compensation Director

Sarah We!ch Personnel Director




_ ABBREVIATED
POSITION DESCRIPTION QUESTIONNAIRE
(This form is to be used for vacant positions and/or requests resulting from reorganizations)

DEPARTMENT/DIVISION: ight/Power Generation Division
POSITION NUMBER: 0132 1o
DATE REQUESTED: : September 4, 1996

CLASSIFICATION REQUESTED: Hydro-Maintenance Worker TT

POSITION PURPOSE: The purpose of Hydro-Maintenance Worker I at Boundary
Powerhouse is to operate heavy equipment such as cranes, loaders, tractors, forklifts and dump
trucks to clear culverts, ditches, roads and rivers of trash, mud and rock slides, snow and debris.
Operate work boats for trash removal from log booms and trash rack. Utilize work boats for
placement and removal of log booms from reservior. Gather and submit waste water and
domestic water samples. Facilitate in powerhouse, service areas and grounds clean up. Check
and service fire fighting equipment.

POSITION SUMMARY:

Use the following space to summarize the essential duties and responsibilities assigned to the
position. Briefly describe the work using action words.

% of Time  Duties and Responsibilities Statements

1 50% Operate cranes and loaders to assist Boundary and Seattle crews in their jobs.

Crane is used for cleaning culvert and trash from river. Operate overhead
‘crances for generator disassembly and assembly. Operate loader and dump
truck for road maintenance, removing mud from ditches and snow removal
and/or cleaning mud and rock slides. Operate boat to set up log booms and
facilitate trash removal from trash racks to ensure proper water flow for
generators.

2. 10% Gathering and submiting domestic water samples to Department of Ecology.
Maintain waste water digestor system equipment. Take take samples and test
influents and effulents to determine pH level, chiorine residual, suspended
solids and temperature. Continuing education to maintain Wastewater
Treatment Plant Operator Certification.



3. 10% Maintain vehicles and mobile equipment by checking and changing oil,
checking tire pressure, fueling, keeping exterior and interior clean, greasing,
tire change and repair. Maintaining adequate fuel supply for such vehicles.

4, 25% Powerwash tunnel entrances. Sweeping and mopping of powerhouse floors.
Clean carpets. Wash windows. Use roto rooter to clear plugged drains.
Clean dust mops and retreat them with oil. Cleaning carbon dust from
generator air housing, cleaning grease and oil from the generator turbine pit
and other cleaning during generator maintenance. Maintain and sanitize
locker rooms, comfort station, tourist restroom facilities and employee
restrooms. Perform skills for HAZMAT clean-up if necessary. Clear brush,
mow lawns, weedeating and general grounds upkeep

5. 5% Check and service fire fighting equipment within the powerhouse, dam,
garage, switchyard service areas.

POSITION ALLOCATION CRITERIA:

Duty #1, a [x | primary [ | secondary duty, is described in the class specification as:

Operate cranes and loaders to assist Boundary and Seattle crews in their jobs. Crane is used for
cleaning culvert and trash from river. Operate overhead crances fro generator disassembly and
assembly. Operate loader and dump truck for road maintenance, removing mud from ditches and
snow removal and/or cleaning mud and rock slides. Operate boat to set up log booms and
facilitate trash removal from trash racks.

Duty #2, a [x ] primary | ] secondary duty, is described in the class specification as:

Gathering and submiting domestic water samples to Depariment of Ecology. Maintain waste
water digestor system equipment. Take take samples and test influents and effulents to determine
pH level, chlorine residual, suspended solids and temperature. Continuing education {o maintain
Wastewater Treatment Plant Operator Certification



* Duty #3, a | x ] primary | ] secondary duty, iz described in the class specification as:

Maintain vehicles and mobile equipment by checking and changing oil, checking tire pressure,
fueling, keeping exterior and interior clean, greasing, tire change and repair. Maintaining
adequate fuel supply for such vehicles

Duty #4, 2 | | primary [x] secondary duty, is described in the class specification as:

Powerwash tunnel entrances. Sweeping and mopping of powerhouse floors. Clean carpets.
Wash windows. Use roto rooter to clear plugged drains. Clean dust mops and retreat them with
oil. Cleaning carbon dust from generator during maintenance. Maintain and sanitize locker
rooms, comfort station, tourist restroom facilities and employee restrooms. Perform skills for
HAZMAT clean-up if necessary. Clear brush, mow lawns, weedeating and general grounds
upkeep.

Duty #5, a { ] primary [ X | secondary duty, is described in the class specification as:

Check and service fire fighting equipment within the powerhouse, dam, garage, switchyard

REASON FOR THE REQUESTED CHANGE:

PLEASE SEE ATTACHED MEMO
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DATE: August 30, 1996

TO: Diane Hadi

FROM: Jim Collen, Boundary Powerhouse » -
SUBJECT: Reclassification of Hydro-Maintenance Worker I

The following is a brief staffing history of the Boundary Project, and, I believe,
justification for reclassifying a Hydro-Maintenance Worker I (AMW]I) to Hydro-
Maintenance Worker II (HMWII).

When the Boundary Hydroelectric Facility started producing electricity in 1967, staffing
was at a bare minimum; enough people to operate the plant. Equipment was new and
preventative maintenance and corrective maintenance demands were low. As the years
have gone by and the equipment has aged, preventative and corrective maintenance
conditions have increased but staffing has not.

In 1993 an Employee Forum was held at the Boundary Powerhouse by the then
Superintendent, Roberta Palm Bradley. Employees voiced their concerns to the
Superintendent about the condition of the plant and their inability to keep up with the
-corrective maintenance let alone the preventative maintenance. The Superintendent
recognized the employees’ concerns and ordered a study be done of the condition of the
Boundary Project and that deferred maintenance be identified. A group of eight emplovees
worked on this project for eleven months and in December of 1994 published what is
known as the Boundary Strategic Maintenance Plan. The plan also identified that
sevenieen (17) additional positions would be required to maintain this plant at optimum
levels. It was also acknowledged that a major rehabilitation program would be necessary
to bring this facility back to acceptable conditions. This major rehabilitation has come to be
known as the Boundary Eighty-eight million dollars (388,000,000) worth of projects
spanning over the next twelve years is known as the Boundary Rehabilitation Program and

- will begin in 1997. |

Eight of the seventeen positions identified in the Study were to be filled in 1995 and 1996.
The first five were available through abrogated positions from other SCL locations. Three
positions, a HMWI, a HMWII, and a Hydroelectric Maintenance Machinist remain to be
filled. Two six-month HMWI positions can be changed to two twelve-month positions
through budgeting and the then reclassifying one HMWI to a HMWII. The HMWII is
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basically the same position, however, the HMWII allows for the use of heavy equipment,
i.e., cranes, loaders, fork lifts and dump trucks. The additional flexiblity with this
position only affects the labor budget by approximately $1,200. The Machinist position
can be realized from our existing budget by reclassing the Machinist Specialist.

It is my conclusion that one six-month HMWI be changed to a HMWII through budgcﬁng
and reclassification before the Boundary Rehabilitation ?mgram begins in 1997.

ICC/clh
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CITY OF SEATTLE
PERSONNEL
DPEPARTMENT
QLASSEFKCAT@ DELE’_@}EMENATION REPORT

_Oct. 16, 1996

POSITION IDENTIFICATION -

Department: Construction & Land Use

Classification Title: Personnel Manager
l Ordinance Title: Personnel Manager

Position Number: 016271
| Bargaining Unit: 030 C.rrent Salary: $24.59-$28.53 {(Range: 39.0A)

i
Classification Title: Manager
Ordinance Title: Manager X |
Legislation Required: Yes
Bargaining Unit: 030 Recommended Salary: $26.51-830.74(Range: 41.0A) i
Remarks See next page for pertinent allocation information

T mipimin
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INCUMBENT STATUS
Incumbent:
Current Standing: Personnel Manager

Recommended Standing:  Manager X

In recommended standing, incumbent status is:

[ ] Regular; { }Probationary: X} Temporary.
Authority: Personnel Rule N/A

[ 12.3.186; [ 12.3.200; [X} 2.3.300.
Remarks:

. e
Recommended: Team 11.0. LT (lassification Analyst(s)
I

Appreved: John PearsonL Q’,%/ Classification Supervisor

¥

A

Lidia Santiestebn, J{_# Classification/Compensation Director

Sarah Welcl*{/m\' ﬁ-}? v Personnel Director




This review was conducted by Class/Comp Team 1, consisting of Irene Ogunyemi, Jimmy Woo
and Curt Funk. The report was prepared by Irene Ogunyemi.

ce of Request and Position Identification:

This position was reviewed as a result of a request from the management of the Department of |
Construction and Land Use (DCLU). Position 4 016271 is located in the Personnel Unit of the
Finance & Administration Services Division of DCLU, which is responsible for providing the
Department with a full range of professional personnel support services, including hiring,
classification, training, benefits administration, safety programs, EEO and affirmative
action/cultural diversity and records maintenance.

Position History:

This position was created by Ordinance # 106020, effective January 1, 1977. A copy of the -
complete history of the position is in the position file for reference.

Scope Qf Review:

The review of the subject position included analysis of the following:

Position Description Questionnaire (PDQ) submitted for this review;

Comparison with Class Specification # 2155609 for Personnel Manager,

Manager Classification Rating Guide;

Stakeholder’s meeting with Finance & Administration Services Division Director and the
incumbent; '

Team One’s review/analysis of subject position information,;

¢ Review of the organizational charts affecting the subject position;

¢ Position history records and related classification files.

@ $ % &

k2

Summary of Work:

The essential purpose of this position is to manage the staff within the Personnel Unit,
Accounting and Finance Unit, and Contracting Services Unit. The primary responsibilities of
this position include:

« Manage the manual and electronic work-flow systems, technical decisions and application of
policies and procedures {o ensure quality results, limit liability exposure and meet the
targeted performance measure.

« Establish priorities and ensure that staff are properly allocated in consistency with revenue
and expenditure mandates.

. Provide the leadership and guidance to supervisors and lead staff to plan and direct the daily
work activities of staff, and to respond to emerging situations and/or shifting priorities.

» Develop and complete Units’ work plans consistent with department and division goals and
strategic planning.

s Provide senior management recommendations of financial and strategic pros and cons for the
effective operations of the Units.



NOTE: For a more complete listing of duties and responsibilities, please refer to the PDQ
submitted for this review and included in the position file.

Analysis:

As DCLU’s Personnel Manager, the subject position was responsible for planning, administering
and supervising the implementation of all personnel functions and programs for the department. .
Such programs include safety, employee development & training, labor relations, employment,
classification/compensation, EEQ/affirmative action, and related policy and procedure
development. In comparison with the Class Specification for the Personnel Manager, the subject
position encompasses all of these duties and responsibilities stated above. In addition, the
subject position’s level of responsibility for the administration and impact of these programs is
department-wide, with all employees directly and tangibly affected.

On July 1, 1996, DCLU management restructured some of the management responsibilities of
the Finance & Administration Services Division to streamline operations, reduce overhead costs
and improve the span of control. This restructuring increased the diversity and complexity of the
subject position’s body of work. In addition to this position’s current Personnel and Contracting
responsibilities, the subject position is now also responsible for managing the Accounting and
Finance Unit.

Prior to the department’s restructuring, the Finance Manager who managed the Finance and
Accounting functions was at a Manager VIII level before the position was abrogated. Utilizing
the current methodology for establishing the appropriate classification level for managers, we
analyzed factors in the areas such as the number of subordinate supervisors reporting directly to
the position, the varied duties performed by the subcrdinate units, the unusual reporting
relationships of the position, the sensitivity of the position, and if there is a 24 hour operational
responsibility. Also considered is the highest classified subordinate, which is the Principal
Accountant position in this case. Based upon application of the Manager Classification Rating
Guide and recognizing the diversity of functions managed, Manager X is the appropriate
classification level for this position.

Recommendation:

Rased on the above analysis of the duties and responsibilities of the subject position, it is
recommended that the subject position be reclassified to Manager X. This action should be
effective July 1, 1996, which is the date DCLU restructured the Finance & Administration

Services Division.
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CITY OF SEATTLE
Personnel Department

CLASSIFICATION DETERMINATION REPORT
Date: May 31, 1996 _ Report No. 96-755
POSITION IDENTIFICATION '

- Department: Engineering

Classification Title:  Bridge Carpentry & Maintenance Lead

Ordinance Title: Bridge Carpentry & Maintenance Lead
Position Number: #008461 and #008462
Bargaining Unit: 017 Current Salary: $17.09 - $18.44 (Range 27.5C)

RECOMMENDED ACTION

Classification Title:  Carpenter

Ordinance Title: Carpenter

Legislation Required: Yes

Recommended Bargaining Unit: 017 : Recommended Salary: $18.99

Remarks: {See next page for pertinent allocation information.)

INCUMBENT STAT
Incumbent: and Vacant (#008462)
Current Standing: Bridge Carpentry and Maintenance Lead
Recommended Standing: Carpenter
In recommended standing, incumbent status is:

(X} Reguiazf; Probationary; Temporary (Exam Required)

Authority: Personnel Rule -

(X) 2.2.200 (A); 2.2.200 (B); 2.2.200 (C);
Remarks:
Approved: Barbara Martin !’éﬂ\/ Classification Analyst
John Pearson [/9/ Classification Supervisor

ntiesteba 1:,,‘_11 ‘5 Classification/Compensation Director

Sarah Welch A/L‘f” * Personnel Director
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* Pertinent Allocation Facters, F~ort No. 96-755
Page Two

- Position Identification and Source of Request:

The subject positions currently allocated to the Bridge Carpentry and Maintenance Lead classification are
hereby proposed for reallocation to the Carpenter classification by authority of the Collective Bargaining
Agreement by and between the Carpenters District Council and the City of Seattle.

Review and Analysis:

A Wage Review of the subject Bridge Maintenance Lead Worker positions was conducted by the Classification
and Compensation Unit during 1992. A copy of that review is attached and included as part of this report.
Based upon the findings of that review, the following two options were presented to the Union, the
Department and Labor Relations:

1} Reclassify the two Engineering Department BMLs to Carpenter since both positions are functioning
essentially as Carpenters for the Engineering Department.

2) Maintain the BML classification (Bridge Carpentry and Maintenance Lead) since it is a recognized
trade classification and adjust the salary range to a single step range, equivalent to Carpenter.

It has been agreed upon by both the Carpenters District Council and the City of Seattle that the class

specification for Carpenter sufficiently reflects the work performed by positions that are currently allocated

to the Bridge Carpentry and Maintenance Lead classification title, whereby, the class specification for

Carpenter describes positions that perform carpentry work in the construction, repair, alteration and

maintenance of bridges, buildings, retaining walls and stairways, other structures, seating, cabinets and other
© fixtures and equipment.

Recommendation:

Based upon the Collective Bargaining Agreement by and between the Carpenters District Council and the City
of Seattie, we recommend that the subject positions (#008461 and #008462) be allocated to the Carpenter
classification with a corresponding ordinance title. As part of the Classification Project, these positions were
allocated from Bridge Maintenance Lead Worker to Bridge Carpentry and Mainicuance Lead, effective
January 2, 1991, Therefore, the effective date of this action should be May 19, 1992, which is the date the
Bridge Maintenance Lead Worker title was adjusted to equal Carpenter and the effective date agreed upon by
both parties. .



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT
Date: August 29,1996 . ... Report No 96-865

| Departinent: Engineering Department
Classification Title: Civil Engineering Specialist, Assistant
Ordinance Title: Civil Engineering Specialist, Assistant
Position Number: © 020718
Bargaining Unit: 004 Current Salary: $15.86 - $22.13

{Salary Range N/A}

Classification Title: Civil Engineer, Assistant
Ordinance Title: Civil Engineer, Assistant
Legisiation Required: Yes Recommended Salary: $17.90 - $23.44

{Salary Range N/A)
Rec. Bargaining Unit: 034

Hemarks: See next page for pertinent allocation information.

{ncumbent:

Current Standing: Civil Engineer, Assistant
Recommended Standing: Civil Engineer, Assistant

i in recommended standing, incumbent status is:

Regular; . Probationary; Temporary.
[x] 2.3.100; { ] 2.3.200; , [ 1 2.3.300.
Remarks:
Recommended: Team 2 ‘,f;hs ’ﬂfa P, Classification Analyst{s}
Approved: John Pearson W . Classification Supervisor
Lidia Santiesteban 4> Classification/Compensation Director

Sarah Welch 74 p S Personnel Director
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Position Identification and Source of Request:

This position was reviewed as a result of a requast from Engineering Department
management. Position No. 020718 is locatad in the Transportation Services
Division, Traffic Management Unit. The Unit is responsible for the design,
instaliation, operation and maintenance G‘f the City of Seaﬁ:&e s traffic signal
systems.

Position History:
See individual position record card included in the file for detailed historical data
concerning the position.

Scope of Review

The current review of this position consisted of an analysis and evaluation of the

subject position by a team of Classification Analysts (Gail Thompson,

Trish Bourdeau and Barbara Martin} which consisted of the following:

» the most recent Position Description Questionnaire (PDQ) dated August 5, 1998

= comparisons to the class specifications for Civil Eng neering Specialist, Assistant
and Civil Engineer, Assistant

s comparisons to similarly comparable positions

¢ review of the organizational structure affecting the subject position

e the position history card and position file

Background:

This position was created during the 1985 Budget as a Civil Engineer, Assistant.
Previous to the date the current incumbent was appointed to the position, it was
filled by several incumbents in various lower level classification titles {e.qg.,
Engineering Aide, Assistant Civil Engineering Specialist and Associate Civil
Engineering Specialist}). The Classification Project PDQ described the position as
having primary responsibility for the proper operation of new and existing traffic
signal installations; inspecting new installations & modifications; troubleshooting
malfunctions of traffic signal devices; and responding to complaints. in summary,
this was the basis for allocating the position to the Civil Engineering Specialist,
Assistant classification.

Summary of Work
The primary duties of the subject position as outlined in the Position Description
Cuestionnaire {PDQ} include:

e Developing and reviewing s:gnai timing and phasing plans and conducting traffic
engineering studies

¢ Managing traffic signal programs, i.e., Electrical Major Maintenance Program;
writing specifications and work instructions; coordinating work crews and traffic
project schedules
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= Monitoring various traffic signal projects which includes developing scopes of
work and budgets, scheduling work, reviewing plans and coordinating turn-ons
and cut-overs

¢ Recommending preliminary and final designs for new and revised electrical
control devices, including traffic signals

s Reviewing, analyzing and performing engineering studies using specialized traffic
signals analysis models and optimizing signal systems based upon these models
Preparing traffic signal timing programs for special events
Participating as a member of an engineering team to coordinating plans for fiber-
optic needs and the Engineering Department’s Comtrac Central System (CCS)
which is a centralized traffic computer system controlling approximately 300
plus intersections in the City

= Developing and revising interactive computer graphics for the CCS

Analysis:

A review of the Position Description Questionnaire (PDQ), dated August 5, 1998,
was conducted by the Classification Review Team. Subsequently, a comparison of
the pasition’s duties to the class specifications for Civil Engineering Specialist,
Assistant and Civil Engineer, Assistant resulted in the following conclusions:

Positions classified as Civil Engineer Specialist, Assistant are primarily responsible
for performing entry-level technical civil engineering and construction related
activities including drafting; performing well-defined design work; reviewing plans,
specifications, and cost estimates.

Positions classified as Civil Engineer, Assistant are primarily responsible for
performing entry-level professicnal civil engineering work in the planning, design,
construction, operation and maintenance of municipal public works, utilities and
services projects.

in summary, this position is responsible for reviewing, adjusting and programming
the timing for traffic signal operations; resolving suggestions and complaints about
traffic signal operations by conducting traffic engineering studies; making
recommendations on designs for new and revised electrical control devices,
including traffic signals; authorizing work orders for the installation, removal and/or
revision to electrical traffic control devices; and reviewing and monitoring efforts
for capital traffic signal projects.

Therefore, the result of this review concludes that the work being performed falis
within the parameters of the Civil Engineer, Assistant classification, and further
conciudes that the work described in the PDQ has been performed since the current
incumbent was appointed to the position on August 24, 1994,
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Recommendation:

Based upon this current review of the subject position’s duties and responsibilities,
we offer the following recommendations:

1. Maintain the recommended Classification Project allocation of Civil Engineering
Specialist from January 2, 1991 through August 23, 1994,

2. Allocate the subject position to Civil Engineer, Assistant with a corresponding
ordinance title effective August 24, 1894, which is consistent with the date the
current incumbent was appointed to the position.




CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Engineering
Classification Title: Data Processing Systems Analyst
Ordinance Title: Data Processing Systems Analyst
|| Position Number: a2 |
Bargaining Unit: 034 Current Salary: $19.68-20.52 -21.31-22.13 - 22.99

RECOMMENDED ACTION

| Classification Title: Senior Systems Analyst
QOrdinance Title: Senior Systems Analyst

EE Legisiaﬁen Required: Yes Recommended Salary: $ 23.18 - 27.03 (Range: 37.5A }

See next page for pertinent allocation information

Incumbent: /
Ei Current Standing: Data Processing Systems Analyst
| Reeommended Standing: Senior Systems Analyst .

| In recommended standing, incumbent status is:

E Regular; Probationary: Temporary.
{ X]2.3100; [ 12.3.260; [ }2.3.360.
éé Remarks: '
Recommended: Team 2 @%& J\/"‘; q Classification Analyst(s)

Approved: John Pearson W , Classification Supervisor
Lidia Santiestegg% Classification/Compensation Director

Sarah Welch /WA P> 4 Personnel Director




This position was reviewed as a result of a Departmental request. Position No.
024672 is located in the Information Systems Section of the Engineering
Department. This Section is responsible for providing a wide range of Geographical
information System (GIS} products and services to City, public and other
governmental agencies; and for maintaining and administering the City's centrat
geographic database.

This review consisted of an analysis and evaluation of the subject position by a
team of Classification analysts (Gail Thompson, Barbara Martin and Trish Bourdeau)
which consisted of the following:

¢ the Position Description Questionnaire {PDQ} dated September 7, 1885;

¢ comparisons of class specifications in the Systems Analyst class series;

¢ additional information submitted by the incumbent and immediate supervisor
reflecting the position’s duties and responsibilities;

¢ comparison to similar positions;

e review of the organization unit affecting the subject position;

¢ and related classification files,

According to departmental management, the current incumbent is responsible for
the conversion of the GIS system, and wili continue to coordinate the compilex
applications of this system, and provide supervision to staff involved in the project.

The essential purpose of the subject position is to outline the workplan for, and
provide support to the Drainage and Wastewater Utility Geographical Information
System. '

NOTE: For a more complete fisting of the subject position’s responsibilities, see the
Position Description Questionnaire (PDQJ, dated and submitted for purposes
of this review.




Through our review, we found that the subject position is primarily responsible for
management of the new Geographical Information System, including management
of the conversion preject, administration of the resulting database, and supervision
of project staff. These are duties and responsibilities characterized in the Systems
Analyst class series. Having determined that the Systemns Analyst series is the most
relevant class series, what remains to be determined is the fevel.

The work of this series is characterized in this manner:

Systems Analyst - (journey level) diagnose and resolve system problems within a
specialty area, such as systems software, geographical information systems,
networking operating systems or databases. incumbents are expected, using the
techniques and methods of the specialty, to independently determine the most
appropriate methods and procedures for carrying out assignments. Projects and
work assignments are monitored and reviewed to ensure work nrogress and use of
proper procedures.

Senior Systems Analyst - Employees at this level handle the more complex and/or
technically difficult problems within a specialty area; diagnose system failures to
isolate the source of problems between equipment, system software and
“application programs; analyze the impact of requested services through a variety of
methods appropriate to the speciaity, considering factors such as compatibility,
conversion, implementation of cost, or the impact on existing systems and
equipment; document alternatives and recommendation; and may provide
supervision to subordinate staff. :

Principal Systems Analyst - this is the highest level within the series. Positions at
this level have full oversight for major departmental or City-wide data processing
projects or serve as technical experts inn an area of specialization.

The duties and responsibilities assigned to the subject position have been reviewed
with the specific objective of identifying the position’s appropriate classification.
According to departmental management, in June of 1995 the Engineering
Department made a determination, as they switched from the implementation
phase tc an operations phase, to focus all responsibility for project completion and
systems control to the subject position. Responsibilities include: maintaining data
jayers, building and servicing applications, providing products, and finding creative
ways of making information available.
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These are the types of duties and responsibilities typically assigned to Senior
Systems Analysts. Employees assigned to the senior level are expected to use
judgment in determining the most appropriate methods and procedures to complete
projects; and to posses considerable knowledge of system design and deveiopment,
practices, concepts and methods appropriate to the specialty area (GIS).

Therefore, based on the above analysis, it is our recommendation that the subject
position be reclassified to the title of Senior Systems Analyst. This action should
become effective September 7, 1995, which is the date the PDQ was signed.



CITY OF SEATTLE
PERSONNEL
DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Department:
Classification Title:
Ordinance Title:

:
Position Number:

Bargaining Unit:

Classification Title:
Ordinance Title:
Legislation Required:

Remarks

Engineering

Senior Systemns Anaiyst
Senior Systems Analyst
022534

030 Current Salary: $23.18 -27.03 (Range:37.5A)

Principal Systems Analyst
Principal Systems Analyst
Yes Recommended Salary: $25.54 - 29.62 (Range:40.0A)

~ See next page for pertinent allocation information

= meee—s

incumbent:

Current Standing:

| Recommended Standing:

Senior Systems Analyst
Principal Systems Analyst

In recommended standing, incumbent status is:

Reguiar; Probationary: Temporary.
i § X 12.3100; { 12.3.200; [ 12.3.300.
Remarks:
Recommended: Team 2 f{ﬁ‘?\/ it Qf/ Classification Analyst(s)
Approved: John Pearson _ FY '. _ Classification Supervisor
Lidia Santieste an 41&‘ ’Classification/Compensation Director

Sarzh Welch P e Personnel Director
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This position was reviewed as a result of a request from the Engineering
Department. Position No. 022534 is located in the Information Systems Section.
This Unit is responsible for providing a wide range of Geographical Information
System (GIS} products and services 1o City, public and other governmental

agencies.

This review consisted of an analysis and evaluation of the subject position by @
teamn of Classification analysts (Gail Thompson, Barbara Martin and Trish Bourdeau)
which consisted of the following:

¢ the Position Description Questionnaire (PDQ} dated September 8, 1985;

¢ comparisons of class specifications in the Systemns Analyst class series;

¢ additional information submitted by the incumbent and immediate supervisor
reflecting the position’s duties and responsibilities;

¢ comparison to similar positions;

¢ review of the organization unit affecting the subject position;

¢ and related classification files.

Position History:

For a more complete iisting of the subject position’s responsibilities, see the
Position Description Questionnaire (PDQ}, dated and submitted for purposes of this
review.

m ATy

According to departmental management the essential purpose of the subject
position is to administer technical aspects of the City’'s and Engineering
Department’s primary GIS installation, including researching, selecting, procuring,
installing, testing new and existing technical solutions, and providing training and
support to staff.

Background:

Management states that the GIS System is a very large shared project, with
participants from all of the City's utilities and many governmental departments.
According to the Department, management and administration of this complicated
corporate hardware, software and communication network system requires the skill
tevel of a Principal Systems Analyst. -
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The incumbent assigned to this position is also required to research, seiect,
procure, test and install new and existing technical sclutions, and to train and
support staff in system maintenance and operation functions.  The subject
incumbent is continually called upen to take icadership and advisory roles to
support other GIS system administrators around the City, i.e., City Light, Water,
DCLU, Parks, OMP. Management also siates that an inequity has occurred in that
substantial changes in the subject position have required the current incumbent to
increase his skill level without an increase in compensation.

The subject position was created in the 1989 Budget as a Data Processing Systems
Analyst, and at that time it was responsible for the development, implementation
and support of the Geographic information System. The last review of the position
was in June 1992, and at that time it was reclassified to the title of Senior
Systems Analyst. Responsibilities were primarily for management of the Central
Geographic Database Parcel Conversion Project. |

The latest PDQ, dated September 8, 1995, indicates that the subject position is
responsible for ensuring that the GIS system provides products and services outside
the City, to other utilities, neighboring governments, private businesses, the public
and community groups. According to departmental management this process is
proving to be of substantial economic advantage to the department and the City.
Management further states that there is no logical way that these or similar duties
could be assigned to another staff member; this highly skilled technical position

requires a very developed and specialized set of skills.
Comparison

We found through our analysis that the scope and range of duties and
responsibilities assigned 1o the subject . position most closely resemble those
allocated to positions classified within the Systems Analyst class series. Therefore,
having determined that the Systems Analyst series is the most appropriate class
seies, what remains to be determined is the classification level.

The work of the Systems Analyst series is characterized as: system design,
development, implementation and maintenance activities related to data processing
systems. :

Work allocated to positions at the journey level (Systems Analyst) is characterized
as diagnosing and resolving system problems within a specialty area, such as
systems software, geograpnical information systems, networking operating
systerms or database. Employees allocated to this level are expected, using
technigues and methods of the specialty, to independently determine the most
appropriate methods and procedures for carrying out assignments. Projects and
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work assignments are monitored and reviewed to ensure work progress and use of
proper procedures.

Whereas, positions allocated to the sanior jevelf handle the more complex and or
technically difficult problems within a specialty area; diagnose system failures to
isolate the source of problems between equipment, system software and
application programs; analyze the impact of requested services through a variety of
methods appropriate to the speciaity, considering factors such as compatibility,
conversion, implementation and cost, of the impact on existing systems, and
equipment; document alternatives and recommendations, and serve over
subordinate staff. Employees at the senior level are expected to use judgment in
determining the most appropriate methods and procedures for completing
assignments; and for keeping the supervisor informed of project progress and
unusual problems.

Positions at the principal level (Principal Systems Analyst) oversee large, complex
projects with Department and/or City-wide impact; and serve as the highest level
technical expert. Incumbents in this class are expected to develop overall project
plans; to identify and resocive critical problems that may invoive major departure
from established practices and/or may require extensive technical knowledge; and
to use judgment to resolve technical problems and their related policy/procedural
issues.

The duties and responsibilities of the subject position were reviewed with the
specific objective of identifying the position’s appropriate classification. Review of
the duties and responsibilities indicate that it is relied upon to oversee large,
complex projects with Department and/or City-wide impact fensuring that GfS
system provide products and services outside the City, to other utilities,
neighboring governments, private businesses, the public and community groups);
and serves as the highest level technical expert fthis position is continually called
upon to take leadership and advisory roles to support other GIS system
administrators around the City, i.e., City Light, Water, DCLU, Parks, OMP).

Recommendation:

Therefore, based on the above review, we recommend that the subject position be
reclassified to the titie of Principal Systems Analyst. This action should become
effective September 8, 1998, the date the PDQ was signed.



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSBFICAT?GN QETERMENATSON REPORT
Date: August 29,1996 Report No. 85-870

Department: Engineering Department

Classification Title: Unclassified

Ordinance Title: Accounting Technician Hl-BU

Position Number: 508867

Bargaining Unit: . 035 - Current Salary: $14.87 - $16.78

{Salary Range 25.0B}

Classification Title: Accounting -*Te{:hfnician Supervisor

Ordinance Title: Accounting Technician Supemscr«BU
Legislation Required: Yes Recammended Salary: $18.15- $18.08

. , iSalary Range 27.0B)
Rec. Bargainingi}ﬂit: 035

Remarks: See next page for pertinent allocation information.

incumbent:

Current Standing: Accounting Technician Il
Recommended Standing: Accounting Technician Supervisor

in recommended standing, incumbent status is:

Regular; Probationary; Temporary.

[ ] 2.3.100; ‘ [ x] 2.3.200; {1 2.3.300.
Remarks:
Recommended: - Team 2, i ik “Yb S Classification Analysi{s}
Approved: John Pearson Classification Supervisor

Lidia Santiestebd \_% Ciassification/Compensation Director
Sarah Welch Personnel Director
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Position identification and Source of Request:

This grievance was received by the Office of the Appeals Examiner on

June 10, 1994. It is one of a group of grievances that has been designated for
arbitration by the Classification Project Appeals Examiner under the Memorandum
of Agreement reached between the City of Seattle, hereafter referred to as the City
and the International Federation of Professional and Technical Engineers, Local No.
17, hereafter referred to as the Union. The subject position’s incumbent is
employed in the Accounting Services Section of the Management Support Office of
the Enginsering Department. The Union alleges that the aggrieved employee has
been performing work at the level of an Accountant.

Position History:
See individual position record card included in the file for detailed historical data
concerning the position.

Scope of Review

This current review which was conducted by the Classification Project Appeals
Examiner inciuded analysis of the Position Description Questionnaire {(FDQ); the
class specifications for Accounting Technician Ili, Accounting Technician Supervisor
and Accountant: and additional documents submitted in support of the grievance
and appeal.

Summary of Work

The essential purpose of this position is to:

1. Prepare progress billing for the State, other governmental agencies, private
contractors, Metro agreements in accordance with agreements; and maintain
accounting records for review by Metro and State. )

2. Analyze and bill secured and unsecured agreements, Metro agreements, and
work authorizations to maximize reimbursements; set-up instruction folder and
progress billing file for each billing agreement; initiate and recommend
procedural changes; prepare contract accountability worksheets for Metro; and
review to determine ratic of expenditures to contract agreements.

3. Reconcile Accounts Receivable and Interfund Receivable accounts for both
Operating and General Fund each month to ensure accuracy of City’'s financial
reports; reconcile customers security agreements to be sure their guaranty
deposits will cover current billings.

4. Make appropriate corrections, entries and adjustments related to accounts
receivable revenues to ensure accuracy of reports; monitor and contrel accounts
receivable in the recording of financial transactions; monitor and release
guaranty deposits after completion of contracts. v

5. Calculate/determine Business & Occupational Tax; prepare tax worksheets and
initiate payments to the State in accordance with the regulations and guidelines
of the Department of Revenue; prepare journal entries for Sales Tax to set-up
fiability.
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Analysis: - ,
As noted in the Appeals Examiner’s Grievance Arbitration Summary and Award
(No. 81-031}, these duties exceed the records maintenance and support functions
of the Accounting Technician il class to which the aggrieved employee was
allocated: however they do not constitute the duties of a position that is fully
accountable for the institution of accounting controls. The work described involves
‘the performance of professional accounting functions, inclusive of the responsibility
for compliance and the initiation and implementation of procedural changes and
controls on a professional, rather than technical support level. This can he most
_apparent in the minimum qualifications for the grievant’s positions which, according
to the PDQ of records lists only “Some college level accounting” and "Two years
Accounts Receivable experience...” An empioyee meeting these requirements
would not be “capable of performing a range of professional accounting functions”
as is defined in the Accountant specification.

To qualify for the Accountant class, an employee is required to possess either a
Bachelor's Degree in Accounting, or an equivalent combination of education fraining
and experience. This need for higher level knowiedge of accounting practices,
methods, laws, rules, ordinances and regulations is also consistent with the
requirement that, in the professional class, & position may be held responsible for
ensuring compliance. White the Accounting Technician series also requires
knowledge of ordinances and regulations, this knowiedge is intended for application
within the context of records “maintenance” and technical support functions. The
grievant’s assigned duties do not demonstrate the range of professional accounting
functions that would gualify her for the Accountant class.

‘Neither; however, is the Accounting Technician il classification appropriate
because, at the AT-1il level, a position may only act in a lead capacity. The grievant
has full supervisory authority over two accounting technician positions. As such,
the Accounting Technician Supervisor provides an appropriate description of the
duties and responsibilities of the grievant’s position. The Class Summary for the
Accounting Technician Supervisor states that this class supervises subordinates
responsible for the performance of accounting functions and tasks associated with
the maintenance and updating of accounting and accounts records.

The Distinguishing Characteristics state that this class has full supervisory authority
over a group of subordinates engaged in the maintenance and preparation of
accounting records and accounts. The class is knowledgeable of and has the ability
to perform the full range of subordinates’ duties and responsibilities.
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Thus, with full supervisory responsibility, the grievant’s position exceeds the level
of work which may be performed by the Accounting Technician il as rendered in
the Project specifications. [t is possible that the grievant; because of her
supervisory work, would have been allocated to the Accounting Technician
Supervisor class in the Classification Project, however, the specification was not
completed at the cutset of the Project. Therefore, it was not available for use at _
that time. it's subsequent adoption with a 1/2/81 effective date qualified it for use
in the resolution of this grievance, and also for the allocation of this position in the
Classification Project, which did not occur because of this pending grievance. 1he
grievant’s claim to a higher classification is warranted, however, the grievant is not
performing the full range of professional functions typically associated with the
Accountant class. Therefore, the Accounting Technician Supervisor provides the
most appropriate classification for the grievant's position.

Recommendation: :

Therefore, based on the information contained in the Grievance File, the pertinent
sections of the collective bargaining agreernent between the City of Seattle and the
ILF.B.T.E., Local 17, the Memorandum of Agreement between the City and the
Union, and the Protocol and Procedures adopted for the Classification Project, itis
the determination of Classification Project Appeals Examiner that this grievance be
accepted and the aggrieved employee prevail in her grievance such that the subject
position is reclassified to the level of Accounting Technician Supervisor, effective
April 23, 1991 which is 10 working days prior to the date of filing, in accordance
with Article 8, Section 7 of the Collective Bargaining Agreement. :

it is further recommended that the reclassification of this position to Accounting
Technician Supervisor be made retroactive to January 2, 1991, so that this position
may be properly allocated and classified within the guidelines of the Classification
Project. -




CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSEF!CATEON DETERM%NATSGN REPGRT
Date: October 24,1896 :

. Report No 96-742

POSITION IDENTIFICATION

Department: Engineering Department

Classification Title: Civil Engineering Specialist, Assistant

Ordinance Title: Civil Enginsering Specialist, Assistant i

Position Number: Q08754

Bargaining Unit: C04 ’ Current Salary: $18.896 - $22.13

{Salary Range N/A}

Classification Title: ~  Civil Engineering Speéiaiisi' Assistant

Ordinance Title: Civil Engineering Speczaias‘t Senior

Legislation Required: Yes ' ﬁeccmmended Sa&ary $23. 90 $26.78
{Salary Range N/A)

Rec. Bargaining Unit: 032

Remarks: See next page for pertinent allocation information.

incumbent:

Current Standing: Civil Engineering Specialist, Assistant
Recommended Standing: Civil Engineering Specialist, Senior

in recommended standing, incumbent status is:

Regular; , Probationary; Temporary.

Ix1 2.3.100; { ] 2.3.200; [ 1 2.3.300.
i Remarks:
Recommended: Team 2 M*}‘/ Classification Analyst{s)
Approved: John Pearson Classification Supervisor

Lidia Santiesteban ifﬂ_ Classification/Compensation Director
Sarah Weich /M;Lﬁgu Personnel Director
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position identification and Source of Request:

This position was reviewed as a result of a request from Engineering Department
management. Position No. 008754 is located in the Transportation Services
Division, Channelization Unit. The Unit is responsible for responding to requests
from the public, the business community and other public sector agencies regarding
various permanent and temporary traffic control devices; and conducting traffic
operational analyses 1o determine appropriate placement of traffic control devices.
The subject position is responsible for supervising the work unit; and providing
technical expertise in the planning and design of major sraffic control revisions.

Position History: ‘
ges individual position record card included in the file for detailed historical data
concerning the position.

Scope of Review

The current review of this position consisted of an analysis and avaluation of the
subject position by a team of Classification Analysts {Gail Thompson,

Trish Bourdeau and Barbara Martin} which consisted of the following:

e the most recent position Description Questionnaire (PDQ} dated February 29,
1998 and supplemental position information

comparisons to the class specifications in the Civil Engineering Specialist series
comparisons 1o similarly comparable positions

review of the organizationai structure affecting the subject position

the position history card and position file

e @ & ©

gummary of Work ,

The essential purpose of the position is to supervise the staff of the Channelization
Unit which is responsible for researching and responding to requests for various
traffic control devices. This position provides technical expertise 10 subordinate
staff who plan and design major traffic control revisions; and manages the day-to-
day operations and maintenance of all traffic markings, including their revisions, as
well as restriping changes as required due 10 changes in traffic flows and volumes.

Analysis:

A review of the Position Description Questionnaire (PDQ), dated February 29, 1996
was conducted by the Ciassification Review Team. Su‘t\:sequent%y, a comparison of
the position’s duties to the class specifications for Civil Engineering Specialist series
at the Assistant, Associate and Senior levels resulted in the foliowing conclusions:

Positions classified as Civil Engineering Specialist, Assistant are primarily
responsible for performing entry-level technical civil engineering and construction
related activities including drafting; performing well-defined design work; reviewing
plans, specifications, and cost estimates. -



Positions classified as Civil Engineering Specialist, Associate are primarily
responsible for performing journey-level complex and difficuit technical civil
engineering and construction related activities. Positions in this class may lead
specialists or other support staff, or provide technical guidance to other technical
and professional personnel.

Pasitions classified as Civil Engineering Specialist, Senior supervise or perform the
most complex and difficult technical civil engineering and construction related -
activities. Positions in this class may supervise or lead subordinate technical or
professional personnel, provide guidance to other technical and professional
personnel, or serve as a technical expert in a civil engineering specialty area.

The subject position supervises a unit that develops solutions to complex traffic
congestion problems by reconfiguring the roadway to allow for the greatest traffic
capacity while maintaining necessary safety. Management claims that the tradeoff
between safety and mobility requires sound engineering judgment and complete
knowledge of existing traffic codes and traffic manuals governing this type of work.

Therefore, the result of this review concludes that the work being performed by the
subject position falls within the parameters of the Senior Civil Engineering Specialist
classification.

Recommendation:

Based on evaluation of the duties and responsibilities of Position No. 008754, the
appropriate allocation is Senior Civil Engineering Specialist, effective November 22,
1992, consistent with the date the incumbent and the department claim the full
range of duties of the subject position were being performed.



.CITY OF SEATTLE
Personnel Department

| CLASSIFICATION DETERMINATION REPORT
Date: December 22, 1995 : Report No. 94-185
POSITION IDENTIFICATION

Department: Engineering

Classification Title:  Accounting Technician II
Ordinance Title: | Accounting Technician [I-BU
Position Number: 008870

Bargaining Unit: 035 Current Salary: $13.00 - $14.55 (Range 22.0B)

Classification Title: Accounting Technician Supervisor

Ordinance Title: Accounting Technician Supervisor-BU

Legislation Required: Yes

Recommended Bargaining Unit: 035 Recommended Salary: $15.69 - $17.57 (Range 27.0B)
Remarks: (See next page for pertinent allocation information.) |

INCUMBENT STATUS

Incumbent:
Current Standing: Accounting Technician 11
Recommended Standing: Accounting Technician Supervisor
In recommended standing, incumbent status is:
(X) Regular; Probationary; Temporary (Exam Required)
Authority: Personnel Rule -

(X) 2.2.200 (A); 2.2.200 (B), 2.2.200 (C);

Remarks:
Approved: Barbara Manin&ﬂ/ Classification Analyst
John Pearson ())’ Classification Supervisor

Lidia_Santiesteban'—~" . Classification/Compensation Director

_Sarah Welch M > Personnel Director




|

 Pertinent Allocation Factors, Report-No. 94-185
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Position Identification and Seurce of Request:

osition No.0D8870 is being reviewed at the request of the incumbent and Engineering Department
Management. This position was created as a Clerk IV by Ordinance 82965 on 4/15/54; retitled to Accounting
Technician by Ordinance 100072 on 6/30/71; and retitled to Accounting Technician II by Ordinance 105798
on 9/1/75. The last time this position was reviewed was during the Citywide Classification Project where the
Accounting Technician II title was maintained. .

Scope of Review:

Review of the position included analysis of the Position Description Questionnaire (PDQ) submitted with this
request and dated 4/15/94; class specifications for the Accounting Support series; position history card and
other information internally available; review of the affected organizational structure; and comparisons (o
similar positions.

Summary of Work:

Position No. 008870 is located in the Resource Management/Accounting Section of the Transportation
Division of SED. The purpose of the work unit is to process all personnel payroll transactions and monitor
all phases of payroll coding which includes processing and monitoring all labor cost changes, transferring
payroll costs, balancing and reconciling all payroll costs. The subject position reports to the Principal
gccopnmnt of the section and is responsible for supervising the Division’s payroll and cost accounting
nctions. ‘

The primary duties of this position as outlined in the PDQ submitted for this review include:

o Supervises and directs the work of accounting support staff responsible for cost accounting
and payroll production activities which includes: monitoring and evaluating work
products and performance; developing work schedules; authorizing vacation and other
time off; resolving personnel conflicts and work problems; interpreting labor contracts,
department rules and procedures to management and staff; providing training to staff
-on new and revised payroll accounting procedures.

o Responds to employee complaints related to payroll and benefits; researches complex
and problem accounts; provides alternatives and/or solutions.

o Interprets and applies various bargaining unit contracts for payroll purposes to ensure
Department compliance; coordinates with union personnel and representatives to resolve
discrepancies or answer guestions regarding application of contracts and takes corrective
action, as necessary.

o Analyzes, computes and distributes work to subordinates related to cost of living
increases mandated by union contracts, retroactive adjustments resulting from classification
actions, new ordinances; or any other pay adjustments needed o accurately pay employees.

o Sets-up and maintains accounts related to union dues, direct deposits, and other consolidated
deductions; performs distribution of expenses for the Division’s municipal interns, temporary
and work study employees for cost accounting purposes; reconciles and balances corresponding
accounts.

Analysis:

The appropriate class specifications for purposes of this review are specifications #4000004, #4000005 &

‘4000007 - Accounting Technician I, Accounting Technician III and Accounting Technician Supervisor.
Review of the requested Accounting Technician Supervisor title confirmed that positions allocated to that title
supervise subordinates responsible for the performance of accounting functions and tasks associated with the
maintenance and updating of accounting and accounts records; and monitor the work and performance of
subordinates to ensure the accurate and timely processing of work according to established accounting methods
ang Brocedures .
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In comparison to the requested title, review of the class specification for Accounting Technician Il verified
“at positions allocated to that title typically serve as a lead worker over Accounting Technician positions
agaged in the maintenance and preparation of accounting records and files and performs all accounting

records maintenance operations and procedures pertaining to a complex set of accounts or accounting records.

And, in comparison to the requested title, review of the class specification for Accounting Technician II (the
subject position’s current title} verified that positions allocated to that title, under minimal guidance, perform
multiple complex and responsible accounting support tasks, solving special problems, making reliable
decisions, independently researching and analyzing facts, and presenting findings upon which important or
costly decisions could be made.

Therefore, with full supervisory responsibility, the work of this position exceeds the level of work which may
be performed by the Accounting Technician If and Accounting Technician I positions as rendered in the class
specifications. The Accounting Technician Supervisor fitle, however, provides the most appropriate
classification for the subject position. Furthermore, the class has full supervisory authority over a group of
subordinates engaged in the maintenance and preparation of accounting records and accounts; is
knowledgeable of; and has the ability to perform the full ra \ge of subordinates’ duties and responsibilities.
Whereas, the Accounting Technician III class is imappropriate because positions at this level may only act
in a lead capacity.

For purposes of this review the duties of this position were compared to other positions located in the
Resource Management/Accounting Section of the Transportation Division with similar duties and
“responsibilities. ’

Position No. 008867 and Position No. 008869 are Accounting Technician Supervisor positions which are
located in the subject position’s organizational unit. Both of these positions have duties and responsibilities
that are sirnilar and comparable to the subject position. Positionn No. 008867 supervises employees that have
“esponsibility for the Division’s Operating and General Fund billing system (Accounts Receivable), as well
s, preparation of the Business & Occupational Tax to the Department of Revenue. While, Position No.
008869 supervises employees responsible for the Division’s Accounts Payable function. Therefore, in order
to maintain parity between the subject position and other similarly comparable positions within the Resource
Management/Accounting Section of the Transportation Division, this position should be allocated to the
Accounting Technician Supervisor classification.

Recommendation:

Based on evaluation of the duties and responsibilities of this position, the appropriate allocation is Accounting
Technician Supervisor, with a corresponding ordinance title. This action should be effective March 10, 1993,
to coincide with the date the incumbent and Engineering Department management claim that the incumbent
began performing the full range of duties of the subject position.



© CITY OF SEATTLE
Personnel Department

CLASSIFICATION DETERMINATION REPORT
Date: December 18, 1993 : _ Report No. 94-507

Department: Engineering

Classification Title:  Accounting Technician II

Ordinance Title: Accounting Technician H—BG

Position Number: 007726

Bargaining Unit: 035 Current Salary: $13.00 - $14.55 (Range 22.0B)

Classification Title: ccounting Technician I
Ordinance Title: Accounting Technician IH-BU

Legislation Required: Yes

Recommended Bargaining Unit: 035 ' Recommended Salary: $14.55 - $16.31 (Range 25.0B)
Remarks: (See next page for pertinent allocation information.)

INCUMBENT STATUS

Incumbent:

Current Standing: Accounting Technician I

Recommended Standing: Accounting Technician 11
In recommended standing, incumbent status is:
{X) Regular; Probationary, Temporary (Exam Required)
Authority: Personnel Rule -
(X} 2.2.200 (A); 2.2.200 (B), . 2.2.200 (C},

Remarks:

Approved: Classification Analyst

John Pearson Classification Supervisor

idia Santiesteba Classification/Compensation Director

%‘/
Sarah Welch %7 fb Personnel Director
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Position Identification and Source of Request:

Jhis position is located in the Solid Waste Utitity (SWU) Division of the Engineering Department and was
reviewed at the request of the incumbent and Department management. This request for classification review
is based on changes which have impacted this position as a result of a department-wide reorganization during
1993-1994. This position was created as a Clerk II during the 1957 Budget. Since that time it has undergone
several classification actions including: Clerk III by Ordinance 87039, effective 4/1/58; Senior Clerk by
Ordinance 100,072, effective 6/30/71; and Accounting Technician II by Ordinance 105798, effective 9/10/76.
The last time it was reviewed was during the City-wide Classification Project where the Accounting
Technician II title was maintained.

Scope of Review:

This current review consisted of the Position Description Questionnaire provided with this request, and dated
September 22, 1994 class specifications within the Accounting Support series (includes Accounting Technician
11 and I11); comparisons to other similar positions; charts of the affected organization; a position history record

of the subject position and other information internally available.

Summary of Work:

This position is located in the Financial Planning & Accounting Section of the Solid Waste Utility which is
primarily responsible for providing the Utility with accounting services, processing of employee payroll, and
maintenance of payroli records. The subject position leads the payroll processing process which consists of
payroll processing and maintenance of the payroll records and system.

Analysis:

The class specification for Accounting Technician I describes positions that perform the full range of
accounting records maintenance activities of an assigned accounting area or set of records, where the duties
involve performing all operations and established methods independently according to departmental

procedures. Typical tasks include posting accounts receivable or accounts payable, reconciling ledger ‘
transactions and discrepancies. '

The class specification for Accounting Technician 11T describes positions that serve as lead worker over
Accounting Technician positions engaged in the maintenance and preparation of accounting records and files
and perform records maintenance operations and procedures pertaining to a complex set of accounts or
accounting records. Typical tasks include leading in the preparation of payroll records and documents,
coordinating and leading in the maintenance of control records, files and accounts.

The work of this position, as described by the incumbent and supervisor, is more complex than those
contemplated by the Accounting Technician 1 classification. In particular, as a result of the Department’s
re-organization during 1993-1994, this position has changed and now has responsibility for the following:
ieading the payroll clerks (Accounting Technician and Administrative Specialist positions) at three field
offices, as well as, employees and supervisors in the central offices in payroll processing activities;
coordinating payroll system maintenance activities; generating reports including payroil fund, vouchers and
industrial insurance disability reports; and providing payrolt system interpretations and answers to questions
regarding concerns about payroll records, pay scales and distribution formulas, etc. :

This position was compared to Position No. 007686 which is also located in the Financial and Accounting
Section of the Division. This position was reclassified from Accounting Technician II to Accounting
Technician 11 during the 1990 Budget process based on its responsibility for leading office staff in SWU’s
Field Operations Office, coordinating payroll functions, and processing expense records.
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Recommendation:

after reviewing the information submitted with this request, we find that the duties are sufficiently complex
to extend beyond the Accounting Technician II level. The information submitted with this request indicates
that the incummbent is responsible for leading the work of accounting technicians and administrative specialists;
and based on the complexity of the work performed by the incumbent, the level of judgment required to
perform the work, and comparison to 2 similar position within this position’s work unit, we believe the
appropriate classification is Accounting Technician [Ii. Therefore, we recommend that the subject position
be reallocated to Accounting Technician III with a corresponding ordinance title, effective September 22,
%}%?é, which is consistent with the date the incumbent and Engineering Department management signed the



. CITY OF SEATTLE
Personnel Department

CLASSIFICATION DETERMINATION REPORT
Date: Decemoer 20, 1995 Report No. 94-504/505
POSITION IDENTIFICATION

Department: Engineering

Classification Title:  Accounting Technician I

Ordinance Title: Accounting Tech:ﬁéian I-BU

Position Number: 008866 & 015676 (2 positions)

Bargaining Unit: 035 Current Salary: $13.00 - $14.55 (Range 22.0B)
RECOMMENDED ACTION

Classification Title: Accounting Technician I
Ordinance Title: Accounting Technician [II-BU

Legislation Required: Yes

Recommended Bargaining Unit: 035 Recommended Salary: $14.55 - $16.31 (Range 25.0B)

“emarks: (See next page for pertinent allocation information.}

Incumbent: (#008866)
: (#19076)

Current Standing: Accounting Technician II
Recommended Standing: Accounting Technician I
In recommended standing, incumbent status is:
(X) Regular; Probationary, Temporary (Exam Reguired)

Authority: Personne! Rule -

{X) 2.2.200 (A); 2.2.200 (B), 2.2.200 (C);
Remarks: |
Approved:  __Barb G - Classification Analyst

John Pearson (7 . Classification Supervisor

Lidia Santieszeban:\;é *L\?—“’CiassiﬁcationjCompensation Director
Sarah Welch 44/\ F &@Persomei Director
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‘gsition Identification and Source of Request:

These positions are located in the Drainage and Wastewater Utility (DWU) Division of the Engineering
Department and were reviewed at the request of the incumbents and Department management. The request
for a classification review of these positions is based on changes which have occurred as a result of a

department-wide reorganization during 1993-1994.

Position No. 008866 was created as a Clerk IV during the 1969 Budget; Ordinance No. 100,072 retitled it to
Accounting Technician, effective 6/30/71; and Ordinance No. 105798 retitled it to Accounting Technician
11. effective 9/10/76. The last time it was reviewed for classification purposes was during the Citywide
Classification Project where the Accounting Technician 11 title was maintained.

Position No. 019176 was created as an Office Assistant asgd. Accounting Technician I by RFC-E137,
effective 8/24/81; and Ordinance No. 114724 retitled it to Accounting Technician II, effective 3/27/87. The

last time it was reviewed for classification purposes was during the Citywide Classification Project where the
Accounting Technician II title was maintained.

Scope of Review:

This current review of these positions consisted of the Position Description Questionnaires provided with this -
request; class specifications within the Accounting Support series (includes Accounting Technician I and III);
comparisons to other similar positions; current and proposed charts of the affected organization; position
history records of the subject positions; and other information internally available.

Summary of Work:

soth positions are located in the Finance and Customer Service Unit and report directly to the Senior Finance
Analyst of Fiscal Control. The work unit is primarily responsible for providing DWU with essential
accounting services including: accounts payable, accounts receivable and payroll.

As a result of the Engineering Department’s reorganization of financial functions in 1993, the Drainage &
Wastewater Utility acquired *he responsibility and the accountability for all its accounting functions. This
resulted in more complex and comprehensive work responsibility for these positions. The work performed
by these positions was previously performed by five individuals at different levels.

The purpose of Position No. 008866, as it is currently structured, is to lead the Division’s accounts payable
function within DWU. Specifically, this position is responsible for coordinating the Utility’s accounts payable
which includes payments of purchase order contracts, blanket contracts, direct vouchers and exceptions,
emergency invoices, consultant contracts, subscriptions, membership dues, and travel and training expenses.
In addition, this position reconciles reports, researches and resolves billing inquiries, implements new and
revised accounting procedures as they arise and acts as a back up in the performance of payroli duties.

The purpose of Position No. 019676, as it is currently structured, is to lead the payroli processing function
within DWU. Specifically, this position is responsible for auditing biweekly time reports and analyzing time
cards for accuracy; reconciling payroll batches to SFMS reports; maintaining confidential employee personnel
records: training backup and temporary employees on payroll functions; preparing and processing general
ledger journal entries for interfund payments and cost distributions; analyzing and redistributing charges to
reconcile clearing orgs and accounts; analyzing, monitoring, invoicing and reconciling monthiy bills and
guarterly contracts; reconciling daily cash receipts; and writing procedures for payroli processing; and billing
customers on Special Sewer Connection Contracts and miscellaneous sewer/drainage services; and billing
other departments for sewer or drainage services.
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Analysis:

_ne class specification for Accounting Technician II describes positions that perform the full range of
gccounting records maintenance gctwities of an a:SSIgned accounting area or set of records, where the duties
involve performing all operations and established methods independently according to departmental

procedures. Typical tasks include posting accounts receivable or accounts payable, reconciling ledger
transactions and discrepancies.

The class specification for Accounting Technician III describes positions that serve as lead worker over
Accounting Technician positions engaged in the maintenance and preparation of accounting records and files
and performing records maintenance operations and procedures pertaining to a complex set of accounts or
accounting records. Typical tasks include leading 1n the preparation of payroll records and documents,
coordinating and leading in the maintenance of control records, files and accounts. '

These positions were compared to positions in the Financia: and Accounting Sections of the Solid Waste
Utility that have responsibility for Accounts Payable, Accounts Receivable and Payroll functions. Those
positions were reclassified from Accounting Technician 1! to Accounting Technician III based on their
responsibility for coordinating or leading lower level staff to assure that certain accounts and record-keeping
functions are carried-out in accordance with established policies and procedures. Our analysis found
similarities and commonalities amongst all positions enough to warrant reclassification of the subject positions
to a higher level.

Recommendation:

After reviewing the information submitted with these requests, we find that the duties of the subject positions
are sufficiently complex to extend beyond the Accounting T echnician II level. The information submitted with
“ese requests indicates that the incumbents have responsibility for coordinating and leading certain accounts
.xd record-keeping functions; and based on the complexity of the work performed by the incumbents, the level
of judgement required to perform the work, and comparison to similar positions within the Engineering
Department, we believe the appropriate classification should be Accounting Technician III. Therefore, we
recommend that Position No. 019676 and Position No. 008866 be allocated to Accounting Technician I with -
a corresponding Ordinance Title, effective 6/22/94, which is consistent with the date the incumbents and
Engineering Department management signed the PDQ, and the date the full range of duties were being
performed by both incumbents.



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

[Date:  November 18, 1996 _ Report No.  96-888
POSITION IDENTIFICATION -

Depariment: Engineering

Classification Title: Administrative Specialist If

Ordinance Title: Administrative Specialist I - BU

Position Number: 007715

Bargaining Unit: 035 Current Salary: $13.65 - 15.26 (Range: 22.5B)

RECOMMENDED ACTION
Classification Title: Administrative Specialist I
Ordinance Title: Administrative Specialist II- BU

Legislation Required: Yes

Bargaining Unit: : 035 Recommended Salary: $14.67 - 16.45 (Range: 24.5B )
Remarks See next page for pertinent allocation information
INCUMBENT STATUS

| Incumbent: S
Current Standing: Administrative Specialist I

Recommended Standing:  Administrative Specialist IIl- BU

In recommended standing, incumbent status is:

Regular; Probationary: | Temporary

(X} 2.3100; [ 12.3.200; [ ]12.3.300
Authority: Standing per Article 9, Section 6b of Local 17 Bargaining Agreement
Remarks:

-
Recommended: Team?2 . Classification Analyst(S)
Approved: John Pearson W Classification Supervisor
T 27
Lidia Santiesteban lassification/Compensation Director

Sarah Welch mlﬁg&' Personnel Director
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Position ldentification and Source of Reguest:

This position was reviewed as a resuit of a Departmentar request. Position No.
007715 is located in the Engineering Records Vault Unit of Engineering Services
Division within the Engineering Department. The Vault is the primary access point
for retrieving and interpreting historical improvements within the City streets. This
Unit is responsible for recording, filing, storing microfilms, and retrieving
engineering records, primarily for Engineering Services.

Scope of Review:

This review consisted of an analysis and evaluation of the subject position by a
team of Classification analysts (Gail Thompson. Barbara Martin and Trish Bourdeau)
which consisted of the following:

¢ the Position Description Questionnaire (PDQ) dated August 24, 1995;

¢ comparisons of class specifications in the Administrative Support and
Engineering Aide classes;

¢ additional information submitted by the incumbent and immediate supervisor

reflecting the position’s duties and responsibilities;

comparison to similar positions;

review of the organization unit affecting the subject posttion;

and related classification files.

® & @

NOTE: For a more complete listing of the subject pusition’s responsibilities, see the
Position Description Questionnaire (PDQ), dated and submitted for purposes
of this review. '

Analysis:

The essential purpose of this position is to provide day to day leadership to
subordinate staff. The primary duties inciude:

20% Directing, and reviewing the work of subordinate employees, including
prioritizing and delegating daily activities, conducting training, signing
timecards and writing performance evaluations.

20% Receiving, retrieving, re-filing and updating a wide variety of records and
information, including censtruction plans, inspectors’ books, and survey
field books: and improving existing and further storage arrangements.
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159% Performing data entry and database management operations to ensure that
the manual Vault Plan index is maintained and updated.

159% Overseeing all reprographic services, including coordinating ordering and
invoicing with outside vendors, operating and maintaining the Vault's
engineering copier and diazo printer, ensuring that all accounting charges are
documented and submitted for proper reimbursement.

10% Producing bi-weekly reports, coordinating, ordering and tracking the
rechnical drafting and plotter supplies; oreparing purchase requisitions for
four annual contracts: participating in the budget process by preparing
background information, setting oerfor-iance goals and creating work plans.

Comparisons

Engineering Aide positions provide support tasks within an engineering office, field
operation or laboratory. Tasks include drafting (performing elementary drafiing in the
preparation and revision of architectural, civil, electrical or mechanical engineering sketches, charts.
diagrams, graphs. layouts, maps), performing engineering computations (for reducing and
plotting field notes and determining distances, angles, areas and volumes), surveying traffic
(conducting field studies and observations to determine traffic flow patterns; planning, programming,
installing and maintaining raffic control equipment and facilities), and maintaining and updating
engineering records (reviewing chain of title owners, property description plots and records;
drafting descriptions: assisting in compiling necessary property lists: preparing properly descriptions..
ordinances. assessment rolls. condemnations, vacates, right-of-way and property acquisitions). This is
a single level class.

Administrative Support positions perform a variety of cierical support tasks, or
specialized tasks to support a specific function or program.' This class consists of five
levels and they are distinguished from one another by their respective degrees of
difficuity, responsibility, accuracy required and the types and nature of contacts.
The work is described in this manner: '

Office Assistant: Positions aliocated to this class perform basic office support tasks,
by following detailed guidelines, procedures and specific instructions. Tasks
assigned at this level have built in checks and balances or are reviewed closely for
accuracy and completeness. Contacts are primarily with intra-departmental
employees to exchange of clarify information.

Administrative Support Assistant: Positions allocated to this class are characterized
as being responsible for multiple routine tasks or a single specialized task in suppaort of a
program activity. Work at +his level involves use of limited judgment in handling
assigned tasks, with close review and correction of non-routing assignments.
Contacts are within the department and with the public on routine matters.
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Administrative Specialist I: Positions allocated to this ciass are distinguished by the
performance of several specialized activities in support of a program. The work is
performed within established procedures, however, incumbents select the most
appropriate procedures for completion of assigned tasks. Incumbents are expected
to understand the work processes, procedures and regulations of the assigned
program area, and may assign and review the work of lower level employees.
Contacts are primarily with other departments, outside agencies or the public for
obtaining factual information, explaining office policies and responding to routine
comptaints.

Administrative Specialist ll: Positions allocated to this class perform the fulf range
of administrative support functions for high level management or specialized tasks in
support of a special function or progran. Work at this levei requires advanced
knowledge of general office practices and procedures and requires comprehensive
knowiedge of departmental or program policies and procedures. Assignments are
completed independently with minimal guidance and some work assignments
require handling complicated tasks where the cost of correcting errors would be
substantial in either time or money. The work requires solving special problems and
making reliable decisions, and only sensitive issues and problems are referred to
management. Contacts are with intra- and inter-departmental staff, the public,
customers, firms and organizations doing business with the City for planning and
coordinating work activities, resoclving problems and providing information on
department or program activities.

Administrative Specialist ili:  Positions allocated to this class perform highly
complex and diverse specialized program support activities, or supervise a group of
empioyees engaged ‘n administrative or specialized support activities. The work of
this class requires a thorough knowledge of general office practices and procedures,
specialized office equipment and/or specialized knowledge of policies, procedures
and practices applicable to the assigned program area. Incumbents are expected to
have a detailed working knowiedge of highly complex procedures and regulations
such as fegally perceived contract or program provisions, codes and ordinances.
Contacts are primarily with intra- and inter-departmental staff and the public, and
may involve making substantial adjustments or influencing important agreements of
situations impacting department policy.

Administrative Support Supervisor: Positions allocated to this class plan, organize,
assign and evaluate the work of clerical support staff; complete special projects;

and may provide administrative support duties to higher level management. The
work requires knowiedge of pertinent programs and projects and a wide range of
concepts, principles and experience in applying assigned tasks, and correction of
non-routine work. Contacts are within the department and with the public on
routine matters. :
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Comparison

The duties and responsibilities assigned to the subject position have been reviewed
with the specific objective of identifying its appropriate classification. We find that
the work assigned to the Administrative Specialist ill class differs from that
assigned to the Administrative Support Supervisor class in that the predominant
work activity of the latter is supervision.

Congclusion

We found through our review that the subject position is relied upon to perform
diverse specialized program support activities and provide supervision to a group of
employees engaged in administrative and specialized support activities. It is ciear from
this review that supervision is not the predominant work activity of this position;
and that the duties are consistent with those assigned to other Administrative
Specialist lil positions throughout the City.

Recommendation;

Therefore, finding no justification for allocating the subject position to the class of
Engineering Aide, nor for creating a new class title or satary, we recommend the
following:

1) that the subject position remain within the Administrative Support class
series; -

2} that the subject position be aliocated to the classificauon title of
Administrative Speciatist lii; :

3} that this action should become effective August 24, 1995, the daie the
incumbent signed the PDQ.
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CITY OF SEATTLE
Personnel Department

CLASSIFICATION DETERMINATION REPORT
Date: August 19, 1996 - Report No.: 96-854

Department: Executive Department - Office of Egonomic Development

Classification Title: Development Finance Specialist, Senior

Ordinance Title: Development Finance Specialist, Senior

Position Number: 024524

Bargaining Unit: GBO Current Salary: $22.30 - $26.04  (Range 36.5A)
Remarks: o

[
Classifécation Title:  Accounting Technician I
Ordinaﬁce Title: Accounting Technician i
Legislation Required: Yes ‘ Recommended Salary: $13.65-15.26 (Range 22.538)

Recommended Bargaining Unit: 030

Remarks: (See next page for pertinent allocation information)

Incumbent:

Current Standing: Development Finance Specialist, Senior
Recommended Standing: Accounting Technician II

In recommended standing, incumbent status is: NA
() Regular; { } Probationary; { } Temporary (Exam Required)

Auth@rity: Personnel Ruie -

{}2.3.100 { ) 2.3.200 { )2.3.300
Remarks:
- .
APPROVED: Carla Coward Senior Classification Analyst

Classification Supervisor

Lidia Santiesteban % Classification/Compensation Director

S AL .
Sarah Welch” ¢/ i Personne! Director
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SOURCE OF REQUEST/POSITION IDENTIFICATION

Position #024524 was reviewed as a result of a request filed by the Office of Economic Development (OED).
For the last several years OMP has shared an Accounting Technician I with OED. This arrangement will be
discontinued for 1997 and beyond. In 1997 and 1998 there will be a large increase in both grants administered
and professional staffing levels. Consequently the financial activities in OED will increase, requiring a fuil
time Accounting Technician. Although OED was able to fill a vacant professional level position with a person
who had the necessary experience to complete many of the duties of the part-time Development Finance
Specialist, Senior, the workload of this professional position does not allow for the incumbent to take on the
administrative accounting functions that were originally assigned to it.

This position will support the financial unit within OED. OED’s financial activity occurs in three separate
funds. The first is the general operating fund. The second are the grant funds. The third are the loan
programs. In 1997 OED will also be responsible for the financial monitoring of film fee revenue and
disbursement to City departments.

Review of this position included analysis of the foilowing:

8
]
@
@

Position Description Questionnaire (PDQ) submitted for the purposes of this review
Class Specifications 2004505, 4000004 and 4000005

Organizational Chart

and other records available internally

The essential purpose of this position is to serve as sole support to the Finance Analyst who oversees and has
overall responsibility for the budget and accounting operations within OED. The incumbent in this position
will be responsible for entering data into the SMFS/HRIS payroll systems; creating and maintaining
encumbrance records and balances; auditing invoices and TEA request; and preparing contractor invoices for
payment.

NOTE: For a more complete listing of this position’s responsibilities, see the Position Description
Questionnaire(PDQ), dated July 17, 1996 submitted for the purposes of this review.

ANALYSIS

We compared the work of this position to the Development Finance Specialist, Senior, Accounting Technician
I and HI. _

The duties of incumbents in the Development Finance Specialist, Senior class coordinate the processing of
complex public and private loans for local economic development, commercial or housing development
projects. Assume lead responsibility in specialized housing, economicC or business development programs.

The duties of incumbents in Accounting Technician II class perform the full range of accounting records
maintenance activities of an assigned accounting area or set of records. Duties involve performing ail
operations and established methods independently according to departmental procedures.

The duties of incumbents in an accounting Technician II class serve as lead worker over Accounting
Technician positions engaged in the maintenance and preparation of accounting records maintenance
operations and procedures pertaining to a complex set of accounts or accounting records.



The best match is the Accounting Technician II cigss:'."fhis position will not be a lead worker, but will be
performing a full range of account maintenance activities for OED.

Recommend position #024524 be reclassed from a part-time Development Finance Specialist, Senior to a full-
time Accounting Technician II, effective the date the PDQ was signed, July 17, 1996.



CITY OF SBEATTLE PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION

Date: August 21, 1996 | Report No. 96-860
POSITION IDENTIFICATION

Department: ?inance

Classification Tiﬁe: Senior Accountant

Ordinance Title: Senior Accountant

Position Number: 016667

Bargaining Unit: 030 Current Salary: $18.80 - $21.12 (Range 31.0B)

Ciassification_ Title: Senior Management Systems Analyst
Ordinance Title: - Senior Management Systems Analyst
Legislation Required: Yes Recommended Salary: $23.18 - $27.03 (Range 37 5A)

Recommended Bargaining Unit: 030

Remarks:

Incumbent:
Current Standing: Senior Accountant
Recommended Standing: Senior Management Systems Analyst

In recommended standing, incumbent status is:
Regular; Probationary; X Temporary (Exam Required)

Authority: Personnel Rule -

2.3.100; - 2.3.200; X 2.3.300

Remarks:

Approved: fimmy Woo ( E){ § Senior Personnel Analyst
Jobn Pearson 21 upervising Personnel Analyst
Lidia Santiest lassification/Compensation Director

bu
Sarah Welc}{z"" P Personnel Director
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The position was reviewed at the request of the Department of Finance. The position is in the Accounting
Services Division. This division provides financial information to all the customers of the Accounting
Services Division, to support City departments’ accounting and payroll operations, and to safeguard the City’s
financial assets.

Review of this position included analysis of the following:

o Position description Questionnaire (PDQ) submitted for the purposes of this review;

s Class Specification 2350004/Management Systems Analyst and - 2350005/Senior
Management Systems Analyst;

. Organizational Chart;

® Desk audits with the incumbent and the immediate supervisor;

3 ' Comparison with potentially comparable pasitioﬁs within the City;

¢ and other records available internally. |

The essential purpose of this position is to review, develop and implement systems and procedures aimed at
increasing productivity and efficiency. The position maintains an effective technological process and efficient’
method of publishing the City’s Annual Financial Report (CAFR).

NOTE: For a more thorough listing of the subject position’s vesponsibilities, see the Position Description
Ouestionnaire (PDQ), dated September 18, 1995 submitted for the purposes of this review.

Class specifications for Management Systems Analyst and Senior Managemment Systems Analyst were selected
as appropriate for review of the subject position, since the primary duties and responsibilities expected of the
position are typically performed by positions allocated to this series. .

Positions allocated to the class of Management Systems Analyst provide advice and service to management
on specific operational and administrative processing and reporting systems by analyzing data gathered,
developing information and considering all available solutions and alternatives; and by preparing
recommendations to implement new systems, procedures or organization changes. At the Senior Management
Systems Analyst level, positions perform the more difficalt assignments, serve as leadworkers, function as

departmental technical experts, and supervise departmental workload and planning programs.

‘The subject position: reviews, develops and implements systems and procedures aimed at increasing
productivity and efficiency; provides financial expertise for fund accounting and analysis related to the Seattle
Financial Management System (SFMS) and financial systems; evaluates effectiveness of management controls
and procedures; acts as project manager forrulating, recommending and initiating solutions for effective
methods of improving work, both from a technological and procedural standpoint; applies newest reporting
tool to extract information from the mainframe with the objective of making end user tools available to the
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city in order to have user friendly reporting mechanisms.

Qur review did not find adequate justification for reclassifying the position to the requested Senior
Management Systems Analyst level. Although the employee does list project management, the audit and
review did not see it as the position’s predominant work activity. Review of the organizational charts also
verified that the Department has a Systems Services Division which provides technical support and
maintenance of SFMS and intra-departmental personal computer and local area network support. Further
perusal of the PDQ showed that per the response to resolution charting 26813, the employee has been
given/taken on more responsibilities. Continuous technological changes and the increasing availability of new
software that complement and support SFMS have expanded the employee’s job to include: :

® Testing and implementing new software.

® Participating in the department’s technical committee.

s Reviewing and enhancing subsystems that feed transactions to SFMS.

s Coordinating DP projects that involve the Systems Services Division, and the flow of

information and accounting transactions handled by the Accounting Services, and the
Treasury Divisions of the Department of Finance.

® - Maintaining an efficient technological platform for CAFR publication.
s Continuing responsibiiity for fund accounting and data management work on various
city funds.

These aspects of the subject position’s duties and responsibilities are typically performed by positions
classified as Management Systems Analyst and therefore, warrant the same recognition as a Management
Systems Analyst.

Recommend position #010667 be reclassified to Management Systems Analyst, effective September 18, 1995,
which is the date the PDQ was signed by the incumbent and immediate supervisor.

The Finance Department appealed the Management Systems Analyst classification recommendation of Report
No. 96-668. An appeals hearing was conducted with the Finance Department on August 16, 1996 whereby
additional information, consisting of a new PDQ and memorandum from the Finance Director, was provided
to support a Senior Management Systems Analyst classification for the subject position. This additional
information (see position file) details the subject position’s role in coordinating teams and projects involved
with City-wide systems, it’s assumption of senior level projects from former staff and increasing involvement
in senior level projects during previous and current department reorganizations. The type of projects assigned
to the subject position have also been identified as those typically assigned to senior amalysts by the
department’s Systems Director.

Based upon this additional body of information, the Classification Appeals Panel concludes that a revision in
allocation from Management Systems Analyst to Senior Management Systems Analyst is warranted for this

position.



CITY OF SEATTLE ' PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION

August 7, 1886 Report #96-705

Department: Housing and Human Services

Classification Title: Senior Management Systems Analyst

Ordinance Title: Senior Management Systems Analyst

Position Number: 022083

Bargaining Unit: 030 Current Salary: $23.18 - 27.03 {Range: 37.5A}

Classification Title: Principal Systems Analyst

Ordinance Title: Principal Systems Analyst

Legisiation Required: Yes

Bargaining Unit: 030 Recommended Salary: $ 25.54 - 29.62 {Range: 40.0A}
Remarks: See next page for pertinent allocation information

Incumbent:

Current Standing: Senior Management Systems Analyst
Recommended Standing.  Principal Systems Analyst

in recommended étanding, incumbent status is: .
ix] Reguiar : ' { ] Probationary {1 Temporary (Exam Required)

Authority: Personnel Rule -

[12.3100 ix] 2.3.200 (1 2.3.300
Remarks:
Recommended by: Gail Thompson Classification/Compensation Anailyst

Approved by: X ‘47&
John Pearson %%‘» assification/Compensation Supervisor

[ 0'<
_Lidia S‘;amtiesttzabaﬁh %iassiﬁcation/Compensation Director
iy,

Sarah Welch Personnel Director
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This position was reviewed as a result of a departmental request. The subject
position is located within the Program Support Division of the information Systems
Section within the FEnginesring Department. This Division is responsible for
managing the design, development, implementation and maintenance of the
Department’s information processing and reporting systems and information
technology applications.

This review consisted of an analysis of the Position Description Questionnaire dated
January 2, 1996; comparative review of class specifications within the series of
Systerns Analyst and Management Systems Analyst; and charts showing the
organizational structure of the assigned work unit.

According to management the subject position is essentially responsible for
planning, developing and implementing innovative operational systems and controls,
including development of an internal Human Resource information System, an
Energy Conservation Management System, an automated budget system and a new
accounts receivable system.

it is departmental management’s belief that the duties and responsibilities assigned
to the subject position changed within the past year. According to departmental
management the subject position has taken on increasingly complex management
responsibilities, and departmental and City initiatives have necessitated more
sophisticated oversight and technological problem solving.

Based on the above description, class specifications in the Systems Analyst and
Management Systems Analyst series were selected for comparison. The work of
these series is characterized in this manner:
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Systems Analyst - design, develop, implement and maintain activities related to
data processing systems. This series consists of three levels: journey, senior and
principal, and they are distinguished from one another by their respective degrees of
work difficuity and responsibility.

Management Systems Analyst - provide advice and service toc management on
specific operational and administrative processing and reporting systems by
analyzing data gathered, developing information and considering all available
solutions and alternatives; and by preparing recommendations to implement new
systemns, procedures or organizational changes. This series consists of four levels:
entry, journey, senior and supervisor, and they are distinguished from one ancther
by the complexity of assignments and/or lead or supervisory duties.

According to the PDQ the primary duties of the subject position are:

¢ Managing the development of new information and existing technology for
divisional and departmental applications.

¢ Serving as the Department’s security and systems administrator.

¢ QOverseesing the development of data processing standards, policies and
operating procedures to ensure compliance with City-wide standards and
applications.

¢ Managing the quality and delivery of information technology services in the
areas of help desk, application implementation, support and training.

¢ Supervise the work of four Management Systems Analysts, a Programmer and a
Help Desk intern.

| found through my analysis that while tasks assigned to the subject position seem
similar to those assigned to positions allocated to the series of Management
Systems Analyst, the overall scope of responsibilities and complexity of the work is
quite dissimilar. While positions allocated to the Management Systems Analyst
series are responsible for system development, design and implementation, it is
specifically from an operational perspective. Positions in the Management Systems
Analyst class provide advice and service to management on specific operational and
administrative processing and reporting alternatives, and prepare recommendations
to implement new systems, procedures and/or organizational changes. Whereas,
position, assigned to the class of Systems Analyst are responsibie for planning,
developing, analyzing and coordinating data processing systems. Having determined
the appropriate class series, what remains to be determined is which fevel best
represents the work of the subject position.
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Work at the journey level (Systems Analyst} is characterized as diagnosing and
resolving system problems within a specialty area. Employees allocated to this
level are expected, using techniques and methods of the specialty, to independently
determine the most appropriate methods and procedures for carrying out
assignments. Projects and work assignments are monitored and reviewed to ensure
work progress and use of proper procedures.

Positions aliocated to the semior level handle the more complex and/or technically
difficult problems within a specialty area; diagnose system failures fc isolate the
source of problems betwesn equipment, system software and application programs;
analyze the impact of requested services through a variety of methods appropriate
to the specialty, considering factors such as compatibility, conversion,
implementation of cost, or the impact on existing systems, and equipment;
document alternatives and recommendations, and serve as lead over subordinate
staff. '

Positions at the principal level develop overall project plans; identify and resolve
critical problems that primarily concern major or City-wide systems; and/or serve as
a technical expert in an area of specialization.

The duties and responsibilities of the subject position were reviewed to identify the
position’s appropriate classification. Review of the PDQ indicates that this position
is considered the technical expert for the Department, and is responsible for
 overseeing the planning, development and ‘mplementation of dep=rtmental and
City-wide systems. These are duties and responsibilities typically assigned to
positions allocated to the title of Principal Systems Analyst.

| therefore, recommend that Position #022053 be reclassified to the title of
Principal Systems Analyst. This action should become effective January 2, 1996,
the date the PDQ was signed.



CLASSIFICATION DETERMINATIONS: Report No. 96-705

DEPARTMENT/OFFICE: Housing and Human Services
CURRENT TITLE: | Senior Management Systems Analyst
CURRENT SALARY: $23.18 - 27.03 (Range: 37.5A)
PROPOSED TITLE: ' Principal Systems Analyst
PROPOSED SALARY: ‘ $25.54 - 29.62 (Rang: 40.5!4\}

WHY INEQUITY MAY HAVE OCCURRED: None has occurred

WRITTEN JUSTIFICATION/

COST EFFECTIVE/EFFICIENCY: N/A
ORGANIZATIONAL EFFECTS None
EFFECTS ON OTHER POSITIONS: None
POSSIBLE TASK REDUCTIONS: None
BETTER REVIEW AT BUEGET? N/A

SPECIFIC INDIVIDUAL REWARDS? N/A

ADDITIONAL COMMENTS: None



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFECATEQN DETERMENATEGN REPORT

Department:

Remarks:

See next page for pertinent aliocation information.

Housing and Human Services

Classification Title: See Exhibit A

Ordinance Title: See Exhibit A |
EE Position Number: See Exhibit A

Bargaining Unit: See Exhibit A Current Salary: § (See Exhibit A}

Classification Title: See Exhibit A EE

Ordinance Title: See Exhibit A

Legislation Required: Yes Becommended Salary: ¢ (See Exhibit A} i

Recommended Bargaining Unit: See Exhibit A ]

S cimimni

RAXEIHOOETR

e e e m
incumbent: See Exhibit A _ i
Current Standing: See Exhibit A I
i Recommended Standing: See Exhibit A
in recommended standing, incumbent status is:
Regular; Probationary; Temporary. ]
[x1 2.3.100; ' [ X1 2.3.200;
[ 1 2.3.300.
Remarks:
Recommended: Team Zﬁ/‘ﬁa ‘( Classification Analyst(s}
Approved: \J

Classification Supervisor

John Pearson // )/

Lidia Santlesteban% Classification/Compensation Director

Sarah Welch % w Personnel Director
4



CLASSIFICATION DETERMINATION

RECOMMENDEQSALARYﬂ 6.45-17.09-17.75-18.44-18.15
(Salary Range 28.5A)

REPORT NO.: 36-828

RECOMMENDED ORDINANCE TITLE: Counselor

RECOMMENDED ORDINANCE TITLE: Counselor

EFFECTIVE DATE: October 1, 1995 through December 21, 1996
Incumbent: Department: Housing and Human Services
Position No.: 025271 Current Salary: $’i 6.45-19.15 {Salary Range 28.5A)
Current Classification Title: N/A

Current Ordinance Title: N/A |

Current Status: N/A Recommended Status: Counselor

Remarks:

incumbent: Department: Housing and Human Services

Position No.: 025272 Current Salary: $16.45-19.75 {Salary Range 28.5A)
Current Classification Title: N/A

Current Ordinance Title: N/A

Current Status: N/A Recommended Status: Counselor

Remarks: |

Incumbent: Department: Housing and Human Services

Position No.: 025273

Current Salary: $16.45-19.15 (Salary Range 28.5A}

Current Classification Title:

Current Ordinance Title:

N/A
N/A

Current Status: N/A Recommended Status: Counselor

Remarks:

Incumbent: Department: Housing and Human Services
Position No.: 025274 $16.45-19.15 (Salary Range 28.5A}

Current Classification Title:
Current Ordinance Title:
Current Status: N/A

Remarks:

Current Salary:
N/A
N/A

Recommended Status: Counselor



Exhibit A Page Two
incumbent: Departmeﬁt: Housing and Human Services
Position No.: 025275 Current Salary: $16.45-19.15 (Salary Rangebzs.ﬁA)
Current Classification Title: N/A |

Current Ordinance Title: N/A

Current Status: N/A Recommended Status: Counselor

Remarks:

incumbent: Department: Housing and Human Services
Position No.: 025276 Current Salary: $16.45-19.15 {Salary Range 28.5A}
Current Classification Title: N/A

Current Ordinance Title: N/A

Current Status: N/A Recommended Status: Counselor

Remarks:

incumbent: Department: Housing and Human Services
Poéition No.: 025277 Current Salary: $16.45-19.15 {Salary Range 28.5A)

Current Classification Title:

Current Ordinance Title:

Current Status: N/A

N/A
N/A

Recommended Status:

Counselor

Vacant
025278

incumbent:

Position No.:

Current Classification Title:

Current Ordinance Title:

Current Status: N/A

De‘partment:
Current Salary:
N/A

N/A

Recommended Status:

Housing and Human Services
$16.45-19.15 (Salary Range 28.5A)

Counselor

incumbent:

Position No.: 025278

Current Classification Title:

Current Ordinance Title:
Current Status: N/A

Remarks:

Department:
Current Salary:
N/A

N/A

Recommended Status:

Housing and Human Services

$16.45-19.15 (Salary Range 28.5A}

Counselor



These positions were reviewed as a result of a Departmental request from the
Department of Housing and Human Services. The subject positions are located in
the Division on Aging. This Unit is responsible for providing long term care services
to at risk elderly persons who wish to remain in their home, but require a case
manager to develop and implement a service plan to accomplish this activity.

See individual position record cards included in the file for detailed historical data
concerning these positions.

This review consisted of an analysis and evaluation of the subject positions by a
team of Classification analysts {Gail Thompson, Barbara Martin and Trish Bourdeau)
which consisted of the following:

L 2
¢
4
L J
4

the Position Description Questionnaire {PDQ) dated December 8, 1995;
comparisons of class specifications in the Counselor class;

comparison to similar positions;

review of the organization unit affecting the subject positions;

and related classification files.

According to departmental management, these positions are being created because
of actions taken by the 1995 State Legislature. The Division on Aging will assume
an expanded role in the ongoing case management of in-home community based
long term care for the elderly and younger disabled adults in King County.

nary of Work

These positions are essentially responsible for completing a comprehensive client
assessment which includes, developing and implementing individualized plans of
care; monitoring and reassessing the client’s care; and advocating for and
terminating care when appropriate.

NOTE: For a more complete listing of the subject positions’ responsibilities, see the
Position Description Questionnaire (PDQ), dated and submitted for purposes
of this review.



Based on the above description, the class specification of Counselor was selected
for the review. The work of this class is characterized in this manner:

Counselor - assesses the medical, economic, environmental and psycho-social
condition of assigned clients in targeted groups such as the elderly and veterans.
Develops, manages, monitors and coordinates service plans and their budgets
according to federal and state standards. Provides counseling, crisis intervention
and referrals to appropriate community services to improve the client’s condition.

We found through our analysis that the Counselor class is the most appropriate
class for these positions.

Therefore, we recommend that these positions be aliocated to the title of
Counselor. This action should become effective October 16, 1995.
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CITY OF SEATTLE
PERSONNEL DEPARTMENT

~_ Report No 95-676

CLASSIFICATION DETERMINATION REPOR
!Eéiﬁaéte:-*{i;;;iSffeptaeémb*er:fEi1,’1 996 T

i

Department: Municipal Court

Eq Classification Title: Administrative Specialist |
Ordinance Title: AdministrativevSpecéaﬁst -MIC
Position Number: 023563
Bargaining Unit: 840 Current Salary: $12.68-$14.14 {Salary Range 20.5B)

NOTE: SALARY RANGE UPGRADED TO RANGE
22.5B PER ORDINANCE #118268

Classification Title: Administrative ’Speciaéist i

EFFECTIVE 12/28/94
Ordinance Title: Administrative Specialist I-MC
Legislation Required: Yes Recommended Salary: $13.38-$14.97 (Salary Range 22.0B)

Recommended Bargaining Unit: 040

Remarks: See next page for pertinent allocation information.

incumbent:
Current Standing: Administrative Specialist |
Recommended Standing: Administrative Specialist il
Il In recommended standing, incumbent status is:
Regular; Probationary; Temporary.
[x] 2.3.100; {1 2.3.200; [ ] 2.3.300. |
Remarks: “ )
Recommended: Team 2¢T(/ Classification Analyst{s}
) _
Approved: John Pearson 9?/ . Classification Supervisor

Lidia Santiesteban J‘g/ Classification/Compensation Director

. (3.9\ '
Sarah Welch / ' Persennel Director
7
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This position was reviewed as a result of a management request. Position

No. 0235863 is located in the Judicial section of Municipal Court. This Unit is
responsible for equitable application of the law and for providing policy direction
and administrative guidance to all court operations.

See individual position record card included in the file for detailed historical data
concerning the position.

Department management and the incumbent believe that the work of the subject
position no longer falls within the parameters of the Administrative Specialist |
classification, and are comparing the duties to the next level, Administrative
Specialist .

This review consisted of an analysis by a team of Classification Analysts (Gail
Thompson, Barbara Martin and Trish Bourdeau) which consisted of the following:

the Position Description Questionnaire {(PDQ} dated November 13, 1995;
comparisons of class specifications in the Administrative Specialist class series;
an audit of the subject position;

additional information submitted by the incumbent and immediate supervisor;
reflecting the position’s duties and responsibilities;
comparison to similar positions;

review of the structure of the assigned work unit; -
¢ related classification files.

¢ & & @

® @

This position is essentially responsible for providing the full range administrative
support duties to ten elected judges and an Executive Assistant.

NOTE: For a more complete listing of the subject position’s responsibilities, see the
Position Description Questionnaire (PDQ), dated and submitted for purposes
of this review. '
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Based on the above descriptions, class specifications in the Administrative Support
class series were selected for comparison. The work of this series is characterized
as providing a variety of clerical support tasks, or specialized tasks to support a
specific function or program.

This series consist of five levels and they are distinguished from one another by
their respective degrees of difficulty, responsibility, accuracy reguired and the types
and nature of contacts. The work is described in this manner:

Office Assistant: Positions allocated to this class perform basic office support
tasks, by following detsiled guidelines, procedures and specific instructions. Tasks
assigned at this level have built in checks and balances or are reviewed closely for
accuracy and completeness. Contacts are primarily with intra-departmental
employees to exchange or clarify information.

Administrative Support Assistant: Positions allocated to this class are characterized
as being responsible for mulftiple routine tasks or a single specialized task in support
of a program activity. Work at this level involves use of limited judgment in
handling assigned tasks, with close review and correction of non-routine
assignments.

Administrative Specialist I: Positions allocated to this class are distinguished by the
performance of several specialized activities in support of a program. The work is
performed within established procedures, however, incumbents select the most
appropriate procedures for completion of assigned tasks. Incumbents are expected
to understand the work processes, procedures and regulations of the assigned
program area, and may assign and review the work of lower level employees.
Administrative Specialist ll: Positions allocated to this class perform the fulf range
of administrative support functions for high level management or specialized tasks
in support of a special function or program. Work at this level requires advanced
knowledge of general office practices and procedures and require comprehensive
knowledge of departmental or program policies and procedures. Assignments are
completed independently with minimal guidance and some work assignments
require handling complicated tasks where the cost of correcting errors would be
substantial in either time or money. The work requires solving special problems and
making reliable decisions, only sensitive issues and problems are referred to
management.
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Administrative Specialist lil: Positions allocated to this class perform Aighfy
complex and diverse specialized support activities, or supervise a group of
employees engaged in administrative or specialized support activities. The work of
this class requires a thorough knowledge of general office practices and procedures,
specialized office equipment, and/or specialized knowiedge of policies, procedures
and practices applicable to the assigned program area. Incumbents are expected to
 have a detailed working knowledge of highly complex procedures and reguiations
such as legally perceived contract or program provisions, codes, and ordinances.

Administrative Support Supervisor: Positions allocated to this class plan, organize,
assign and evaluate the work of clerical support staff; complete special projects;
and may provide administrative support duties to higher level management. The
work requires knowledge of pertinent programs and projects and a wide range of
concepts, principles and experience in applying assigned tasks, with close review
and correction of non-routine work.

Through our audit we found that the nature of work assigned to the subject
position {providing information, referring calls, drafting correspondence, maintaining
correspondence files, ordering inventory and maintaining office supplies} is generally
considered non-routine, requiring some judgment about how to best organize
assigned tasks and making reliable decisions about work priorities. Such
expectations are typical of duties assigned to positions allocated to the level of
Administrative Specialist 1.

During also investigation, we also found that the subject position works
independently, with minimal guidance, and is expected to use ingenuity and
initiative to research, resolve and present facts and findings upon which important
or costly decisions could be made. These are responsibilities typacai%y assigned to
positions at the Administrative Specialist Il level.

it is our recommendation, based on the diversity of tasks assigned, rather than the
refative complexity of the work, that the subject position be allocated to the level of
Administrative Specialist {f. This action should become effective

November 13, 1995, which is consistent with 'the date the incumbent signed the
PDQ.



. CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT
Date: Qctoher 23, 1996 Report No. 896-807

POSITION IDENTIFICATION

Department: Seattle Municipal Court

Classification Title: Administrative Specialist |l

Ordinance Title: Administrative Specialist {I-MC

Position Number: 015608 and 025018

Bargaining Unit: - 040 Current Salary: $13.38 - $14.97
{Salary Range: 22.0B)

RECOMMENDED ACTION

Classification Title: Administrative Support Supervisor

Ordinance Title:  Administrative Support Superviser-MC

Legislation Required: Yes Recommended Salary: $15.54 - $17.41

{Salary Range: N/A}
Rec. Bargaining Unit: 040

Remarks: See next page for pertinent allocation information.

INCUMBENT STATUS

incumbent: |

Current Standing: Administrative Specialist i
Recommended Standing: Administrative Support Supervisor

in recommended standing, incumbent status is:

Regular; Probationary; Temporary.
[x] 2.3.100; [ 1 2.3.200; [ 1 2.3.300.
Remarks:
Recommended: Team 2 “;'*\f\,. Classification Analyst{s}
Approved: John Pearson r[/ R Classification Supervisor

Lidia Santiestebgh YA Classification/Compensation Director
Sarah Welch /4, f» 6 Personnel Director




PERTINENT ALLOCATION FACGTORS, Report No. 96-907
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Position identification and Source of Request:

These positions were reviewed as a result of a Step 3 grievance filed on behaif of
the incumbents by Teamsters Local Union No. 763 who allege that the grievants,
whose positions are currently classified as Administrative Specialist ll, are
performing the duties and responsibilities commensurate with the higher
classification of Administrative Support Supervisor or higher.

Position H%sfory:

See individual position record cards included .n the file for detailed historical data
concerning the position.

Scope of Review

The current review of these positions consisted of an analysis and evaluation of the

work performed by subject positions by a team of Classification Analysts (Gail

Thompson, Trish Bourdeau and Barbara Martin) which consisted of the following:

e the joint Position Description Questionnaire (PDQ) dated and signed by
incumbents on October 13,1995; and the positions’ supervisor on 9/10/96

s comparisons to class specifications in the Administrative Support series,
specifically, Administrative Specialist 1l, Administrative Specialist I, and
Administrative Support Supervisor

s comparisons to similarly comparabie positions

s review of the organizational structure affecting the subject positions

s the positions history cards and positions files

Summary of Work

The essential purpose of these positions is to ensure that files for various hearings,
arraignments and courts {informal and formal) are prepared daily; monitor and
supervise the workload of subordinate employees; and research and respond to the
more difficuit or complex problems pertaining to court/magistrate hearing files.

NOTE: For a more complete listing of the subject position’s responsibilities, see the
Position Description Questionnaire (FDQ), dated and submitted for purposes of this
review.
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PERTINENT ALLOCATION FACTORS, Report No. 96-807
Page No. 3

Analysis:

The subject positions’ duties and responsibiiities were reviewed in the Classification
Project, and based on an analysis of the information gathered from the Position
Description Questionnaire {PDQ), the nositions were allocated to the Administrative
Specialist Il classification title.

As noted in responses to Question Nos. 32a. and 32b. of the PDQ, the requested
reclassification was made by the Department as a resuit of a reorganization which
occurred during 1982 where the Customer Service and Records information Unit
was divided into two separate units - Customer Service and Records Information
Management.

According to the PDC, this merger precipitated the creation of the subject
positions. However, since the Unit was in its infancy, the body of worlk initially
submitted for classification review was theoretical rather than based on actual
duties. Management states that the duties of the positions are firmiy established
now and are equivalent 1o those of other Administrative Support Supervisors in the
Court, and that the primary reason for a reclassification is to address the inequity
that now exists. ‘ ‘

Through our analysis, we found that the scope and range of duties and
responsibilities assigned to the subject positions reflect the work of positions
allocated to ciassifications within the Administrative Support series. Therefore,
having determined that the Administrative Support series is the most relevant class,
what remains to be determined is the appropriate ciassification level. This series
consists of five levels, distinguished from one another by their respective degrees
of difficuity, responsibility, accuracy required and the types and nature of contacts.
For purposes of this review, we selected the foliowing class specifications:

Administrative Specialist If: Positions aliocated to this class perform the full range
of administrative support functions for high level management or specialized tasks
in support of a special function or program. Work at this level requires advanced
knowledge of general office practices and procedures and requires comprehensive
knowledge of departmental or program poticies and procedures. Assignments are
completed independently with minimal guidance and some work assignments
require handling complicated tasks where the cost of correcting errors would be
substantial in either time or money. '

Contacts are with intra- and inter-departmentai staff, the public, customers, firms,
and organizations doing business with the City for planning and coordinating work
activities, resolving problems and providing information on department or program
activities.
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Administrative Speciafist ifi: Positions allocated to this class perform highly
complex and diverse specialized support activities, or supervise a group of
employees engaged in administrative or specialized support activities. The woerk of
this class requires a thorough knowledge of general office practices and procedures,
specialized office equipment, and/or specialized knowledge of policies, procedures
and practices applicable to the assigned program area.

incumbents are expected to have a detailed working knowledge of highly complex
procedures and regulations such as legally perceived contract or program
provisions, codes, and ordinances. Contacts are primarily with intra- and inter-
departmental staff and the public, and may involve making substantial adjustments
or influencing important agreements oOf situations impacting department policy.

Administrative Support Supervisor: Positions allocated to this class plan, organize,
assign and evaluate the work of clerical support staff; comrlete special projects;
and may provide administrative support duties to higher level management. The
work requires knowledge to difficuit or complex assignments.

Incumnbents are expected to work independently with little or no direction; and to
make decisions such as those required to analyze and revise procedures and
methods; to interpret and apply complex rules and regulations; and to determine
appropriate action where instructions and priorities are vague, altered or absent.
This class differs from the Administrative Specialist i class in that the predominant
activity is supervision.

Conclusion:

Based upon our analysis and review of the duties and responsibilities of the subject
position, we conclude that the work performed is reflected in the class specification
for Administrative Support Supervisor, and compares 10 the work of other positions
so classified. As indicated in the PDQ, these positions spend 70% of their time
supervising clerical support staff. Position #015605 supervises the work of the File
Control/Case Assembly Unit which includes 8 clerical positions. Position #025019
supervises the work of the Case Preparation Unit which includes of 8 clerical
positions. it is, therefore, apparent that that supervision is the predominant activity
of the subject positions.

Recommendation:

We, therefore, recommend that the subject positions {(No. 015605 and No.
025019) be aliocated to the title of Administrative Support Supervisor, effective
May 18, 1996, which is 30 calendar days prior to the initial filing of the grievance
on June 17,1996, in accordance with Article 20.5 of the Collective Bargaining
Agreement between the City and Local 763.




CITY OF SEATTLE . PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION

Date: June 19, 1996 ‘ | Report No. 950682
POSITION EDENTIFICATION

Department: Parks and Recreation
Ciassificatien Title:  Recreation Leader
Ordinance Title: Recreation Leader
Position Number: 017930

1995 Budget Log No.: N/A

Bargaining Unit: 027 Current Salary: $10.13 - 16.26
RECOMMENDED ACTION

Classification Title:  Recreation Program Specialist

Ordinance Title: Recreation Pregram.Specialist

Legislation Required: Yes ' Recommended Saiafy: Range 27.0A
Bargaining Unit: 004 |

Remarks: See next page for pertinent allocation factors

INCUMBENT STATUS

Incumbent: ,

Current Standing: Recreation Leader

Recommended Standing: Recreation Program Specialist

In recommended standing, incumbent status is: See “Remarks” below

Regular; Probationary; Temporary (Exam Required)

Authority: Personnet Rule - N/A

2.3.100; 2.3.200; 2.3.300
Remarks: Trial Service Period per Local 17 contract
Recommended By:  Curt Funk CF Classification/Compensation Analyst
Approved: , - e Classification/Compensation Supervisor

Classification/Compensation Director
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The subject position of this review is position #018813, a Recreation Leader. The position is in
the Citywide Recreation Division, Citywide Athletics Section. Citywide Athletics consists of
three units: Adult Sports, Youth Sports, and the Tennis Center. The subject position is in the
Adult Sports Unit; that unit develops and administers citywide adult sports programs including
leagne play, tournaments, and special events. The subject position coordinates and schedules the
Evening Recreation Program and the Adult Volleyball leagues; assists in the coordination of other
programs; and recruits and supervises intermittent Recreation Attendants.

This review is in response to a work-out-of-class grievance filed by Local 1239. The grievance
alleges that the incumbent is performing the duties of the Recreation Program Specialist class.
The grievance was originally filed under the “expedited” review process, but the Personnel
Department removed it from the expedited process because the Classification/Compensation Unit
deemed 2 job audit and management confirmation of duties to be necessary, and because
Class/Comp wanted to review the position in the context of another work-out-of-class grievance.
The other grievance relates fo position 018813, aiso 2 Recreation Leader requesting to be
reclassified to Recreation Program Specialist. Classification Report 950137, dated June §, 1996,
recommends that position 018813 be reclassified to Recreation Program Specialist.

Position History .
A complete history of the position is available in Personnel Records. There are no aspects of the
position history that have any bearing on the recommendation in the present report.

Scope of Review

his review consisted of analysis of the PDQ submitted with the grievance; comparison with
potentiaily relevant class specifications and potentially similar positions; an interview with the
incumbent; interviews with the position’s immediate and second-line supervisor; telephone
‘consultations with the position’s manager and with Parks Human Resources; internal peer and
supervisory discussions within Class/Comp; and a team review by a team of Class/Comp

Analysts.

Analysis
The duties of the subject position are described on the PDQ submitted with the grievance, and

were clarified and confirmed in interviews with the position’s first- and second-line supervisors
(Recreation Program Coordinator and Senior Recreation Program Coordinator, respectively). The
principal duties of the subject position include coordinating and scheduling the Evening Recreation
Program (50% of the time, according to the PDQ); receiving payments and tracking revenue for
the Evening Recreation Program (10%); coordinating the Citywide Volleyball League (10%); and
recruiting, hiring, and supervising paid employees (intermittent Recreation Attendants) and
volunteers (10%).
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Sixty percent of the duties on the PDQ relate to coordinating, scheduling, and implementing the
Evening Recreation Program, and tracking its budget. The position is responsible for scheduling
(and re-scheduling, which is frequently necessary) 23 gymnasiums in ten different schools for
league and team sports. Basketball is the most frequently-scheduled sport, with a number of
different leagues. This scheduling aciivity involves personal contact with the public, team
representatives, and school officials (ranging from athletic directors to custodians). The
incumbent coordinates the gym rentals with the needs of the league teams and the availabitity of
staff, volunteers, and sports officials. Not all facilities are the same, and the incumbent must
match the needs of the user group to the type of facility. There is significant coordinating,
negotiating, and rescheduling related to the leagues, tcarms, sports officials, and facilities.

The incumbent is also in similar charge of the Citywide volleyball league, occupying another 10%
of the time. Thus, at least 70% of the position’s time is spent in coordinating the two programs
of Evening Recreation and Citywide Volleyball.

The class of Recreation Leader (spec #3200504) performs scheduling and “hands-on,” event-
specific duties. Most Recreation Leader work is in the field, at the actual event; and the planning
work performed by Recreation Leaders refers not so much to program planning as to scheduling
and planning how best to oversee the actual event. Recreation Leaders may plan and coordinate
events or activities, whereas Recreation Program Specialists plan and coordinate programs. Based
on information obtained in the above-mentioned job audit and interviews, the incumbent spends
about 90% of the time in the office and in meetings related to program coordination. The
approximate 10% of “field” time is devoted to supervision and checking up on programs and
events, and not to assigned event oversight as would be characteristic of Recreation Leader work.

The preponderance of the duties of this position are at a level higher than those of the Recreation
Leader class. The duty statements on the PDQ are consistent with the Examples of Work on the
class specification of Recreation Program Specialist (refer to class spec #3202004 for a complete
listing of Examples of Work) in terms of program development, scheduling, and assigning and
monitoring the work of leaders, attendants, and volunteers.

Conclusion

Based on the above, we recommend that the position be reclassified to Recreation Program
Specialist due to a gradual accretion of duties. The effective date should be October 23, 1995,
which is 30 calendar days prior to the initial filing of the grievance (in accordance with a letter
from the City’s Labor Relations Division to Local 1239, dated November 30, 1993).

HAWPDATA\CLSRPTS\C950682. WPD
fcf
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CITY OF SEATTLE
PERSONNEL
DEPARTMENT

Department: Parks & Recreation g
| Classification Titte: ~ Park Horticulturit f
Ordinance Title: Park Horticulturist ‘ i
|| Position Number: 010190

030 Current Salary: $24.12-$28.04 (Range:38.54) |

Classification Title: Manager

Ordinance Title: Manager VI
Legislation Required: Yes
Bargaining Unit: 030 Recommended Salary: $24.59-828.53 {Range:39.0A)

e mimimn
e

Incumbent: Vacant
Current Standing: N/A
Recommended Standing:  N/A

In recommended standing, incumbent status is:

5 { ] Regular; { ]Probationary: { ] Temporary.
| Authority: Personnel Rule N/A
[ 12.3.160; [ 12.3.200; { 12.3.360.

L A ———
Recommended: Team 117 1L QQ/\\L Classification Analyst(s)
Approved: John Pearson 7}'4 Classification Supervisor

Lidia Santiesteban %@ Classification/Compensation Director

Sarah Welch 1w @6 Personnel Director



This review was conducted by Class/Comp Team 1, consisting of Irene Cgunyemi, Jimmy Woo
and Curt Funk. The report was prepared by Irene Ogunyemi.

This position was reviewed as a result of a request from the Parks departmental management.
Position # 010190 is located in the Citywide Park Resources Section (formerly called
Horticulture Unit) of the Citywide Division. The Unit administers policies related to horticulture,
urban forestry and environmental education. The subject position is a single position ‘
classification at pay range 38.5A that does not have a classification specification on file.

The review of the subject position included analysis of the following:

$

Position Description Questionnaire (PDQ) submitted for this review;

Stakeholder’s meeting with Parks Citywide Division Management refiecting the position’s
duties and responsibilities brought about by the reorganization; :

Team One’s review/analysis of subject position information;

Comparison to similar positions;

Review of the organizational charts affecting the subject position;

Position history records and related classification files.

¢

4
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The essential purpose of this pesition is to manage the department’s Citywide Park Resource
Section; establish the vision and strategic planning necessary to achieve the department’s goals
related to horticulture, urban forestry, and environmental education; serve as departmental
representative to other departments, and interagencies on public issues involving horticulture,
urban forestry, and environmental programming; and supervise the Landscape/Construction Unit,
the Urban Forestry Unit and the Conservatory/ Greenhouse Unit. For a more complete listing of
the subject position’s responsibilities, see the Position Description Questionnaire (PDQ), dated
June 6, 1996 submitted for purposes of this review.

Analysis:

The subject position has the responsibility to establish the vision and strategic planning necessary
to achieve the department’s goals related to horticulture and urban forestry; plan and supervise
the planting, care and maintenance of trees and plant material used in landscaping of City owned
and controlied property.



According to the Citywide Division management, since the reorganization of the division,
effective January 1, 1995, the body of work of the subject position has changed. Itis responsible
for managing the department’s Citywide Park Resource Section including the
Landscape/Construction & Heavy Equipment Crew, the Urban Forestry Unit and the
Environmental Programs Unit. In addition, the reorganization has placed more emphasis on
community outreach and management responsibilities for the subject position, and to
aggressively pursue a leadership role within the City regarding horticulture and urban forestry.

To accomplish the Citywide Division’s current reorganizational goals, the subject position has
embarked on a proactive aggressive function in advocating, encouraging, marketing, facilitating
outreach and support for the Department’s horticulture and urban forestry activities and
programs, effectively managing Citywide Park Resources Section, and putting more emphasis on
its managerial responsibilities and less on technical. '

The Parks Department requested a title of Citywide Park Resource Manager for the subject
position’s title. That title may be used as a working title; however, the subject position’s new
responsibilities clearly fit into the current “general” Manager Class, and there is no need to create
a new ordinance title. Parks currently has a number of Manager VI positions with working title
of Parks Resources Manager and Recreation Programs Manger. Making the subject position a
Manager VI will recognize its managerial duties and appropriately have it on a par with the other
Manager V1 positions in the Parks department. '

Based on the above analysis, the review team recommends the subject position be reclassified to
Manager VI. The effective date of this action shoutld be January 1, 1995 which is the date of the
Citywide Division’s reorganization.



CITY OF SEATTLE ' PERSONNEL DEPARTMENT
CLASSIFICATION DETERMINATION
Date: Oet. 11, 1996 ‘ Report MNo.: 96-803

POSITION IDENTIFICATION

Department: Parks & Recreation

Classification Title: o Landscape Supervisor

Ordinance Title: Landscape Supervisor

Position Number: 020886

1995/6 Budget Log No.: N/A

Bargaining Unit: . 019 Current Salary: $19.70 - $21.30 (Range N/A)

Classification Title: Planning & Development Specialist II

Ordinance Title: Planning & Development Specialist I

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $20.32 - $23.65 (Range 34.04)
Remarks: See next page for pertinent allocation information.
INCUMBENT STATUS

Incumbent:

Current Standing: Landscape Supervisor

Recommended Standing: Planning & De?elopment Specialist I

In recommended standing, incumbent status is:
Regular; Probationary, X Temporary (Exam Required)
Authority: Personnel Rule -

2.3.100; 2.3.200; X 2.3.300

Remarks:

Recommended By:  Team One 0L QQf\’Clas51ﬁcat10n/C0mpensat10n Analysts

Classification/Compensation Supervisor

Approved: John Pear
idi i assification/Compensation Director

Sarah Welch Personnel Director




Pertinent Allocation Factors
Report # 96-803
Page 2

This review was conducted by Class/Comp Team 1, consisting of Irene Ogunyemi, J immy Woo and
Curt Funk. The report was prepared by Irene Ogunyemi.

SOURCE OF REQUEST/POSITION IDENTIFICATION

This position was reviewed as a result of a request from the Parks departmental management.
Position # 020886 is located in the Citywide Park Resources Section (formerly calied Horticulture
Unit) of the Citywide Division. The Unit administers policies related to horticulture, urban forestry
and environmental education.

POSITION HISTORY

Please refer to the copy of the position history card included in the position file.

Review of this position included analysis of the following:

e Position Description Questionnaire (PDQ) submitted for this review,

Stakeholder’s meeting with Parks Citywide Division Management reflecting the position’s duties
and responsibilities brought about by the reorganization;

Team One’s review/analysis of subject position information;

Comparison to similar positions;

Review of the organizational charts affecting the subject position;

Position file contents.

e & ® &

POSITION SUMMARY

The primary purpose of the subject position is to provide the lead in the unit in dealing with the issues
of an aging park forest, community interest in habitat enhancement and the addition of even more
forested land to the park system. The subject position will directly supervise two tree crews and a
part-time Urban Forester (working title; position will be classified as Planning & Development
Specialist I by Report # 96-804), with on going responsibilities which will involve working with the
department’s Park and Recreation District, other agencies and the public. For a more complete listing
of duties and responsibilities, please refer to the Position Description Questionnaire submitted for this
review and included in the position file.

ANALYSIS

According to the Citywide Division management, since the reorganization of the division, effective
January 1, 1995, the department has recognized that the urban park forest represents a key component
of an aging park infrastructure and that actions must be taken now to ensure the viability of the urban
forest for future generations. In addition, the department has embarked on an ambitious open space
acquisition program to purchase greenbelt and natural areas which are comprised mainly of foresied
Jands. The subject position is charged with the responsibilities of overseeing and development of
programs and policies which focus on sound urban forest management policies and practices. The



Pertinent Allocation Factors
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Parks Department requested a title of Senior Urban Forester for the subject position’s title. Senior
Urban Forester would be a new title, and would apply only to this position. In response to feedback
from customer departments, the Personnel Department’s current policy direction is to minimize
wherever possible the creation of new classifications, especially single-incumbent classes.
Accordingly, the Class/Comp review team explored the options of allocating this position to an
existing classification.

The review team found that the subject position’s duties and responsibilities are an appropriate match
for the class specification of Planning & Development Specialist II. Positions in this class series
plan, design, implement research programs or strategies; research, analyze, and evaluate data, and
prepare recommendations or alternatives in the developmental work in support of a specialized
planning project, program, policy, or issue in areas such as conservation, recycling, parks and
recreation, environmental, and land use. Allocating the subject position to Planning & Development
Specialist 1T will recognize the key responsibilities of facilitating input and partnerships with
community and special interest groups and other public agencies. Because this particular position
will also require skills in implementing reforestation, natural area enhancement and vegetation
management projects, this position may be the subject of skill-specific recruiting. The department
may want to mention these specific skills in recruitment bulletins and job announcements. And,
while there is no need to create a new class title of Senior Urban Forester, the department may
certainly use that as a working title for this position if they so choose.

RECOMMENDATION

Based on the analysis, the review team recommends the subject position be reclassified to Planning &
Development Specialist II effective January 1, 1995 which is the date of the Citywide Division’s
reorganization. '



PERSONNEL DEPARTMENT
CLASSIFICATION DETERMINATION

CITY OF SEATTLE

Date: Oct. 11, 1996 Report No. : 96-804

POSITION IDENTIFICATION

Department: Parks & Recreation

Classification Title: Planning & Development Specialist i1

Ordinance Title: Pianning & Development Specialist II

Position Mumber: 024439

1995/6 Budget Log No.: N/A

Bargaining Unit: 030 Current Salary: $20.32 - $23.65 (Range 34.0A)
RECOMMENDED ACTION

Classification Title: Planning & Development Specialist I

Ordinance Title: Planning & Development Specialist |
Legislation Required: Yes

Bargaining Unit:

030 Recommended Salary: $18.80 - $21.91 (Rang‘e 32.04)

Remarks: See next page for pertinent allocation information.
INCUMBENT STATUS
Incumbent: Vacant - position is temporarily filled

Current Standing:

Recommended Standing:

Planning & Development Specialist II

Pianning & Development Specialist {

In recommended standing, incumbent status is:  N/A

Regular;

Authority: Personnel Rule - N/A

2.3.100;

Remarks:

Probationary;

Temporary (Exam Required)

2.3.200, 2.3.300

Team Gne [0

(Classification/Compensation Analysts

Recommended By:

Approved:

Sarah Welg

\J
John Pearson 22 Classification/Compensation Supervisor
N\

Lidia Santiesteb

Classification/Compensation Director

@,é Personnel Director
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Page 2

This review was conducted by Class/Comp Team 1, consisting of Irene Ogunyemi, Jimmy Woo and
Curt Funk. The report was prepared by irene Ogunyemi.

SOURCE OF REQUEST/POSITION IDENTIFICATION

This position was reviewed as a result of a request from the Parks departmental management. Position
# 024439 is located in the Citywide Park Resources Section (formerly called Horticulture Unit) of the
Citywide Division. The Unit administers policies related to horticulture, urban forestry and
environmental education.

POSITION HISTORY

Please refer to the copy of the position history card included in the position file.

Review of this position included analysis of the following:

e Position Description Questionnaire (PDQ) submitted for this review,
Stakeholder’s meeting with Parks Citywide Division Management reflecting the position’s duties
and responsibilities brought about by the reorganization,
Team One’s review/analysis of subject position information;
Comparison to similar positions;
Review of the organizational charts affecting the subject position;
- Position file contents.

[

2 & & ©

POSETEON SUMMARY

The primary purpose of the subject position is to implement reforestation, natural area, enhancement
and vegetation management projects. The position is also responsible for contract administration, site
inventory, purchasing, analysis and planning, and citizen contact/public process. The position assists a
lead worker position with management of a tree pruning program including administration of
department’s tree pruning policies. (The lead worker position is position # 020886, which is the
subject of related Classification Report 496-803, recommending allocation to Planning & Development
Specialist [1.) For a more complete listing of duties and responsibilities, please refer to the Position
Description Questionnaire submitted for this review and included in the position file.

ANALYSES

According to the Citywide Division management, since the reorganization of the division, effective
January 1, 1995, the department has recognized that the urban park forest represents a key component
of an aging park infrastructure and that actions must be taken now to ensure the viability of the urban
forest for future generations. In addition, the department has embarked on an ambitious open space
acquisition program to purchase greenbelt and natural areas which are comprised mainly of forested
lands.
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The Parks Department requested a title of Urban Forester for the subject position’s title. Urban
Forester would be a new title, and would apply oaly to this position. In response to feedback from
customer departments, the Personnel Department’s current policy direction is to minimize wherever
possible the creation of new classifications, especially single-incumbent classes. Accordingly, the
Class/Comp review team explored the options of allocating this position to an existing classification.

The review team found that the subject position’s duties and responsibilities are an appropriate match
for the class specification of Planning & Development Specialist I. Positions in this class plan, design,
and implement research programs of strategies; research, analyze, and evaluate data, and prepare
recommendations or alternatives in the developmental work in support of a specialized planning
project, program, policy, or issue, in areas such as conservation, recycling, parks and recreation,
environmental, and land use. Allocating the subject position to Planning & Development Specialist 1
will recognize the key responsibilities of facilitating input and partnerships with community and
special interest groups and other public agencies. This allocation is also consistent with the allocation
of this position’s lead worker to Planning & Development Specialist II by Report # 96-803. Because
this particular position will also require skills in implementing reforestation, natural area enhancement
and vegetation management projects, this position may be the subject of skill-specific recruiting. The
department may want {0 mention these specific skills in recruitment bulletins and job announcements.
And, while there is no need to create a new class title of Urban Forester, the department may certainly

' use that as a working title for this position if they so choose.

RECOMMENDATION

Rased on the above analysis, the review team recommends the subject position be retitled to Planning
& Development Specialist I. Because this is a downgrade of an existing position, the actions should be
effective 30 days atter the passage of the authorizing legisiation per Personnel Rule 2.4.100.



CITY OF SEATTLE PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION

, 1996 Report No.960806
v IDENTIFICATION

Department: Parks and Recreation
Classification Title:  Security Officer
Ordinance Title: Secilrity Officer
Position Number: 022238

1995 Budget Log No.:N/A
Bargaining Unit: 037 Current Salary: $12.16 - 13.13

RECOMMENDED ACTION

Classification Title:  Senior Security Officer

Ordinance Title: Senior Security Officer

Legislation Required: Yes Recommended Salary: $13.38 - 14.40
Bargaining Unit: 037

Remarks: See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent:

Current Standing: Security Officer

Recommended Standing: Senior Security Officer

In recommended standing, incumbent status is:

X Regular; Probationary; Temporary (Exam Required)
Authority: Persormel Rule - '
2.3.100; | X 2.3.200, 2.3.300
Remarks:
Recommended By: Curt Funk C/P Classification/Compensation Analyst
Approved: e Classification/Compensation Superﬁisor

Lidia Santiesteban % Classification/ Compensatlon Director

Sarah Welch T fy o Personnel Director
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Source of Request/Position Identification

This position is being reviewed as a result of a work-out-of-class grievance filed by Local 1239
under the “Expedited” review process. The grievance was filed on 10/17/95, and was formally
transmitted with a signed Position Description Questionnaire (PDQ) to Class/Comp on 6/13/96.
The position is in the Visitor Assistance and Security Unit of the Woodland Park Zoo.

Position History
A complete history of the position is available in Personnel Records. There are no aspects of '

the position’s history that have a bearing on the current review.

Scope of Review ‘
This review included analysis of the PDQ signed by the incumbent and received by Class/Comp

on 6/14/96; management copuments on the PDQ received by Class/Comp on 8/ 16/96; reviews
of the class specifications for Security Officer, Senior Security Officer, and Supervising Security
Officer; a follow-up phone conversation with the incumbent’s supervisor; and internal
discussions with other Class/Comp Analysts. Also important in this review was the initial Step
3 grievance meeting held on 11/27/95. That meeting was attended by the incumbent, his
supervisor and manager; and by representatives from Parks Human Resources, Personnel’s
Labor Relations and Class/Comp, and Local 1239, The meeting vielded considerable
information about the content of the incumbent’s jou.

Analysis
The grievance requests reclassification to Supervising Security Officer. Briefly summarized, the
distinctions among the three levels in the Security Officer class series are as follows (refer 10

.

the class specifications for a more complete listing of duties and responsibilities):

Security Officer: The base class in the series, this class performs patrol and security functions,
with no responsibilities for lead work or oversight of a program.

Senior Security Officer: This class performs patrol functions, leads the work of others, ensuies
adequate coverage, and trains and evaluates the work of staff.

Supervising Security Officer: This class supervises, through subordinate lead workers, the day-
to-day operations of a security unit. '

According to the PDQ, and as confirmed by Zoo management at the above-mentioned Step 3
meeting, it seems undisputed that the subject position is the primary Security Officer at the Zoo,
and trains and leads others. Based on this information, it is clear that the position is at a higher
jevel than the base class in the series. The issue is whether the position is at the Senior or
Supervisor level. The position certainly performs lead work and scheduling for intermittent
Security Officers, and writes procedures and instructions. The position performs guite
independently in being the leader of the Shooting Team. This is a nine-member team, comprised
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mostly of Zookeepers, who are trained by the incumbent in the use of firearms. Members of
the Shooting Team are called out on an emergency response basis when an animal €scapes Or
becomes dangerous. The primary objective is to shoot the animal with a tranquilizing dart, but
team members are present with rifles and live ammunition as last-resort emergency backup.
(The position’s incumbent has considerable experience in weapons use and safety, both from the
military and from Police Department training on defensive weapons.)

The portion of the PDQ filled out by the incumbent mentions supervision of the Shooting Team,
as well as supervision over five Security Officers. The five intermittent Security Officers led
by the position actually comprise only 1.37 FTE. Clarification by Parks management, at the
Step Three meeting and on the PDQ with management comments, sfates that full supervisory
authority over these regular and intermittent staff resides with the subject position’s Supervisor,
the Visitor Assistance Coordinator.

Accordingly, we find that the position does not have thé full range of supervisory authority
(including supervision of subordinate tead workers) required of the Supervising Security Officer
class; but that it clearly performs the lead work duties of the Senior Security Officer class. We

therefore recommend that the position be reclassified to Senior Security Officer.

A final note on duties related to the Shooting Team: Since departments now have their own
decentralized authority for out-of-class pay decisions, the Parks Department may consider out-of-
class pay at the Supervising Security Officer level for performing duties related to leading the
Shooting Team. It is true that the members of the Shooting Team are supervised by other
supervisors at the Zoo. However, the incumbent of the subject position has no technical
supervisor -- in fact, no peer -- in the use and safety of firearms. Given the sensitivity of the
subject and the potential public safety issues involved, we believe that the training, directions,
and practice sessions given by the incumnbent are of such a nature that his instructions have the
full weight of supervisory authority in this area.

Conclusion

Based on the above, we recommend that the position be reclassified to Senior Security Officer.
Pursuant to the Joint Crafts Council contract, the effective date should be September 17, 1905,
which is 30 calendar days prior to the filing of the grievance.

HAWPDATA\CLSRPTS\C960806. WPD
/cf



CITY OF SEATTLE . PERSONNEL DEPARTMENT
CLASSIFICATEON DETERMINATION
Dhate: August 14, 1996 Report No. 96818

Department: Police

Classification Title: Administrative Specialist I

Ordinance Title: | Administrative Specialist I- BU

Position Number: 005044 .

1995/6 Budget Log No.: N/A

Bargaining Unit: 035 Current Salary: $12.68-$14.14 (Range 20.5B)
Classification Title: Assistant Personnel Specialist

Ordinance Title: Assistant Personnel Specialist

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $14.40-316.78 (Range 25.0A)
Remarks: See next page for pertinent allocation information.

Incumbent:
Current Standing: Administrative Specialist I
Recommended Standing: Assistant Personnel Specialist

In recommended standing, incumbent status is:

‘Regular; Probationary; Temporary (Exam Required)
Authority: Personnel Rule -

12.3.100; 2.3.200; 2.3.300
Remarks: Per Article 9.7 B of the collective bargaining agreement the City and Local 17.

Recommended By:  James Woo (\W Cilassification/Compensation Analyst

Approved: _Classification/Compensation Supervisor

Lidia Santieste Classification/Compensation Director

Sarah Welch /h‘*’ pa X~ Personnel Director




This position is being reviewed as a result of a Step 3 grievance filed by Local 17 on behalf of the position
incumbent on January 31, 1996. The union and incumbent believe the position should be classified as an
Assistant Personnel Specialist. Police Department management also concurs with the requested
classification.

Review of this position included analysis of the following:

® Position Description Questionnaire submitted for this review;

° Class Specification Nos. 4050005 Administrative Specialist I and 2155503 Assistant Personnel
Specialist.

° Organizational chart;

. and position file contents.

The purpose of this position is to coordinate and administer a broad range of personnel services for the
Police Department inclvng coordinating selection processes; processing employment and separation
documents; maintaining all departmental personnel records and disseminating employment information;
implementing, monitoring and communicating City and departmental personnel policies and procedures;
coordinating temporary employment services; and providing support services for special personnel projects.

NOTE: For a more complete listing of duties and responsibilities, please refer to the Position Description
Questionnaire submitted for this review and included in the pcsition file.

ANALYSIS

Positions allocated to the subject position’s current Administrative Specialist I classification perform the full
range of general administrative support duties and/or several specialized clerical tasks in support of a
program. Representative duties at this level include establishing and maintaining logs, files, indexes and
similar records systems; compiling and editing special reports; composing routine correspondence; checking
the work of others for errors or omissions; verifying information to be included in documents of public
record; gathering statistical information to be used for reports; and reviewing, evaluating and entering data
into personal computer or terminal, creating or updating files. Positions allocated to the requested Assistant
Personnel Specialist classification perform substantive clerical and paraprofessional tasks in support of a
department’s personnel management operations, including coordinating, scheduling and participating in
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employee interviews, orientations and related activities, and processing a variety of personnel transaction
documents.

As in the administrative support series, positions aliocated to the Assistant Personnel Specialist classification
also perform clerical tasks as part of their duties and responsibilities. However, distinguishing the Assistant
Personnel Specialist class from those titles within the administrative support series are that the Assistant
Personnel Specialist class is also responsible for a limited range of technical tasks normally associated with
personnel management functions, such as coordinating and participating in employee selection processes,
disciplinary procedures, performance evaluation systems management and benefits administration.

Through a reorganization within the department’s Personnel Section, certain duties have been transferred
to the subject position from two Personnel Specialist positions. The subject position has assumed 2 variety
of paraprofessional functions typical of those performed by positions allocated to the Assistant Personnel
Specialist function. These non-central agency, generalist functions entail the less complex, technical
personnel management tasks, i.c., processing personnel and payroll transaction documentation, employment
and separation process participation and coordination, personnel policy and procedural dissemination and
explapation, and personnel records administration,

Based on the duties and responsibilities of this position, it is recommended this position be reclassified to
Assistant Personnel Specialist effective January 9, 1996 which is fifteen days prior to the filing of the
grievance. ’



CITY OF SEATTLE | PERSONNEL DEPARTMENT
| . CLASSIFICATION DETERMINATION

Date: August 14, 1996 Report No. 96819
Department: Police

Classification Title: A&ministrative Speciatist |

Ordinance Title: Administrative Specialist I- BU

Position Number: 005107

199576 Budget Log No.: N/A

Bargaining Unit: 035 | Current Salary: $12.68-$14.14 (Range 20.5B)

Classification Title: Assistant Psrsonizel Specialist

Ordinance Title: Assistant Personnel Specialist

Legisiation Required: Yes.

Bargaining Unit: 030 ‘ Recommended Salary: $14.40-$16.78 (Range 25.0A)
Remarks: See next pagé for pertinent allccation information. |
Incumbent:

Current Standing: Administrative Speciaiist I

Recommended Standing: Assistant Personnel Specialist

In recommended standing, incumbent status is:

Regular; Probationary; Temporary (Exam Required).
Authority:. Personnel Rule -

2.3.100; 2.3.200; 2.3.300
Remarks: Per Article 9.7 B of the collective bargaining agreement the City and Local 17.

Recommended By:  James Woo Oﬂ/\) Classification/Compensation Analyst

Approved: Classification/Compensation Supervisor

! Classification/Compensation Director

Sarah Welch W 7 Personnel Director
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This position is being reviewed as a result of a Step 3 grievance filed by Local 17 on behalf of the position
incumbent on January 31, 1996. The union and incumbent believe the position should be classified as an
Assistant Personnel Specialist. Police Department management also concurs with the requested
classification. '

Please refer to the copy of the position history card included in the position file.

SCOPE

Review of this position included analysis of the following:

® Position Description Questionnaire submitted for this review; :

. Class Specification Nos. 4050005 Administrative Specialist I and 2155503 Assistant Personnel
Specialist.

® Organizational chart;

. and position file contents.

_______ NT OF DUTIES
The purpose of this position is to coordinate and administer a broad range of personnel services for the
Police Department including coordinating selection processes; processing employment and separation
documents; maintaining all departmental personnel records and disseminating employment information;
implementing, monitoring and communicating City and departmental perscnnel policies and procedures;
coordinating temporary employment services; and providing support services for special personnel projects.

NOTE: For a more complete listing of duties and responsibilities, please refer to the Position Description
Questionnaire submitted for this review and included in the position file.

ANALYSIS

Positions allocated to the subject position’s current Administrative Specialist I classification perform the full
range of general administrative support duties and/or several specialized clerical tasks in support of a
program. Representative duties at this level include establishing and maintaining logs, files, indexes and
similar records systems; compiling and editing special reports; composing routine corvespondence; checking
the work of others for errors or omissions; verifying information to be included in documents of public
record; gathering statistical information to be used for reports; and reviewing, evaluating and entering data
into personal computer or terminal, creating or updating files. Positions allocated to the requested Assistant
Personnel Specialist classification perform substantive clerical and paraprofessional tasks in support of a
department’s personnel management operations, including coordinating, scheduling and participating in
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employee interviews, orientations and related activities, and processing a variety of personnel transaction
documents.

As in the administrative support series, positions allocated to the Assistant Personnnel Specialist
classification also perform clerical tasks as part of their duties and responsibilities. However, distinguishing
the Assistant Personnel Specialist class from those titles within the administrative support series are that
the Assistant Personnel Specialist class is also responsible for 2 limited range of technical tasks normally
associated with personnel management functions, such as coordinating and participating in employee
selection processes, disciplinary procedures, performance evaluation systems management and benefits
administration. ' :

Through a reorganization within the department’s Personnel Section, certain duties have been transferred
to the subject position from two Personnel Specialist positions. The subject position has assumed a variety
of paraprofessional functions typical of those performed by positions allocated to the Assistant Personnel
Specialist function. These non-central agency, generalist functions entail the less complex, technical
personnel management tasks, i.e., processing personnel and payroll transaction documentation, employment
and separation process participation and coordination, personnel policy and procedural dissemination and
explanation, and personnel records administration.

Based on the duties and responsibilities of this position, it is recommended this position be reclassified 0
Assistant Personnel Specialist effective January 9, 1996 which is fifteen days prior to the filing of the
grievance.



{ CITY OF SEATTLE PiRSONNEL DEPARTMENT
CLASSIFICATION DETERMINATION |
Date: December 6, 1996 , Report Ne. 961084

Department: Police

Classification Title: Administrative Specialist II

Qrdinance Title: Administrative Specialist I

Position Number: (06340

1997/8 Budget Log No.: N/A _

Bargaining Unit: - 030 Current Salary: $13.65-$15.26 (Range 22.5B)
Classification Title: . Administrative Staff Assistant

Ordinance Title: Administrative Staff Assistant

1egislation Required: Yes |

Bargaining Unit: 030 Recommended Salary: $17.09-$19.92 (Range 29.5A)
Remarks: See next page for pertinent allocation information. '

Incumbent:

Current Standing: Administrative Specialist I
Recommended Standing: Administrative Staff Assistant
In recommended standing, incumbent status is:
Regular; Probationary; X Temporary (Exam Required)
Authority: Personnel Rule - '
2.3.100; 2.3.200; X 2.3.300

Remarks: See next page for pertinent allocation information.

v
1y

Recommended By: — Classification/Compensation Analyst

Approved: Classification/Compensation Supervisor

Classification/Compensation Director

m_Welch/%ﬂ’i Personnel Director
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This position is being reviewed as a resuit of a request from Police Department managerment in response
to their departmental reorganization of March 21, 1995. The original class report (95-435) prepared for
this review was appealed by the Police Department. As a result of extensive corroborative efforts
among Police Department and Personnel Departmeni personnel, the current position description
questionnaire was prepared for this current analysis.

Please refer to the copy of the position history card located in the Personnel Department’s Records Unit
file.

Review of this position included analysis of the following:

® Position Description Questionnaire dated October 16, 1996, submitted for this review;

. Class Specification Nos.405005- Administrative Specialist I and 2402004~ Administrative Staff
Assistant;

s Position file contents; and

® Corroboration among Police Department and Personnel Department management.

The purpose of this position is to provide administrative staff support to a Bureau Commander by
independently planning, organizing and performing advanced and complex administrative and technical -
support activities; coordinating and monitoring the Rureau’s budget and payroil expenditures;
researching and collecting data for special assignments; maintaining computer software systems and
confidential database tracking systems; coordinating monitoring and tracking delegated Bureau
assignments; performing executive scheduling functions; and serving as lead support staff person (0
other Bureau support staff.

NOTE: For a more complete listing of duties and responsibilities, please refer to the Position
Description Questionnaire submitted for this review and included in the position file.
. _

!

Positions allocated to the Administrative Specialist II classification perform the full range of
administrative support functions for high level management of perform specialized tasks in support of a
special function or program. These positions assign, review and evaluate the work of subordinate staff
and perform representative duties including preparing and reviewing standard and special reporis;
preparing program documents and inter-departmental forms; monitoring progress of departmental
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projects and workloads; preparing and maintaining spreadsheets and similar computer support activities;
and training and advising employees on office procedures and speciatized tasks.

A recent expansion in the class concept for the Administrative Staff Assistant classification has Bow
made this classification applicable for the subject position. Prior to its being amended, the
Administrative Staff Assistant class concept was to provide a range of professional administrative
services in areas such as the budget, human resources, confract administration and special projects, 1o 2
small section or unit or a department. The expanded definition of the Administrative Staff Assistant
makes it applicable to staff support positions that support a large division with a mix of administrative

support and professional administrative services duties. This class is distinguished from the Executive
Assistant classification which provides only professional level services to a large division.

Based on the increased duties and responsibilities of this position in response tO the department
reorganization, in concert with the expanded Administrative  Staff Assistant class concept, it is
recommended that this position be reclassified to Administrative Staff Assistant. This action is effective
March 21, 1995, which represents the date of the Police Department’s reorganization. '
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CITY OF SEATTLE | - | PLXSONNEL DEPARTMENT

¥

CLASSIFICATION DETERMINATION
Date: December 6, 1996 Report No. 961085

Department: Police

Classification Title: Administrative Specialist I
Ordinance Title: Administrative Specialist I
Position Number: 006341

1997/8 Budget Log No.: N/A

Bargaining Unit: 030 Current Salary: $13.65-$15.26 (Range 22.5B)

Classification Title: Administrative Staff Assistant

QOrdinance Title: Administrative Staff Assistant

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $17.09-$19.92 (Range 29.5A)
Remarks: ~ See next page for pertinent allocation information.

Incumbent:

Current Standing: Administrative Specialist I
Recommended Standing: Administrative Staff Assistant
In recommended standing, incumbent status is:
Regular; Probationary; X Temporary (Exam Required}
Authority: Personnel Rule - |
2.3.100; 2.3.200; X 2.3.300

Remarks: See next page for pertinent allocation information.

Recommended By: e Classification/Compensation Analyst

Approved: Classification/Compensation Supervisor

an g Classification/Compensation Director

P2 , ~ Personnel Director



This position is being reviewed.as a result of a request from Police Department management in response
to their departmental reorganization of March 21, 1995, The original class report (95-436) prepared for
this review was appealed by the Police Department. As a result of extensive corroborative efforts
among Police Department and Personnel Department personnel, the current position description
questionnaire was prepared for this current analysis.

Please refer to the copy of the position history card located in the Personnel Department’s Records Unit
file. '

Review of this position included analysis of the following:

s Position Description Questionnaire dated October 16, 1996, submitted for this review;

® Class Specification Nos.405005- Administrative Specialist 1 and 2402004- Administrative Staff
Assistant;

* Position file contents; and

® Corroboration among Police Department and Personnel Department management.

The purpose of this position is to provide administrative staff support to a Bureau Commander by
independently planning, organizing and performing advanced and complex administrative and technical
support activities; coordinating and monitoring the Bureaw’s budget and payroll expenditures;
researching and collecting data for special assignments; maintaining computer software systems and
confidential database tracking systems; coordinating monitoring and tracking delegated Bureau
assignments; performing executive scheduling functions; and serving as lead support staff person o
other Bureau support staff.

NOTE: For a more complete listing of duties and responsibilities, please refer to the Position
Description Questionnaire submitted for this review and included in the position file.

Positions aliocated to the Administrative Specialist II classification perform the full range of
administrative support functions for high level management or perform specialized tasks in support of 2
special function or program. These positions assign, review and evaluate the work of subordinate staff
and perform representative duties including preparing and reviewing standard and special reports;
preparing program documents and inter-departmental forms; monitoring progress of departmental
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projects and workloads; preparing and maintaining spreadsheets and similar computer support activities;
and training and advising employees on office procedures and specialized tasks.

A recent expansion in the class concept for the Administrative Staff Assistant classification has now
made this classification applicable for the subject position. Prior to its being amended, the
Administrative Staff Assistant class concept was 0 provide a range of professional administrative
services in areas such as the budget, human resources, confract administration and special projects, to a
small section or unit or a department. The expanded definition of the Administrative Staff Assistant
makes it applicable to staff support positions that support a large division with a mix of administrative
support and professional administrative services duties. This class is distinguished from the Executive
Assistant classification which provides only professional level services to a large division.

Based on the increased duties and responsibilities of this position in response to the department
reorganization, in concert with the expanded Administrative Staff Assistant class comcept, it is
recommended that this position be reclassified to Administrative Staff Assistant. This action is effective
March 21, 1995, which represents the date of the Police Department’s reorganization. '



CITY OF SEATTLE | Pk .SONNEL DEPARTMENT
CLASSIFICATION DETERMINATION

Date: December 6,-1996 Report No. 961086

Department: Police

Classification Title: Admiﬁistrative Specialist

Ordinance Title: Administrative Specialist I- BU

Position Number: 022941

1997/8 Budget Log No.:  N/A

Bargaining Unit: 035 Curfent Salary: $12.68-$14.14 (Range 20.5B)

Classification Title: Administrative Staff Assistant

Ordinance Title: Administrative Staff Assistant

Legislation Required: Yes |
Bargaining Unit: 030 - Recommended Salary: $17.09-$19.92 (Range 29.5A)
Remarks: See next page for pertinent aliocation information.

Incumbent: Vacant
Current Standing: N/A
Recommended Standing: N/A
In recommended standing, incumbent status is: N/A
Regular; Probationary; Temporary (Exam Required)
Authority: Personnel Rule -
2.3.100; 2.3.200; 2.3.300

Remarks: See next page for pertinent allocation information.

Recommended By: e Classification/ Compensatien Analyst

Approved: _ Classification/Compensation Supervisor



This position is being reviewed as a result of a request from Police Department management in response
to their departmental reorganization of March 21, 1995. The original class report (35-437) prepared for
this review was appealed by the Police Department. As a result of extensive corroborative efforts
among Police Department and Personnel Department personnel, the current position description
guestionnaire was prepared for this current analysis.

Please refer to the copy -of the position history card located in the Personnel Department’s Records Unit
file.

Review of this position included analysis of the following:

« - Position Description Questionnaire dated October 16, 1996, submitted for this review;

s Class Specification Nos.405004- Administrative Specialist I and 2402004~ Administrative Staff
Assistant, :

s Position file contents; and

® Corroboration among Police Department and Personnel Department management.

The purpose of this position is to provide administrative staff support t0 a Bureau Commander by
independently planning, organizing and performing advanced and complex administrative and technical
support activities; coordinating and monitoring the Bureau's budget and payroll expenditures;
researching and collecting data for special assignments; maintaining computer software systems and
confidential database tracking systems; coordinating monitoring and tracking delegated Bureau
assignments; performing executive scheduling functions; and serving as lead support staff person to
other Bureau support staff.

NOTE: For a more complete listing of duties and responsibilities, please refer to the Position
Description Questionnaire submitted for this review and included in the position file. '

Positions allocated to the Administrative Specialist [ classification perform the full range of
administrative support duties andfor several specialized clerical tasks in support of a program.

Representative duties at this level include establishing and maintaining logs, files, indexes and similar
records systems; compiling and editing special reports; composing routine correspondence; checking and
editing special reports; composing routine correspondence; checking the work of others for errors or
omissions; verifying information to be included in documents of public record; gathering statistical
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information to be used for reports; and reviewing, evaluating and entering data into a personal computer
or terminal, and creating and updating files.

A recent expansion in the class concept for the Administrative Staff Assistant classification has now
made this classification applicable for the subject position, Prior to its being amended, the
Administrative Staff Assistant class concept was (o provide a range of professional administrative
services in areas such as the budget, human resources, contract administration and special projects, to 2
small section or unit or a department. The expanded definition of the Administrative Staff Assistant
makes it applicable to staff support positions that support a large division with a mix of administrative
support and professional administrative services duties. This class is distinguished from the Executive

Assistant classification which provides only professiona: level services to a large division.

Based on ihe increased duties and responsibilities of this position in response to the department
reorganization, in concert with the expanded Administrative Staff Assistant class concept, it is
recommended that this position be reclassified to Administrative Staff Assistant. This action is effective
March 21, 1995, which represents the date of the Police Department’s reorganization.



" CITY OF SEATTLE | PERSONNEL DEPARTMENT
| CLASSIFICATION DETERMINATION
Date: December 6, 1996 ' ' Report No. 961087

Department: Police

Classification Title: Administrative Specialist II

Ordinance Title: Administrative Specialist II- BU

Position Number: 006346

1997/8 Budget Log No.: N/A

Bargaining Unit: 035 Current Salary: $13.65-$15.26 (Range 22.5B)
Classification Title: Administrative Staff Assistant

Ordinance Title: Administrative Staff Assistant

Legislation Required: Yes ‘

Bargaining Unit: 030 Recommended Salary: $17.09-$19.92 (Range 29.5A)
Remarks: See next page for pertinent allocation info;matian.

Incumbent: Vacant
Current Standing: N/A
Recommended Standing: N/A
In recommended standing, incumbent status is: N/A
Regular; Probationary; | Temporary (Exam Required)
Authority: Personnel Rule -
2.3.100; 2.3.200; 2.3.300

Remarks: See next page for pertinent allocation information.

Recommended By: = =S Classification/Compensation Analyst

Approved: Classiﬁcation/(iompensation Supervisor

P/ Classification/Compensation Director

Sarah Welch /h“ i bl Personnel Director




This position is being reviewed as a result of a request from Police Department management in response
to their departmental reorganization of March 21, 1995. The original class report (55-438) prepared for
this review was appealed by the Police Department. As a result of extensive corroborative efforts
among Police Department and Personnel Department personnel, the current position description
questionnaire was prepared for this current analysis.

Please refer to the copy of the position history card located in the Personnel Department’s Records Unit
file. '

Review of this position included aﬁalysis of the following:

e Position Description Questionnaire dated October 16, 1996, submitted for this review;

® Class Specification Nos.405005- Administrative Specialist I and 2402004- Administrative Staff
Assistant;

® Position file contents; and

s Corroboration among Police Department and Personnel Department management.

The purpose of this position is to provide administrative staff support 10 2 Bureau Commander by
independently planning, organizing and performing advanced and complex administrative and technical
support activities; coordinating and monitoring the Bureau’s budget and payroll expenditures;
researching and collecting data for special assignments; maintaining computer software systems and
confidential database tracking systems; coordinating monitoring and tracking delegated Bureau
assignments; performing executive scheduling functions; and serving as lead support staff person to
other Bureau support staff. "

NOTE: For a more complete listing of duties and responsibilities, please refer to the Pasition
Description Questionnaire submitted for this review and included in the position file.

Positions allocated to the Administrative Speciatist II classification perform the full range of
administrative support functions for high level management or perform specialized tasks in support of a
special function or program. These positions assign, review and evaluate the work of subordinate staff
and perform representative duties including preparing and reviewing standard and special reports;
preparing program documents and inter-departmental forms; monitoring progress of departmental
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projects and workloads; prej)aring and maintaining spreadsheets and similar computer support activities;
and training and advising employees on office procedures and specialized tasks.

A recent expansion in the class concept for the Administrative Staff Assistant classification has now
made this classification applicable for the subject position. Prior to its being amended, the
Administrative Staff Assistant class concept was to provide a range of professional administrative
services in areas such as the budget, luman resources, contract administration and special projects, to a
small section or unit or a department. The expanded definition of the Administrative Staff Assistant
makes it applicable to staff support positions that support a large division with a mix of administrative
support and professional administrative services duties. This class is distinguished from the Executive
Assistant classification which provides only professional level services to a large division.

Based on the increased duties and responsibilities of this position in response to the department
reorganization, in concert with the expanded Administrative Staff Assistant class -concept, it is
recommended that this position be reclassified to Administrative Staff Assistant. This action is effective
March 21, 1995, which represents the date of the Police Department’s reorganization.



Pi. .SONNEL DEPARTMENT

; CITY OF SEATTLE

CLASSIFICATION DETERM
Date: December 6, 1996 ‘ | Report No. 961088

Department: Police

Classification Title: Administrative Specialist I
Ordinance Title: Administrative Specialist Il- BU
Position Number: 006334 ‘

1997/8 Budget Log No.: N/A

Bargaining Unit: 035 © Current Salary: $13.65-$15.26 (Range 22.5B)
Classification Title: Administrative Staff Assistant

Ordinance Title: Administrative Staff Assistant

Legislation Required: Yes

Bargaining Unit: - 030 Recommended Salary: $17.09-$19.92 (Range 29.5A)
Remarks: | See next page for pertinent allocation information.

Incumbent: Vacant
Current Standing: N/A
Recommended Standing:  N/A
In recommended standing, incumbent status is: N/A
Regular; Probationary; Temporary (Exam Required)
Authority: Personnel Rule - |
2.3.100; 2.3.200; 2.3.300

Remarks: See next page for pertinent allocation information.

Recommended By: e Ciassiﬁcation!Compeﬁsation Analyst
Approved: " (lassification/Compensation Supervisor
' ¥ Classification/Compensation Director

Personnel Director




This position is being reviewed as 2 result of a request from Police Department management in response
to their departmental reorganization of March 21, 1995. The original class report (95-439) prepared for '
this review was appealed by the Police Department. As a result of extensive corroborative efforts
among Police Department and Personnel Department personnel, the current position description
questionnaire was prepared for this current analysis.

Please refer to the copy of the position history card located in the Personnel Department’s Records Unit
file.

Review of this ;Sosition included analysis of the following:

° Position Description Questionnaire dated October 16, 1996, submitted for this review;

° Class Specification Nos.405005- Administrative Specialist I and 2402004- Administrative Staff
~ Assistant; '

. Position file contents; and

. Corroboration among Police Department and Personnel Department management.

The purpose of this position is to provide administrative staff support to a Bureau Commander by
independently planning, organizing and performing advanced and complex administrative and technical
support activities; coordinating and monitoring the Bureau’s budget and payroll expenditures;
researching and collecting data for special assignments; maintaining computer software systems and
confidential database tracking systems; coordinating monitoring and tracking delegated Bureau
assignments; performing executive scheduling functions; and serving as lead support staff person to
other Bureau support staff.

NOTE: For a more complete listing of duties and responsibilities, please refer to the Position

Description Questionnaire submirted for this review and included in the position file.

" Positions allocated to the Administrative Specialist II classification perform the full range of
administrative support functions for high level management or perform specialized tasks in support of a
special function or program. These positions assign, review and evaluate the work of subordinate staff
and perform representative duties including preparing and reviewing standard and special reports;
preparing program documents and inter-departmental forms; monitoring progress of departmental
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projects and workloads; preparing and maintaining spreadsheets and similar computer support activities;
and training and advising employees on office procedures and specialized tasks. '

A recent expansion in the class concept for the Administrative Staff Assistant classification has now

made this classification applicable for the subject position. Prior to its being amended, the
Administrative Staff Assistant class .concept was to provide a range of professional administrative
services in areas such as the budget, human resources, contract administration and special projects, to a
small section or unit or a department. The expanded definition of the Administrative Staff Assistant
makes it applicable to staff support positions that support 2 large division with a mix of administrative
support and professional administrative services duties. This class is distinguished from the Executive
Assistant classification which provides only professional level services to a large division.

Based on the increased duties and responsibilities of this position in response to the department
reorganization, in concert with the expanded Administrative Staff Assistant class comcept, it is
recommended that this position be reclassified to Administrative Staff Assistant. This action is effective
March 21, 1995, which represents the date of the Police Department’s reorganization.
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CITY OF SEATTLE | | ' PERSONNEL DEPARTMENT
CLASSIFICATION DETERMINATION |

Date: December 6, 1996 Report No. 961089

Department: Police

Classification Title: Administrative Specialist I
Ordinance Title: Administrative Specialist I- BU
Position Number: 005108

1697/8 Budget Log No.: N/A

Bargaining Unit: 035 | Current Salary: $12.68-$14.14 (Range 20.5B)
Classification Title: Administrative Staff Assistant

Ordinance Title: Administrative Staff Assistant

Legisiation Required: Yes |

Bargaining Unit: 030 Recommended Salary: $17.09-$19.92 (Range 29.5A)
Remarks: See next page for pertinent allocation information.

Incumbent: Vacant
Current Standing: N/A
Recommended Standing: N/A
In recommended standing, incumbent status is: N/A
Regular; Probationary, Temporary (Exam Required)
Authority: Personnel Rule - |
2.3.100; 2.3.200; 2.3.300

Remarks: See next page for pertinent allocation information.

Recommended By: e Classification/Compensation Analyst

Approved: Johp Pearson 5},1/7 Classification/Compensation Supervisor

dia Santicsteban

i )" Classification/Compensation Director

AP 7 Personnel Director




This position is being reviewed as a result of a request from Police Department management in response
to their departmenial reorganization of March 21, 1995. The original class report (95-440) prepared for
this review was appealed by the Police Department. As a result of extensive corroborative efforts
among Police Department and Personnel Department persomnel, the current position description
questionnaire was prepared for this current analysis.

Please refer to the copy of the position history card located in the Personnel Department’s Records Unit
file.

Review of this position included analysis of the following:

. Position Description Questionnaire dated October 16, 1996, submitted for this review;

® Class Specification Nos.405004- Administrative Specialist I and 2402004- Administrative Staff
Assistant;

s Position file contents; and

s Corroboration among Police Department and Personnel Department management.

The purpose of this position is to provide administrative staff support to 2 Bureau Commander by

independently planning, organizing and performing advanced and complex administrative and technical

support  activities; coordinating and monitoring the Bureau’s budget and payroll expenditures;

researching and collecting data for special assignments; maintaining computer software systems and

confidential database tracking systems; coordinating monitoring and tracking delegated Bureau

assignments; performing executive scheduling functions; and serving as lead support staff person to -
other Bureau support staff. '

NOTE: For a more complete listing of duties and responsibilities, please refer to the Position
Description Questionnaire submitted for this review and included in the position file.

Positions allocated to the Administrative Specialist 1 classification perform the full range of
administrative support duties and/or several specialized clerical tasks in support of a program.

Representative duties at this level include establishing and maintaining logs, files, indexes and similar
records systems; compiling and editing special reports; composing routine correspondence; checking and
editing special reports; composing routine correspondence; checking the work of others for errors or
omissions; verifying information to be included in documents of public record; gathering statistical
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information to be used for reports; and reviewing, evaluating and entering data into a personal computer
or terminal, and creating and updating files. '

A recent expansion in the class concept for the Administrative Staff Assistant classification has now
made this classification applicable for the subject position.  Prior to its being amended, the
Administrative Staff Assistant class concept was 10 provide a range of professional administrative
services in areas such as the budget, human resources, contract administration and special projects, 1o a
small section or unit or a department. The expanded definition of the Administrative Staff Assistant
makes it applicable to staff support positions that support a large division with a mix of administrative
support and professional administrative services duties. This class is distinguished from the Executive

Assistant classification which provides only professional level services to a large division.

Based on the increased duties and responsibilities of this position in respomse to the department
reprganization, in concert with the expanded Administrative Staff Assistant class concept, it is
recommended that this position be reclassified to Administrative Staff Assistant. This action is effective
March 21, 1995, which represents the date of the Police Department’s reorganization.
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Department: Police

Classification Title: Administrative Specialist I

Ordinance Title: Administrative Specialist I

Position Number: 006342
' Bargaining Unit: 030 Current Salary: Range 24.5B

Classification Title: Senior Grants and Contracts Specialist
EE Ordinance Title: | Senior Grants and Contracts Specialist Bargaiﬁing Unit: 030
il Legislation Required: Yes Recommended Salary: Range 30.5A 4
| Remarks - See next page for pertinent allocation information. This report is |
L in response to a reconsideration, and sgggsedes Report #95-441. |
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Incumbent:
Current Standing: Administrative Specialist II

Recommended Standing:  Senior Grants and Contracts Specialist

In recommended standing, incumbent status is:

[ ] Regular [ ] Probationary - { X ] Temporary (exam reguired)
Authority: Personnel Rule

[ ]2.3.100 [ 12.3.200 [X]2.3.300

Remarks:
Recommended: Curt Funk F ? Classification/Compensation Analyst(s)
Appmved: John Pearson % Classification/Compensation Supervisor

Lidia Santiesteban_ ¥ /7 Classification/Compensation Director

Sarah Welch W@” Personnel Director




This position is being reviewed as a result of a request for reconsideration filed by the
Police Department. The Police Department filed for a reconsideration of Classification
Report # 95-441, which recommended reclassification of the subject position from
Administrative Specialist III to Grants and Contracts Specialist. Implementation of
Report # 95441 was held pending the outcome of the reconsideration, so the position
is still an Administrative Specialist III. For reference, the complete text of the original
Report # 95-441 is reprinted below:

“This position was group reviewed as a resuit of a reorganization within
the Police Department. The department is requesting this position be
classified as a Grants Management Specialist which is not an existing
title within the City system.

“Please refer to the Position Description Questionnaire on file for a
detailed listing of duties and respensibilities and to the Position History
Card for a history of the position. :

“The transfer of this position from the Support Bureau to the
Community Policing Bureau was effected in order to enable this position
to assist the section manager with a full range of grant management
activities, including grant preparation and research, progress reporting
and identifying grant opportunities. Within its former Support Bureau,
this position’s classification of Administrative Specialist I characterized
a body of work entailing the performance of highly complex and diverse
specialized program support activities or supervision of a group of
employees engaged in administrative or specialized support activities.
For positions classified at the Administrative Specialist I level,
representative duties include: researching and compiling information on
special assignments; evaluating and recommending systems and

 equipment to improve administrative support functions; training
administrative support personnel in procedures and use of automated
equipment; and coordinating and/or supervising varied phases of
administrative support work.

“This position is now responsible for providing assistance to the
manager of the Community Policing Research and Grants Management
Section by coordinating the Police Department’s grant management
program. This position is responsible for data collection, research and
analysis pertinent to the preparation of grant requests; preparing and
reviewing grant requests and RFPs; tracking, monitoring and evaluating
sub-grantee activities, contract compliance and reporting requirements;
and providing assistance to various agencies' and departmental staff
involved in the grants prograins.
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“As previously stated, the Police Department’s requested title of Grants
Management Specialist is a nonexistent title.  However, Class
Specification #2004004- Granis and Contracts Specialist, sufficiently
describes the body of work the subject position is now responsible for.
Specifically, the Grants and Contracts Specialist classification is
responsible for coordinating and participating in the selection,
preparation, monitoring and administration. of a variety of service
" contracts, subcontracts and consultant contracts in support of a social
services program or division; and provides a variety of technical support
assistance and services to subcontractors. While the Seattle Police
Department cannot be considered a social service agency, the subject
position is involved in liaison functions with other city agencies, as well
as other governmental, community and educational agencies in order to
provide technical assistance on grant administration, and progress
reporting, monitoring and evaluation.

«Jt is recommended that this position be allocated to Grants and
Contracts Specialist effective March 21, 1995 which is the date of the
Seattle Police Department’s recrganization.”

The Seattle Police Department (SPD) filed for a reconsideration of the above
determination, and a reconsideration meeting was held on November 18, 1996.
Attending from SPD were the incumbent, a Personnel Specialist from SPD, and the
Community Policing Director (who is the incumbent’s second-line supervisor).

Prior to the reconsideration meeting, SPD submitted additional written information in
support of the reconsideration. This information consisted of a notebook containing
examples of work, descriptions of projects and assignments, a revised Position
Description Questionnaire (PDQ), and other information. All of this information, plus
verbal information from the meeting itself, was considered by the reconsideration
board. At the meeting, the reconsideration board asked whether the revised PDQ
(dated 6/26/96) reflects a change in duties from the carlier PDQ (dated 4/28/93); or
whether the revised PDQ reflects duties that have been performed all along. The
:ncumbent and the Community Policing Director replied that the 4/28/93 PDQ had
been written before the position even existed, and that the 6/26/96 PDQ represents
duties the position has been performing ail along. Accordingly, the reconsideration
board accepted the 6/26/95 PDQ as an accurate reflection of the position’s duties since
the 3/21/95 effective date of the original report that reclassified this position to Grants
and Contracts Specialist.

The Police Department is requesting Planning and Development Specialist [ as the
classification for this position, arguing that the position performs duties more related to
management of ongoing projects as opposed to grant writing. The department asserts
that the Community Policing Bureau’s emphasis on problem solving and future
strategy, as opposed to reacting on an incident-driven basis, requires that all positions




in the Bureau adopt a strategic, problem-solving approach. The department cited the
incumbent’s work on the ongoing Youth Handgun Violence Initiative Program
(primarily Duty A on the new PDQ and Tab 4 in the notebook) as a key example of
Planning and Development Specialist Il work.

In reviewing all the materials refated to this review, the reconsideration board
recognized that this is a mixed-duty position. FYor example, the position contains
elements of duties similar to those of Personnel Specialist (the employee recognition
program) and Administrative Staff Assistant (tracking the Project Management
‘System). These duties relate to Duties B and E on the new PDQ, which comprise
about 30% of the position’s duties.

However, the preponderance of the position’s duties are definitely related to Grants and
Contracts work. This includes comsideration of the duties on the Youth Handgun
program. While there is no question of the importance of this position in facilitating
and overseeing the work of teams involved in the various components of this grant, the
board did not find these duties to involve full range of project planning and design
characteristic of the Planning and Development Specialist II classification The
reconsideration board’s opinion is that the project management responsibilities aliuded
to in the  Youth Handgun Violence Initiative Program are grant management,
monitoring, and reporting functions that are addressed in the Grants and Contracts class
series. :

However, based on SPD’s clarification of the responsibilities of this position, the
reconsideration board is revising the original classification determination from Grants i
and Contracts Specialist to Senior Grants and Contracts Specialist. The Grants and
Contracts Speciaiist class is distinguished from the Senior level class in that the base
class  entails “more limited job scope and assignments in contract preparation,
negotiation, and administration,” and duties “are performed according to more standard
guidelines and procedures.” (Quoted from the Grants and Contracts Specialist class
specification.) The Senior level duties include conducting research, needs assessments,
and new service program proposals; developing and preparing program goals and
objectives; and leading special projects. These duties and responsibilities address the
grant-management and team facilitator duties of the subject position, and distinguish the
position as being appropriate for allocation to the Senior rather than the base class.

Based on the above, the reconsideration board’s decision is that the position should be
allocated to the class of Senior Grants and Contracts Specialist, effective March 21,
1995. This recommendation supersedes the recommendation of Grants and Contracts
Specialist made in the original Classification Report #95-441.

h\wordata\clsrpis\c95-441 A
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Department: Police
Classification Title: Unclassified i
Ordinance Title: Office Services Manager

|| Position Number: 005344
Bargaining Unit: 030 Currcat Salary: $20.32-23.65 (Range 34.0A)

f Classification Title: Manager
Ordinance Title: Manager I

43 Bargaining Unit: | 030
Legisiation Required: Yes Recommended Salary: $22.30 - 26.04 (Range 36.5A)
Remarks See next page for pertinent allocation information. This report is in response (0 &

reconsideration, and supersedes Report #95-448.

INCUMBENT STATUS

incumbent:

I Current Standing: Office Serviccs Manager
Recommended Standing:  Manager I

In recommended standing, incumbent status is:

[ | Regular { | Probationary { X | Temporary {exam required)

Authority: Persennel Rule | ‘
[ 12.3.108 {12.3.200 1X12.3.300

Remarks: \ ﬁ

Recommended: Curt Funk C;/ﬁ Classification/Compensation Analyst

Approved: John Pearson W Classification/Compensation Supervisor

14

Lidia Smtiestebany Classification/Compensation Director

d
Sarah Welch W Personnel Director
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This position is being reviewed as 2 result of a request for reconsideration filed by the Police
Department. The Police Department filed for a reconsideration of Classification Report # 85-
448, which recommended no change to the subject position’s current title of Office Services
Manager. For reference, the complete text of the original Report # 95-448 is reprinted below:

“This position was group reviewed as a result of a reorganization within the
Police Department. The department is requesting this position be classified to
the title of Police Records and nformation Manager at the Manager Vi
compensation level. Police Records and Infermation Manager is the title of the
subject position’s superior and is compensated at a level equivalent to Manager
iX.

“Please refer to the Position Description Questionnaire on file for a detailed
tisting of duties and responsibilities and to the Position History Card for a
history of the position. :

«prior tc the reorganization, this position managed the Police Department’s
Records Files Section consisting of six direct reports encompassitig four teams
supervised by four Administrative Support Supervisors, & unit frainer-
Administrative Specialist Il and a purge function- Administrative Specialist 1.
This section was responsible for ensuring police records were maintained in an
accurate, complete and legally correct manner and coordinating and performing
the criminal history purging of selected individuals and annual destruction of
department records as identified in the retention schedule.

~With the reorganization, the subject position has assumed two additional direct
reports and functions. These are a vault warehousing function with a
warehouser and the Court Unit supervised by an Administrative Specialist L.
The Police Department believes these additional functions have impacted the
position via broadened »classiﬁcations for those employees reporting to the
subject position and have added to the scope of responsibility for this position
by requiring coordination with Municipal/District Court management regarding
policies and practices affecting both departments. Qverall, this position now
supervises a total of 51 positions.

« Albeit, the addition of the Court Unit and warehousing function does expand
the subject position’s scope of responsibility t0 a degree, however, the
overwhelming classification of positions (35) remain at the Administrative
Specialist I classification.  The large number of personnel and operating
schedule (seven days for all units and 24 hours/ day for four units) for the
Records Files Section necessitates having five direct report SUPErvisory
positions as well as several supporting iead positions. " The Police Department’s
files and records function is highly confidential, requiring journey level
Administrative  Specialist 1 clerical support personnel. However the

function/work of the section and as performed by the personnel, is not
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particutar complex nor diverse, rather it is a highly specvialized clerical function
supporting a department program.

“The Office Services Manager ordinance title acknowledges the Records Files
Section’s scope of operations in (erms of number of personnel, complexity of
work, and uniqueness of operating schedule. The absorption of the warehousing
and Court Unit personnel and functions does not tangibly alter the role of the
Office Services Manager rather than reaffirms its appropriateness in this
capacity. The compensation differential between the Office Services Manager
and its highest paid subordinates more than adequately validates and recognizes
its role within the organization.

“Based upon the duties and responsibilities of this position, It is recommended
this position’s classification be held in abeyance pending its review in the
Manager’s Classification/Compensation study and its ordinance title of Office
Service Manager be maintained.”

Addendum:

The Seattle Poiice Department (SPD) filed for a reconsideration of the above determination,
and a reconsideration meeting was held on November 22, 1996. Atending from SPD were
the incumbent, her immediate supervisor, and a Personnel Specialist from SPD. Based on
additional written and verbal information prepared by SPD for the reconsideration, the
reconsideration board is revising the classification determination on this position from Office
Services Manager to Manager 1. ’

At the reconsideration meeting, the department estimated that the incumbent spends about 60%
of her time on special projects, and about 40% in matters directly related to supervision and
management of staff. Organizationally, this position manages a unit of approximately 50
clerical employees, with five Administrative Support Supervisors (range 26.0B) as the highest-
paid subordinates. The department emphasized the fact that the position’s 60% “project” time
entails considerable complexity and sensitivity. The incumbent must be an expert in records
retention and disciosure issues for each of her five units: conducts legal research and responds
to legal issues; prepares Regquests for Proposals; sets up programs (o implement new laws; and
implements projects such as a new imaging system.

Based on the additional information from SPD. the reconsideration board agreed that the
significant responsibilities involved in managing such a large staff through subordinate
supervisors, combined with the project management responsibiiitiesl\warram allocation to the
Manager class series (even though, as mentioned 1n the original report, the salary of the
highest-paid subordinates is not a driving factor in this case). However, based on the City's
internal alignment comparisons, the board did not agree with the requested level of Manager
VI. Manager VI is the jevel of (to cite two examples) the Parks Resources Managers and
Recreation Program Managers in the Parks Department. The Resources Managers manage up
to 100 employees in a variety of disciplines, and the Recreation Managers supervise staff that
‘ncludes subordinate professional supervisory positions. ‘Manager VI is also the level of the
Community Crime Prevention Manager in the Police Department; this position manages 2 staff
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of community crime-prevention professionals, including subordinate supervisors at range
35.0A. The board felt that the scope of these examples exceeds that of the subject position.

Allocation to the Manager I level, however, will recognize both the people- and project-
management responsibilities of this position. Manager I is also consistent with a similar
position in Municipal Court titled Records and Information Manager - Municipal Court. That
position, which is paid at the Manager 1 level, is simifar to the subject position in its
management through subordinate supervisors of a relatively large number of staff and is
additional project management responsibilities.

Based on the above, the reconsideration board revises the original “no change” cali of Office
Services Manager, and recommends that the subject position be reciassified to Manager [. The
effective date should be March 21, 1995, which is the date of the Police Department’s

reorganization affecting this position’s duties.

This is the only position in the City with the ordinance title of Office Services Manager.
There is no class specification for the title of Office Services Manager, and no positions were
allocated to Office Services Manager in the Classification Project. Accordingly, after this
reclassification has been ratified by ordinance. the title of Office Services Manager may be

deleted from the City's Salary Schedule.



CITY OF SEATTLE PERSONNEL DEPARTMENT
CLASSIFICATION DETERMINATION

Date: February 5, 1996 ‘ Report ?Je,: 95-449
POSITION IDENTIFICATION
Departmem:- Police
Classification Title: Poﬁce Court Services Supervisor
Ordinance Title: | Police Court Services Supervisor
Position Number: | 015611
1995 Budget Log No.: N/A
Bargaining Unit: 030  Current Salary: $16.31-$18.98 (Range 29.0A- 1995 Rate)
RECOMMENDED ACTION
Classification Title: Administrative Specialist II
Ordinance Title: Administrative Specialist [II- BU
Legislation Reguired: Yes |
Bargaiﬁing Unit: 035 Recommended Salary: $14.26-$15.99 (Range 24.58B- 1995 Rate)
| Remarks: See next page for pertinent ailocation information.
INCUMBENT STATUS
Incumbent:
Current Standing: Police Court Services Supervisor

Recommended Standing:  Administrative Specialist i
In recommended standing, incumbent statﬁs is:
Regular; Probationary; XTemporary (Exam Required)
Authority: Personnel Rule - ,
2.2.200 (A); 2.2.200 (B); X2.2.200 (C)
Remarks:

Recommended By: James Woo ', Ciassiﬁcaﬁon/ Compensation Analyst

Approved: John Pearson g& Classification/Compensation Supervisor
Lidia Santiestebagj % ' :/2 Classification/Compensation Director

Sarah Welch 4" 4& é" Personne} Director
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This position was group reviewed as a resuit of a reorganization within the Police Department. The
department is requesting this position be reclassified to Administrative Staff Assistant.

Please refer to the Position Description Questionnaire on file for a detailed listing of duties and
responsibilities and to the Position History Card for a history of the position.

Prior to the reorganization, this position was classified as a Police Court Services Supervisor over the
Court Unit within the Support Bureau. Positions allocated to the Police Court Services Supervisor
 classification are responsible for supervising, directing and coordinating the work of field and office staff
who support Police Department, Law Department and Municipal court functions related to misdemeanor
prosecution.

The departmental reorganization has transferred the Court Unit, formerly supervised by the subject
position, to the Records Files Unit supervised by the Office Services Manager. The subject position is
now responsible for conducting research; data collection; coordinating projects; processing subpoenas;
interpreting unique, detailed, complex and/or vague procedures and regulations; drafting correspondence
on behalf of various City authorities; coordinating section responses fo inquiries and insuring
confidentiality of information in accordance to RCW and department procedures.

Positions allocated to the Administrative Staff Assistant classification typically serve as staff assistant to
a small section or unit or to department management and perform general administrative functions and
assist in the coordination of department projects and programs. These positions will conduct research and
data collection for special assigaments; coordinate, prepare and monitor a unit’s budget; participate in
various personnel related activities; direct and coordinate special programs or projects; coordinate and
direct a variety of general office functions; and if applicable, supervise the work of subordinates.

Although the subject position no longer supervises the Court Unit and no longer performs in the capacity
of a Police Court Services Supervisor, as a whole, its current duties and responsibilities appear to be not
to meet the criteria for atlocation to the Administrative Staff Assistant classification. Specifically, those
positions allocated to the Administrative/Executive Assistant class series typically provide professional
support to departmental management or an organizational entity by the performance of special
assignment/project work, participating in personnel administration and preparing or coordinating budget
tasks. In some instances, supervision over a support unit is also required. While the subject position

conducts research and data collection on special assignments and projects, as well as coordinates projects,
it is deficient in the areas of personnel administration and budget work.

Prior to the department reorganization, this position’s role was in a line capacity and supervised a unit of
administrative support personnel and Process Servers. With the reorganization, the position now reports
directly to the Police Records and Information Manager in a staff capacity and its primary function is to
perform technically complex and responsible program specific support tasks. The four major duties of this
position, encompassing 86% of the position’s time are as follows: '

' -Researching records and maintaining their confidentiality per RCW statues- 12%
-Processing subpoenas- 24%
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Drafting correspondence on behalf of various City authorities- 20%
-Conducting research and data collection on special assignments and projects-30%

Class Specification #405008- Administrative Specialist ITI, describes a body of work comparabie to that
of the subject position whereby a position allocated to this class performs complex program support
activities as an advanced technical“expert. The work of this class requires a specialized knowledge of the
policies, procedures, and practices applicable to the assigned program area and incumbents must possess
a detailed working knowledge of highly complex procedures and regulations including legally precise
statutes. Some representative duties at the Administrative Specialist 111 classification include:

-Performing department, program or function-specific administrative duties requiring interpretation
of unique, detailed, complex and/or vague procedures and regulations.

-Researching and compiling information on special assignments requiring a high degree of program
knowledge and independence and preparing reports with a high degree of sensitivity or
confidentiality. ‘

_Performing highly responsible liaison with high level management, officials, media and
representatives of agencies.

-Composing routine correspondence for high level management requiring discretion due to
confidentiality. -

As a result of the Police Department’s reorganization, the subject position has undergone some significant
changes in its body of work. Whereas under the former organization, this position was accountable for
supervision of the Court Unit’s function and personnel, it now serves in a staff capacity as a technical
expert providing programmatic and functional support for the Police Department’s Records, Evidence &
Identification Section.

Based upon the duties and responsibilities of this position, It is recommended this position be allocated
to Administrative Specialist III effective thirty days after legislation.
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INCUMBENT STATUS
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This position is being reviewed as a result of a request for reconsideration filed by the Police
Department. The Police Department filed for a reconsideration of Classification Report # 96~
716, which recommended that the Administrative Specialist I classification be maintained for
the subject position. For reference, the complete text of the original Report # 96-716 is reprinted
below:

“This position is being reviewed as a result of a represented grievance filed by the
International Federation of Professional and Technical Engineers, Local 17 on
behalf of the employee. The employee and Union are alleging that the subject
position should be reclassified to an Administrative Specialist HL

“A detailed listing of duties and responsibilities is outlined in the Position
Description Questionnaire submitted with this grievance. The position’s history
can be accessed via its Position History Card filed within the Personnel
Department’s Records Unit.

“This review consisted of a desk audit with the grievant, the grievant’s supervisor
and a representative with the Police Department’s Personnel Unit; a review of the
position file; and an analysis of Class Specification Nos. 4050004 Administrative
Specialist 1, 4050003 Administrative Specialist II, and 4050008 Administrative
Specialist ITI. The position incumbent provided class specifications from another
jurisdiction for consideration based upon her perception of comparability.
However, this analysis is for the purpose of an internal review for classification
equity, not a compensation study, thus precluding usage of said class
specifications.

“This position is responsible for providing administrative support 10 the Police
Department’s Clinical Psychologist’s Office by receiving patients and scheduling
appointments, administering and processing testing protocols under the Clinical
Psychologist’s direct supervision, answering phones, composing and typing
correspondence, maintaining files, performing data collection and preparing and
maintaining statistical information, scheduling meetings, ordering office supplies
and equipment, and monitoring the unit’s budget expenditures.

“D)ifferentiations between the three Administrative Specialist levels entail
increasing complexity in work necessitating increased judgment to solve special
problems, reporting level of management, and lead/supervisory responsibilities.
At the Administrative Specialist I level, positions perform the full range of
general administrafive support duties and/or several specialized clerical tasks in
support of a programnt. Administrative support functions become more complex at
the Administrative Specialist II level as positions allocated to that level perform
the full range of administrative support functions for high level management or
performs specialized tasks in support of a special function or program. Positions
allocated to the requested Administrative Specialist 1II classification perform
highly complex and diverse specialized program support activities or supervise a
group of employees engaged in administrative or specialized support activities.



“The subject position provides for the Police Department’s Clinical Psychologist,
the full range of general administrative support typical at the Administrative
Speciatist I level classification. This support includes composing and typing
correspondence and forms, files maintenance, calendar maintenance, appointment
scheduling, meeting coordination, expenditure monitoring and reporting, and
maintenance and reporting of clinical statistics. The position incumbent and her
supervisor emphasized that the position’s receptionist function, as a first point of
contact with a client, required the ability to triage and mediate patients. However,
no special background training or experience was cited as a requirement to
perform such. Psychological test administration entails primarily proctoring with
the scoring of such tests done via an answer key or through a computer. Again,
no special training and/or analysis is required to score the tests. Access to and
handling of confidential client information although an essential component of the
subject position, compares with other positions of varying classification levels
who work with confidential medical/benefits information throughout the City.

“The requested Administrative Specialist III level would not be appropriate for
the subject position. The lack of subordinates preclude allocation to such level.
In addition, the body of work performed by this position, i.e., secretarial and
administrative support, reception, and test proctoring and scoring, lack the highly
complex and diverse specialized program support work characterized by the

" Administrative Specialist I classification which represents the advanced
technical expert level of the administrative support series. The Administrative
Specialist I level is also preciuded for consideration for this position. Generally,
those positiens classified as Administrative Specialist IIs that provide similar
administrative support, report to higher level management level positions, Le.,
director level. Albeit, the Clinical Psychologist- Police is equivalent to a lower
level direciu. (Director III), the subject position’s superior is essentially a staff
position with no subordinate managers reporting to it. As a staff position, the
activities are solely program centered and lack the management, as well as
programmatic aspects, of other higher level management positions. Whereas
medical and legal secretaries, who support licensed professionals equivalent to the
subject position’s superior, require training beyond basic secretarial skills, the
subject position’s body of work emphasizes support of a program which requires
no special minimum qualifications and/ or training, besides an administrative
support background.

“Based on the duties and responsibilities of this position, it is recommended that
the Administrative Specialist I classification be maintained for this position.”

The Seattle Police Department (SPD) filed for a reconsideration of the above determination, and
a reconsideration meeting was held on December 6, 1996. Attending from SPD were the
incumbent, a Personnel Specialist, and SPD’s Clinical Psychologist (incumbent’s direct
supervisor). Prior to the reconsideration meeting, SPD submitted additional written information
in support of the reconsideration. This information consisted of examples of work, programs and
projects managed and administered by the incumbent. '



The Police Department is requesting Administrative Specialist III as the classification for this
position, arguing that the work the position performs is highly confidential, sensitive and it also
administers diverse specialized programs. The department also stated that the department has a
high recruitment problem with the subject position.

The reconsideration board determined that this position does not meet the distinguishing
characteristics of the Administrative Specialist III class. The position does not lead or supervise
others, nor does it meet the alternative characteristic of performing highly specialized diverse,
and complex office support functions. The position does perform functions that are specialized
according to the nature of the Psychologist’s office, but these functions are not as diverse as
those of the typical Administrative Specialist III position in the City office environment.
However, the board did recognize that the procecures and protocols unique to this small (and
isolated) office are of a sufficiently specialized nature fo warrant an Administrative Specialist I1
classification. Accordingly, the reconsideration board is revising the original classification
determination from Administrative Specialist I to Administrative Specialist IT effective July 3,
1995 which is fifteen working days prior to the filing of the grievance. This recommendation
supersedes the recommendation of Administrative Specialist I made in the original Classification
Report # 96-716.
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This position is being reviewed as a result of a request for reconsideration filed by the Police
Department. The Police Department filed for a reconsideration of Classification Report # 96-
717, which recommended no change to the position’s cwrent allocation of Accounting
Technician II. At the reconsideration meeting, the department stated their recommendation that
the position be allocated to Accounting Technician II] after an internal desk audit of the position
concluded that Management Systems Analyst {as requested in the original grievance filed on
" behalf of the employee by Local 17} is not appropriate for the subject position but Accounting -
Technician 1II. For reference, the complete text of the original Report # 96-717 is reprinted
below:

“This position is being reviewed as a result of a represented grievance filed on
behalf of the employee by the International Federation of Professional and
Technical Employees, Local 17. The union and employee are alleging that the
position should be reclassified to Management Systems Analyst.

“A detailed listing of this position’s duties and responsibilities is outlined in the
Position Description Questionnaire submitted with this grievance. The position’s
history can be accessed via its Position History Card filed within the Personnel
Diepartment’s Records Unit.

“This review consisted of a desk audit with the grievant, the grievant’s supervisor
and a representative with the Police Department’s Personnel Unit; a review of the
position file; and an analysis of Class Specification Nos. 4000004 Accounting.
Technician II, 4000005 Accounting Technician III and 2350004 Management
Systems Analyst.

“This position is responsible for the processing of time sheet information to
include data entry; providing overtime reporting, validation and approval/denial;
performing programming tasks utilizing Extra Basic and Visual Basic languages
to develop automated applications and reporting for time sheet data; performing
research and preparing analytical and statistical reports on information pertaining
to overtime, time sheet, sick leave, data entry and manpower; and training
‘department personnel on system usage.

“Overall, the subject position’s primary responsibilities are to enter, audit,
compile and generate statistics and information for use by others in budget
preparation and forecasting, payroll, labor negotiations, mailouts and internal
investigations. Time sheet, sick leave and overtime information are reviewed for
propriety and compliance with department and union stipulations. Time sheet
data is entered into a system, is massaged and customized reports can be
generated depending upon 2a requester’s requirements. Inquiries and
investigations regarding time sheet data are performed by this position.

“Pesitions allocated to the Management Systems Analyst classification are
responsible for providing advice and service to management on specific

operational and administrative processing and reporting systems by analyzing data
gathered, developing information and considering all available solutions and



alternatives and preparing recommendations to implement new systems,
procedures or organization changes.

“In response to special requests and requirements from users and customers, this
position may be required to study certain administrative/operational problems and
prepare a proposal identifying the problem(s), time and/or monetary costs and
savings, and recommendations to address the problem. However, this function
does not represent a regular or major role for the subject position. Unlike the
Management Systems Analyst classification which is fully dedicated to such
activities, these analytical studies do not represent the subject position’s core
functions nor do they entail the technical breadth and complexity inherent to the
work performed by positions allocated to the Management Systems Analyst
classification. The Timekeeping Unit where the subject position resides, is a high
production environment. The nature of ti.c payroll/numerical data processed by
the subject position, resulted in a reclassification from Administrative Specialist I
to Accounting Technician II in the Classification Project. As such, the work
entails processing and auditing payroll/personmel documents and data for
accuracy; reconciling, reviewing, verifying, and correcting entries, codes or
documents prepared by others to ensure accuracy and propriety of information;
and compiling information and data for the preparation of reports. This body of
work is consistent with those performed by other positions allocated to the
Accounting -Technician II classification. The Accounting Technician Il
classification, in contrast to lower level technicians, is characterized by its greater
independence of action, judgment exercised, complexity of and financial impact
of work, department and city-wide visibility and responsibility to lead subordinate
staff. Much of this differentiation is a resultant by-product of its lead role over
subordinate staff. The Timekeeping Unit is relatively small and consists of a Data
Techniciau Supervisor over the subject position who in turn has a .5 FTE
Administrative Specialist T reporting to it. The one half time position does not
constitute sufficient justification for affirming a feasible lead function for the
subject position in the spirit of the Accounting Technician III’s class
specification’s language. The lack of a substantive subordinate staff precludes
allocation to the Accounting Technician IH class.

“The subject position’s programming of its pay entry program, which is serving as
the basis for this reclass request, targets the time sheet/overtime data entry
process. This particular application which was adopted and enhanced by the
subject position, does represent a project typically performed by positions
allocated to the Management Systems Analyst classification. The project entailed
the study of an operational problem and user requirements, preparing an analysis
with recommended solution, developing the application to address and improve
the problem and training users on the new system. This type of project, although
not regularly performed by the subject position, does warrant recognition via out-
of-class pay.



“Based on the duties and responsibilities of this position, it is recommended that
its allocation remain unchanged as an Accounting Technician I with
consideration for cut-of-class pay when projects deem it appropriate.”

The Seattle Police Department (SPD) filed for a reconsideration of the above determination, and
a reconsideration meeting was held on December 6, 1996. Attending from SPD were the
incumbent, incumbent’s supervisor, and manager. Prior to the reconsideration meeting, SPD
submitted additional written information in support of the reconsideration. This information
consisted of a file folder containing examples of work, descriptions of projects and assignments,
and other pertinent information.

The Police Department is requesting Accounting Technician 11T as the classification for this
position, arguing that the work the position performs is of a scope and complexity which requires
greater independence of judgment and/or actica, complexity and financial impact of work,
department and city-wide.

In light of the additional information from the department, the reconsideration board determined
that the classification of Accounting Technician IT no longer captures the body of work of the
incumbent. Duties of the Accounting Technician II class typically entail processing and auditing
payroll/personnel documents and data for accuracy; reconciling, reviewing, verifying, and
correcting entries, codes or documents prepared by others to ensure accuracy and propriety of
information; and compiling information and data for the preparation of reports. The
preponderance of duties of this position lies in the Accounting Technician III classification
which is characterized by its greater independence of action, judgment exercised, complexity and
financial impact of work, department and city-wide = visibility and responsibility to lead
subordinate staff. »

The board concluded that Accounting Technician IIT would be an appropriate ~'assification for
the subject position because it also functions as the manager of the Police time keeping system,
- which is a more complex system than any of the systems in the City, and performs the work of a
tead in the unit. The board did not find evidence that Management Systems Analyst duties
constitute the preponderance of this position’s duties. However, as noted in the original report,
certain assignments may warrant out-of-class pay at the Management Systems Analyst level.

Based on the above, the reconsideration board is revising the original classification determination
from Accounting Technician II to Accounting Technician I effective July 27, 1995, which is
fifteen working days prior to the filing of the grievance. This recommendation supersedes the
recommendation made in the original Classification Report # 96-717 for no change in allocation.
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This review was conducted by a team of classification analysts consisting of Irene Ogunyemi, Curt Funk
and Jimmy Woo. This report was prepared by Jimmy Woo.
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This position is being reviewed at the request of Seattle Center management. The position is located in
Seattle Center’s Event Production and Marketing Division which is responsible for booking, contracting and
scheduling events at Seattle Center’s venues. '

This position was created by Ordinance #1 17294, effective January 1, 1994, Please refer to the copy of the
position history card included in the position files. :

Review of this position included analysis of the following:

» Position Description Questionnaire submitted for this review;

® Class Specification Nos. #2401504 Executive Assistant and #2401506 Senior Executive Assistant
s " Organizational charts;

° Position file contents;

® Comparisons with similar positions;

. Stakeholders’ meeting with Seattle Center’s Personnel Specialist Supervisor; and

. Corroboration among a team of Classification Analysts.

The primary responsibilities of this position include:

» Provide support to the Deputy Director in the management and operation of a major division with
nine direct units reporting within the division; has responsibility for daily management activities of
the units and progress reporting to the Deputy Director. ' ' '

® Conduct research on industry trends to provide a range of options for the Deputy Director 10
- consider and identify issues regarding commercial marketing strategies that affect the department.

® Design marketing strategies which lead to negotiations with major lines of business which result in
‘the execution of contracts; represent the Deputy Director with clients, vendors, public groups and
elected officials to discuss programs in support of the department’s mission.

® Formulate and have oversight responsibility for the division’s budget; meet with unit managers (¢
determine needs for staffing, equipment and accommodations and convey needs to Deputy Director
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for allocation; coordinate with Human Resources on issues involving hiring, performance
evaluations, training and discipline.

° Directs affairs of division during absence of Deputy Director

NOTE: For a more complete listing of duties and responsibilities, please refer to the Position Description
Questionnaire submitted for this review and included in the position file. ’

ANALYSE

As an Events Booking Supervisor, this position was responsible for supervising a unit which works with
clients and promoters to schedule revenue generating events at the Seattle Center by determining facility
requirements, negotiating rental costs, outlining support requirements, preparing requisite contracts and

‘when necessary, drafts and secures legislation from City Council to enable an event, projects event
schedules, and coordinates multiple events throughout the facility.

Positions allocated to the requested Senior Executive Assistant classification perform a wide range of
complex, confidential and sensitive executive level administrative duties for the head of a department or 0
a deputy superintendent, i.e., providing primary professional staff support; participating in management
level decision making regarding policies, programs and actions; serving as liaison between the executive and
 division directors; monitoring preparation of annual budget; acting as representative for the department to
 outside parties; and performing personnel administrative tasks.

The subject position no longer functions as a unit manger and now reports directly to the Deputy Director-
Event Production and Marketing. In addition to performing the representative professional administrative
support activities inherent to the staff assistant class series, the subject position is exwensively involved in
performing research and issue development in support of commercial marketing strategies for the department
as well as designing marketing strategies leading to negotiations with major lines of business. The subject
position has assumed the marketing and events production aspect from the Deputy Director to enable the
Director to address other issues.

It is clearly established that this position no longer functions within the capacity of an Events Booking
Supervisor, but rather within the staff assistant class series. However, the language on the Senior Executive
Assistant class specification states its application is to be for those positions reporting to department heads
or deputy superintendents (City Light Department). The application of the Senior Executive Assistant class
specification was specifically intended for usage at the Ievel of top decision making authority within a
department or where the organizational level/unit (City Light- Branch) was equivalent in size to some
dcpartments. The Seattle Center Department currently has two Senior Executive Assistants. One of the
positions reports on the organization chart to the Director- Finance & Resource Development, but in
actuality, it performs a majority of its work for the Seattle Center Director (which shows no staff assistant
position reporting to it). The other Senior reports to the other deputy, the Deputy Director- Physical Asset
Mapagement. By definition, a deputy director has the authority to fill in for the department director, has
authority for its customers, works extensively and closely with the legislative and executive branches, and
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represents the top decision making level for most matters. The subject position’s superior, Deputy Director-
Event Production & Marketing, fully meets the aforementioned criteria. In Seattle Center, a Deputy Director
functions essentially as a de facto department head. In this regard, the subject position is performing staff

assistant work for superior who is functionaily at a level equivalent to a department head.

* Based on the duties and responsibilities of this position, the recommended allocation is Senior Executive
Assistant effective January 1, 1996, the date identified by Seattle Center management whereby the position
fully accreted its current duties and responsibilities.
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Date: October 17, 1996 Report No. 9@7~

ISITION IDENTIFICATION

Department: Seattie Center
Classification Title: Senior Events Service Representative
Ordinance Title: - Senior Events Service Representative
Position Number: 009020
Bargaining Unit: 030 Current Salary: $19.53-22.76
(Salary Range 33.04)
Classification Title: Events Service Supervisor
Ordinance Title: Events Service Supervisor
Legislation Required: Yes |
Bargaining Unit: 030 Recommended Salary: $21.12-24.59
: (Range 35.0A)
Remarks: See next page for pertinent allocation information.
Incumbent:
Current Standing: ' Senior Events Service Representative
Recommended Standing: Events Service Supervisor
In recommended standing, incumbent status is:
X Regular; Probationary; Temporary(Exam Required)
Authority: Personnel Rule - -
X 2.3.100; 2.3.200;, 2.3.300
Remarks:
Recommended By: Team One \\v\/ Ciasszﬁcatmn/(fompensation Analysts
Approved: /i N Ciassxﬁcatzon/(?ompensatmn Supervisor

30 ' ’ Classification/Compensation Director

Sarah Welch m 5’”9 Acting Personnel Director
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This review was congucted by a team of classification analysts consisting of Irene Ogunyemi, Curt Funk
and Jimmy Woo. The report was prepared by Jimmy Woo,

This position is being reviewed at the request of Seattie Center management. The department is reguesting
the position be reclassified to Events Service Supervisor. The subject position is located at the Seaitle
Center Opera House which serves as the venue for the Seattle Symphony, Pacific Northwest Bailet and
Seattle Opera, as well as other productions.

This position was created as an Ice Arena Custodian effective November 1, 1950. Over the years the
position was retitled many times to eventually be retitled from Events Service Representative to Senior
Events Service Representative effective January 1, 1994 by Ordinance 116944.

Review of this position included analysis of the following:

Position Description Questionnaire (PDQ) submitted for this review;

Class Specification #2050505/Senior Events Service Representative;

Position file contents;

Comparisons with similar positions;

Stakeholders’ meeting with Seattle Center’s Personnel Specialist Supervisor; and
Corrcboration among a team of Classification Analysts;

The primary duties of this position include:

2

Guides, plans and directs approximately 100 intermittent staff in support of events at the Opera
House. This includes conducting team meetings to prioritize work plans, giving specific directions
and communicating the needs of the client; working with various technical staff to ensure plans are
on schedule and meet event needs; working with the heads of stage, sound and admissions units in
scheduling, training, etc. the staff; and investigating problems as they arise and making
recommendations to the head of the appropriate area. :

Plans and coordinates maintenance projects through the Technical Services Unit; emsures
maintenance projects do not interfere with events production schedule; balances the maintenance
requirements of an aging building with budget considerations; and procures outside contractors as
necessary to perform some of the maintenance work.

Maintains work relationships with clients such as Seattle Symphony, Seattle Opera, Pacific
Northwest Ballet and traveling performances in negotiating dates for performances and rehearsals;
coordinating staffing needs in support of particular evens; and balancing the needs of the various
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clients to ensure their success.

NOTE: For a more complete listing of duties and responsibilities, please refer to the Position Description
Questionnaire submitted for this review and included in the position file. :

In an effort to improve operational and financial efficiencies for Opera House patrons and clients, Seattle
Center instituted a trial period utilizing the building manager concept for the subject position. This concept
would have one person coordinate all work efforts, reduce the time required to make decisions and resolve
issues affecting the facility and clients, and improve communication between the Center work units on Opera
House issues. As a building manager for the Opera House, this position served as a singe clearing house
and point of contact for all activities occurring in the building, as well as decision making for the total
operation of the building, including both events and maintenance of the facility. To achieve these goals, the
subject position was now responsible for approving and prioritizing alt Opera House imaintenance requests,
coordinating the scheduling of capital and redevelopment projects around client usage, and providing on-site
feedback to Seattle Center employees concerning departmental goals with respect to the Opera House. This
expanded role for the subject position encompassed diversified responsibilities from booking events and
planning those events with the clients to ensuring the maintenance of the building, assignment of appropriate
staff for admissions, stage and sound, as well as maintaining budgetary control over operations for the Opera
House.

The increased scope of duties and responsibilities of the subject position are beyond the work typically
performed by positions in the Senior Events Service Representative classification. The Senior Events
Service Representative class specification states that positions in that class supervise Events Service
Representatives and respond to non-routine client concerns and problems. In addition to supervising an
Events Service Representative position and performing a body of work attributable to the Senior Events
Service Representative classification, the assumption of the building manager role over the Opera House
places the subject position more in the capacity of the Events Service Supervisor title with respect to
personnel and facility mangement and coordination. The Events Service Supervisor ordinance title was
established in the 1994 Budget to supervise the Event Services Unit. A class specification was never written
for the Events Service Supervisor title.

Based on upon the duties and responsibilities of this position, it is recommended this position be reclassified
to Events Service Supervisor. This action should be effective September 17, 1994, which is the date Seattle
Center management formally expanded the role of this position after the initial one year trial period.

A class spei:iﬁcation for Events Service Supervisor is to be developed to encompass the bulding manager
duties and responsibilities absorbed by this ordinance title.
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CITY OF SEATTLE PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION

Date: Oct. 8, 1996 Report No. 96-661
Department: Seattle Center

Classification Title: Supervising Personnel Specialist

Ordinance Title: Supervising Personnel Specialist

Position Number: 018339

1995/6 Budget Log No.: N/A

Bargaining Unit: 030 Cur ant Salary: $21.52 - $25.05 (Range 35.5A)
Classification Title: Personnel Manager

Ordinance Title: Personnel Manager

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $24.59 - $28.53 (Range 39.0A)
Remarks: See next page for pertinent allocation information.

Incumbent:

Current Standing:

Recommended Standing:

Supervising Personnel Specialist

Personnel Manager

In recommended standing, incumbent status is:

Regular; Probationary, X Temporary {Exam Required)
Authority: Personnel Rule -
2.3.100; 2.3.200; X 23300

Remarks:

Recommended By:

Approved:

Lr Classification/Compensation Analysts

/8 Classification/Compensation Supervisor

cban \D l-'?assﬁﬁcati(m/(:omg:oensa,ﬁ.on Director

Sarah Weich W gérsonnel Director
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Pertinent Allocation Factors
Report # 96-661
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This review was conducted by Class/Comp Team 1, consisting of Irene Ogunyemi, Jimmy Woo and Curt
Funk. The report was prepared by Irene Ogunyemi.

SOURCE OF REQUEST/POSITION IDENTIFICATIO

This position was reviewed as a result of a request from Seattle Center departmental management. The
position is located in the Human Resources Unit of Seattle Center which is responsible for providing the
Seattle Center Department with a full range of professional personnel support services, including hiring,
classification, training, benefits administration, safety programs, and records maintenance. It also serves as
an in-house expert on EEQ and affirmative action/culturai diversity.

Review of this position included analysis of the following:

e Position Description Questionnaire submitted for this review;

PDQs and classification reports for this and comparable positions on file in the Personnel Department;
Comparison with Class Specification # 2155609 for Personnel Manager and Class Specification
# 2155507 for Supervising Personnel Specialist;

Organizational charts;

Stakeholder’s meeting with Seattle Center’s Personnel Manager;

Team One’s review/analysis of subject position information;

Responses to Council Resolution #26813;

and position file contents.

@

e & & & @&

The purpose of this position is to serve as a technical/professional expert in providing professional
personnel administration to the Seattle Center Department; advise and assist the department’s management
team with the development of short and long term human resource utilization plans and problem resolution;
prepare department responses, coordinate and participate in grievance arbitrations, disciplinary proceedings -
and similar services; defend the department’s employment and personrel actions in court, Civil Service
Commission hearings, arbitrations and other regulatory seftings; research and prepare positions and
proposals for labor contract negotiations and represent the department at negotiating and/or advisory
sessions; plan and direct affirmative action and cultural diversity programs and keep management informed
of legal requirements; communicate personnel-related concerns to management and propose resolutions.

NOTE: For a more complete listing of duties and responsibilities, please refer to the Position Description
Questionmaire submitted for this review and included in the position file.
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As a Supervising Personnel Specialist, the primary responsibility of the subject position was to supervise a
variety of professional and support staff engaged in the implementation, coordination and administration of
the department’s personnel functions; as well as the development of the department’s annual budget
staffing requests and representing the department at budget and budget appeal hearings.

Since the departure of the former Equal Employment Coordinator, the subject position has taken on the
added responsibilities of hearing, investigating, documenting and recommending managerial responses to
employee complaints of harassment, inequitable treatment, violation of affirmative action/EEQ or other
acts of misconduct by staff. In addition, the subject position continues to plan, organize, manage and
supervise all phases of the department’s personnel programs including staff selection and placement,
classification and compensation issue administration, cultural diversity, safety, training and development,
performance evaluation and benefits administration. I* also continues to work closely with Fiscal Services
and Budget staff to ensure adequacy of documentation for budget submission and for preparation of the
unit budget on an annual or bi-annual basis.

In comparing the subject position’s duties and responsibilities against the Supervising Personnel Specialist
class specification and the Personnel Manager class specification, it is apparent that the incumbent’s
present duties have increased and are now at the Personnel Manager’s level. It currently has the highest
level of authority for managing the administration of personnel programs and functions in the department.
It is also evident from the PDQ submitted for this review that the subject position now manages the full
range of professional personnel support programs and services, including EEQ/affirmative action, cultural
diversity, hiring, classification, training, benefits administration, safety, records maintenance, employees
and management counselling; supervising the development and implementation of related policies and
procedures; managing the disposition of employee grievances; and representing the department at
arbitrations and hearings. :

Based on the review/evaluation of the subject position’s current duties and responsibilities, the assigned
work and functions are now at a level of authority, responsibility and work complexity that is
commensurate with Personnel Manager. It is recommended that the position be reclassified to Personnel
Manager effective August 15, 1994 which represents the date the position assumed its current duties and
responsibilities. ' : :



CITY OF SEATTLE

PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

[[Date:__12/5/9

Report No.96-1065
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| POSITION IDENTIFICATION

Department: Seattle Public Utilities ' “
Classification Title: Credit Representative
Ordinance Title: Credit Representative
H Position Number: 017180
Bargaining Unit: 004 Current Salary: 14.28 -16.61
RECOMMENDED ACTION

Classification Title:

Ordinance Title:

Customer Service Representative

Customer Service Representative

Current Standing:

X Regular;
[]2.3100;

Recommended Standing:

Legislation Required:  Yes , Recommended Salary: 13.65 - 15.26
Bl - 28T . S

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent: {Job Share -2 PTE)}

{Admin Support Asst. ILO Credit Rep)
(Customer Service Rep. ILO Credit Rep)
Customer Service Representative

In recommended standing, incumbent status is:

Probationary: Temporary.
{1 2.3.200; [ ]2.3.300.

Remarks: Per 9.7B of the Local 17

Recommended:

Steven Aspiras S5 Senior Classification Analyst

Approved:

John Pearson ﬁ{, ~ Classification Supervisor

Lidia Santiesteban kf hﬂ Classification/Compensation Director
by

Sarah Welch Personnel Director
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Pogition Identification and Source of Reguest:

This position was reviewed as a result of a Departmental request to classify the
duties of the position appropriately. Aithough the position is currently classified as
a Credit Representative (CR}, the Department has been filling the position with two
{2} Part Time Employees {PTE}). One position is filling the position at the requested
title of Customer Service Representative (CSR), and the other as an Administrative
Support Assistant. The reclass of this position from Credit Representative to

Customer Service Representative will offer greater flexibility to meet the telephone
service demands and align the two PTE with the other CSRs in the unit.

Position No. 017180 is located in the Account Services Division which is
responsible for performing the full range of collection activities, establishing
payment plans and negotiating payment arrangements.

Scope of Review:

This review consisted of an analysis and evaluation of the following:

¢ the Position Description Questionnaire (PDQ) signed 3/25/96 by the immediate
supervisor;

¢ comparisons of class specifications in the Administrative Support, Credit
Representative (CR} and Customer Service Representative {CSR) class series;

¢ comparison to similar positions:

¢ review of the organization unit affecting the subject position;

¢ and related classification files.

Background:

According to departmental management, the current position is being filled In-Lieu-
Of {iLO) by two PTE. One position is currently performing the work as a CSR. The
ASA was originally hired in Credit as an ASA PTE, with the duties appropriate to
that classification. Those duties have either been eliminated by new streamlined

- procedures or transferred to other employees. The ASA now performs duties
exactly like the other CSRs in the Credit Office, and has received Qut-Of- Class pay .
when performing the duties in a vacant CSR position. Although the ASA continues
to perform as a CSR, the ASA has not received 00C since returning to its regular
position as of March 6, 19986.

Summary of Work

The essential purpose of this position is to provide utility customers the opportunity
to negotiate mutually workable arrangements for payment or determine other
appropriate courses of action, including termination of utility services; researches
account histories and prepares account data entries on utility billing systems;and
ensures minimum revenue loss for three {3) City-owned utilities.
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NOTE: Ffor a more complete fisting of the subject position’s responsibilities, see the
Position Description Questionnaire (PDQ), dated and submitted for purposes
of this review.

Analysis:

Review of the CSR class series verified that positions in this class receive requests,
complaints and inquiries from residential and commercial utility customers via
telephone, in person, or through writien correspondence; open, maintain and close
accounts; make changes in account status; research records to answer guestions;
provide information and referrals concerning utility programs and services; make
limited credit arrangements; and take appropriate action to resclve account
problems. CSRs use judgment in selecting and applying the most appropriate
guideline when responding to customer complaints, when providing information and
referrals, and when preparing documents to adjust accounts based on corrected
customer information.

in comparison, the CR class series showed that they collect on delinquent utility
accounts, negotiate mutually workable arrangements for payment, or determine
other appropriate course of action. CRs use judgment in determining customer’s
ability to repay amounts due, establish mutually workable repayment arrangements,
and determine on-going credit risk involved in maintaining utility services to
customer. The CR classification {formerly Utility Credit Representative} was
created as a class dedicated to coliecting past due accounts from utility customers.
A distinquishing factor from CSRs is that CRs are expected to work in the field in
an attempt to collect payment or arrange credit plans so that the utilities could
collect past due accounts. The “limited” credit arrangements performed by the
CSHRs is in recognition of the fact that a certain percentage of credit probiems is
straightforward encugh to be handied with a phone call or short interview. These
arrangements usually involve the customer committing to a repayment plan.

Review of the organization structure affecting this position, verified that the unit
has 3 FTE CSRs and 1 PTE CSR who all perform the same duties in a team. The
changes in the subject position’s duties are needed to meet the department's
customer service targets, especially the “Average Speed of Answer”, “Busy
Signals” and “Lost Call”. The Unit continues to receive a larger volume of

- customer calls than can be readily responded to. The reclass of the position
involved in direct customer-service delivery will improve their ability to meet their
performance targets and classify the position appropriately.

Recommendation:

Based on evaluation of the duties and responsibilities of position #017180, the
appropriate allocation is Customer Service Representative. This action should be
effective March 25,1996 which is the date the immediate supervisor signed off on
the PDQ.
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Department: Seattle Public Utilities
Classification Title: unclassified
Ordinance Title: . Management Systems Analyst
Position Number; (24044 !
t Bargaining Unit: 030 Current Salary: Range 33.0A
RECOMMENDED ACTION | a
E Classification Title: Finance Analyst, Senior
Ordinance Title: Finance Analyst, Senior
Legislaﬁsn Required: Yes Recommended Salary: Range: 35.5A
Remarks See next page for pertinent allocation information Ej
INCUMBENT STATUS I
Incumbent: |
Current Standing: Management Systems Analyst
Recommended Standing; Finance Analyst, Senior
In recommended standing, incumbent status is:
Regular; Probationary: Temporary.
[ 12.3100; [ 12.3.280; [X ]2.3.306.
| Remarks:
Recommended: Steven Aspiras ﬁ—’ Senior Classification An