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AN ORDINANCE establishing titles, reallocating, reclassifying, redesignating,

retitling, and setting compensation for certain positions in various City

departments; creating new salary rates; correcting APEX market group rates on

Ordinance #119212; correcting a position number as shown on Ordinance #

119167; amending S.M.C. 4.13.010 by a 2/3 vote of the Council to exempt an
additional position from the classified service; and providing payment therefor.

BE IT ORDAINED BY THE CITY OF SEATTLE AS FOLLOWS:

SECTION 1. REALLOCATING, RECLASSIFYING, REDESIGNATING AND

RETITLING OF POSITIONS. As recommended by the Personnel Director in

Classification Determinations specified and attached hereto, position s in certain City

employing units are hereby reallocated, reclassified, redesignated and retitled, or

otherwise adjusted, effective as noted in respective Classification Determinations as

shown below:

CITY LIGHT

1 position (#025140) of Systems Analyst reclassified to Systems Analyst, Senior

(Report #98-1737).

I position (#020803) of Systems Analyst, Senior reclassified to Systems Analyst,

Principal (Report #98-1738).

I position (#012619) of Administrative Support Assistant-BU reallocated to

Electrical Engineer, Senior (Report #98-1808).

1 position (#019239) of Public Relations Specialist reclassified to Public

Relations Specialist, Senior (Report #98-1866).
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1 position (#022226) of Credit

&
a

m
p

;

Collections Supervisor, Assistant reclassified to

Credit

&
a

m
p

;

Collections Supervisor (Report #98-1924).

1 position (#017367) of Administrative Support Assistant reclassified to

Administrative Specialist 11-BU (Report #98-1981).

1 position (#012390) of Accounting Support Assistant-BU, 2 positions (#019391,

#013941) of Administrative Specialist I-BU and I position (#012394) of Accounting

Technician I-BU reclassified to Administrative Specialist 11-BU (Report #98-1982).

1 position (#012468) of Administrative Support Assistant-BU reallocated to

Engineering Aide (Report #98-2045).

I position (#012536) of Accounting Technician I-BU reallocated Administrative

Specialist 11-BU (Report #98-2202A).

I position (#014237) of Warehouser-BU reclassified to Warehouser, Senior-BU

(Report #98-2249).

1 position (#012169) of Personnel Specialist, Supervising reclassified to

Manager 1, General Government (Report #98-2250).

1 position (#012529) of Accounting Technician I-BU reclassified to Accounting

Technician I I-BU (Report #98-2408).

1 position (#0 19075) of Management Systems Analyst reclassified to Systems

Analyst, Senior (Report #98-2412).

1 position (#019127) of Energy Conservation Representative, Supervising

reallocated to Energy Management Analyst, Assistant (Report #98-2445).

1 position (#0 17593) of Finance Analyst reclassified to Energy Planning Analyst

(Report #98-2446).
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I position (#019296) of Research

&
a

m
p

;

Evaluation Assistant-BU reclassified to

Administrative Staff Assistant (Report #98-2448).

1 position (#022796) of Systems Analyst, Principal reallocated to Manager 2,

Information Technology (Report #98-2534).

1 position (#0 18485) of Energy Management Analyst Supervisor, Senior

reclassified to Energy Management Analyst Supervisor (Report #98-2581).

1 position (#012851) of Civil Engineer, Assistant 11 reallocated to Civil Engineer,

Associate (Report #98-2582).

CONSTRUCTION AND LAND USE

1 position (#017191) of Finance Analyst, Senior reallocated to Management

Systems Analyst, Senior (Report #98-1626A).

1 position (#014455) of Accounting Technician 11 reallocated to Personnel

Specialist, Assistant (Report #98-2418).

1 position (#0 17586) of Land Use Planning &
a
m

p
;

Development Analyst reclassified

to Land Use Planning &
a
m

p
;

Development Analyst, Senior (Report #98-2434).

1 position (#011587) of Strategic Advisor 2, Engineering &
a
m

p
;

Plans Review

redesignated to Manager 3, Exempt (Report #98-2437).

1 position (#019038) of Manager I I I reallocated to Manager 3, Engineering &
a
m

p
;

Plans Review (Report #98-2503).

EXECUTIVE - STRATEGIC PLANNING OFFICE

1 position (#026519) of TBD redesignated to Strategic Advisor 1, Exempt

(Report #98-2427).
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1 position (#022961) of Strategic Advisor 3, Exempt redesignated to Executive 1

(Report #98-2439).

6 positions (#008602, #010427, #0 15070, #020676, #022357, #025835) of

Policy &
a

m
p

;

Management Analyst redesignated to Strategic Advisor 1, Exempt (Report

#98-2526).

10 positions (#010609, #011564, #015987, #017163, #020057,#020497,

#022356, #023489, #023533, #025836) of Policy &
a
m

p
;

Management Analyst redesignated

I
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to Strategic Advisor 1, Exempt (Report #98-2527).

5 positions (#010608, #021929, #022354, #022974, #025794) of Policy &
a
m

p
;

Management Analyst redesignated to Strategic Advisor 3, Exempt (Report #98-2528).

1 position (#025764) of Policy &
a
m

p
;

Management Analyst redesignated to Strategic

Advisor 1, Exempt (Report #98-2529).

1 position (#007921) of Policy &
a
m

p
;

Management Analyst reallocated to Systems

Analyst, Senior (Report #98-2530).

1 position (#025123) of Grants

&
a
m

p
;

Contracts Specialist, Senior reclassified to

Strategic Advisor 1, Human Services (Report #98-2531).

1 position (#023647) of Planning &
a
m

p
;

Development Specialist, Senior reclassified

to Strategic Advisor 1, Human Services (Report #98-2532).

1 position (#023648) of Planning &
a
m

p
;

Development Specialist, Senior reclassified

to Strategic Advisor 2, Human Services (Report #98-2533).

1 position (#023553) of Policy &
a
m

p
;

Management Analyst redesignated to Strategic

Advisor 3, Exempt (Report #98-2536).
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1 position (#0 15910) of Policy &
a

m
p

;

Management Analyst redesignated to Strategic

Advisor 3, Exempt (Report #98-2537).

1 position (#021857) of Policy &
a

m
p

;

Management Analyst redesignated to Strategic

Advisor 3, Exempt (Report #98-2538).

EXECUTIVE SERVICES

1 position (#0 19610) of Administrative Specialist I I-BU reclassified to Accounting

Technician III-BU [1/2/97] reclassified to Finance Analyst, Assistant [7/8/97] reclassified

to Finance Analyst [611/98] (Report #98-1675A).

1 position (#010731) of Accounting Technician 11 reclassified to Accounting

Technician III (Report #98-1684A).

I position (#008852) of Video Specialist, Senior reclassified to Video Specialist

11, 1 position (#017250) of Video Specialist, Senior reallocated to Video Production

Specialist, Principal [10/13/93] retitled to Video Specialist 11 [1/l/971, 1 position

(#017349) of Video Specialist, Senior reclassified to Video Production Specialist,

Principal [1/1/93 - 10/12/93] reallocated to Video Specialist, Senior [10/13/931

reclassified to Video Specialist 11 [3/25/98], 2 positions (#024205, #025457) of Video

Production Specialist, Principal retitled to Video Specialist 11 (Report #98-1723).

1 position (#015082) of Administrative Specialist I reclassified to Administrative

Specialist 11 (Report #98-1869A).

1 position (#017584) of Accounting Technician Supervisor reclassified to

Accountant (Report #98-2252).

1 position (#010735) of Administrative Specialist I I reclassified to Accounting

Technician
I I (Report #98-2253).

I
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1 position (#016597) of Administrative Support Assistant-BU reclassified to

Administrative Specialist I-BU (Report #98-2327A).

I position (#010670) of Accountant, Principal reclassified to Accounting

Technician Supervisor-BU (Report #98-2415).

1 position (#015879) of Accounting Technician III reclassified to Accountant

(Report #98-2465).

1 position (#010911) of Administrative Staff Assistant reclassified to

Administrative Staff Analyst (Report #98-2472).

1 position (#020817) of Parking Meter Collector, Senior reclassified to Parking

Meter Collector, Supervising (Report #98-2478).

1 position (#010579) of Policy &
a
m

p
;

Management Analyst redesignated to Strategic

Advisor 1, Exempt (Report #98-2510).

1 position (#022355) of Policy &
a
m

p
;

Management Analyst redesignated to Strategic

Advisor 1, Exempt (Report #98-2511).

1 position (#017165) of Policy &
a
m

p
;

Management Analyst redesignated to Strategic

Advisor 2, Exempt (Report #98-2513).

1 position (#0 16899) of Policy &
a
m

p
;

Management Analyst redesignated to Strategic

Advisor 2, Exempt (Report #98-2514).

1 position (#017167) of Policy &
a
m

p
;

Management Analyst redesignated to Strategic

Advisor 2, Exempt (Report #98-2515).

1 position (#015091) of Policy &
a
m

p
;

Management Analyst redesignated to Strategic

Advisor 3, Exempt (Report #98-2516).
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1 position (#015077) of Policy &
a

m
p

;

Management Analyst redesignated to Strategic

Advisor 2, Exempt (Report #98-2517).

1 position (#020825) of Policy &
a

m
p

;

Management Analyst redesignated to Strategic

Advisor 2, Exempt (Report #98-2518).

1 position (#022054) of Policy &
a

m
p

;

Management Analyst redesignated to Strategic

Advisor 2, Exempt, (Report #98-2519).

1 position (#020328) of Policy &
a
m

p
;

Management Analyst redesignated to Strategic

Advisor 2, Exempt (Report #98-2520).

1 position (#015629) of Policy &
a
m

p
;

Management Analyst redesignated to Strategic

Advisor 2, Exempt (Report #98-2521).

1 position (#020498) of Policy &
a
m

p
;

Management Analyst redesignated to Strategic

Advisor 2, Exempt (Report #98-2522).

1 position (#018167) of Policy &
a
m

p
;

Management Analyst redesignated to Strategic

Advisor 2, Exempt (Report #98-2523).

1 position (#021399) of Policy &
a
m

p
;

Management Analyst redesignated to Strategic

Advisor 3, Exempt (Report #98-2524).

I position (#010441) of Policy &
a
m

p
;

Management Analyst redesignated to Strategic

Advisor 3, Exempt (Report #98-2525).

I position (#010424) of Policy &
a
m

p
;

Management Analyst redesignated to Strategic

Advisor 3, Exempt (Report #98-2539).

I position (#015087) of Policy &
a
m

p
;

Management Analyst redesignated to Strategic

Advisor 3, Exempt (Report #98-2540).
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1 position (#018170) of Policy &
a

m
p

;

Management Analyst redesignated to Strategic

Advisor 3, Exempt (Report #98-2541).

1 position (#024271) of Policy &
a

m
p

;

Management Analyst redesignated to Strategic

Advisor 2, Exempt (Report #98-2544).

1 position (#022970) of Policy &
a

m
p

;

Management Analyst redesignated to Strategic

Advisor 2, Exempt (Report #98-2552).

I position (#011311) of Warehouser-BU reclassified to Warehouser, Senior-BU

(Report #98-2565).

FIRE

1 position (#023442) of Fleet Management Coordinator reclassified to

Automotive Engineer, Senior (Report #98-2081).

HOUSING

&
a
m

p
; HUMAN SERVICES

1 position (#022556) of Administrative Specialist I-BU reclassified to

Administrative Specialist I I I'-BU (Report #98-2566).

1 position (#016922) of Administrative Support Assistant-BU reclassified to

Administrative Specialist I-BU (Report #98-2567).

1 position (#022053) of Manager 2, Information Technology reclassified to

Manager 3, Information Technology (Report #98-2638).

LEGISLATIVE

1 position (#010376) of Administrative Specialist I reallocated to Administrative

Specialist It (Report #98-2499).
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MUNICIPAL COURT

I position (#011448) of Administrative Staff Assistant reallocated to

Administrative Support Supervisor-MC (Report #98-1938).

1 position (#020801) of Administrative Specialist I reallocated to Administrative

Support Supervisor-MC (Report #98-1943).

1 position (#025734) of TBD, reclassified to Administrative Specialist 11-MC

(Report #98-1956).

I position (#016029) of Administrative Specialist I-MC reclassified to Accounting

Technician I I-MC (Report #98-1958).

I position (#015098) of Court Cashier reallocated to Accounting Technician 11-

MC (Report #98-1964).

1 position (#011441) of Administrative Support Supervisor-MC and I position

(#011446) of Court Clerk, Senior reallocated to Court Clerk Supervisor (Report #98-

1991).

I

I position (#023166) of Administrative Support Assistant-MC reallocated to

Administrative Specialist I-MC (Report #98-2273A).

4 positions (#025841, #025842, #025843, #025844) of TBD reallocated to

Administrative Specialist I I-MC (Report #98-2422).

2 positions (#011445, #019782) of Data Technician Supervisor reclassified to

Management Systems Analyst (Report #98-2480).

PARKS AND RECREATION

2 positions (#020942, #023655) of Personnel Specialist reallocated to Personnel

Specialist, Senior (Report #98-2100).

9
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2 positions (#020411, #023721) of Personnel Specialist, Assistant and 1 position

(#025372) of Administrative Specialist I-BU reclassified to Personnel Specialist (Report

#98-2101).

1 position (#017171) of Personnel Specialist reclassified to Personnel Specialist,

Supervising (Report #98-2102).

POLICE

1 position (#026351) of Management Systems Analyst reclassified to Planning &
a
m

p
;

Development Specialist 11 (Report #98-1856).

1 position (#006491) Data Technician Supervisor reallocated to Payroll

Supervisor (Report #98-1904).

SEATTLE CENTER

1 position (#020670) of Systems Analyst, Senior reclassified to Systems Analyst,

Principal (Report #98-2086).

I position (#022095) of Computer Assistance Technician reallocated to Systems

Analyst (Report #98-2087A).

I position (#023832) of Systems Programmer Analyst reclassified to Systems

Analyst, Senior (Report #98-2088A).

1 position (#020890) of Events Booking Representative reclassified to Events

Booking Representative, Senior (Report #98-2351).

SEATTLE PUBLIC UTILITIES

I position (#008593) of Video Production Specialist reclassified to Administrative

Specialist 11-BU (Report #96-835).

10
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1 position (#024075) of Data Processing Systems Analyst retitled to Systems

Analyst (Report #98-1888),

I position (#019590) of Customer Service Representative Supervisor reallocated

to Accountant (Report #98-2271).

1 position (#016785) of Civil Engineer, Assistant III reallocated to Civil Engineer,

Associate (Report #98-2303).

1 position (#008863) of Surveyor, Chief reclassified to Manager 2, Engineering &
a
m

p
;

Plans Review (Report #98-2304).

1 position (#008707) of Civil Engineering Specialist, Assistant III reclassified to

Civil Engineering Specialist, Senior (Report #98-2305).

4 positions (#007658, #007659, #014084, #014182) of Surveyor, Assistant

reclassified to Civil Engineering Specialist, Assistant I (Report #98-2306).

I position (#007672) of Survey Party Chief, Assistant, 1 position (#012375) of

Civil Engineering Specialist, Assistant, 2 positions (#012141, #012373) of Civil

Engineering Specialist, Assistant
11, and I position (#017541) of Civil Engineering

Specialist, Assistant III reclassified to Civil Engineering Specialist, Associate (Report

#98-2307).

I position (#021612) of Civil Engineering Specialist, Associate, and 2 positions

(#007676, #007678) of Survey Party Chief reclassified to Civil Engineering Specialist,

Senior (Report #98-2308).

1 position (#007.670) of Survey Party Chief, Senior reclassified to Civil

Engineering Specialist, Senior (Report #98-2309).
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1 position (#008642) of Administrative Specialist I-BU reallocated to

Administrative Specialist 11-BU (Report #98-2312).

1 position (#023883) of Planning &
a

m
p

;

Development Specialist, Senior reallocated to

Strategic Advisor 3, General Government (Report #98-2313A).

1 position (#022409) of Civil Engineer Supervisor reallocated to Manager X

[1 /1 /981 reallocated to Manager 3, Engineering &
a

m
p

;

Plans. Review [1 /7/98] (Report #98-

2314).

I position (#026342) of Manager 2, Utilities reclassified to Manager 3, Utilities

(Report #98-2409).

2 positions (#008344, #008358) of Utility Laborer reallocated to Maintenance

Laborer (Report #98-2486).

1 position (#018928) of Public Education Program Specialist, 1 position

(#021936) of Civil Engineer, Senior, I position (#022172) of Public Relations Specialist

and I position (#023487) of Public Relations Supervisor reallocated to Strategic Advisor

1, General Government (Report #98-2553).

TRANSPORTATION

1 position (#008809) of Civil Engineering Specialist, Assistant 11 reallocated to

Finance Analyst (Report #98-2452).

SECTION 2. NEW TITLES AND/OR SALARY RATES. As recommended by the

Personnel Director, the following salary rates are established, effective as of the date

shown in respective reports, letters, or memoranda of understanding/agreement.

12
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Departments New Titles

Executive

Services

Executive

Services

Design,

Construction

and Land Use

Departments

Video Specialist 11

Parking Meter Collector,

Supervising

Permit Process Leader

Titles

10

Varies

Varies

Payroll Supervisor

Machinist Specialist

11
Varies Hydroelectric Maintenance

12

Machinist

13
Varies Hydroelectric Maintenance

14

Machinist Apprentice

15
Varies Hydroelectric Maintenance

16

Machinist Crew Chief

17
Seattle Asphalt Paving Supervisor

18

Transportation

19

20

21

Office of Deputy Hearing Examiner

Hearing

22

Examiner

23
13

24

New Salary Rates

Range 33.OA

Effective January 1, 1997

(Salary Report #98-2046)

Range 24.OA

Effective July, 1, 1997

(Salary Report #98-2641)

Range 38.5A

Effective October 29, 1998

(Salary Report #98-2554)

New Sala!y Rates

Range 34.OB

Effective January 1, 1997

(Report #98-2353)

$17.08 - 17.83 - 18.57

Effective July 8, 1998

(MOA dated December 16, 1998)

$23.63 - 24.41 - 25.20 - 26.25

Effective July 8, 1998

(MOA dated December 16,1998)

$17.85 - 18.90 - 19.95 - 21.00 -

22.05 - 23.10 - 24.15 - 25.20

Effective July 8, 1998

(MOA dated December 16, 1998)

$25.63 - 26.46 - 27.56

Effective July 8, 1998

(MOA dated December 16,1998)

7/17/96: $21.55 - 22.35 - 23-23 - 24.14

1/8/97: $22.11 - 22.93 - 23.83 - 24.77

1/7/98: $22.88 - 23.73 - 24.66 - 25.64

1/6/99: $23.45 - 24.32 - 25.28 - 26.28

Effective July 17, 1996

(MOA dated November 19, 1998)

Grade 445: $32.05 - 33.30 - 34.58

35.86 - 37.25

Effective July 1, 1998

(Salary Report #98-1992)

-
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Hereafter, the rates of compensation for the first steps of the titles listed below,

having the minimum wage as the starting step shall be the rates provided by the

Federal Minimum Wage or the State Minimum Wage, whichever is higher. Successive

salary steps shall be increased concurrently to maintain the same salary differential as

established by this ordinance for these four titles.

Del2artments Titles

Varies Work Training Enrollee-

Intermittent

New Salary Rates

$5.70 - 6.75 - 8.00

Effective January 1, 1999

(Salary Report #98-2643)

Varies Work Training Enrollee,

Tier 11-Intermittent

Varies Youth Employment
Enrollee-Sum-NC *

Varies Youth Em
'

Ployment

Enrollee-Sum *

$5.70

Effective January 1, 1999

(Salary Report #98-2643)

12

13

14

15

16

17

18

19

20

21

22

23

W60 - 10.50 - 12.50

Effective January 1, 1999

(Salary Report #98-2643)

$5.70

Effective January 1, 1999

(Salary Report #98-2643)

SECTION 3. NEW SALARY RATES. As recommended by the Personnel

Director, the following salary rates are established, effective January 6, 1999, shown in

Salary Report #98-2501, Municipal Judicial Officers. The following titles will not be

eligible to receive future Cost-of-Living Adjustments (COLAs). No COLAS past 1999 will

be granted.

Department Titles

Municipal Court Municipal Judge

Municipal Court Municipal Judge-Pro

Tempore-Day

New Sala!y Rates

$46.01/hour

$46.01/hour

14
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Municipal Court Municipal Judge-Pro

Tempore-Night

$46.01/hour

Municipal Court Magistrate $35.07 -36.47 - 37.92 - 39.43 -

41.00/hour

Municipal Court Magistrate Supervising $37.34 - 38.83 - 40.38 - 41.99 -

43.66/hour

Municipal Court Magistrate-Pro Tempore-Day $35.07/hour

SECTION 4. CORRECTION TO ORDINANCE #119212. The following is

submitted to correct the Accountability Pay for Executives (APEX) Market Group rates

for the Executive I and 4 market groups. Inadvertent miscalculations were made when

applying the 2.565% increase to the current year (1998) and 1999 rates for Executive 2

and 3 market groups, as shown in Ordinance #119212, Section 1:

APEX
Market 1999

Group Legislated Rates
Executive 2 $32.52 - 4191
Executive 3 $39.97 - 52.69

Corrected 2000 Corrected

1999 Rates Legislated Rates 2000 Rates

$31.75 - 42.87 $33.35 - 45.14 $32.56 - 43.97

$39,02 - 52.69 $40.99 - 54.04 $40.02 - 54.04

SECTION 5. POSITION NUMBER CORRECTION. The following is submitted

to correct a position number as shown in Ordinance #119167, Section 1:

Department Title and Position # as shown Correct Position #
Seattle Executive 2 Executive 2
Public Utilities Position #021935 Position #024181

(CIC Log #98-1810) (C/C Log #98-1810)

SECTION 6. EXEMPT POSITION. As recommended by the Personnel Director

in response to a request from a customer department to render a certain position of
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employment exempt from the classified service, S.M.C. 4.13.010 (known as the

'Exemptions Ordinance), Subsection G, is hereby amended as follows:

Employing Unit

G. Executive

Titles of Exempt Positions

Administrative Staff Analyst (SPO)

Administrative Staff Assistant (OED)

Administrative Staff Assistant (OCR)

Administra 'Live. Staff Assistant (OIR)

All directors of offices in the Executive Department

All positions in the Office of the Mayor

Intergovernmental Relations Coordinator (OIR)

International Community Programs Coordinator (OIR)

International Specialist, Chief (OIR)

((PG!iGy and ManagemeRt Analyst

Public Relations Specialist (SPO) (PosNo. 026517)

SECTION 7. The heads of respective departments affected by this ordinance

are hereby authorized to use unexpended and unencumbered funds accumulating in

their respective 1999 Budgets to pay the compensation authorized herein.

SECTION 8. The heads of respective departments are authorized to fill such

positions subject to civil service and personnel rules and laws.
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SECTION 9. Any act consistent with this authority and prior to the effective date

of this ordinance is hereby ratified and confirmed.

SECTION 10. 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 Win icipal

Code Section 1,04.020.

PASSED by a two-thirds (2/3's) vote of the members of the City Council the

Pt~' day of :6)OCI)CLuA
1

1999, and signed by me in open session in

authentication of its passage this

Approved by me this day

Filed by me this &amp;A day of

(SEAL)
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City of Seattle

u' Sch-~I, Mayor

Executive Services Department

Dwight D. Dively, Director

MEMORANDUM

DATE: January 15, 1999

TO: Councilmember Martha Choe, Chair

Finance and Budget Committee

Legislative Department

FROM: Nancy Schaefer

Classification/Compensation Director

SUBJECT: Represented Positions on the Fourth Quarter 1998 Reclassification

Ordinance for the Committee Agenda on February 3, 1999.

The following is a breakdown of those positions from the Fourth Quarter 1998
Reclassification 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 Position(

004- Prof. and Technical Civil Engineering Spec, Assistant 1 4

Engineers, Local 17, Civil Engineering Spec, Associate 5

Technical Unit Engineering Aide 1

Land Use Planning &
a
m

p
;

Dev Analyst, Sr 1

007- Teamsters, Local 117 Warehouser, Senior-BU 2

019- Public Service

&
a
m

p
;

Maintenance Laborer

Industrial employees,

Local1239

031- Prof. And Technical Credit and Collections Supervisor I

Engineers, Local
'

17,

Senior Business Unit

032- Prof. and Technical Civil Engineering Spec, Senior 5

Engineers, Local 17, Electrical Engineer, Senior 1

Sr Professional Unit

Personnel Division, Dexter Horton Building, 710 Second Avenue, 12th Floor, Seattle, WA 98104-1793

Tel: (206) 684-7664, TDD: (206) 684-7888, Fax: (206) 684-4157, http:/www.ci.seattle.wa.us

An equal employment opportunity, affirmative action employer. Accommodations for people with disabilities provided upon request.



Councilmember Martha Choe, Chair

Finance and Budget Committee

January 15, 1999

Page 2

034- Prof. and Technical Accountant 3

Engineers, Local 17, Civil Engineer, Associate 2

Professional Unit Systems Analyst 2

035- Prof- and Technical

Engineers, Local 17,

Accounting Technician I-BU

Accounting Technician II-BU 1

Admin. Support Unit Administrative S pecialist I-BU 2

Administrative Specialist 11-BU 8

Administrative Specialist III-BU 1

040- Teamsters, Local 763- Administrative S
'

pecialist I-MC I

Muni Court Svc Administrative Specialist 11-MC 5

Employees Administrative Support Supervisor-MC 2

Accounting Technician 11-MC 2

Court Clerk Supervisor 2

The following is a breakdown of those positions that would no longer be represented

following legislation of the Fourth Quarter 1998 Reclassification Ordinance. These

positions are listed by bargaining unit, proposed title, and number of positions affected.

Former Barqaininq Un! Proposed Title # of Positions

004- Prof, and Technicai Administrative Staff Assistant

Engineers, Local 17, Finance Analyst
Technical Unit

031- Prof, And Technical Credit

&
a
m

p
;

Collections Supervisor

Engineers, Local 17,

Senior Business Unit

032- Prof. And Technical Strategic Advisor 1, General

Engineers, Local 17, Government

Senior Prof Unit Manager 3, Engineering and Plans

Review

034- Local 17, Prof. Systems Analyst, Senior

and Technical Eng.,

Professional Unit

035- Local 17, Prof. and Finance Analyst

Technical Eng.,

Admin. Support Unit

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

NS:Iyl



Fiscal Note

Each piece of legislation that is financial in nature will be accompanied by a fiscal note.

The fiscal, note should be drafted by department staff and will identify operating, capital,

revenU8, and FTE impacts of the legislation.

Department. Contact Person/Phone: CBO Analyst/Phone:
ESD, Personnel Division, Linda Yuen Leong/684-7970 Barbara Gangwer.,'615-0768

Class/Comp Unit Nancy Schaefer/386-9081

ILegislation Title: AN ORDINANCE establishing titles, reallocating, reclassifying,

redesignating, retitling, and setting compensation for certain positions in various City

departments; creating new salary rates; correcting APEX market group rates on
Ordinance #119212; correcting a position number as shown on Ordinance # 119167;

amending S.M.C. 4, 13,010 by a 2,13 vote of the Council to exempt an additional position

from the classified service; and providing payment therefor.

Summary of the Legislation: Section 1 includes positions recommended for

reallocation, reclassification, redesignation and retitling. Section 2 recommends new
salary rates and/or titles for various departments, Section 3 establishes a new salary

rate for Municipal Judicial Officers and provides that no COLAs past 1999 will be,

granted. Section 4 corrects the AccDuntability Pay for Executives (APEX) Market Group
rates for the Executive 1 and 4 market groups as shown in Ordinance #119212, Section

1. Section 5 corrects a position number as shown in Ordinance #119167, Section 1.

Section 6 amends the Exemptions Ordinance #119247, by adding a new fitle and

eliminating an obsolete title.

Background (Included justification for the legislation and funding history, if

applicable): See Attachment A, Sections I through 6: individual classification

determination reports and memoranda.

Sustainability Issues (related to grant awards): None

Estimated Expenditure Impacts: See Attachment C and Attachment E.

One-time $1,773,371.91, an estimated cost through 12/31/99.

On-going $1,143,576.48, annual on-going (12 months) cost at 1998 rates.

Estimated Revenue Impacts: None.

Estimated FTE Impacts: 0

Do positions sunset in the future? If so, when? No.

Other Issues (including long-term implications of the legislation): See Attachment

A, Sections 1 through 6 and the Attachment C (Fourth Quarter 1998 - Non-Project

Costing by departments.)



City of Seattle

pau'~ S'c'nell, Mavor

Executive Services Department

Dwight D. Dively, Director

MEMORANDUM

DATE: January 15, 1999

TO: Honorable Sue Donaldson, President

Seattle City Council

Attn: Barbara Gangwer

City Budget Office

FROM: 40~" 111f+

Dwight Divdly, Director

Executive Services Department

ma McKinn
Personal Directof

SUBJECT: Proposed Legislation - Fourth Quarter 1998 Reclassification Ordinance

The attached ordinance will implement proposed position, title, classification, and salary

changes recommended by the Personnel Director during the Fourth Quarter of 1998.

Section I includes positions recommended for reallocation, reclassification,

redesignation and retitling. Section 2 recommends new salary rates and/or titles for

various departments. Section 3 establishes a new salary rate for Municipal Judicial

Officers and provides that no COLAs past 1999 will be granted. Section 4 corrects the

Accountability Pay for Executives (APEX) Market Group rates for the Executive 1 and 4

market groups as shown in Ordinance #119212, Section 1. Section 5 corrects a

position number as shown in Ordinance #119167, Section 1. Section 6 amends the

Exemptions Ordinance #119247, by adding a new title and eliminating an obsolete title.

Attachment A contains referenced classification/compensation report recommendations

and other documentation as indicated in the ordinance.

Attachment B contains costing estimates for classification actions. The costing

estimates in this report are for general use in estimating the approximate budgetary

impact of the actions that are on the accompanying 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:

Personnel Division, Dexter Horton Building, 710 Second Avenue, 12th Floor, Seattle, WA 98104-1793

Tel: (206) 684-7664, TDD: (206) 684-7888, Fax: (206) 684-4157, http:Iwww.ci.seattle.wa.us

An equal employment opportunity, affirmative action employer. Accommodations for people with disabilities provided upon request.



Honorable Sue Donaldson, President

Seattle City Council

January 11, 1999

Page 2

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 year when Council hears the

legislation for adoption.

For regular positions, 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. The 1998 rates are used for 1998 and 1999.

For Accountability Pay for Executives (APEX), Managers and Strategic Advisors

titles, cost comparisons are made to the range midpoint.

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 employers 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 employers 1998

matching contribution rates for FICA is 6.2 percent and 1.45 percent for Medicare.

Attachment C displays the summary of classification requests acted upon and the

estimated increased or decreased cost of each change from the effective date through

the end of 1999, as well as departmental and Citywide total cost estimates. Consistent

with past practice, Classification ProjeGt and Budget clean up actions are not included

in the costing calculations.

Attachment D separately identifies special or unusual costs attributed to Information

Technology impacts or other identified sources. These costs are already included in

the summary of Attachment C and do not represent additional costs.

Attachment E contains costing estimates for salary reports, agreements and letters.

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 year when Council hears the

legislation for adoption.

Calculations are based on the difference between the top steps of the current and

recommended salary ranges multiplied by the full-time equivalents as of the

effective date; for retroactive actions extending back to previous year(s), the rates



Honorable Sue Donaldson, President

Seattle City Council

January 11, 1999

Page 3

for the respective previous years are used. The 1998 rates are used for 1998 and

1999.

Our cost estimates include the statutory benefits described under Attachment B.

If you have any questions or need additional information regarding this ordinance,

please contact Nancy Schaefer, Classifi catio n/Compensation Director, at 386-9081.

Thank you.

DD/NM:nsI

Attachment: Fourth Quarter 1998 Reclassification Ordinance

c: Councilmember Martha Choe, Chair

Finance and Budget Committee, Legislative Department



PERSONNEL DIV1~3-tON--Legislation Procedures and Checklist (updated 9[93'Pi

THIS CHECKLIST MUST BE ATTACHED TO THE LEGISLATION. ALL LEGISLATION MUST GO
THROUGH LORNA -- PLEASE DO NOT SEND LEGISLATION DIRECTLY TO DWIGHT'S OFFICE.

HIS OFFICE WILL RETURN LEGISLATION AND WILL DELAY THE PROCESS. THANKS.

FOURTH QUARTER 1998 RECLASS ORDINANCE

115/98 ffiLl/k 1. Draft Legislation. Each Unit is responsible for drafting legislation. There will be NO
RUSH legislation. Legislation must be in Dwight's office FOUR (4) WEEKS prior to the

targeted committee meeting, NO EXCEPTIONS.

While in the drafting/ development stage, it is advisable that you CONSULT with the

Law Department, the City Budget Office (only if legislation is financial in nature), and the

Policy Unit in Personnel.

" Unit Contact: Linda Yuen Leong/~~jancy Schaefer

" CBO Contact (financial nature only): Barbara Gang~yer

" Law Contact: Marilyn Sherron

" Sponsoring Council Committee: Finance and Budget

" Requested Council Date: February 3,1999 (Scheduled with Jill Nishi)

(Do NOT call Council Committee: Lorna will schedule with Council)

Policy Staff Review. If there are no changes, Policy Staff will give legislation to Lorna for

Norma's signature. For changes, the following steps will occur:

Lorna will give complete package back to the originating Unit for correction(s).

ALWAYS USE THE DIS.K, FOR CORRECTION(S).
When done, remember to save your document to your computer for your Unit's

records.

If there are changes on the title, make sure the blue folder label is corrected.

- Package Legislation

Legislation should only be prepared from the standard templates.

Copy legislation and attachments into a disk and place in envelope (2-hole punched
and fastened)

Attachment(s) and back-up documents (2-hole punched and fastened)

Hard copy of legislation (2-hole punched and fastened)

Cover letter for Personnel Director's and ESD Director's signature (paper clipped in

front of folder)

Legislation title typed on label (affixed to folder--if too long, use another label)

.

Hand deliver complete package to Lorna. She will log legislation.



Personnel Director signs cover letter of legislation. Loma will call your Unit's contact

person for pick-up of signed legislation. Originating Unit staff copies legislation and

distributes to: (a) Unit's file; (b) advance copies and attachment(s) to appropriate offices.

There will be NO ADVANCE copies delivered to City Council, Law, and/or CBO. This is

the reason for the FOUR (4) WEEKS deadline to Dwight.

Contact Lorna when ready for delivery to Dwight's Office. She will E-mail his Assistant

notifying her that a legislation is on its way for Dwight's signature. A signed copy of the

legislation cover memo will be sent Lorna. (Please do NOT call Dwight's Office looking

or wanting a signed copy.) Lorna is responsible for forwarding the signed copy to the

originating Unit for their files. Dwight's Office will forward legislation to OMP.

--
------ - -------------------- - -------------- - -----------

I VC130 OR'IHE LAIN' DEPAR,rMENT H,NS FINTS, PLLASF F0LLOW F\-STRUCTIONS BELO""

7. Originating Unit staff and/or Policy Unit staff may receive calls from COB, Law, and/or
Council staff for additional clarification and/or information. From these conversations

changes/ corrections may occur. STAFF MUST NOTIFY LORNA via E-Mail with the

following information:

0 Who is recommending the changes/ rewrites?

9 Will this cause a delay for the scheduled Council presentation?

* Who is making the correction on the disk?

0 Who is delivering the corrected legislation to appropriate staff?

0 Where will the legislation be delivered?



L:r.da Yuen-Le(W;~-, - Re: 4',h Quarter 1998 Reclassiflc,.Pfinn 0rdjr..P.r;-e

From: Linda Yuen-Leong

To: Lorna Walath

Date: Thu, Jan 7,1999 9:48 AM
Subject: Re: 4th Quarter 1998 Reclassification Ordinance

I happened to speak with Jill regarding another issue. Thanks for the reminder - as usual I will plan to

consult with you first regarding scheduling. Sorry, if this may have caused some problems.

FYI, I've consulted with Barbara Gangwer, and she doesn't seem to have any problems to meet the

1126/99 deadline for referral to Council.

What are the issues that must be "fixed?" Nobody has spelled them out for me. I was gone to physical

therapy yesterday afternoon. Thanks! %

Lorna Walath 01/07 9:04 AM
Linda,

Just a reminder... please do not call Council staff directly. This is noted on the checklist for legislation

processing. Now, I'm finding out that there are several issues that must be "fixed" regarding this particular

ordinance. If your team can fix these issues by the date you scheduled with Council that's great!

However, if not, it is quite embarrasing for our DivisionlNorma to schedule an item then take it it out. If

you have any questions, please call me and I can give you some directions. Thanks very much for your
cooperation. For now, I will not call Jill Nishi until I hear from your team whether the issues can be fixed

by the scheduled time. Thanks again for your understanding.

lorna walath

(206) 684-4637

Linda Yuen-Leong 1/6/99 11:52:55 AM
Lorna, Happy New Year!

I spoke with Jill Nishi yesterday regarding the 1999 F&amp;B Committee. She went ahead and scheduled our

4q98 Reclass Ordinance on February 3, 1999. Fast track on this piece of legislation is greatly

appreciated as it involves a lot of classifications citywide.

Thank you for your coordination. I'll bring it down to Laurie, Policy Management, shortly.

Unit Contact: Lirda Yuen Leong, 4-7970

Presenter: Nancy Sclhaefgr6-9.081

City Budget Office: Barbara Ganower, 615-0768

Law Department: Marilyn Sherron

Sponsoring Council Committee; Finance.and Budge
Council Committee Date: February 3, 1999

CC: Edie Jorgensen, John Pearson, Nancy Schaefer



ATTACHMENTA contains referenced classification/

compensation report recommendations and other

documentation as indicated in the ordinance.

ATTACHMENT A





CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date:

POSITION IDENTIFICATION

Department: City Light

Classification Title: Systems Analyst

Ordinance Title: Systems Analyst

Position Number: 025140

Bargaining Unit: 034 Current Salary: $20.19 - 23.59 (Range: N/A

RECOMMENDED ACTION

Classification Title: Systems Analyst, Senior

Ordinance Title: Systems Analyst, Senior

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $23.78 - 27.73 (Range: 37.5A'

Remarks Reclassification; Effective: October 1, 1997

~NCUMBENT STATUS

Incumbent:

Current Standing: Systems Analyst

Recommended Standing: Systems Analyst, Senior

In recommended standing, incumbent status is:

[
X

I Regular Probationary ]Temporary

Authority: Personnel Rule

12.3100 X
] 2.3.200 2.3.300

Recommended: Team B "
;V Classification Analyst(s)

Approved:

0

John Pearson Class ification Superviso

Lidia Santiesteba TZP Classification/Compensation Director

Norma McKinne,yj~~ Personnel Director



Position Identification And Source Of Reguest
Posi-'Ilion #025140 was reviewed as a result of a request from the Information

Techinology Division within the City Light Department. This position is currently

classified at the journey level within the Systems Analyst class. Divisional

management believes that the level of work assigned has increased to the senior

level.

Background
The PDQ submitted for review indicates that the subject position serves as lead for

the Computer Aided, Design and Drawing (CADD) project. The CADD drawings and

associated databases are used to design and manage the utility's generation and

transmission facilities. The CADD management systems consist of more than

60,000 drawings and two Geocr phlcal Information Systems (GIS) databases.

Scppe of Review:

This review was conducted by Gail Thompson, a Classification Analyst assigned to

Team 2. This review consisted of an analysis and evaluation of the following:

+ the Position Description Questionnaire (PDQ) dated February 24, 1998;

* class specifications in the Systems Analyst class series;

* comparison to similar positions within the department and throughout the City;

* review of the subject position's organization unit;

+ position history records and related classification files.

Summa[y_of Work
The essentially purpose of this position is to:

plan, develop, deploy and maintain the CADD system,

develop customized tools for CADD users,

coordinate the integration of CADD and GIS systems,

diagnose software or hardware system failures, and

plan for the Utility's future CADD related needs.

NO TE.- Fora complete listing ofthe subjectposition ~ responsibIlItles, see the Positlon Descriptlon

Questionnaire (PDO) submitted for this revi6w and included In Me positlon f1le.

Class Con
For this review the journey and senior levels within the Systems Analysts class

series were chosen. The work of these levels is defined as follows:

Systems Analysts provide technical support to ensure that the automated aspect of

the "system" is functioning both optimally and systematically, Systems Analysts

perform functions such as writing code, writing formulas, establishing network links

through programmatic functions, etc. They also apply technical expertise and

software-specific knowledge to maximize the overall efficiency through the

development and use of automated systems.



In, contrast, Senior Systems Analysts plan, develop, coordinate and analyze data

processing systems to determine feasibility and practicality of requested services,

and diagnose system failures to isolate source of problem between equipment,

sy-~tern software and application programs. Incumbents at this level also serve as

project leads, and are sought out as technical experts on issues and decisions

involving interpretation and analysis of established choices with limited precedents.

Analvsis

The sulbiect position was created and allocated to the title of Systems Analyst in the

1996 Budget. At the time of review, the position's responsibilities included:

planning, coordinating, administering and providing technical support to City Light's

GIS and integrated Computer Aided Drawing applications.

According to de-partmental management, the subject position is the only CADD
related position in the department. The CADD system has grown into a fairly large

system, supporting over 200 users in various locations throughout the Utility. And,

as a result of its growth, the assigned duties and responsibilities have also grown

substantially. The role of the subject position has evolved from one of support to

that of lead developer, which requires a greater level of technical and project

management skill.

Recommendations

We recommend, based on the scope and level of responsibility assigned, that the

subject position be reclassified to the title of Senior Systems Analyst. The effective

date of this action should be October 1, 1997, the date management states the work

changed.

If implemented on the 1998 4th Quarter Ordinance, the maximum estimated cost of

implementing this action would be $22,670.59. This figure includes any current

and, retroactive (if applicable) cost for this act';,on. The ongoing annual cost for this

action would be $10,075.82. The calculations are based on the difference between

the top step of the current and the recommended salary range and includes

statutory benefits (FICA, etc.). The actual amount payable to any affected

employee will vary.



CITY OF SEATTLE
PERSONNEL DEPARTMEN f

CLASSIFICATION DETERMINATION REPORT

Date.: September 18, 1998 R

POSITION IDENTIFICATION

Department: City Light, Information Technology Division

Classification Title: Systems Analyst, Senior

Ordinance Title: Systems Analyst, Senior

Position Number: 020803

Bargaining Unit: 030 Current Salar $23.78 - 27.73 (Range:37.5A)

RECOMMENDED ACTION

Classification Title: Systems Analyst, Principal

Ordinance Title: Systems Analyst, Principal

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $26.20 - 30.39 (Range: 40.OA)

Remarks Reclassif!"tion effective: February 26, 1998

INCUMBENT STATUS

Incumbent:

Current Standing: Systems Analyst, Senior

Recommended Standing: Systems Analyst, Principal

In recommended standing, incumbent status is:

X ] Regular Probationary ]Temporary

Authority: Personnel Rule

[ 12.3100 [ X ] 2.3.200
[ ]

2.3.300

Recommended: Team 2

Approved: John Pearson

Lidia Santiesteban

Classification Analyst(s)

Classification Supervisor

Classification/Compensation Director

Personnel Director

eport No~'~ 98-1738



............ 01

PERT~NENT ALLOCATION FACTORS - Reg-,)ort No.,.
I ----------------------------------------

Position Identification And Source Of Rogues

Position #020803 is located in the Information Technology Support Services Unit

within the Information Technology Division of the City Light Department. It is

being reviewed as a result of a departmental request.

Background:

Management states that this position serves as the focal point for City Light's

Web Internet development, and is considered the technical expert in Internet

development and administration technology. It is therefore, requesting that this

position be reclassified from the senior level to the principal level within the

System Analyst class series.

Scope of Review:

This review was conducted by Gail Thompson, a Classification Analyst assigned

to Team 2. This review consisted of an analysis and evaluation of the following:

+ the Position Description Questionnaire (PDQ) dated February 26, 1998;

* an informational interview with the position incumbent;

* class specifications in the Systems Analyst class series;

* comparison to similar positions;

* review of the subject position's organizatiDn unit;

* position history records and related classification files.

SummaEy of Work

According to the submitted PDQ, 90% of the subject position's time is spent

performing complex and technically difficult work in response to the department

wide Web Internet project and Web based services. The remaining 10%, is spent

providing professional guidance and training to other professional and technical

personnel.

This position is considered the Web Internet expert for the City Light Department.

It is responsible for:

establishing a Utility business plan to enable Web access for all strategic

Utility applications and business functions;

overseeing and monitoring all phases of the Web development project, related

applications, business functions and standards, including the planning,

development, design and implementation;

establishing Web software and hardware architecture standards in concert

with City standards;

monitoring and making changes to optimize Web performance;

coordinating and acting as the department's liaison in the administration of

Web related City wide Public Access Network policies and procedures;

providing application development and maintenance support; and

providing direction and supervision to the staff.

NO TE - For a complete fisfing of#7e subject postfion'sresoonsibillfies, see the Position DescrIptlon

Questionnaire (PD(2) submitted for #71s re vle wand Included In the posItion lVe.



PERT'INENT ALLOCATION FACTORS - Re
----------- -- --- -----

Class Concept~i and Comparisons

The subject position was compared to the class specifications of Systems Analyst

Senior and Principal for the purpose of determining- the appropriate classification.

Positions classified as senior, under general supervision, plan, develop,

coordinate and analyze data processing systems to determine feasibility and

practicality of requested services, including diagnosing system failures to isolate

the source of problems between equipment, system software and application

programs. Work at this level requires considerable knowledge of system design

and development practices, concepts and methods appropriate to the specialty.

In contrast, positions classified as principal, under limited supervision, develop the

overall project plans; identify and resolve critical problems that primarily concern

major or City-wide systems. Work at this level requires extensive experience and

knowledge of system design and development principles, concepts and methods

appropriate to the specialty.

In comparing the aforementioned class specification with the duties of the subject

position, I find that the appropriate classification is that of Systems Analyst,

Principal. The duties assigned to the subject position do not correspond to the

senior level, i.e., serving as project manager or lead over professional staff

designing, developing and implementing complex systems1projects. They are

rather, highly technical in nature. The position is the technical expert for

designing, developing, implementing and maintaining a new system that involves

a major departure from established practices. As such, the duties are clearly

within the class of Systems Analyst, Principal.

Recommendation
It is therefore, recommended that the subject position be reclassified to the title of

Systems Analyst, Principal. This action should become effective February 26,

1998.

Costing

If implemented on the 1998 4
th

Quarter Ordinance, the maximum estimated cost

of implementing this action would be $12,408.18. This figure includes any current

and retroactive (if applicable) cost for this action. The ongoing annual cost for

this action would be $6,473.84. The calculations are based on the difference

between the top step of the current and the recommended salary range and

includes statutory benefits (FICA, etc.). The actual amount payable to any

affected employee will vary.



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Flcl-)a-re
i~~Y310, 1 1-3

POSITION IDENTIFICATION
- ................. --- - - ----------

Department: City Light

Classification Title: Administrative Support Assistant

Ordinance Title: Administrative Support Assistant - BU

Position Number: 012619

Bargaining Unit: 035

R port Nr-: 98-1808

Current Salary: $11.82 - 13.26 (Range:1 8.013)

RECOMMENDED ACTION

Clat.,sification Title: Electrical Engineer, Senior

Ordinance Title: Electrical Engineer, Senior

Legislation Required: Yes

Bargaining Unit: 032 Recommended Salary: $25.00 - 29.10 (Range: NIA)

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent: Vacant

Current Standing:

Recommended Standing:

In recommended standing, incumbent status is:

]Regular Probationary ]Ternporary

Authority: Personnel Rule

[ ] 2.3100 2.3.200 2.3.300

Recommended:

Approved: John Pearson

Classification Analyst(s)

Classification Supervisor

Classification/Compensation Director

11~

Norma McKinne#1--W,,-" Personnel Director



CrrY OF SEAME PMUONNEL DEPARTMEM

- -- - ---

Classification/Compensation Unit

ABBREVIATED
FOSMON DESCRIMON QUESTIONNAIRE

INSTRUCTIONS

R
C

JA J1 I a 1998

LuMos : The Position Description Questionnaire (PDQ) is the'primary source document to d6scribe a position
for aciassificationre-view. The Abbre~4~edPDQ is a shortened version of the City's regular PDQ which maybe
used, under the circumstances described below, by deparunenW management to request a classification review.

The PDQABR is geared toward reclassification situations in which an incumbent employee is not affected-

usually new or vacant positions. The purpose of this forni is to minimize the time a department spends in

completing the form, and the time for City Personnel's Cla&amp;4fication/Compensation Unit to complete their

review, This fonn asks for the minimum information necessary in order for City Persomel to mak6 a reasonable

and de-f-ensible classification determination on a position.

When to Me-the Abbreviated a.D-Q: The PDQABR may be used by a department in-lieu-of the regular PDQ to

request. a classification review when 0 of the followin conditions are met9

The request is being initiated by the department's management;
The position under review is either currendy vacwd or a proposed new position;

The department is requesting a title for which a class specification already exists; or

The department believes that the position can adequately be described using the abbreviated format-

When Not to, Ilse the Abbreviated MQ: Conversely, the PDQABR should not be used if any of the' folloyAng
conditions are met. (In these cases, the regular PDQ should be used.)

The request is being made by.an employee who is (or ever was) occupying the subject position.'

The position under review is currently filled; or

The request is for a new title (Le., a title for which there is currently not a written class specification).

TT,~inv the Abbreviated yP--Q: The depaitment should have a clear idea of the tile that is the desired outcome of

the classification re6ew. The person completing the PDQABR should have the class specification for that title in

hand, Under "Position Summary," describe the duties of the subject position; and under "Position Allocation

Criteria," explain how those dutiesrelate to specific duty statements on the class specification. The instructions

on the PDQABR are intended to be brief and seif~planatory, but please feel free to call the Class/Comp Analyst

assigned to your department if there are any questions.

Class/r-=2's Review of the Abbtmd#tgd_LD~2. If the Class/Comp Analyst agrees with the requested title, the

Anaiyst wdl attach. a report cover sheet and the completed PDQABR will become the text for an expedited

U~ia,ssifica 'on repoit. If the Analyst has any questions on the PDQABR, or does not agreewith the requested

title, the Analyst will contact the department for more information.
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CrryOF SEATTLE PMONNEL DEPARTMENT

Cla"ification/Compens-ition Unit

ABBREVIATED
POSITION DESCRIMON QUESTIONNAIRE

ahi~fbrm is to be usedfor vacmt positions andlor mque&amp;r mmitingfrom rioryanizations)

.

DEPARTMENT/DIVISION: City Kigin / South Disuibution Design

POSITIONNUMBER.: 012619

DATE REQMRTFD: January.8, 199S EFFECTIVE DATE: April i, 1919,0,

CLASSWCATION REQUESTED: Senior Electrical Engineer

P. 3/9

POSITION PURPOSE: Super%ises~ and perform$ the senior-level professional electrical engineering work in the

Planning. dcsigrL CoMtruction, operation, and nWntenance of highly complex and
visible PrOjws which are usuaUY of Itigh priorities, in the hundreds of thousands of
dollars range, and have both customer service and systern reliability implications. The
employee in this position is required to have an extensive knowledge of the principles,

practices, and procedures of electrical engineering and construction and the ability to

LIVV nate t e eub, m of a

perform the duties-

POSITION SLWMARY: Use the following 3-pace to sumrnarize 1he essential duties and responsibilities assigned to the

20sunor' Bri~a aescrice the woric usM action words.

Duties and Responsibilities Statements % of Time

PL-an. anddewgr- complex work ordeM including but not limited to electrical service desizn 30
and installations for large and complex customer projects, 26k-v" conversions, distribution

s~ystem improvements, etc. Supervise the testing of electrical systems, equipment
fa~ccihties, and materials to determine performance and efficiency. Prepare speeffications
and ptrform evaluation of bids for new equipment,

2. Direct the planniTW and design of the electrical distributionsystem, Within a specific area, 20
to take care of the amnual increase of the electrical load, and to n7aintain an efficient,
balanced syztem to provide continuiV of elcctrical service. Supelvise the development
and updating Of COmputer analysis programs or trackin* systems for appropriate projects.
Supervise the survey of sites, deter=ja~on of design needs, or resolution of design and
location probleras of equipment

3. Plan, provide guidance, schedule, and check individual work assignments for fellow

~~eers. Prioritize projects and monitor project scopes and progression to ensure that
they are within ,~cope, on time, and within budget. Bring to the attention of and discuss
with supen~is~rs and upper management for any exceptions, Serve as divisional reviewer
.of Emal pLimq, specifications, and agreements. Coordinate t1ae work of electrical

contractors, affected public agencies, private entities, and ut0ity crews.

20
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4. Interpret policies. Assist in setting policy vwhere none applie&amp; Assure that stated policiea
are In and tl~ responses are consistent in similar nituationswith different 10
customers.

5. Establish critexia for checking'Work of fellow employees inrludin&amp; but not limited to,
de,-qp speciahsts, engineers, and/or profemiona]s of other disciplines. Check work prior
to and after sketching. Approve out-going work ofders, plans, letters, dranings, memos,
etc, as assigrxe&amp;

6. Work with emplo~yees and supervimrswithin own unit/branch as well as those in other
Umts/branches to establish routiam or policies to s=ooth operational problems, avoid
duplication of afforts, and encou:rage teamwork. Provide technical guidance to fellow
engineers and employees of other groups/ divisions.

7. Coordinate and review desigas, plans, documents, work, etc, submitted by consultants,
contractors, architects, engineers, manufarturers, etc. for not only the Lage, complex, and
vimble projects but also the smaller ones to ensure that City Light's design guidelines and
service requirementh are met- WTite misc. mernos, reports, etc, in response to

~,aasig=ents as dimcted by the urdt sapervi.wr, manager, and division director. Coordinate
and prepare progress and final reports and estimatcz.

POSITION ALLOCATION CRITERIA:

Duty No. I - A (K primary 0 secondary duty, is described in the class specification as:

5

10

Supervises or serves as project engineer/coordinator on exceptionally difficult and technically sophisticated

projects in the selection, procurement, installation, testin&amp; acceptance, operation, and maintenance of
electric,W power distribution facifities.

upervises and/or designs, plans, and detemiines requirements for the installatior4 maintenance, restoration

and/or relocation of technically difficult distribution/transmission and overhead and underground primary and

secondary electncal smices.

Supervises and/or performs highly complex detailed design work for equipment installation, system
construction, or faa,ity projects.

Reviews final plans, specifications, and agreements and coordinates the work of electrical contractors,
aftected public agencies, and utility crews.

* Monitors progress of construction projects.

Coordinate-% and reviews the work submitted by consultants and manufacturers.

Conducts testg of electrical system, equipment facilities, and materials to determine performance and

efficiency.

Prepares specifications and evWuates bids for new equipment.

Prepares progress and final reports and estimates
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Duty No. 2 - A:0 priniary [I secondary duty, is descri"bed in the class specification as:

" Supervises or serves as proiect engineer/coordinator on. exceptionally difficult and technically sophisticated

projects in the selecdon, procurement, installation, testing, acceptance, operation, and maintenance of
electrical power distribution facaies.

" Supervises and/or performs highly complex detailed design work for equipment installation, systern

constmcdon, or facility projects.

" Supervises andilor prepares preliminary and long-range plkis, estimates, budgets, material requirements,
detail final p lans, specifications, work orders and instructions, customer instructions and schedules, operating

and maintenance instructions, spccial conditions and agreements.

" Reviews fl-wd plans~ specifications, and agreements and coordinates the work of electrical contractors,

affected public agencies, and utility crews.

" Provides instructions to field crews and answer questions concerning design issues.

" Develops and updates dornputer analysis programs or tracldng systems fbr appropriate, projects.

" Suiveys sites, detennines design needs or problems and determines the location of equipment.

Supamses or prepares drawings of plans and details rnanqally or with computer-aided drafting signand de

applications.

Duty No. 3 - A X primary D secondary duty, is described in the class* specification as:

Supervises or serves as project engineer/coordinator' on exceptionally difficult and technically sophisticated

projects in the selection, procurement, installation, testing, acceptance, operation, and maintenance of

electrical power distribution facilities.

0 Supervises and/or performs highly complex detailed design work for equipment inst~lation, system
construction, or facility projects.

Super-~ises and/or designs, plans, and deten~nines requirements for the installation, maintenance, restoration

andlor relocation of technica.Uy difficult distnbution/transrnission and overhead and underground primary and

secondary electrical services.

Serves as a tedudcal expert in an electrical engineering specialty area.

Supervises andior prepares preliminary and long-range plans, estimates, budgets, material requirements,

detail firW plans, specifications, work orders and instnxtioris, customer instructions and schedules, operating

and maintenance instructions, special conditions and agreements.

" Reviews final plans, specifications, and agreements and coordinates the work of electrical contractors,

affected puhhc agencies, and utility crews.

" Monitors progress of construction projects.

" Coordinates and reiriews the work submitted by consultants and manufacturers.

" Develops and updates computer analysis programs or tracking systems for appropriate projects.

RCISS3SE.Doc 3
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Duty No. 4 - A 1@ primary 0 secondary duty, is described in the class spe6ficatio'n as:

" Supervises andJor designs, plans, and deten' mies requirements for the installation, maintenance, restoration

and/or relocation of techrically dfficult distrtibutionYtransmission and overhead and undagound primary and

secondary electrical services.

" Reviews final plans, specifications, and agreements and coordinates the work of electrical contractors,

affected public agencies, and ufiky crews.

" Serves as a techrical expert in an electrical engineening specialty area.

" Approves contract change orders and payments.

Duty No. 5 - A M pfimmy secondary duty, is described in the class specification as:

Supervises andlor designs, plans, and determines requirements for the insWation, maintenance, restoration

andlor relocation of technically difficult distribution/transrnission and overhead and underground primary and

secondar~ electrical services.

Supervises and/or prepares preliminary and long-range plans, estimates, budgets, material requirements,

detail final plans, specifications, work orders and instructions, customer instructions and schedules, operating

and maintcnance instructions, special conditions and agreements.

Serves as a technical expert. in an electrical engineering specialty area.

Prepares progress and final reports and estimates.

Duty No. 6 - A ER primary [I secondary duty, is described in the class' specification as:

'Supervises and/or designs, plans, and determines requirements for the installation, maintenance, restoration

and/or relocation of technically difficult distribution/transmission and overhead and underground primary and

secondary electrical services.

Serves as a technical expert in an electrical engineening specialty area.

Makes presentations and acts as team leader on special prcjects as assigned.

Duty No. 7 - A pfimary El secondary duty, is described in the class specification as:

Supervises and./or designs, plans, and determines requirements for the installation, maintenance, restoration

ancVor relocation of techrically difficult distributiorVtransrnission and overhead and underground primary and

secondary electrical servims.

Reviews fia plans, specifications, and agreements and coordinates the work of electrical contractors,

affected public agencies, and utility crews.

Serves as a technical expert in an electrical engineering specialty area.

Approves contract change orders and payments.

Coordinates and reviews the work submitted by consultants and manufacturers.

Makes presentations and acts as team leader on special projects as assigned-

Prepares progress and final reports and estimates

RCLSSISE-DOC



JAN 14 '98 04:22PM SOUTH DIST. DESIGN P. 7/6

REASON FOR TBE REQUESTED CILANGE:

The Department has been notified of some higbly complex and visible pmiects that voill take place
in the south distribution s3mtem area in the future. Engineering =3ources are needed to meet the
customers'demand of preliminary engineering designs and estimate&amp; The notable ones we the
new Footbal] Stadium, Regional Transit Syste=, Port of Seattle Ter=inal. 18 Redevelopment,
South Downtown/ King Stleet Station Area Redevelopmmt, Todd Shipyard expansion, etc.

Recdassify~.this position wM allow the Unit to hire the nght level engfneevvnth the knoviedge
and experience to pextorm design work for the aforementioned projects and the future ones with
similar level of comple~~ and visibilipy, It will also add flexibility to the Unit as the employee in
this position ran help to leaA, train, and dirw. lower level engineers to accomplish task to meet
Unit, Division, and Department goals.

RCZSS3SEJDOC
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APPROVED AS'REQUESTED: 0yes

OTHER RECOMMNI)ED ACTION:

I Personnel

vaot",

E3 -No

M*,yst Supervisor Signature

7I&amp;II10ep

Date

Date

RcZ.VS3SE-Doc 6



CITY OF SEATTLE
PERSONNEL DEPARTMEi. i'

CLASSIFICATION DETERMINATION REPORT

DaW August 4,1998

POSITION IDENTIFICATION

Department: City Light

Classification Title: Public Relations Specialist

Ordinance Title: Public Relations Specialist

Position Number: 019239

Bargaining Unit: 030

RECOMMENDED ACTION

Current Sala

gaftx

12&amp;

Repart No~: 98-1866

$1722 - 20.04 (Range:29,OA)

Classification Title: Public Relations Specialist, Senior

Ordinance Title: Public Relations Specialist, Senior

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $20.04 - 23.35 (Range: 33.OA)

Remarks:

INCUMBENT STATUS

Incumbent:

Current Standing:

Reclassification Effective: May 1, 1995

Public Relations Specialist

Recommended Standing: Public Relations Specialist, Senior

In recommended standing, incumbent status is:

[ ]Regular Probationary X Temporary

Authority: Personnel Rule

[ ] 2.3100 2.3.200 x 2.3.300

Recommended: Team B

Approved: John Pearson Classification Supervisor

Lidia Santiesteban -,~ Classification/Compensation Director

Norma McKinn

---? Classification Analyst(s)

Personnel Director
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I'Lt~E_RT~~~ET ALLOCAMN FACTORS - ReE~art No,~

PosiUon Identification And Source 0
The subject position (#019239) is being reviewed at the request of the current

incumbent. This position is located within the Customer Information Unit of the

Customer Relations Division within the City Light Department.

The Customer Information Unit develops and implements the communication

planning methodology for the department. This Unit also prepares analysis,

develops and administers consultant contracts; and manages the

implementation of a portion of the department's business plan and strategic

communication plan.

ScoDe of Review:

A tearn of Classification Analysts (Gail Thompson, Carle Coward, SharonLee Nicholson

anc4!~!a,! Swanson) conducte,' this review. review consisted of an analysis and

evaluation of the following:

the Position Description Questionnaire (PDQ) dated December 5, 1997;

a task list completed by the incumbent;

class specifications in the Planning and Development Specialist and Public

Relations class series;

comparison to similar positions throughout the City allocated to the journey

and senior levels of the above mentioned class series;

discussions with the position incumbent;
review of the organization unit;

position history records and related classification files.

SummaU of Work

According to the PDQ, the subject position is primarily responsible for leading all

communication efforts between customers, community groups, organizations,

schools, businesses and City agencies regarding planned service interruptions.

This position also hL,
I

"' he discretion to mediate and resolve conflicts an6 LO

recommend canceling or delaying certain service interruptions.

Specific tasks include-,

meeting with engineers, crew chiefs and contractors to determine their

schedules and project requirements;

planning and developing a strategy for approaching the community regarding

planned projects;

contacting leaders of the community, businesses, residents, neighborhood
service center coordinators and/or editors of local newspapers to notify them

of the planned projects;

attending community meetings with the project engineer to provide an

overview of, and to discuss, the project plans;

distributing notifications advising all affected customers of the projects and

providing project updates on a continuous basis;

resolving customer issues arising from the projects, including recommending

canceling and/or delaying.



~
PERTNENT ALLOCATION FACTORS -

NO TE- Fora complete listing of the subject posItio, 7s responsibilities, see the Position Desatiption

Questionnaire (PDQ) submitted for this review and included In the position Ne.

Class Concepts and Comparisons
Based on the incumbent's request, class specifications within the Planning and

Development class series are being reviewed, along with those in the Public

Relations class series. The concepts of work for these classes are described

below:

Planning and Development S ecialist

Positions assigned to the Planning and Development Specialist class series are

primarily responsible for researching, gathering and analyzing data and

preparing reports in support of planning activities related to a project, program,

service, r)o!,e,.y or issut:, in areas su&amp; 9-
'

conservation, recyriing, parks and

recreation, environmental and land use, etc.

Public Relations Specialist

Positions assigned to the Public Relations Specialist class series are responsible

for planning, developing, preparing, distributing and/or evaluating a variety of

public relations or involvement programs and materials; and for participating in

planning, developing and implementing marketing strategies or public

involvement plans for departmental projects and programs.

Analysis
The duties and responsibilities of the subject position are being reviewed to

determine its appropriate classification. Review of the above concepts of work

clearly indicate that the subject position is not responsible for preparing reports

in support of planning activities related to programs, policies or issues, in areas

such as conservation, recycling, parks and recreation, environmental and land

use, etc. (Planning andEvelopment Specialist). This review did determine that thb

primary focus of the subject position is that of public involvement work, which

includes developing and implementing marketing strategies or public

involvement plans for departmental projects and programs.

Based on the above review, the Public Relations Specialist class series appears
to be the most relevant class series. The Pubic Relations Specialist class series

consists of three levelsJourney, seniorand supervisor Work assigned to journey

level positions is somewhat narrow in scope and assignments are less complex
and/or controversial than at the higher level. In comparison, work at the senior

level entails lead responsibilities and/or the more complex, controversial and

technically difficult projects, programs, issues or policies. Assignments at this

level require greater discretion due to their controversial and/or sensitive nature.

The supervisor level is distinguished by its supervisory role.
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The body of work assigned to positions #016570, 018479, 019121, 019789, Public

Relations Specialists was also compared to that of the subject position. The
aforementioned positions are located within the same work unit as the subject

position. They were last reviewed on August 6, 1998. It was determined at that

time that the work assigned to these positions is typical of journey level Public

Relations Specialist work. The work of these positions also involves providing a

means to communicate the department's official public position internally and

externally. Responsibilities include, but are not limited to, employee
communications, production of communication and marketing materials, public

participation, media relations, and issue management.

I found that while the aforementioned positions appear to be performing work
similar to that -of the subject position, the work differs in these areas:

1
.

the overall scope and level of responsibility assigned to the subject

position. Position #019239 is the only position within the work unit assigned to

the power outages program. Attendance is required at pre-planning meetings
with project engineers, crew chiefs and contractors. From these meetings the

subject incumbent plans and develops strategies for approaching community
leaders, business owners and residents with information that could be

perceived as negatively impacting their lives and livelihood.

2. the impact of decisions and consequence of error. The subject position

negotiates and recommends the delay and/or canceling of planned service

interruptions. This position works independently with internal/external

customers and is responsible for making decisions, such as recommending the

delay or canceling of planned service interruptions. Decisions made by this

positions can be extremely costly to the utility and its customers, in either time,

money or goodwill.

The overall responsibility of position #019239 is to ensure that the community,
businesses and residents are well prepared to deal with planned power outages.
The subject position works closely with internal/external customers to disseminate

information, respond to questions/requests, and to negotiate/recommend changes
to planned service interruption projects. The subject position routinely makes

independent decisions that can be extremely costly. In comparison, the four

Public Relations Specialist positions do not possess the same level of

responsibility. They work closely with internal/external customers in a coordinative

ro I e (i e., serving on the planning team and coordinating the strategic communication proposallplan;

de veloping campaign strategy, acting as lead In redesigning and ed1fing the employee newsletter,

serving as newsletter ed1tor and writer, developing marketing andadvedising packets) to

collaboratively reach a consensus or to make recommendation regarding a project

or program.
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The duties of the subject position as described above, indicate that the work

assigned to the subject position is beyond that typically expected of journey level

positions. Journey level positions are not involved in making decisions of a

sensitive and/or controversial nature which can be extremely costly to the utility

(negotiating, delaying andlor canceling selvice interruptions,, communicating changes; planning and

developing strategies; resolving issues atising from projects), n or a re t h ey t h e p r i ma ry m ed i a

spokesperson.

Conclusion

The above review revealed that the scope and level of responsibility, the impact of

decisions, and the consequence of error assigned to the subject position are much
broader than those assigned to the four Public Relations Specialist positions.

Projects assigned to the subject position are of a sensic'-ive and/or controversial

nr ature, and de," 'nns made can be ccF,"ly to the utility and cw-lomer,

Recommendation

It is therefore, recommended that the subject position be reclassified to the title of

Public Relations Specialist, Senior. This action is to become effective May 1,

1995, the date that management certifies that the duties became effective.

cost,

If implemented on the 1998 Fourth Quarter Ordinance, the maximum estimated

cost of implementing this action would be $37,723.48. This figure includes any
current and retroactive (if applicable) cost for this action. The ongoing annual cost

for this action would be $8,055.79. The calculations are based on the difference

between the top step of the current and the recommended salary range and

includes statutory benefits (FICA, etc.). The actual amount payable to any
affected employee will vary.



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date~ June 18, 1998 Report, No., 98-1924

POSITION IDENTIFICATION

Department: City Light

Classification Title: Assistant Credit and Collections Supervisor

Ordinance Title: Assistant Credit and Collections Supervisor

Position Number: 022226

Bargaining Unit: 031 Current Salary: $17.86 - 20.85 (Range:30.OA

1==

RECOMMENDED ACTION

Classification Title: Credit and Collections Supervisor

Ordinance Title: Credit and Collections Supervisor

Legislation Required: Yes

Bargaining.Unit: 030 Recommended Salary: $20.04 - 23.35 (Range: 33.OA)

Remarks See next page for pertinent allocation information

--------------

INCUMBENT STATUS

Incumbent:

Current Standing: Assistant Credit and Collections Supervisor

Recommended Standing: Credit and Collections Supervisor

In recommended standing, incumbent status is:

X ] Regular Probationary ]Temporary

Authority: Personnel Rule

[ ] 2.3100 X ] 2.3-200 2.3.300

Remarks: Per Article IX, Section 9.7b of the Local Bargaining Agreement

Recommended:

Approved:

Team B Classification Analyst(s)

w

John Pearson iff Classification Supervisor

Lidia Santiesteba lassification/Compensation Director

.4,N-Orma McKinney Personnel Director
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Positicn Identification-And Source Of Reques
Position # 022226 is located in the Accounts Services Division of the City Light

Department. It is being reviewed as a result of an out-of-class expedited

grievance filed by Local 17on behalf of the incumbent. Local 17 alleges the

incumbent is working outside of her classification and is requesting reclassifying

this position to the title of Credit and Collections Supervisor.

Background

According to departmental management, the subject position was one of two

Assistant Credit and Collections Supervisors responsible for overseeing the

Credit and Collections Unit within the department. However, as a result of a

reorganization, it is currently the only Assistant Credit and Collection Supervisor

assigned to the Unit.

Scope of Review:

This review was conducted by Gail Thompson, a Classification Analyst assigned
to Team 2. This review consisted of an analysis and evaluation of the following:

* the Position Description Questionnaire (PDQ) dated May 15, 1997;

* the Credit and Collections Supervisor and Assistant Credit and Collections

Supervisor class specifications;

* review of the subject position's organization unit;

+ position history records and related classification files.

Summarv of Work
The essential purpose of this position is to supervise the day-to-day functions of

the Credit and Collections unit. For purposes of this review, the work of the

subject position was compared to that characterized by the class specifications of

Assistant Credit and Collections Supervisor and Credit and Collections

Supervisor. The work of these classes are characterized as follows:

Assistant Credit and Collections Supe or

Positions in this class supervise staff engaged in delinquent utility accounts

collection assignments, establish payment plans and terminate services; and

monitor work operations to ensure work is performed according to applicable

codes, ordinances, policies and procedures.

Credit and Collections Saervisor
Positions in this class supervise a credit and collection function for a utility. They

plan, schedule and direct the work of subordinates engaged in office and field

collection activities and ensure compliance with applicable laws, ordinances,

policies and procedures to maintain account delinquencies within acceptable

limits.
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The work of the Assistant Credit and Collections Supervisor class is distinguished

from the Credit and Collections Supervisor class by the latter's overall authority

for the work unit, including overseeing the work of subordinate personnel.

NOTE, Fora complete listIng of the subjectposition's responsIbillties, see ffie Positlon Description

Questlonnall-e (PDO) submItted for thIs revlew andInaluoleolln the position rile

Analysis:

According to the PDQ submitted for this review, the subject position is

responsible for overseeing the work of the entire work Unit. Duties include:

hiring, planning, scheduling and directing the work of subordinate staff; evaluating

and prioritizing the daily workload; researching and preparing responses to billing

complaints, disputes and damage claims; formulating and assisting with the Unit's

annual budget; and preparing a variety of reports.

Review of the above duties and responsibilities indicated that the body of work

assigned to the subject position is no longer that of an Assistant Credit and

Collections Supervisor. The work of this position is best described within the

Credit and Collections Supervisor class specification (17,9ving #76 ommllauffiorityfor#76

work unit, including overseeing ffie work ofsubordInate petsonne4

Recommend
We recommend that the subject position be reclassified to the title of Credit and

Collections Supervisor. This action should become effective May 8, 1998, fifteen

(15) working days prior to the filing of this grievance.

Costing

If implemented on the 1998 Third Quarter Ordinance, the maximum estimated

cost of implementing this action would be $10,647.76. This figure includes any
current and retroactive (if applicable) cost for this action. The ongoing annual

cost for this action would be $6,084.43. The calculations are based on the

difference between the top step of the current and the recommended salary

range and includes statutory benefits (FICA, etc.). The actual amount payable to

any affected employee will vary.



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date:

POSITION IDENTIFiCATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

City Light

See Exhibit A

See Exhibit A

See Exhibit A

See Exhibit A

RECOMMENDED ACTION

Classification Title: See Exhibit A

Ordinance Title. See Exhibit A

Legislation Required: See Exh i bit A

900W.

1130

Current Salary: $ See Exhibit A

Bargaining Unit. See Exhibit A Recommended Salary: See Exhibit A

Remarks See next page for pertinent allocation information

Incumbent:

Current Standing:

See Exhibit A

See Exhibit A

Recommended Standing: See Exhibit A

In recommended standing, incumbent status is:

[ ]Regular

Authority: Personnel Rule

[ ]
2.3100

[ I Probationary

2.1200

I

[ 12.3.300

Temporary

Recommended: Team 2 Classification Analyst(s)

Approved: John P6arson Classification Supervisor

Classification/Compensation Director

Personnel Director



CLASSIFICATION DETERMINATION

EXHIBIT A

REPORT NO.: 98-1981 RECOMMENDED SALARY: $14:00 - 15.66 (Range: 22.5A)

RECOMMENDED ORDINANCE TITLE:

RECOMMENDED CLASSIFICATION TITLE:

No C

Incumbent:

Position No.:

Current Classification Title:

Current.Ordinance Title:

Bargaining Unit:

Recommended Status:

Administrative Specialist 11

Administrative Specialist 11 - BU

012464

Administrative Specialist 11

Administrative Specialist 11 - BU

035 Current Salary: $14.00 - 15.66 Range: (22.513)

No Change

No Chnq=e

Incumbent:

Position No.. 012560

Current Classification Title: Administrative Specialist 11

Current Ordinance Title: Administrative Specialist 11 - BU

I

Bargaining Unit: 035

Recommended Status: No Change

Current Salary: $14.00 - 15.66 Range: (22.5B)

Reclassified effective May 11, 1998

Incumbent:

Position No.: 017367

Current Classification Title: Administrative Support Assistant

Current Ordinance Title: Administrative Support Assistant

Bargaining Unit: 035 Current Salary: $11.82 - 13.26 Range:(18.OB)

Recommended Status: Regular

Remarks: Remarks: Per Article IX, Section 9.6b(2) of the Local Bargaining Agreement.
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Position Identification And Source Of Re lUest,

Positions # 0 12464, 012560 and 0 17367 are located within the Credit and

Collection Unit of the Account Services Division within the City Light Department.

This Unit is responsible for administering City Light's emergency low income

funds and certifying utility rate assistance for low income families.

The subject positions are being reviewed as a result of a grievance filed by Local

17 on their behalf. Local 17alleges that the subject positions have been working

outside of their classification as Program Intake Representatives and should be

reclassified as such.

Background:
The group PDQ submitted for review indicated that changes were made to the

Low Income Assistant Program, According to management, the program

changes are mainly internal. One change involves the process in which City

Light staff interview customers to determine program eligibility. Staff previously

scheduled appointments and interviewed customers at the Utility. The process
has changed so that customers are now interviewed over the telephone and

supporting documentation is sent to City Light through the mail.

The second change involves the Low Income Rate Assistance Program(LIRA).
This program was previously handled by staff at the Department of Housing and

Human Services. This program and process were transferred to City Light.

Customers applying for the LIRA Program are also interviewed over the

telephone, and they can also apply for the Emergency Low Income Assistance

program (ELIA) Program during the interview. Management states that these

changes have resulted in a quicker turn-around time for City Light's customers.

ScoDe of Review:

A tearn of Classification Analysts (Gall Thompson, Carla Coward, Sharon~ee Nicholson and

Car!Swanson) conducted this review. The review consisted of an analysis and

evaluation of the following.

* the Position Description Questionnaire (PDQ) dated May 15, 1997;
,

* class specifications in the Program Intake Representative, Customer Service

Representative and Administrative Specialist class series;

+ comparison to similar positions;

* review of the organization unit affecting the subject positions;

+ position history records and related classification files.
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Summary of Work
The essential purpose of these positions is to interview customers, to determine

eligibility for energy and low income utility rate assistance programs.

Specific tasks include:

* Negotiating payment arrangement on delinquent active electric bills;

+ Making referrals to other energy assistance programs;
* Interacting with other energy assistance and social service programs;
* Processing and following-up on pledge payments and resolving billing disputes;

* Opening and closing accounts;

+ Verifying, and making corrections, adjustments and rebate changes;
* Explaining billing and transactions; and

* Maintaining and updating customer data.

NOTE, For a complete listing of the subjc,,-tposition'srespol7,-3iblliti6s, see the Position Description

Questlonnalre (PDO), and submtred forpurposes ofthis re view

Class Concepts and Coml2arisons
The following class speciflCations were chosen for this review.

E[pgrpm Intake Representative (PIR)

Positions allocated to this class work within the Human Services Program area.

The-y spn./e as mini counselors and are responsible for assessing their client's

empicy~-~ihility, identifying barriers to employment or education, developing a case

plan, and coordinating services to remove barriers.

This is a stand alone class. The work of PIR class differs from the subject positions
in that the latter's customer contact is strictly for determining eligibility for defined

energy and low income utility rate assistant programs, rather than for human
service programs.

Customer Service Representative (CS01
Positions allocated to this class are responsible for opening, maintaining and

closing commercial and residential customer utility accounts. This is the first level

in a four class series. The work of this c! -ass differs from the subject positions in

that the former is expected use independent judgment in making limited credit

arrangements, taking appropriate action to resolve account problems and in

preparing documents to adjust accounts based on corrected customer information.
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Administrative Specialist ii

Positions in this class perform the full range of administrative support functions for

high level management or perform specialized tasks in support of a special

function or program. This is the senior level within the Administrative Support class

series. Incumbents at this level are expected to perform a variety of complex and

responsible support work with minimum guidance. They may also be expected to

perform factual research and evaluation, and make reliable decisions which have

the potential for significant time or mor,.-y loss in case of error.

Work within the Administrative Specialist 11 class specification appears to be

consistent with that characterized in the group PDQ. According to the group PDQ,
the subject positions perform specialized task in support of low income assistant

programs. Incumbents are expected to use limited judgment and make decisions

within established programs guidelines and procedures.

Ana
Positions #0 12464 (Helen Sawyer) and 0 12560 (Eduardo Sidolne) were last reviewed in

1992 and at that time allocated to the classification title of Administrative Specialist

I I (please see class report #89-90 for a list of duties). Position #0 1 7367(Margitta

Graumann) was reviewed last inl 987and allocated to the title of Administrative

Support Assistant (please see class report #166-86 for a list of duties).

After carefully reviewing and comparing the work defined within the above

mentioned reports and PDQs, it was determined that the duties and responsibilities

of the 1992 and 1998 PDQs are very closely related. In fact, the preponderance of

duties (80%) continues to be those assigned, identified and classified in 1992 as

Administrative Specialist 11 by Determination Report #89-90.

Below is a comparison of the 1992 and 1998 descriptions of work:

1992 1998 Interview utility customers, by telephone and in person, to provide information

about financial assistance policies and procedures and to determine
eligibility

for assistance.
( 50%)

1992 1998 Review Emergency Low Income Assistance Program applications for

completeness and accuracy. (15%)

1992 1998 Enter payment arrangements, revisions, interview outcomes and pledge

information into the program computer; assist with processing pledge checks

from energy assistance agencies. (15%)
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The following description of work is from the group PDQ submitted for review.

These duties were the only duties not represented in the 1992 PDQ.

1998 Based on customer's documentation, determine acceptance or denial of

assistance; refer customer to other agencies; make mutually acceptable

payment arrangements; and take appropria"Ce action to resolve delinquent

accounts. (15%)

1998 Provide interpreter service fornon-English speaking customers. (05%)

The above review revealed that the manner in which the subject positions process
work has changed, however, the level, scope and range continues to be that

identified and classified as ASH 1992. And, alth-ougr) a new program has been

added, it is also of the same type, level and scope of work performed through the

ELIA Program. The only substantial change to this body of,work is the manner in

which customers are interviewed (telephone vs. Inperson).

Recommendation:

Therefore, the following is recommended:

1) that positions #0 i 2464 and #012560 remain in their C.Urrent classifications of

Administrative Specialist 11; and

2) that position #017367 be reclassified to the title of Administrative Specialist 11.

This action should become effective May 11, 1998, which is 15 working days

prior to the initial filing of the grievance.

T171sposltion,isculi,entlyreceiv,ii,7gout-of-classp,3yasaRAdmlnistrativeSpeclalistll. Pleasenote,

out-of-class pay has no beanng on #71s i-ecommendatlon)

Costing

Fqs.:.- ic)n # 0 17 3 6 7

If :mplemented on the 1998 Fourth Quarter Ordinance. the maximurn estimated

cost of implementing this action would be $9,735~O9~ This figure includes any
current and retroactive

(if applicable) cost for this action. The ongoing annual cost

for t1his action would be $5,841.05. The calculations are based on the difference

between the 'Lop step of the current and the recommended salary range and

include statutory benefits (FICA, etc.). The actual amount payable to any affected

employee will vary.

Position #0 12560 and 0 12464

There are no costs associated with implementing the above action for these

positions.



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Department: City Light

Classification Title: See Exhibit A

Ordinance Title: See Exhibit A

Position Number: See Exhibit A

Bargaining Unit: See Exhibit A

Bargaining Unit: See Exhibit A Recommended Salary: See Exhibit A

Remarks

I&amp;

Current Salary: $ See Exhibit A

Classification Title: See Exhibit A

Ordinance Title: See Exhibit A

Legislation Required: See Exhibit A

INCUMBENT STATUS

Incumbent'.

Current Standing:

See Exhibit A

See Exhibit A

Recommended Standing: See Exhibit A

In recommended standing, incumbent status is:

[ X ] Regular [ ] Probationary I Temporary

Authority: Personnel Rule

[ ]
2.3100

[ 12.3.200 [ ]
2.3.300

Per Article IX, Section 9.7(b.1) of the Local Bargaining Agreement

Recommended:

Approved:

Team 2

John Pearson

Classification Analyst(s)

Classification Supervisor

Lidia Santiesteban.~~ Classification/Compensation Director



CL; 31FICATION DETERMINATION

EXHIBIT A

REPORT NO.: 98-1982 RECOMMENDED SALARY: $14.00 - 15.66 (Range: 22.513)

RECOMMENDED ORDINANCE TITLE:

RECOMMENDED CLASSIFICATION TITLE:

Administrative Specialist 11-BU

Administrative Specialist 11

Reclassified effective May 11, 1998, per Article 9, Section 9.7(b)

Current Classification Title: Accounting Support Assistant

Current Ordinance Title: Accounting Support Assistant - BU

Incumbent:

Position No.: 012390

Bargaining Unit: 035

Recommended Status: Regular

Current Classification Title: Administrative Specialist I

Current Ordinance Title: Administrative Specialist I
- BU

Bargaining Unit: 035 Current Salary: $13.01 - 14.51 Range: (20.58)

Recommended Status: Regular

Current Salary: $11.82 - 13.26 Range: (18.013)

Incumbent:

Position No.: 019391

Incumbent:

Position No.:

Current Classification Title:

Current Ordinance Title:

012394

Accounting Technician I

Accounting Technician I - BU

Bargaining Unit:

Recommended Status:

035 Current Salary: $13.01 - 14.51

Regular

Range: (20.5B)

Incumbent:.

Position No.:

Current Classification Title:

Current Ordinance Title:

013941

Administrative Specialist I

Administrative Specialist I - BU

Bargaining Unit:

Recommended Status:

035 Current Salary: $13.01 - 14.51

Regular

Range: (20.513)



Position Identification and Source Of Reguest
Positions #012390, 012394, 013941, 019391 are located in the Credit and

Collections Unit of the City Light Department. This work unit is responsible for

collecting on final delinquent electrical bills.

ffackground:

These positions are being reviewed as a result of an expedited grievance filed on

their behalf by Local 17. This bargaining unit alleges that the subject incumbents

are working outside of their current ci.ssification. The title being requested is

Accounting Technician I I (or a higher title).

Scope. of Review:

This review was conducted by Gail Thompson, a Classification Analyst assigned
to Team 2. The review consisted of an analysis and evaluation of the following:

* the Position Description Questionnaire (PDQ) dated May 15, 1997;

* class specifications in the Accounting Technician and Administrative Support
class series;

* comparison to similar positions throughout the City allocated to the above

mentioned class series;

+ discussions with the,position incumbents;

* review of the subject positions' organization unit;

* position history records and related classification files.

Summary,ofWork
The essential purpose of these positions is to collect on final delinquent electric

bills. The position's primary duties include:

researching and evaluating electrical records to locate the appropriate

customer to contact;

making limited payment arrangements, with residential, commercial and

industrial customers regarding their final delinquent electric bill;

streferring dek.nquent accounts to designated collection agency;
maintainina, and updating customer database.

NOTE, Foracomplete listing of the subjectposition's responsibilities, see the Position Description

Questionnaire (PDO) submitted for thisre view and Included in the position file.



Class C~~nc ants and Comparisons
Based,on the request of Local 17, the classification title of Accounting Technician

11 is being reviewed, along with that of Administrative Specialist 11. The concepts
of work for these senior level classes are described below:

Accounting Technician 11 (ATII)

Positions perform the full range of accounting records maintenance activities for

an assigned area or a set of records, such as payroll, accounts receivable,

account payable, purchasing.

Administrative..Sp6c !a list 11 (ASII)

Positions perform the full range of administrative support duties for high level

management or specialized tasks in support of a special function orprogram.

Analysi
Positions assigned to the senior level within the Accounting Technician class

series typically work independently, performing the full range of multiple, complex
and responsible accounting support tasks, such as independently processing

invoices, posting accounts, reconciling ledger transactions and discrepancies,

preparing and reviewing account transactions and GUStOmer billings. Senior level

positions within the Administrative Support class series also perform the full range
of multiple, complex and responsible (ASII) administrative support tasks and

work independently, with minimal guidance. Some work assignments at this level

require handling complicated tasks where the cost of correcting errors would be

substant,al in either time or money.

According to Local 17, the body of work performed by these positions should be

classified at the senior level (A T//)within the Accounting Technician class series.

While 1 agree that the subject positions are performing work at the senior level, I

disagree that it is related to the Accounting Technician class series. Work tasks

assia ned to the subject positions -- reviewingrecords and verifying the amountowed,-

con" 4~e customer(by kepohone andlorin wrItIng,; 7.gh-lng 19mitedpayment arrangemen

I

ts,'

prov1d1,,7jc, follow-up,- and folwarding record to the designalp~Y, collection agency. - - a re a I I

administrative tasks performed in support of Billing Finals.

After reviewing the submitted PDQ, and individual discussion with position

incumbents, I agree that the work has expanded since its last review. Position

incumbents are currently expected to perform specialized tasks in support of a

specif ic prog ram (Billing Finals -- from inceptioi~ until submission to #7e collection

agencA. Management also agrees with this observation. According to

management, prior to the implementation of the Credit Management System

(CMS), staff was assigned varying degrees of work complexity. However, with the

implementation of CMS, staff began performing work at the same level, range
and scope.
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Conclusion

Based on discussions with position incumbents, and comments submitted by

management and Local 17, it is clear, that the work performed by these positions

has expanded. The work is no longer allocated in varying degrees of complexity.

Each position incumbent is expected to perform work at the same level, scope
and range. The overall body of work described within the PDQ is also consistent

with that characterized in the Administrative Specialist 11 class specification

(performing the full range of suppod 3otl vIties In support of a speclal program or functlon, J e,

Billing Finals).

Recommendation

It is therefore, recommended that the subject positions be reclassified to the title

of Administrative Specialist Ill. This action should become effective May 11,

1998, 15 working days prior to the initial filing of grievance.

~;o:~tLm_q

Positions #019391

&
a
m

p
; 013941 (Administrative Specialist/)

If imnlemented on the 1998 Fourth Quarter Ordinance, the maximum estimated

cost of implementing this action would be $9,329.46. This figure includes any
current and retroactive (if applicable) cost for this action. The ongoing annual

cost for this action would be $5,597.68. The caiculations are based on the

differe,nce between the top step of the current and the recommended salary

range and includes statutory benefits (FICA, etc.). The actual amount payable to

any affected employee will vary.

Position #012394 (Accounting Technicianl)

If implemented on the 1998 Fourth Quarter Ordinance, the maximum estimated

cost of implementing this action would be $4,664.73. This figure includes any
current and retroactive (if applicable) cost for this action. The ongoing annual

cost for this action would be $2,798.84. The calculations are based on the

difference between the top step of the current and the recommended salary

range and includes statutory benefits (FICA, etc.). The actual amount payable to

any affected employee will vary.

Position#012390 (Accounting Support Assistant)

If implemented on the 1998 Fourth Quarter Ordinance, the maximum estimated

cost of implementing this action would be $9,735.09. This figureincludes any
current and retroactive (if applicable) cost for this action. The ongoing annual

cost for this action would be $5,841.05. The calculations are based on the

difference between the top step of the current and the recommended salary

range and includes statutory benefits (FICA, etc.). The actual amount payable to

any affected employee will vary.



CITY OF SEATTLE
EXECUTIVE SERVICES
DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date: September 8, 1998

1~)

Report No.. 98-2045

Department: City Light

Classification Title: Administrative Support Assistant

Ordinance Title: Administrative Support Assistant - BU

Position Number: 012468

POSITION IDENTIFICATION
I

Bargaining Unit: 035

Remarks: geallocation effective 10/6/98 - position is vacant

Bargaining Unit: 004 Recommended Salary: $14.37 - $16.73 Range: n/a

Ordinance Title: Engineering Aide

Legislation Required: Yes

Current Salary:'$11.82 - $13.26 Range: 18.013

Classification Title: Engineering Aide

RECOMMENDED ACTION

ffn2ineerinq Aide effective 10/6/98 as requested by the department. I

Per the submitted Abbreviated PDQ, -the position under review is now performing
technical rather than clerical support work. The duties match the class specification for

Engineering Aide,
I therefore recommend that this vacant position be reallocated to

ANALYSIS AND RECOMMENDATION

Recommended: -Team 1 Classification/Compensation Analyst(s)

Approved: Edie JoMensen Classification/Compensation Supervisor

Classification/Compensation Director

Personnel Director



POSITION NUMBER: 012468 TITLE: Engineering Aide

APPROVED AS REQUESTED, El Yes 13 No

OTHER RECOMMENDED ACTION:

Effective 10/6/98

Personnel Analyst Signature

Personnel Analyst Supervisor Signature

Date

Date

Abbtvvialal PW,31,99
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CITY OF SEATTLE PERSONNEL DEPARTNIENT

Classification/Compensation Unit

(Thisform is to be usedfor vacant positions andlor requests resultingfrom re6"gnizations)

ABBREVIATED
POSITION DESCRIPTION QUESTIONNAIR16

DEPARTMENT/DIVISION: Light, OU 363

POSITION NUMBER: 012468

DATE REQUESTED: 6/24/98 EFFECTIVE DATE: 10/6/98

CLASSIFICATION REQUESTED: Engineering Aide

POSITION PURPOSE: Maintain databases and performs elementary technical work

POSITION SUMMARY: Use the following space to summarize the essential duties and responsibilities assigned to the

position. BriLfly describe the work using action words.

Duties and Responsibilities Statements % of Time

1. Maintain transformer database and records system

40

2. Does elementary AutoCad drawings 10

3. Does elementary technical calculations and designs 10

4. Does limited GIS maintenance 10

5,-
Does problem resolution of data for various data systems 10

&
am

p;

Prepares Job Order/Work Order packages for sending to field crews 10

7. Reproduction and distribution of maps and data products 10

POSITION ALLOCATION CRITERIA:

Duty No. I - A x primary F-1 secondary duty, is described in the class specification as:

Engineering Aide

Duty No. 2 - A L

Engineering Aide

primary x secondary duty, is described in the class specification as:

AbbneidatedPDQ-31,96 P



Duty No. 3 - A [:1 primary Z secondary duty, is described in the class specification as:

Engineering Aide

Duty No. 4 - AE] primary Z secondary duty, is described in the class specification as:

Engineering Aide

Duty No. 5 - A F] primary Z secondary duty, is described in the class specification as:

Engineering Aide

Duty No. 6 - A Z primary E-1 secondary duty, is described in the class specification as:

Engineering Aide

Duty No. 7 - A Z primary F-I secondary duty, is described in the class specification as:

Engineering Aide

Supervisor or Requester Signat ure

A bhnewataf Pfk)-31.96

REASON FOR THE REQUESTED CHANGE:

The work in this position is now almost all (a) computer (Oracle db) work, (b) elementary engineering technical

and (c) engineering problem resolution. The cha
'

nge in work has made data entry a smaller part of the job with

significant increases in engineering (enginecing aide) type work.



CLASSIFICATION DETERMINATION REPORT
Date: September 30,1998

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

RECOMMENDED ACTION

Classification Title:

Ordinance Title:

Legislation Required:

Bargaining Unit

Remarks

City Light

Accounting Technician I

Accounting Technician I
-BU

012536

035

Administrative Specialist 11

Administrative Specialist 11-Bu

Yes

035 Recommended Salary: $14.00 - 15.66 (Range: 22.513)

See 1999 Budget Request No. #044; Effective: 1/1/99

INCUMBENTSTATUS

Incumbent:

Current Standing: Accounting Technician I

Recommended Standing: Administrative Specialist 11

In recommended standing, incumbent status is:

.

[ ] Regular Probationary X ] Temporary

Authority: Personnel Rule

12.3100 2.3.200 2.3.300

Remarks: Remarks: Per Article IX, Section 9.7c of the Local 17 Bargaining Agreement

Recommended: Team 2f

&
lt
;

Classification Analyst(s)

John Pearson---~9 -
Classification Supervisor

Lidia Santiesteban Classification/Com.pensation Director

Norma McKinne Acting Personnel Director



Addendum (Log #2482) Repo.rt #98-2202A
This position was reviewed in the 1999 Budget, and the recommended allocation
was Administrative Specialist 1. This recommendation was appealed by the

department, and a Reconsideration Hearing was held on September 29, 1998. The
Reconsideration Board consisted of Lidia Santiesteban, Classification/Compensation
DireCTor, and Edie Jorgensen and John Pearson, Classificationi Compensation
Super0sors.

Additional information, in support of the Department's initial request, was presented at
the hearing. According to departmental management the subject position works
independently, and is expected to use judgment in resolving issues that could have a
high consequence of error. This position also provides administrative support to two
high level managers and their staff at the System Control Center (SCC). The SCC
has three primary responsibilities 1) dispatching of generation and distribution, 2)
development and maintenance of Energy Management System software/hardware,
and 3) substation operations - monitoring the operation of electrical systems
throughout the distribution area.

This position is primarily responsible for overseeing the daily administrative work;
timekeeping for a very complex payroll system-, composing correspondence;
transcribing generation, transmission and distribution dispatcher trouble report logs
chronologically; assisting with the bi-annual budget; and screening visitors and
directing them to the appropriate personnel.

Recommendation

Based on documentation presented at the Hearing, the Reconsideration Board
concurs that the subject position is performing work at a higher level than initially
indicated. The Reconsideration Board, therefore, recommends the subject position be
reallocated to the title of Administrative Specialist 11. This action is effective January
1, 1999 to coincide with the implementation of the 1999 Budget.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT
PERSONNEL DIVISION

CLASSIFICATION DETERMINATION REPORT

Date: September 3,1998

POSITION IDENTIFICATION

Department,

Classification Title:

Ordinance Title:

Position Number.

Bargaining Unit:

RECOMMENDED ACTION

Classification Title:

Ordinance Title:

CITY LIGHT

WAREHOUSER

WAREHOUSER-BU

014237

007

SENIOR WAREHOUSER

WAREHOUSER, SR-BU

Idiom,
AdONFAR&amp;I

luo

Report No,~ 98-2249

Current Salary: $14.35--$15.49 (Range: N/A
)

Legislation Required: YES

Bargaining Unit. 007 Recommended Salary: $15,81--$17.05 (Range. NIA)

Remarks: Reclassification Effective May 5, 1998 (30 Days Prior to the date the

Grievance was filed

INCUM-6-E-NT STATUS

Incumbent:

Current Standing: WAREHOUSER

Recommended Standing: SENIOR WAREHOUSER

In recommended standing, incumbent status is:

X ] Regular; Probationary: ]Temporary.

Authority: Pem. Rule Agreement between City of Seattle

&
am

p; Joint Crafts Council (Teamsters Local 117)

I ] 2.3.100; 2.3,200; 2.3.300.

Remarks:

Recommended:

Approved:

98Team2 ~Zv'

John Pearson

Lidia Santiesteba

Norma McKinri

Classification/Compensation Analyst(s)

lass ifi cation/C orn pe nsatio n Supervisor

60
f,~PCIassjfication/Compensation Director

sonnel Director
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g~
of Request and Pgsi~: ~on Ideriff.Fcadon:

This position was reviewed as a result of Step 3 grievance for work out of class.

Position No. 0 14237 resides in the warehouse at the South Service Center of Seattle City Light, The

position reports to the Crew Chief of the Toxic Unit in the South Warehouse. The primary function of

this position's work group is to oversee the warehousing and disposal of PCB and dangerous waste.

Position HistonC,,

Detailed historical data of the position is available in the Personnel Division's Records Unit.

gjc9pq_of Review-

This review was conducted by members of Class/Comp 98Team2, consisting of Gail Thompson and

SharonLee Nicholson. SharonLee wrote this report. The review of the subject position included

analysis of the following:

+ Position Description Questionnaire (PDQ) submitted for this review;

+ Class Spec No. 9156504 for Warehouser

+ Class Spec No. 9156505 for Senior Warehouser

SummaM-qf Work-

The essential purpose of this position is to lead the work of three warehousers in managing toxic

aswaste and related materials, For example, these employees [a] sample electrical transformer for

toxic waste before surplusing; [b] pump and decontaminate equipment and work areas; [c] process

PCB-contarn;Mated materials. This position spends about 60% of its time overseeing the work of the

warehousers and 30% of its time in records and inventory management for PCB-contaminated

materials, ~cxic waste in storage as well as identifying and labeling toxic materials for shipment.

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,:

A comparison of the PDQ to the class specs for both the Warehouser and the Senior Warehouser

revealed that the work of this position extends beyond the Warehouser spec. In the lower level,

employees work under continuing supervision as they perform various warehousing tasks. Positions

in the Senior Warehouser class receive general supervision as they lead the work of subordinate

warehousers, The senior level also may be responsible for a small warehouse or be responsible for

toxic materials (i.e.,
insure proper identification, storage, disposal and reporting OT hazardous



PERTINENT ALLOCATION FACTORS - Re,
.......... - ----- ---- --

Nr.,~, 98-2249
................ ........

materials) This position does not manage a small warehouse; however, it is responsible for a group

of warehousers working with toxics.

Two elements of this position's activities differentiate the position from the lower level Warehouser

classificati,on: [a] leading the work of subordinates and [b] responsibility for toxic waste and

hazar,--!oiU:s rnatenal warehousing and reporting. Based on these two distinctions, Position No.

01423,'7 is ~lrjt currently classified appropriately.

Recommendation:

Therefore, based on the above analysis, we recommend the subject position be reclassified from

WJ'- reho user to Senior Warehouser. The reco,-,',,mended effective date of this action is May 9, 1998 or

30 days prior to, the date the City received no.tice of the Step 3 Grievance. This recommendation is

consistent with Section 20.5 of the Agreement between the City and the Joint Crafts Council.

Costing

If this report is implemented on the 1998 4th Quarter Ordinance, the maximum estimated cost of this

action would be $3,796,69 which includes current and retroactive costs. The ongoing annual cost of

tNs actiori. would be $3,796,69. The ca!,c;4-lations are based on the difference between the top step of

the current salary range and that of the re-commended' salary range and includes statutory benefits

(FICA, etc.). The actual amount payable Iko the attected employee will vary.



CITY OF SEATTLE

EXECUTIVE SERVICES DEPARTMENT

1:
Date,., OW09198

CLASSIFICATION OETERMINATION REPORT

ReDort No~: 98-2250 H

POSITION IDENTIFICATION

Department: City Light

Classification Title: Supervising Personnel Specialist

Ordinance Title: Personnel Specialist, Supervising

Position Number: 012169

Bargaining Unit: 030 Current Salar : $22.08hr. - $25.70hr.(Range 35.5A)

----------

.R.E-COMMENDED ACTION,

Classification Title: General Government Manager 1

Ordinance Title: Manager 1, General Govt

Legislation Required: Yes

Bargaining Unit: 14o Recommended Salary: $21.33hr. - $28.79hr. (Range -NA)

I

INCUMBENT STATUS

Incumbent: Vacant

Current Standing: NA

Recommended Standing: Manager 1, General Govt

In recommended standing, incumbent status is: NA
[ ]Regular; Probationary; Temporary.

Authority: Personnel Rule

f 12.1100; 2.3.200; 2.3.300.

Recommended: Carla Coward Class/Comp Analyst

Approved: John Pearson Class/Comp Supvervisor

Lidia Santiesteban Class/Cornp Director

Norma McKinney Personnel Director



:'PERTINENT ALLOCATION FACTORS - Report No: 98-2250 Pa~--je
I --

SOURCE OF REQUEST

This position was reviewed as a result of a request submitted by City Light. The

Personnel Specialist Supervisor position was reviewed approximately one year ago with

payroll and records supervisory responsibilities. Since that time, City Light's Human

Resources Division has reorganized and the Personnel Manager position has been

filled to manage the payroll, records, management reporting and personnel specialist

work units. The Personnel Specialist Supervisor position has been transferred to

manage the newly formed Learning, Education and Development section.

ANALYSIS AND RECOMMENDATION

Scope of Review: This position was reviewed by a team of class/comp analysts for

inclusion in the Manager or Strategic Advisor Program. The point factor analysis

yielded 200 points in the Strategic Advisor point factor system and 343 points in the

Manager point factor system. Manager 1 is the most appropriate allocation due to the

description of primary work duties and the salary advantage it affords the position. The

points for each dimension are listed below:

Point Factor Dimensions:

Program Policy Technical ~

Budget/

Fiscal

Human

Resources

Communications Matrix

Med/1 20 Low/53 NA NA Low/43 Med/87 Low/40

Recommendation:

Based on the duties and responsibilities, we recommend that this position be

reclassified as a General Government Manager 1, effective the date the MPDQ was
signed, July 20, 1998.
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cost,

If implemented on the 1998 Fourth Quarter Ordinance, the maximum estimated cost of

implementing this action would be a cost savings of $778.81. This figure includes any
current and retroactive (if applicable) cost for this action. The ongoing annual cost for

this action would be a cost savings of $1,557.61. The calculations are based on the

difference between the top step of the current and the midpoint of the recommended

salary pay zone and includes statutory benefits (FICA, etc.). The actual amount

payable to any affected employee will vary.

- - - ------------- - -

I



CITY OF SEATIFLE

EXECUTIVE SEWCES DEPARTMENT
PERSONNEL DiVISION

CILASSIFICATKOIN I771-ERMI NATION REPORT

POSITION IDENTIFICATION- ------ 1-------- -------------------- ------- - -------------

Department: CITY LIGHT

Classification Title-, ACCOUNTING TECHNICIAN I

Ordinance Title: ACCOUNTING TECHNICIAN I-BU

Position Number: 012529

Bargaining Unit- 035

RE~CQMMENQED ACTION
......................... --

Ordinance Title: ACCOUNTING TECHNICIAN 11-BU

Legislation Required: YES (1997 RATES)

Bargaining,Unit: 035 Recommended Salary: $14.00--$15.66 (Range: 22.513)

Remarks: The effective date for reclassification is July 16, 1998(15 working days prior to the date

(1997 RATES)

Current Salary: $13.01--$14.51 'Range, 20.513

Classification Title: ACCOUNTING TECHNICIAN If

n recommended standing, incumbent status is:

Recommended Standing: ACCOUNTING TECHNICIAN 11

Current Standing: ACCOUNTING TECHNICIAN I

Incumbent:

and ~FPTE-7. Local 17

INGUMBENT
---

STATU-S

the grievance was filed) in accordance with Article 6 of the Agreement between the City

[ X ] Regular; I ] Probationary: [ ]Temporary.

Authority: Peraennel Rule, Article 9 of the Agreement between the City and IFPTE, Local 17

...... ------
]--2-

34.00 2 3[ ] 2 3 200
4 ~

Remarks:

. .. . ;

Recommended: 98Team2 -4~Y-"~ LL,.e-~assification/Compensation Analyst(s)

Approved: John Pearson rz C I ass ificatio n/Compensation Supervisor

Lidia Santiesteba

Norma McKinnex

assification/Compensation Director

Personnel Director

I



P~- RT~NE.!-,OT ALLO(-.A~10N FACTORS - No.- 98-2408
11. ~

- --- 1-1 - - - -- --- ------- -

Source of Re-ciYe-st and Position Identification:

This position was reviewed as a result of a Step 3 Grievance for work performed out of

class filed by lFPTE, Local 17 on behalf of the incumbent.

Position No. 012529 is located in the Account Control Section of the Credit Office,

Account Services Division of Seattle City Light. The primary functions of this work unit

are (a, to process Accounts Receivable [b) verify and insure accuracy of the CIS billing

syst-ern and [c] perform daily cash balancing.

Position t! ~tq.

Detailed historical data of the position can be accessed via the Personnel Division's

Records Unit.

Scope of Review.,

This review was conducted by members of Class/Comp 98Team2, consisting of Gail

Thompson and SharonLee Nicholson. The review of the subject position included

anaiysis of the following:

+ Position Description Questionnaire (PDQ) submitted for this review',

+ Class Spec for Accounting Technician I

+ Class Spec for Accounting Technician //

+ Telephone intervievi of Mary Meier, Manager of the Department's Credit Office

SharonLee Nicholson wrote the report

Surnma!y of Work:

The primary responsibility of the position and the reason given for submitting the

grievance is the pilot Automatic Clearing House (ACH) program providing an automatic

bank payrnent program to City Light customers. About half of the position's work time is

dedicated to the ACH pilot program.

City Light Department and Executive Services Department management developed

policies and parameters for establishing the ACH pilot. Based on those parameters,

this position is singularly responsible for preparing invitation letters to eligible

customers, monitoring and completing arrangements for time-sensitive transactions
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(e.g., the transfer of funds from the customers' accounts to the utility) and preparing

weekly and month!y reports on the ACH program for department management.
Since the ACH program is new, the incumbent was required to develop, implement (and

revise as necessary) operating proo:.~,dures to implement the pilot.

Operating this pilot requires frequent contact with banks throughout the Puget Sound

region to estabillish, t:-:e CUStOrners'ACH transaction documentation. The incumbent also

must w,,,,rk closeiy with staff in the Finance Division of the Executive Services

O~epartment (I

,

ESD) to coordinate- information and dates for establishing (or rejecting) a

cikAstomer --~!utcmatic account payment transaction. Interactions with banks and ESD
are time-sensit~ve and the incu-mbent prioritizes the position's overall work to

accommoHate time-critical tasks, re4ated to the pilot. In addition to managing the direct

ACH project~ tasks, this position also develops and prepares weekly and monthly Excel

repolms on Nr,~-am wh;iclh, are used by management to make policy-level -'. inges
and to launch the Citywide program.

Issues of particular sensitivity for this position include the evaluation of customer files to

deteni-jine ef:igibility and to send invitaflor., letters to eligible customers. This position

al3c, den,:,es paz,ic~natian to cuistorniers who do not meet the minimum participation

standards. Finally, according to the information provided by management, the position

must collah-orate across the ESD and City Light departments to manage customer

acccuri~ when estabitshing a customer's account ACH and when identifying

program rejects.

Aside from ACH-related activities, this position also is required to: [1] verify accuracy of

Fdail,:y cash applied to CIS; [2] post accoim.-ts receivable- and [3] post Project Share
cantributions.

Independent decisions made in the position include reporting and resolving out-of-

balance cash batch runs; detrrminina whether or not a customer qualifies for the ACH
program; and making ACH operat!onal procedure changes based on policy changes.

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

ffle.

Ana-lys-is-:

Acccrding to a review of the class specs, both the Accounting Technician / and

Accounting Technician /I classes of work involve the maintenance of accounting
records. However, the classes are distinguished from each other by several factors:

[a) level of supervision required (AT11 requires limited while ATI requires continual

supervisbri)
,

[b] the responsibility of an ATH for performing a full range of accounting

records maintenance (e.g., for a function such as payroll or a program such as ACH])-------------

Another significant distinction of the AT11 class is that the work involves assignments
where the cost of correcting errors is costly and/or time consuming.
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Genera!ly, Accounting Technician I level positions are assigned work on a task-by-task

basis w.th a lead worker or Supervisor overseeina the work on a task-by-task basis. In

comparison, Accounting Teohnh~ialr~ li level posit~lons are assigned work on a functional

or programmatic basis w.th cortact between the AT11 and the supervisor or lead worker

limited to answering questions or resolving issues related to special problems

encountered.

Prior to commencement of the Automatic Clearing House (ACM project, the work of

this position was well within the Accounting Technician I classification, However, when

it assurned the ACH-r.-Ilated duties, this position commenced working at a higher level.

ACH-reiated decisions made by the incumbent involve issues that, with incorrect

decision,s', could' be very costly to coi-rect. Additionaily, given the new status of the

prograrn, errors committed by theincurri~hent could res--~.dt in prohibiting the pilot from

-~tyw de m due to ~ts high visibility [involvin-1 ir' -actionbecorr,':,ng permanen.

with banks, other departments -and numerous customers]. The authority to arrange for

auto.matic and direct payment from customers' personal bank accounts implies a high

level of both knowledge and competence. This authority alone is sufficient to classify

this pos!tion at the higher level. Howevpr, the complexity involved in administering a

new program such as the ACH pilot also supports the higher classification.

Recommendation:

Therefore-, based on the above analysis, we recommend the subject position be

reclassifie.c.1 to Accounting Technician 11 wit~ the ordinance title of Accounting

echu-~'; n 11-BU. The effecive date of 1his action is July 16, 1998 (fifteen working days

_q:-:evaP-,ce was fiied) in accordance with Article 6 of the Agreementpi.-ior to the date the

between the City of Seattle and IFPTcL:-:, Local 17.

If this report is implemented on the 1998 Fourth Quarter Ordinance, the maximum

estirnated cost of this action would be $2,798.84 which includes current and retroactive

costs. The ongoing annual cost of this action would be $2,798.84. The calculations are

based on 'he ri;ff ere,: Ice between the top step of the current salary range and that of the

recor-imen-ded salar/ range and includes statutory benefits (FICA, etc.). The actual

amour-~t.payable to the affected employee will vary.



CITY OF SEATTLE
PERSONNEL DEPARTIV!Eo~ f

CLASSIFICATION DETERMINATION REPORT

Date'. November 2,1998

POSITION IDENTIFICATION

[ 12.3.200

Department: City Light,

Classification Title: Management Systems Analyst

Ordinance Title: Management Systems Analyst

Position Number: 019075
Rates in effect as of November 1, 1998

Bargaining Unit: 030 Current Salary: $20.74 - 24.17 (Range: 33.OA)

RECOMMENDED ACTION

Classification Title: Senior Systems Analyst

Ordinance Title: Systems Analyst, Senior

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $24.61- $28.70 (Range: 37.5A)

Remarks Reclassification Effective: May14, 1998

INCUMBENT STATUS

Incumbent:

Current Standing: Management Systems Analyst

Recommended Standing: Systems Analyst, Senior

In recommended standing, incumbent status is:

]Regular Probationary

Authority: Personnel Rule

[ 12.3100

Recommended:

Approved:

Team 2

Report No.

[ X ]Temporary

[ X 12.3.300

Classification Analyst(s)

John Pearson
V'

Classification Supervisor

1-.e

Lidia SantiestebanV-v6~~ Classification/Compensation Director

V

i f,

Norma McKinngyA,~ Personnel Director
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Position Identification And Source Of Rqqu

Position #019075 is located in the Database Administration Unit of the Information

Technology Division 4thin the City Light Department. It is being reviewed as a

result of a departmental request.

Bac nd:

The Information Technology Unit provides accurate, reliable access to Oracle

relational database management system (RDBMS) data throughout the Utility.

According to the submitted PDQ, the C'mcle database administrator resigned in

May 1998 and as a result the work was redistributed to the subject position.

Scope of Review:

This review was conducted by Gail Thompson, a Classification Analyst assigned to

Team 2. This review consisted of an analysis and evaluation of the following:

* the Position Description Questionnaire (PDQ) dated May 11, 1998;

* class specifications in the Management Systems Analyst and Systems Analyst

class series;

* an informational interview with the incumbent;

* a telephone conversation with the position's manager;
* comparison to similar positions;

* review of the subject position's organization unit;

* position history records and related classification files.

Summarv of, Work
The essential purpose of this position is to administer Oracle databases.

Tasks include:

Database administration (100%)
6~ maintaining and recovering database contents;

0 maintaining software, access and usage authorities for the RDBMS databases;

0 creating, testing and scheduling database maintenance, backup, reorganization

and condition reporting for a!1 RDBMS subsystems;

assisting application developers;

0 monitoring application and system database performance.

NOTE - For a complete listing of #7e subject posItion's responsibilities, see ffie Position Description

Questionnal,re (PDO) submitted for this ravlew andincludedin thepositlon Re
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Class Concepts anj2pomparisons
Positions assigned t6the Managernent Systems Analyst class are responsible for

improving managerial effectiveness, including establishing the flow of

information, determining how and to whom it will travel, and working with users

and systems analysts to design an organizational system that achieves maximum

efficiency from an operational perspective. In comparison, positions allocated to

the Systems Analyst class perform technical functions within an automated

program domain such as writing code and formulas, establishing network links

through programmatic functions, etc.

The body of work assigned to the subject position most closely resembles that of

the Systems Analyst class series. Positions within this class series diagnose and

solve system problems within a specialty area using the techniques and methods

of the specialty to determine the most appropriate methods and procedures for

carrying out the assignment. This class series consists of five levels, The levels

are distinguished from one another by their respective degrees of work difficulty

and responsibility.

For this review the journey and senior levels were chosen. Positions allocated to

the journey level provide technical support to ensure that the automated aspect of

the "system" is functioning both optimally and systematically. Position

incumbents diagnose and solve system problems within a specialty area. They
also apply technical expertise and software-specific knowledge to maximize the

overall efficiency through the development and use of automated systems,

In contrast, Senior Systems Analysts plan, develop, coordinate and analyze data

processing systems to determine feasibility and practicality of requested services,

and diagnose system failures to isolate sources of problems between equipment,

system software and application programs. Incumbents at this level also serve as

project leads, and are sought out as technical experts on issues and decisions

involving interpretation and analysis of established choices with limited

precedents.

Analysis:
The subject position was reviewed last in 1995 and allocated to the title of

Management Systems Analyst. At the time of review, the position's

responsibilities included: system administration (30%), database administration

(30%), application support (30%), providing technical support (10%).

According to the PIDQ, the subject position is currently the only Oracle database

administrator in the division. It is responsible for monitoring and optimizing the

performance of each database instance and related applications; installing

software; creating database instances; planning and implementing physical

database designs; participating in and assisting application teams with the logical

database design; and managing all access to departmental Oracle data.



:

LThe PDQ makes a comparison of the subjec+L pos. "ion's body of wor'-,, with that of

several positions within the City (#016571, 021197, 024578, 021203 and

025605). According to the latest PDQs on file, these are senior level positions

and they are responsible for:

Position #016571 (Diane Brady) maintaining UNIX database servers, Local Area

Network (LAN) server and other servers within the department.

Position #021197 (Judy Dickerson) maintaining City Light's Seattle Financial

Management System (SFMS).

Position #024578 (Craig Lukin) LAN administration.

Position #021203 (Paul DeAnguera) database administration.

Position #025605 (Gary Hott)

This position is assigned to a special project (Summit).

Review of the above senior level Systems Analyst positions revealed that they

are all responsible for some form of database administration work. In comparing

the subject position's body of work with that of the aforementioned positions and

the journey and senior level Systems Analyst class specifications, I find that the

appropriate classification is Senior Systems Analyst. The role of the subject

position has evolved from one of support to lead database administration. As

such, the duties are clearly within the class of Senior Systems Analyst.

Recommendation
It is therefore recommended that the subject position be reclassified to the title of

Senior Systems Analyst. This action should become effective May 14, 1998,

the date the PDQ was signed.

If implemented on the 1998 4th Quarter Ordinance, the maximum estimated cost

of implementing this action would be $18,374.98. This figure includes any

current and retroactive (if applicable) cost for this action. The ongoing annual

cost i1or this action would be $11,024.99. The calculations are based on the

difference between the top step of the current and the recommended salary

range and includes statutory benefits (FICA, etc.). The actual amount payable to

any affected employee will vary.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT
PERSONNEL DIVISION

CLASSIFICATION DETERMINATION REPORT

I-Date:

__

-october 29,1998 Report No-, 98-2445

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

CITY LIGHT

ENERGY CONSERVATION REPRESENTATIVE, SUPERVISING

ENRGY CONSERV REP, SUPVSNG

Position Number:

Bargaining Unit:

019127

030

(1997 RATES)

Current Salary: $19.29--$22.48 (Range: 32.OA

RECOMMENDED ACTION

Classification Title:

Ordinance Title:

Legislation Required:

Bargaining Unit-

Remarks:

ASSISTANT ENERGY MANAGEMENT ANALYST

ENRGY MGMT ANLYST, ASST

YES

030

~ (1997 RATES)

Recommended Salary: $17.99--$20.94 (Range: N/A)

See following pages for pertinent allocation information

Incumbent:

Current Standing: ENERGY CONSERVATION REPRESENTATIVE, SUPERVISING

Recommended Standing: ASSISTANT ENERGY MANAGEMENT ANALYST

In recommended standing, incumbent status is:

Regular; Probationary: X ] Temporary.

Authority, Personnel Rule

23.100; 23.200;

Remark~,;:

[X ] 2.3.300.

Recommended: SharonLee Nicholsor7 Classification/Compensation Analyst(s)

Approved: John Pearson Classification/Compensation Supervisor

Lidia SantiestebangPCiassification/Compensation Director

1\

Norma McKinn2!8~!' Personnel Director
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Source of..Request and, Position Identification:

This rf-,.,v

I

aw was conducted at the request of the City Light Department due to changes

in work and a workforce reduction in the Energy Management Services Division. This

position served as a Supervising Energy Conservation Representative in the

Residential Weatherization Program until that program was terminated.

SiMfltaneously, this position lost its subordinates. Currently, the position is expected to

deiiver conservation field services to residential and small commercial customers.

Position

Detailed historical data of the position can be obtained via the Personnel Division's

Records Unit.

Scope of Review-

This review was conducted by members of Class/Comp 98Team2, consisting of Gail

Thompson, Carla Coward and SharonLee Nicholson. The review of the subject

position included analysis of the following:

*.
Position Description Questionnaire (PDQ) submitted for this review;

+ Class Spec for Supervising Energy Conservation Representative (current title)

* Class Spec for Assistant Energy Management Analyst (requested title)

+ Class Spec for Energy Management Analyst

* Meeting with EMSD management staff

SummaKy of Work:

The essential function of this position is to oversee the Small Commercial Rebate

Program, coordinating the daily operations and conducting field verifications, The focus

.of the field verifications consists of lighting installations performed by lighting

contractors through the Small Commercial Rebate Program. Other tasks of the position

include:

* Helping develop marketing plans and outreach activities for small commercial

customers;

* Creating program tracking systems to identify contractor performance, customer

participation and energy savings;

'Troubleshooting custorrner complaints;

Coordinating small commercial projects with department staff in other divisions and

Cng as contact person for the Small Commercial Rebate Program with other Citya 'ii

Departments.
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Analysis:

This position is no longer properly classified due to the elimination of its supervisory
responsibilities with termination of the Residential Weatherization Program. According
to the specification for this position's current clas s, Supervising Energy Conservation

Representative, a position in that class "...is a first line supervisor in the Energy
Conservation series..." The primary task is to "...Supervise, direct, coordinate and
review the work of a group of subordinate Energy Conservation Representatives..."

The c!ass requested by the Department for the subject position, Assistant Energy
Management Analyst, is the entry IeV el in the Energy Management Analyst series.

Positions in this class conduct energy audits and prepare energy analysis reports of

commercial or Industrial facilities. Their work is performed under continuing
supervision. According to the PDQ submitted forthis review, the.incumbent in Position

No. 019,127 is conducting such audits in the context of coordinating the Small
Commercial Rebate Program.

The joumey level of the series (Energy Management Analyst) is differentiated from the

assistant level by the scope of duties and complexity of facilities audited. For example,
a journey level position typically conducts audits in large, complex industrial facilities.

On the other hand, the work of the subject position focuses exclusively on small
businesses. Therefore, the journey level in the Energy Management Analyst series is

not appropriate for this work.

Recommendation:

Based on our review of material submitted for this review, we recommend that Position

No. 019127 be reallocated to Assistant Energy Management Analyst. The
recommended effective date of this action is September 21, 1998, the date this position

was submifted for review. Based on Personnel Rule 3.3.400.C, we recommend that

the in(~umbent in Position No. 019127 be incumbency rated.

Costinq

If this report is implemented on the 1998 Fourth Quarter Ordinance, the maximum
estimated cost reduction resulting from this action would be $5,192.05, which includes

current and retroactive costs. The ongoing annual cost reduction from this action

would be $5192.05. The calculations are based on the difference between the top step
of the -Current salary range and that of the recommended salary range and includes

statutory benefits (FICA, etc.). The actual amount payable to the affected employee will

vary.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

I W22/98

CLASSIFICATION DETERMINATION REPORT

Rep_prt No.: 98-2446

POSITION IDENTIFICATION

Department: City Light

Classification Title: Finance Analyst

Ordinance Title: Finance Analyst

Position Number: 017593,

Bargaining Unit: 030 Current Salary: $20.04 hr. - $23.35 hr. (rg 33.OA)

RECOMMENDED ACTION,

Classification Title: Energy Planning Analyst

Ordinance Title: Energy Planning Analyst

Legislation Required: Yes

Bargaining Unit- 030 Recommended Salary: $20.04 hr. - $23.35 hr. (rg 33.OA)

Remarks Effective Date: 9/15/98

INCUMBENT STATUS

Incumbent-

Current Standing: Finance Analyst

Rdcommended Standing: Energy Planning Analyst

In recommended standing, incumbent status is:

[ X ] Regular; Probationary;

Authority. Personnel Rule

L__.__LX 2.3.100; 2.3.200;L

Recommended: Carla H. Coward kL4Lx--

Approved- John Pearson

Lidia Santiesteban

Norma McKinney

[ ]Temporary.

[ ] 2.3-300.

Class/Comp Analyst

Class/Comp Supvervisor

Class/Comp Director

Personnel Director
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SOURCE OF REQUEST I POSITION IDENTIFICATION

This position was reviewed as a result of a request from the Energy Management

Services Division of Seattle City Light. The department believes that the current job title

is not appropriate for the assign(-:.d job duties, which are no longer financial in nature.

The primary work of this position is planning and development of community

conservation programs.

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 #2003504 and 2201004;

" Organizational Chart;

" and other records available internally.

STATEMENT OF DUTIES

The essential purpose of this position is to plan and implement new and revised energy

conservation programs for residential and small commercial customers, including

program features, materials, policies and procedures, by researching and coordinating

with technical field staff, other utility
staff and consultants.

NOTE: For a more complete listing of this position's responsibilities, see the Position

Description Questionnaire (PDQ), dated September 15, 1998, submitted for the

purposes of this review.

ANALYSIS

The incumbents in Finance Analyst positions coordinate and participate in the

preparat ion and defense of a division or department budget, or they may participate in

the financial management of a multi-department grant or capital program. They
conduct research and analysis of division/department financial issues. They also assist

in preparing financial reports, expenditure and status reports, and provide fiscal and

budgetary controls over capital projects, grants and/or operating budgets.

The duties of incumbents in Energy Planning Analyst positions include performing

research, analysis and design activities; the implementation and evaluation of energy

planning programs; development of policies and the resolving of related issues in order

to maximize energy conservation.

The incumbent in this position continues to coordinate the development of the sections

annual budget and monitor and maintain budget records. But this is only 25% of the

job. Planning new conservation programs or services and changes to existing

programs or services and leading the Built Smart Program planning and

implementation, which is a program to encourage multi-resource efficiency in new

construction of multifamily buildings, along with other related work is 75% of the job.
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RECOMMENDATION

Based on the duties and responsibilities, we recommend that this position be

reclassified as an Energy Planning Analyst, effective September 15, 1998 the date of

the PDQ was signed.

If implemented on the 1998 Fourth Quarter Ordinance, the maximum estimated cost of

implementing this action would be zero, Using rates in effect as of the writing of this

report, this figure includes any current and retroactive (if applicable) cost for this action.

The ongoing annual cost through the end of 1999 for this action would be zero. The

calculations are based on the difference between the top step of the current and the

recommended salary range and includes statutory benefits (FICA, etc.). The actual

amount payable to any affected employee will vary.



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date: November 3,1998

Department:

Classification Title:

Ordinance Title:

,_L_Rates in effect as of November 1 998

98-2448

City Light

Research

&
a

m
p

;

Evaluation Assistant

Research

&
a

m
p

;

Evaluation Assistant - BU

Position Number: 019296

Bargaining Unit: 004 Current Salary: $16.84 - $19.58 (Range: 27.5A)

RECOMMENDED ACTION

Classification Title: Administrative Staff Assistant

Ordinance Title: Administrative Staff Assistant

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $18.14 - $21.16 (Range: 29.5A)

Remarks

Remarks:

Reclassification Effective: July 28, 1998

INCUMBENT STATUS

Incumbent:

Current Standing: Research

&
a
m

p
;

Evaluation Assistant

Recommended Standing: Administrative Staff Assistant

In recommended standing, incumbent status is:

[
X ] Regular

Authority: Personnel Rule

[ ] Probationary [ ]Temporary

[ ]
2.3100 [ ]

2.3.200

Recommended:

Approved -

Team 2,

John Pearson

Repoft No.,

[ 12.3.300

Classification Analyst(s)

Classification Supervisor

Class ification/Co mpensatio n Director

Norma McKinney/-~' Personnel Director



Position Identification and Source of Reguest

Position #019296 is located in the Lighting Design Lab within the department of City

Light. It is being reviewed as a result of a departmental request.

Background:

According to the PDQ, the work of the subject position has evolved. This evolution

occurfed due to the more sophisticated technical requirement of the Lighting Design

Lab clients. It is management's belief, that the work is no longer reflective of the

Research and Evaluation Assistant class.

Scope of Review:

This review was conducted by Gail Thompson, a Classification Analyst assigned to

Tea-m 2. This review consisted of an analysis and evaluation of the following:

the Position Description Questionnaire (PDQ) dated July 28, 1998;

class specifications in the Research
&

a
m

p
;

Evaluation Assistant and Executive

Support class series;

tour of the Lighting Design Lab;

informational interviews with the Project Manager and the subject incumbent;.

review of the subject position's organization chart;

position history records and related classification files.

Summant of Work
1'he subject position is essentially responsible for maintaining the Lighting Design

,

producing publicationsLab's library, providing technical and systems support.

specific to the Lighting Design Lab.

NOTE For a complete llstlng Of tl7e subject position's responsibillties, see the Position Description

Questionnaire (PDO) submitted for #Vs review and included in the position NO.

To appropriately classify the subject position, the assigned body of work was

compared with that characterized within the Research and Evaluation Assistant and

the Executive Support class series.

Class Concepts
Research and Evaluation Assistant

Positions perform moderately difficult research and statistical or prociram 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. This is a single level class.



PERTINENT ALLOCATION FACTORS - Repogl No,,

ExecutiZg Support
~`o-E~iii`ons perform a mixture of administrative duties, usually performed by other

administrative fields, in which no one specialty field constitutes a majority of the

duties. This series consists of four levels.

AQA!YS_i_S

The above review revealed that the subject position is no longer performing work

typically assigned to Research and Evaluation Assistants (analyzing and-evaluating data,

and preparing analytical and narrative reports), but rather that generally assigned to positions

within the Executive Support class series (per,"orming a mixture of administrative duties).

Having determined that the Executive Support class series is the most relevant

family of titles, what remains to be determined is the appropriate classification level.

The assistant (Administrative Staff Assistant) and the journey (Administrative Staff Analyst)

levels were chosen for this review. These levels are distinguished by the size and

diversity of the assigned program and by the respective degrees of work difficulty

and responsibility required.

Positions assigned to the assistant level act as staff assistants to a small section,

unit or to departmental management. Positions incumbents are expected to use

judgment to make decisions about day-to-day office, budgetary, personnel problems

and\or activities. They are also expected to interpret and apply policies and

procedures to day-to-day situations. In contrast, journey level positions research

and analyze a variety of operational or administrative issues and/or problems; assist

in personnel matters; serve as liaison with other sections and divisions; and monitor

contracts. Employees also provide general administrative and analytical support to a

small department or to a large unit of a department

Conclusion

This review revealed,

a) that the subject position is assigned to a small section Within the City Light

Department. The Lighting Design Lab staffs three full time/permanent positions.

b) that the body of work assigned to the subject position consists of a mixture of

administrative functions (maintaining the library, providing technical and system support,

producing graphic publications), none of which constitutes a majority of the assigned

duties.

While we have classifications which cover each of the aforementioned functions

when they occur alone, the Administrative Staff Assistant class tends to combine two

or more of these functions at the same time. I recognize that the subject position

does not perform the entire range of possible administrative duties and

responsibilities within this class, it does however perform a substantial number of the

activities.
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Recommendation:

It is therefore recommend that the subject position be reclassified to the title of

Administrative Staff Assistant. This action should become effective July 28, 1998,

the date the PDQ was signed.

If implemented on the 1998 4th Quarter Ordinance, the maximum estimated cost of

implementing this action would be $5,768.04. This figure includes any current and

retroactive (if applicable) cost for this action. The ongoing annual cost for this action

would be $3,845.36, The calculations are based on the difference between the top

step of the current and the recommended salary range and includes statutory

benefits (FICA, etc.). The actual amount payable to any affected employee will vary.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

Cl ASSIFICATION DETERMINATION REPORT

POSITION IDENTIFICATION

Department: Seattle City Light

Classification Title: Principal Systems Analyst

Ordinance Title: Systs Anlyst, Prin

Position Number: 022796

Bargaining Unit: 030

RECOMMENDED ACTION

Report No,, 98-2-534

: $26.20hr. - $30.39hr (Range - 40.OA)

Classification Title: Information Technology Manager 2

Ordinance Title: Manager 2, Info Technol

Legislation Required: Yes

Bargaining Unit:

Remarks

INCUMBENT STATUS

140 Recommended Salary: $ 25.20hr. - $34.02hr. (No Range)

Recommended Standing: Manager 2, Info Technol

Incumbent:

Current Standing:

In recommended standing, incumbent status is:

[ X
] Regular; [ ] Probationary;

Authority: Personnel Rule

I
X

]. 2.3.100;

Recommended: Carla Coward

Approved:

[ ] 2.3.200;

[ ]Temporary.

F 12.3.300.

Class/Comp Analyst

Class/Comp Supvervisor

Class/Comp Director

Personnel Director



- ------------- -
--------

----------------- - -

SOURCE OF REQUEST

This position was reviewed as a result of a request submitted by Seattle City Light,

Information Technology Division. City Light's Geographic Information Systems (GIS)

program began in August, 1990 with the creation of t~e Distribution Automation

Mapping System (DAMS). At that time, a Principai Systems Analyst position was

cre,aited to oversee this body of work. The Information Technology Director states that

the overall body of work that this position manages has grown significantly in the

number of GIS applications and end users served; grown in technical complexity; and

grown in criticality to the Utility's operations.

ANALYSIS AND RECOMMENDATION

Scope of Review: This position was reviewed by a team of class/comp analysts for

inclusion in the Managers or Strategic Advisor Program. The point factor analysis

yieldE-,,d 572 points in the Manager point factor system. Manager 2 is the most

appr0priate allocation due to the description of primary work duties. The points for

each dimension are listed below-

Point Factor Dimensions:

Program Polic chnical Blu:jdgett i Human

Fiscal Resources

Communications Matrix

Med/1 20 L-o-w-/ 5 3 Hi/140 Med/93 Low/43 Low/43 Me 0

Recommendation,

Based on the duties and responsibilities, we recommend that this position be allocated

as an Information Technology Manager 2, effective, October 6, 1998, the date the

MPDQ was signed.

Costing

If implemented on the 1998 Fourth Quarter Ordinance, the maximum estimated cost

savings of implementing this action would be $474.59. Using rates in effect as of

November 1, 1998, this figure includes any current and retroactive (if applicable) cost

for this action. The ongoing annual cost savings through the end of 1999 for this action

would be $1,898.34. The calculations are based on the difference between the top

step of the current salary and the midpoint of the recommended salary pay zone and

includes statutory benefits (FICA, etc.). The actual amount payable to any affected

employee will vary.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPART

PERSONNEL DIVISION

CLASSIFICATION DETERMINATION REPORT

Date: November 25,1998

POSITION IDENTIFICATION

Departmeft

Classification Title:

Ordinance Title:

ReDort No.
~

98-2581

CITY LIGHT

SENIOR ENERGY MANAGEMENT. ANALYST SUPERVISOR

ENERGY MANAGEMENT ANALYST SUPERVISOR, SR

Position Number: 018485

Bargaining Unit: 030

RECOMMENDED ACTION

Salary rates in effect as of November 1, 1998

Current Salary: $25.88--$30.04(Range: N/A

Classification Title: ENERGY MANAGEMENT ANALYST SUPERVISOR

Ordinance Title: ENERGY MANAGEMENT ANALYST SUPERVISOR

Legislation Required: YES

Bargaining Unit: 030

Remarks-

INCUMBENT STATUS

Incumbent:

Salary rates in effect as of November 1, 1998

Recommended Salary: $23.04 --- $26.88 (Range: NIA

Current Standing: SENIOR ENERGY MANAGEMENT ANALYST SUPERVISOR

Recommended Standing: ENERGY MANAGEMENT ANALYST SUPERVISOR

In recommended standing, incumbent status is:

X I Regular; Probationary: Tempora ry.

Authority: Personnel Rule

[X ] 2.3.100;

Remarks-

[ ] 2.3.200; [ ] 2.3.300.

Recommended:' 98Team2 -7 1 Classification/Compensation Analyst(s)

Approved:

Classification/Compensation Director

Norma McKinne Personnel Director

John Pearson Classification/Compensation Supervisor
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Source of Request,and Position 1dqntLif_icatJ1on'.

This position was reviewed at the department's request and in connection with a review

of a peer position in the same work unit. Position No. 018485 resides in the Commercial

and Industrial Energy Management Services Section at Seattle City Light. The primary

function of this work unit is to acquire conservation savings from commercial,

governmental, institutional and industrial customers.

Position H!RI-OW

T he position was created in the 1984 budget. Detailed historical data of the position is

available in the Personnel Division's Records Unit.

Scope of Review:

SharonLee Nicholson, a member of Class/Comp 98Team2, conducted this review. The

review of the subject position included analysis of the following:

+ Position Description Questionnaire (PDQ) submitted for the review;

* Supplemental written information submitted by City Light management in connection with

the PDQ;
* Class spec for Energy Management Analyst Supervisor (Schematic #7005007);

* Class spec for Senior Energy Management Analyst Supervisor (Schematic #7005009);

* Documentation for Position #020426, Energy Management Analyst Supervisor in the

same work unit

* Management interviews and job audits of Position #020426 and #018485

Summa!y of Work:

The essential purpose of this position is to supervise a group of Energy Management

Analysts (base and senior level) who work in two teams (commercial and industrial). The

position also serves on a three-member EMA Supervisor management team that

develops and improves program procedures, establishes section goals and performance

measures, develops new service initiatives and enhances the productive capability of the

section.

According to the PDQ, the position spends about 60% of its time in program and contract

coordination; that is: plan, supervise and assist with implementation of energy

management programs for commercial and industrial customers. The work group

reporting to the position is configured in two teams with each responsible for a sector

(commercial or industrial).
'
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The absence of distinct supervisory activities is consistent with a team-oriented

organization such as the Energy Management Services Section. That is, teams of

professional workers often perform with minimal supervision; supervisory activities are

prirr-ar';ly
administrative functions such as signing time sheets.

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.

AM!XS-is-

Management comments regarding the work of this and its peer position (#018485 and

#020426) are parallel. According to information provided, both positions participate on

the management team that work with the Section Manager in developing new energy

conservation programs as well as coordinating and directing the refinement and

enhancement of existing programs. Neither position has a subordinate supervisor;

rather, the section is organized in teams, consistent with the City's general move to flatter

organizations with fewer layers of managers or supervisors. Comparing Position

#0 18485 to the class specifications
reveals that the position is currently overclassified for

the following reasons:

1
.

Sup :
The class spec for Senior Energy Management Analyst

Supervisor states that "Through supervisors, manages the work of Energy Management

Analysts . . .

" This position is currently not responsible for subordinate supervisors.

2. Technical Review of Compi -,x-Prc `q!~.Ls: The Senior Energy Management Analyst

Supervisor class spec states that positions at this level are "...responsible for final

technical review of complex and costly projects..." According to Page 4 of the PDQ

reviewed here, this position "shares in the responsibility to direct the development, and

refinement of section's energy analysis procedures to assure technical accuracy,..
" We

should note that shared responsibility for elements of accountability is consistent with the

teary,,-based organizational approach as well as with the class spec for the Energy

Management Analyst Supervisor. According to the class summary, EMA Supervisors

"...lead a project team... in facilitating participation of building owners and developers in

City Light's energy conservation programs."

We agree with department management that the work of this position is parallel with the

work of Position #020426: (a) both positions are performing at the EMA Supervisor, not

the Senior EMA Supervisor level; (b) both positions supervise senior and journey level

EMAs; and (c) neither position has subordinate supervisors.

Recommendation:

Based on the above analysis, we recommend that the subject position be reclassified to

Energy Management Supervisor. The effective date of this recommendation is February

19, 1998, the date of the PDQ submitted for this review.
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If this report is implemented on the 1998 4th Quarter Ordinance, the maximum estimated

savings related to It-his action would be $14,099.66, which includes current and

retroactive savings. The ongoing annual savings that is related to this action would be

$7,690.72. The calculations are based on the difference between the top step of the

current salary range and that of the recommended salary range and include statutory

benefits (FICA, etc.). The actual amount payable to the affected employee will vary.

There is no cost associated with this recommendation.



AMA
CITY OF SEATTLE
EXECUTIVE SERVICES DEPAk. tAENT

PERSONNEL DIVISION
%

Date:

CLASSIFICATI0119 DETFERMINX~'ION REPORT
. .........

Decembe~

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number'

Bargaining Unit:

CITY LIGHT

Assistant Civil Engineer

Civil Engineer, Assistant 11

012851

034

RECOMMENDED ACTION

Classification Title: ASSOCIATE CIVIL ENGINEER

Ordinance Title: CIVIL ENGINEER, ASSOCIATE

Legislation Required: Yes

Bargaining Unit: 034 Recommended Salary: $23.04 -- $26-88 (Range: n/a)

Remarks: Attached is a copy of the Abbreviated PDQ for this position as

prepared by department managementwhich desw es en

body of work to be performed,.~y this position.

MCUMBENT STATUS

Incumbent: VACANT

Current Standing: N/A

Recommended Standing: NIA

In recommended standing, incumbent status is:

[ ]Regular; [ ]
Probationary;

Authority: Personnel Rule

[ ] 2.3.100;

Remarks:

] Temporary.

]
2.3.300.

Recommended: SharonLee NicholsVn/' Classification/Compensation Analyst(s)

Approved:
Classification/Compensation Supervisor

Dean Barnes Employee Services Director

Norma McKinne4pti Personnel Director

2R~L;LNC,--:.._.98-2582

Current Salary: $19.77 -- $23.04 (Range: n1al
I

I

I
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REC~

SEP 17 1998

CrrY OF SEAME PERSONNEL DEPARTMENT

Classification/Compensation Unit

ABBREVIATED
OSITION DESCRIPTION QUES11ONNAIRE

,Thisform is to be usedfor vacant positions andlor requests resultingfrom reorganizations)

DEPARTMENTIDIVISION: Light/Generation Engineering Division

POSITION NUMBER: 012861

DATE REQUESTED: September 8, 1998 EFFECTI

CLASSIFICATION REQUESTED: Civil Engineer, Associate

DATE: October 1998

POSITION PURPOSE: Create a povition for a lead design engineer who can serve as project engineer, design

engineer, and working lead person to subordinate staff in the planning, design and

construction of O&amp;M and CIP projects-____,

POSITION SUMMARY: Use thefollowing space to summarize the essential duties and responsibilities assigned tothe

positiLn.,-~

Duties and Responsibilities Statements
% of Time

1. Prepares preliminary and final designs, engineering reports, oost estimates, specifications; and

Civil. Structural, and related projects dealing mainly 30

performs construction consultations for

with City Light's Generation facilities.

2. Serves as project engineer/coordinator on projects involving several civil design specialties

such as generation plant facilities, water or sewer systems, miscellaneous structures,
20

roadways, environmental improvements, or other related projects

3. Prepares and/or reviews a variety of reports, correspondence and official documents. 10

4. Coordinates and cooperates with other agencies, departments, branches and divisions 10

involved in or affected by projects-

5. Mentors and trains less experienced professionat-civil engineers in developing the skill and 10

knowledge base of the Generation Civil Engineering Group.

6. Assists the Supervisor in the budget process and plam-iing and monitoring of the group's work 10

load.

7. Participates in developing the technical scope of work, interview and selection, and review of 5

the work performed by outside consultants.

Page I



8. Per-trorms other related duties of a
I

comparable level/type as assigned.
5

POSITION ALLOCATION CRITERIA:

Duty No. I - A primary El secondary duty, is described in the class specification as:

Positions in this level class require knowledge of the principles, practices and procedures of civil and

construction engineering, including the methods, materials, equipment and techniques used in civil engineering,

construction and inspection; and extensive knowledge and ability to perform civil engineering design. This class

may lead or supervise professionals and technicians or serve as a technical expert in a civil engineering specialty

area,

Duty No. 2 - A E primary n secondary duty, is described in the class specification as:

Positions in this class may serve as a project engineer on technically complex, visible and/or high priority projects

or programs,
Most positions require the ability to coordinate the efforts of a multi-discipline, multi-agency

project team to complete a defined assignment or CIP.

Duty No. 3 - A [] primary Z secondary duty, is described in the class specification as:

Prepares a variety of reports, correspondence and official documents as required in the course of project

coordination and development.

Duty No. 4 - A F primary M secondary duty, is described in the class specification as:

Coordinates activities of a design team in the preparation of preliminary and long range plans, design plans,

specifications, schedules, estimates, budgets- pern*dt applications and agreements.

Duty No. 5 - A E] primary z econdary duty, is described in the class specification as:

Attends to the career needs of other less experienced personnel in the group, including arranging for appropriate

training, as well as providing guidance for work underway on an ongoing basis.

Duty No. 6 - AE1 primary M secondary duty, is described in the class specification as:

Prepares budgets, workload forecasts, project variance reports, and progress reports. Coordinates activities of a

design team in the preparation of preliminary and long range plans, schedules, estimates, budgets, detail final

construction plans, specifications, and agreements.

Page 2



Duty No. 7 - A 0 primary secondary duty, is described in the class specification as:

Serves as the technical expert in an engineering specialty area. Monitors the work of consultants, prepares
and

administers consultant and construction contracts, monitors contract progress,
and reviews invoices for approval

Duty -No
-

8 - A [] primary 0. secondary duty, is described in the class specification as:

Performs other related duties whose nature cannot be foreseen due to the wide variety of needs that arise in the

operation of a large municipal utility.

REASON FOR THE REQUESTED CHANGE:

The Generation Civil Engineering Group requires an increased level of technical expertise in order to provide the

knowledge and skills of a lead designer capable of performing the complex civil engineering design work, guiding

and mentoring subordinate staff, and coordinating and reviewing work products from consultants. With the

existing position structure, there is a skills/career "bottleneck" in the Group at the Associate CE level: there are 2

Senior CE's, I Associate CE, and 3 Assistant CE's-. The result is an oversupply of "entry" level (Assistant CE)

positions, and an insufficient number of "joumey-level" (Associate CE) positions. The reclassification of an

Assistant CE position to Associate CE -will provide a better balance of skills and an improved ability to meet the

production needs of the SCL Generation Branch, and at the same time provide an open career path within the

Group.

Page 3



POSITION NUMBER: TITLE:

APPROVED AS REQUESTED: \~ Yes No

OTHER RECOMMENDED ACTION:

Pe6olw&amp;LAnalyst Signature

Peronnel Analyst Supervisor Signature

DSK~mWpers86.doc
9/2/98

Date

Page 4



CITY OF SEATTLE

EXECUTIVE SERVICES

DEPARTMENT
CLASSIFICAT ION DETERMINATION REPORT

Date, Juiv 30,1998

POSITION IDENTIFICATION

Department: Construction and Land Use

Classification Title:

Ordinance Title-

Position Number:

Bargaining Unit:

RECOMMENDED ACTION

Senior Finance Analyst

Senior Finance Analyst

017191

030

Reporl No,,, 98-1626A ~i

Current Salary: $22.08- $25.70 (Range: 35,5A)

Classification Title: Senior Management Systems Analyst

Ordinance Title: Senior Management Systems Analyst

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $23.78 - $27.73 (Range- 37.5A)

Remarks: This report (see addendum) is in response to a reconsideration,

and supersedes Report #98-1626.

INCUMBENT STATUS

Incumbent,

Current Standing: Senior Finance Analyst

Recommended Standing: Senior Management Systems Analyst

In recommended standing, incumbent status is:

[ ]Regular;

Authority: Personnel Rule

[ ] 2.3.100;

[ I Probationary: [X] Temporary (audit required).

[ ] 2.3.200;

11 Remarks: Reallocation, effective 1119/97.

Recommended:

Approved-

[X] 2.3.300.

Classification/Compensation Analyst(s)

Class ificatio n/Corn pe ns ation Supervisor

Class ification/Com pensation Director

Personnel Director
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Source of Request-and Position Identification:

This position was reviewed as a result of a departmental request. Position # 017191 is

located in the Finance and Administrative Services Division. This work unit is

responsible for providing general management, accounting, human resources and

information systems services to facilitate the operation and management of the

department.

Position ffistoM.

Detailed historical data of the position can be accessed via the Personnel Division's

Records Unit,

Scope of Review:

This review was conducted by Irene Ogunyemi, a Class/Comp Analyst assigned to

Team A. The review of the subject position included analysis of the following:

+ Position Description Questionnaire (PDQ) dated 4/1/98, and submitted for this

review;

* Informational interview with the subject position incumbent (4127/98);

+ Team A's review/analysis of subject position information;

+ Review and comparison to class specifications in the Finance Analyst and

Management Analyst class series;

* Comparison to similar positions;

+ Review of the organizational charts affecting the subject position;

+ Position history records and related classification files.

Summary of Work:

The essential purpose of this position is to lead the work of a team of management

systems analysts stationed in the operating units of the department; conduct

independent research and analysis of complex department financial issues; and to act

as primary liaison with Office of Management and Planning (OMP) and Council Staff for

budget issues.

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-.

During 1996, Department of Construction and Land Use (DCLU), was the subject of a

program and funding study which recommended a significant change in the financial

and budget structure of the organization. One result of the study was a mandate to

move the budget and financial structure of the department to a programmatic structure.

To support the programmatic structure, the budget and finance team in the Finance and

Administrative Services division was decentralized to the operating units of the
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department, and given expanded responsibilities for management support and analysis.

The impact of the above structure changed the position's work from being part of a

team to being the sole focal pcint of the department, The intent is to move the budget

and financial structure of the department to a programmatic structure, and to be the

primary liaison between DCLU and OMP, and between budget and accounting. The

department believes the level, scope of duties and responsibilities of this position has

changed significantly, thus requests for the position to be reclassified to the title of

Senior Management Systems Analyst.

To appropriately classify the subject position, its body of work was reviewed and

compared to the class specifications within the Finance Analyst (FA) and Mana gement

Systems Analyst (MSA) class series.

MSAs can be characterized as 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. They are responsible for establishing the flow of information, determining

how and to whom it will travel, and interfacing with users and Systems Analysts to

design an organizational system that achieves maximum efficiency from an operational

perspective. According to the submitted PDQ, 30% of the subject position's time is

spent doing this body of work for the department. Because this body of work is not the

focus of this position, the titles in this series are not appropriate for the subject position.

Note: It is appreciated that this position is being asked to redesign the financial system

for the department. If this duty should, in the future, comprise more than 50% of the

workload of this position, the position could be paid out of class as a Sr. Management

Systems Analyst. This title is not appropriate as a permanent title because once the

new system is in place (although it may need subsequent enhancements and

maintenance), the majority of the position's duties will again be finance/budget related

responsibilities, making the title inappropriate for the long term.

The Finance Analyst class series on the other hand, describes positions that forecast,

prepare, and monitor operating budgets for capital projects, grants, and funded

programs to assist in budget preparation, control and financial policy implementation for

a division/department. As described in the submitted PDQ, 70% of the subject

position's time is spent doing this body of work for the department. Based upon the

above revelation, it was determined that the preponderance of this position's duties and

responsibilities are best reflected in the Finance Analyst class series.

Position # 017191 is budgeted as a Management Systems Analyst, and being filled in-

lieu-of as a Finance Analyst. Since the review revealed that the position's duties and

responsibilities fall within the parameters of the Finance Analyst class series, what

needs to be determined is its level. There are four levels within the Finance Analyst

class series. They are distinguished from one another by their respective degrees of

expertise in the areas of financial analysis, financial monitoring and reporting; expertise
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::0As outlined in the submitted PDQ, th,,,.,; subject posi" n does the following, (1) has the

lead responsibility (leading a team of management systems analysts stationed in the

operating units of the department) for department-wide coordination in the preparation

and defense of the department's budget; (2) conducts independent research and

analysis of complex department financial issues; and assists staff in operating units to

develop approaches to fee analysis of DCLU's myniad of fees; and (3) participates in

financial policy development and the development of training programs.

This review found that the subject position's level of work is beyond the scope and

responsibilities of the Finance Analyst class, (which is the journey level in the series)

because of its lead responsibility in the development, preparation, defense and

monitoring of the department's operating budgets and financial management. But, it is

not at the Supervisory level of work because it does not have full supervisory authority

over other classes within the Finance Analyst series, nor exercise management

authority over them. This analysis and comparison revealed that the class spec for the

Senior Finance Analyst better describes the body of work of the subject position.

Recommendation.

Therefore, based on the above analysis, it is recommended that the subject position be

reallocated to the title of Senior Finance Analyst, effective 4/1/98, the date position

incumbent signed the PDQ.

Costing

If implemented on the 1998 Second Quarter Ordinance, the maximum estimated cost o

implementing this action would be $3,336.30, This figure includes any current and

retroactive (if applicable) cost for this action. The ongoing annual cost for this action

would be $5,719.37. The calculations are based on the difference between, the top

step of the current and the recommended salary range and includes statutory benefits

(FICA, etc.). The actual amount payable to any affected employee will vary.

ADD.E.NDUM to Report #98-1626 (Reconsideration Assignment Tracking #98-2248)

The Reconsideration Hearing was held on July 29, 1998, and attended by the Finance

and Administration Division Director Judith Noble representing DCLU management; the

Reconsideration Board (Class/Comp Director Lidia Santiesteban, Class/Comp

Supervisor Edie Jorgensen, and ClasslComp Senior Analyst Curt Funk); and

Class/Comp Analyst Irene Ogunyemi representing Team 1. Management explained

that the position's duties and responsibilities were not adequately communicated in the

submitted PDQ nor in the informational interview with the incumbent. Therefore, they

requested the Reconsideration Hearing to properly and clearly articulate the scope and

complexity of the position's duties and responsibilities.

DCLU management explained that, at the time the position incumbent was hired, the

department was under a mandate to move its budget and financial structure from

divisional budgeting to a programmatic structure. To achieve the utmost success in

this venture, the position incumbent was instructed to focus 100% on this portion of the
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po!~,'itk)n's duties (thus put:'~.ig other vital aspz:~- 3 of the posilion on hold). The subject

position leads a team of four Senior Management Systems Analysts in this and other

departmental ventures.

In addition to redesigning the financial system for the department, the subject position is

expected to work with business managers in the department. This duty entails inquiring

on the needs of the business managers and assessing, diagnosing, proposing,

charting, and planning the systems to meet their needs. The position is also expected

to maintain the information technology for DCLU; designing the electronic work flow that

provides the documentation for the divisions as well as departmental management

regarding contracting and purchasing; providing the decision support in designing the

managlement reporting tool, and the determination of coding for the rigorous

departmental timekeeping, budgeting and regulatory fees systems. It is also expected

to work with the business, accounting, and budgeting structure and ensure that it

matches the regulatory structure; and to create a system that is consistent with the

reporting structure. This position is the primary lead for the department-wide

performance measure project.

Since management clarified that this position serves as a lead over system design and

development, and oversees implementation of projects involving considerable scope,

complexity and long-term commitments, the Reconsideration Board determined that the

body of work meets the intent of the class specification for Senior Management

Systems Analyst. Therefore, the Board recommends that the subject position should

now be reallocated to the title of Senior Management Systems Analyst effective

November 9, 1997, the date the new duties were assumed by the position.

Based on salaries in effect as of the writing of the addendum, if implemented on the

1998 Fourth Quarter Ordinance, the maximum estimated cost of implementing this

action would be J1Z,4.36.58. This figure includes any current and retroactive (if

appficable) cost for this action. The ongoing annual cost for this action would be

$10,659.92. The calculations are based on the difference between the top step of the

curre,nt and the recommended salary range and includes statutory benefits (FICA, etc.).

The actual amount payable to any affected employee will vary.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPAR i MENT
PERSONNEL DIVISION

CLASS IFICATI04 DETERMINATION REPORT

I
POSITION IDENTIFICATION

Department: Construction

&
am

p; Land Use

Classification Title: Accounting Technician 11

Ordinance Title: Accounting Technician II

I Position Number: 014455

I

Bargaining Unit:

RECOMMENDED ACTION

Classification Title:

Ordinance Title:

Legislation Required:

030

61

Current Salary: $14.00--$15.66 (Range: 22.513)

Assistant Personnel Specialist

Personnel Specialist, Assistant

Yes

Bargaining Unit: 030 Recommended Salary: $14.77--$17.22 (Range: 25.OA)

Remarks: Attached is a copy of the Abbreviated PDQ for this position as

prepared by department management which describes the new

body of work to be 2erformed by this position.

INCUMBENT STATUS

Incumbent: VACANT

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status is:

.

I

[ ] Regular; [ ] Probationary:

Authority: Personnel Rule

[ ] 2.3.100;

Remarks:

[ ] 2.3.200;

Recommended: 98Team2

Approved:

[ ]Temporary.

[ ] 2.3.300.

Classification/Compensation Analyst(s)

Classification/Co rn pen sation Supervisor

.E2CIassification/Compensation DirectorLidia Saptie*tebaE-

ormaNcKinney Personnel Director



Abbreviated PDQ
.

Page No. I

City of Seattle

Personnel

ABBREVIATED
POSITION DESCRIPTION QUESTIONNAIRE

(This form is to be used for vacant or new positions only)

DEPARTMENTIDIVISION: Construction and Land Use

POSITION NUMBER: 014455

DATE REQUESTED: August 25,1998 EFFECTIVE DATE:

CLASSIFICATION REQUESTED: Assistant Personnel Specialist

POSITION PURPOSE: Provides automated human resource and records management for

payroll and benefits transaction processing and provides management reports to support human

resource operations such as employee orientations, sick leave review, corrective action and

performance management, return to work accommodations, etc. Acts as the caretaker and

resource within the human resource unit for policies, contractual and ordinance provisions.

POSITION SUMMARY:
Use the following space to summarize the essential duties and responsibilities assigned

to the position. Briefly describethe work using action words.

Duties and Responsibilities Statements % of Time

1. Conducts research, provides specialized support to the Personnel Unit, provides 45%

management reports to support human resource operations within the department

and to resolve pay and benefit discrepancies. This information is maintained in a

complicated set of automated information and confidential manual filing systems.

The interpretation of the information and the reports are provided in such, a ways

as to evaluate policy and practices and to assist management and professional

staff to make a variety of decisions regarding sick leave review, corrective action,

performance management, return to work accommodations, and etc,

* Research employee information and compile the information or prepare reports

in such as way as to assist with management decisions related to human resource

policies and practices.

* Monitor employee actions for patterns that may need to be referred to the

supervisor for correction or that need additional attention (sick leave use,

incorrect pay or leave use, incorrect balance reports) through policy or system

interpretations or modifications.



Abbreviated PDQ
Page No. 2

* Research and problem-solve perceived or real discrepancies in pay,

benefits coverage and health care provider payments.

* Research and compile data for purposes of correcting employee records such
I

as making retroactive salary payments that have to take into account

step placements and promotion rules.

2. This position must be proficient in understanding each employee's employment

conditions as they are governed by represented and non-represented status, FLSA 20%

status, length of service and etc, to respond to employee's inquiries regarding

compensation, status, standing and etc. Act as the human resource unit technical

expert for the various policies affecting staff employment by maintaining and

updating policy references and resources, and briefing human resources unit staff

about changes. Setup employees in the automated labor collection system to

properly provide for each individual staff member's employment within the

department.

3. Process, audit and review bi-weekly reporting of automated time entered by 20%

employees prior to authorizing payroll batches to be uploaded to the City's payroll

system for processing, proper recording of expenditures and distribution of pay

warrants.

Coordinates and interfaces between the department's labor collection system

and the City's automated human resource system, payroll and financial

management systems as they affect different aspects of employees records

and control different functions such as financial management and creating

pay warrants; and be able to work effectively in this automated system

environment to enable the edits and controls of each of these automated

systems to invoke the right conditions of employment for each employee.

4. Coordinates, schedules and provides orientation and enroll employees in City 15%

benefit programs and coordinate the -annual open enrollment for all of the benefit

programs offered including required health and retirement benefits, and optional

programs such as life insurance, ADD, LTD, GTL, etc.

* Respond to employees inquiries about salary and benefits, conduct

orientations, prepares personnel and payroll documents and provides

employees an overview of the features of the different plans as employees

make their benefit decisions.

* Regularly verifies employees enrolled in the various benefit programs

and compiles statistical data of this audit for the departments accounting

unit for accurate payment of benefit premiums.



Abbreviated PDQ
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POSITION ALLOCATION CRITERIA:

Duty #1, a [
X

] primary [ ] secondary duty, is described in the class specification as:

Technical tasks normally associated with personnel management functions; interpreting contract

or ordinance information for the development of department practices, policies and decisions;

requires familiarity with systems used to process a full range of personnel transactions and with

the organizational structure to prepare reports.

Duty #2, a [
X

I primary [ ] secondary duty, is described in the class specification as:

Technical tasks normally associated with personnel management functions; interpreting contract

or ordinance provisions; plus processing personnel transactions and maintaining confidential

employee files.

Duty #3, a
[
X ] primary [ ] secondary duty, is described in the class specification as:

Process personnel and payroll transactions, but also specialized personnel and financial program

purpose and procedures monitor the convergence of human resources and finaticial management

and the particular way in which we account for personnel services expenditures. Familiaritywith

systems used to process a full range of personnel transactions; as well as our department labor

collection system and recommending modifications or corrections that support the human

resource and financial management accountability of this work unit.

Duty #4, a [ X ] primary [ ] secondary duty, is described in the class specification as:

Technical tasks such as'employee orientations and processing employee benefits selections

billings and related.
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Abbreviated PDQ

Page No. 4

EASON FOR THE REQUESTED CHANGE:

The departm ent is undergoing significant redesign including moving to a programmatic funding

structure that requires DCLU to capture personnel services and other expenditures within these

program funding structures. This is the reason we moved to an automated payroll system, -vNThich

has removed many of the manual tasks from this assigned position. Over the last ten years the

department has recognized a retention problem of being unable to keep employees in this

position longer than 2.5 years. The department will take this opportunity to assign new duties

such as management reporting, providing technical support for interpreting and establishing

human resource policies, and utilizing human resource information systems to support human

resource planning throughout the department.

Supervisor or Requester Signature
i

Department Head Signature

Date

7( llctk

Date ~'//' /9?

(FOR City Personnel USE ONLY)

Approved as Requested, Yes No

Other Recommended Action:

Position Number: Title:.

Personnel Analyst
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~~e~-st Supervisor Date

Effective Date:

AbvPDQ97

06/02197



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT
PERSONNEL UVISION

CLASSIFICATION DETERMINATION REPORT

ovember 5,1998 oport No,-

POSITION IDENTIFICATION

Department'. CONSTRUCTION

&
a

m
p

; LAND USE

Classification Title:

Ordinance Title:

LAND USE PLAN I

i NG

&
a

m
p

; DEVELOPMENT ANALYST

LAND USE PLNG

&
a

m
p

; DEV ANALYST

Position Number:

Bargaining Unit:

017586

004

(Rates in effect as of November 1, 1998)

Current Salary: $21.58 --- $25.11 (Range: 34.OA

RECOMMENDED ACTION

Classification Title, SENIOR LAND USE PLANNING
&

a
m

p
; DEVEI-OPMENT ANALYST

Ordinance Title: LAND USE PLNG

&
a
m

p
; DEV ANALYST, SR

Legislation Required: YES

Bargaining Unit: 004 Recommended Salary: $23.27---$27

Pe~rtjnont allocation factors -ire described, on the followin .q paq

(1997 RATES)

2 (Range: 36.OA)

INCUMBENT STATUS

Incumbent:

Current Standing- LAND USE PLANNING

&
a
m

p
; DEVELOPMENT ANALYST

Recommended Standing: SENIOR LAND USEE PLANNING

&
a
m

p
; DEVELOPMENT ANALYST

In recommended standing, incumbent status is:

X
] Regular; Probationary: Temporary.

Authority: Article 9 of the Agreement between the City and IFPTE, Local 17

Remarks:

Recommended: SharonLee Nicholson

Approved-

§ification/Com pen sation Analyst(s)

assification/Compensation Supervisor

6ssification/Compensation Director

sonnel Director
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PERTINENTALLOCATION FACTORS - RZeport No, 98-2434

Source of Reguest and Position Identification:

This review is being conducted at the request of the Code Development and

Community Relations Div'sion of the Clonstruction and Land Use Department. This

Division develops policy and code related to the Land Use Code. The staff in this unit

also arnend or develop other codes such as SEPA, environmentally critical areas,

g,rading 'and drainage and housing. The position also participates in policy and code

development related to the Comprehensive Plan, land use policies, neighborhood

planning related to rapid transit. Ac-cording to information provided by management,

the responsibilities of this position have grown in parallel with a substantial increase in

the Divisic)n's obligations to implement 'Ond use and neighborhood planning efforts.

Position HJ

Information related to the history of Position No. 017586 can be obtained in the Records

and Information Unit of the Personnel Division.

Scope of Review:

This review was conducted by SharonLee Nicholson, a member of Class/Comp 98Team2

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

+ Positk-)n Description Questionnaire (PDQ) subm-itted for this review;

* Class Spec for Land Use Pfannir,.,g &
a
m

p
;

Develo,prnentAnalyst;

* Glass Spec for Senior Land Use Planning&amp; Development Analyst,,

* Other information internally available.

SummM of Work:
This position is directly and irdependenfly responsible for coordinating the department's

Ss. This responsibility includes leading theefforts

i,
-
, the City's neighborhoodplanning proce

work of other Land Use Plannina

&
a
m

p
;

DevelopmentAnalyshs. The primary responsibility of

the position is to provide expert advice. handle land use programs (e.g. neighborhood

plannir-~g) and coordinate the department's role in responding to initiatives involved in a

particular program area. Finally, the position manages the work of staff to meet obligations

of a:)articu~'ar work prograrr (excluding conventiona~ supervisory responsibilities). Major
-----------

tasks of the pos, tion are dls~ributed as folVws:

45% independenfly preoare, rev~ew and analyze complex policy and code development

initiatives s!:ch as neig,hb~orhood Planning, environmentally critical areas, Sound

Transit, etc.; prepare wr~tfen analyses and recommendations on these Citywide

issues.

15% Develop schedules, distribute work load and project designs among staff

responsible for ne:ghborhood planning. Work with neighborhoods to address key

issues- notify neighb-orhoods of issues and processes, assist staff to respond to

neigh:borhood plan identified issues and other assignments

20% Represent department in decision making arenas; anticipate policy issues and

evaluate regulatory program impacts on other DCLU program areas.



----- -----------------

PERTINENT ALLOCATION FACTORS - ReportNo-, 98-2408
t- I ~

P,-I"ge 3
............................ . .. .....

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.

Anallysis-

According to a review of the class specs, the differences are subtle between the senior

and jou rney level classes of the Land Use Planning and Development Analyst.series.

Accordinuto Schematic No. 5000004, the journey level

:

- is distinguished from the senior level by its responsibility for the

independent analysis, administration and defense of all but the most

complex and controversial land use, decisions and/or policy and

program initiatives. [emphasis added

Specific examples of senior-level tasks include briefing management, City Council and

the Mayor's Office on sensitive land use issues involving regulations, project proposals,

reports, etc. According to the PDQ submitted for this review, the incumbent in this

position
"

Represents the department in briefings before 'the City Council, the Mayor
and staff and other ek-,,cted or executive staff..." Another alistinguishing characteristic of

the senior level is that a position in that dass may lead the.work of other Land Use

Planning &
a
m

p
;

Development Analysts, a responsibility of Position No. 0 17586 according to

Marterials submitted.

surnma!y.-

Ou r review indicates that, over time, the work of Position No. 017586 has increased in

responsibility, complexity and variety; therefore, the appropriate classification is at the

senior ievel of its current series.

Recommendation-

Based on the above analysis, we recommend the subject position be reclassified to

Semi&amp; L-and Use Planning &
a
m

p
;

Developrnent Analyst. The effective date of this

recommended action is August 25, 1998, the date the incumbent signed the PDQ.

~9-(nkm
If this report is implemented on the 11 998 Fourth Quarter Ordinance, the maximum

estirnated cost of this action would be $6,930.17 which includes current and retroactive

costs. 'T'he ongoing annual cost of this ac-tion would be $4,891.88. The calculations are

based, on the difference between the, top step of the current salary range and that of the

recommended sa~arj range and includes statutory benefits (FICA, etc.). The actual

amount payable to the affected emptoyee will vary.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date. October 1, 1998

POSITION IDENTIFICATION

Department-

Classification Title:

Ordinance Title:

1%

Report No.: 98-2437
........

Construction and Land Use

Strategic Advisor 2 - Engineering and Plan Review

Strategic Advisor 2 - Engineering and Plan Review

Position Number: 011587

Bargaining Unit: 140 Current Salary: $25.20 - $34.02

RECOMMENDED ACTION

Classification Title: Exempt

Ordinance Title: Manager 3, - Exempt

Legislation Required: Yes

Bargaining Unit: 140 Recommended Salary: $29.08 - $39.26

Remarks Reclassification effective 9/14/98

INCUMBENT STATUS

Incumbent: Vacant

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status is: N/A

[ ]Regular, I ] Probationary:

Authority. Personnel Rule

L~ [ ]_..2..3.1 00; [ ] 2.3.200,-

Recommended: Team I

Approved: Edie Jorgens

Lidia Santiesteban,

Norma McKinnix

[ ]Temporary.

j ] 2.3.300.

Class/Comp Analyst

Class/Comp Supervisor

Class/Comp Director

Personnel Director



PER FIN I, NI A I
-
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SOURCE OF REQUEST

This Position was reviewed as a result of a request from the Department of

COnStrUr,ti0r) and Land Use. This position will serve as Director of the City's Design

Centr h (w ~
-,h will incorporate the Seattle Design Co- mmission. The Design Center will

prov~de the overa'l frarnework for the City's design-related review of development

proposals and coordinate the, full: range of design support.

ANALYSIS AND RECOMMENDATION

rated for both Manager and Strategic Advisor. The point factor analysis yielded 625

points for Strategic Advisor and 606 poff-its in the Manager point factor system, resulting

in its allocation to Manager 3. The.points fOr each dimension are listed below.

Scope of Review: The position was reviewed by a team of class/comp analysts and

Point Factor Dimensions:

Program oficy Technical Budgett Human Communications 1 Matrix

Fiscal Resources

Med/120 Low/53 Med/93 Low/47 Lo,,N,.,43 High/130 High/120

The department has requested that this position, be exempt from Civil Service. The

nposition meets the exemption c.---iteria for "a hia~ level of responsiveness and individual

accountability required." The position will have responsibility for the City's Design

Center, including managing finances for the Center. "Fhe position must be highly

responsive to the Design Cornmission, the Mayor's obJectives, community issues, and

other deparlu-nents and agencies involved in the -,,,jork of this position. Many
controvers2l issues will be addressed bythis position and the work of the Design

Center will: impact the overali qu,,-)~ity
of life in the City over the long term.

Recommendation:

Based on the duties and responsibilities, we recommend that this position be

designated as Manager 3, Exempt, effective September 14, 1998, the date the PDQ
was signed.

Costing:

If implemented on the 1998 Fourth Quarter Ordinance, the maximum estimated cost of

implementing this action, using rates in effect on the date of this report, would be

$14,797.34. This figure includes any current and retroactive cost for this action. The

ongoing annuai costifor this actio,n would be $11,098.00. The calculations are based

oni the differences between the mid-points of the current and the recommended salary

ranges and includes statutory benefits 647CA, eta). The actual amount payable to any
affected employee will vary.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

CLASSIFICATION DETERMINATIOM REPORT

Department-

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

190

Construction and Land Use

Manager III (old title)

Manager III (old title)

019038

030 Current Salary: $23.78hr. - $27.73hr (Range - 37.5A)

RECOMMENDED ACTION

Lqate, I I i25i98 R o,, 98-2503
----------------

tp.~rt W----

Engineering and Plans Review Manager 3

Manager 3, Engrng&amp;Plans Rev

Yes

140 Recommended Salary: $ 29.08hr. - $39.26hr. (No Range)

Classification Title-

Ordinance Title:

Legislation Required:

Bargaining Unit:

Remarks

INCUMBENT STATUS

I
Incumbent:

Cu,-Mt Standing-,

Recommended Standing:

Not Applicable

Not Applicable

In recommended standing, incumbent status is: Not Applicable

[ I Regular; [ ] Probationary;

Authority: Personnel Rule

2.3.100; 2.3.200;

Recommended: Carla Coward

Norma McK-:,ine

[ ] Temporary.

Class/Comp Analyst

Class/Cornp Supvervisor

Class/Comp Director

Personnel Director



11ERJ'JNV-N'1 Al 'TOR'S -

............ I-- - ----- - - -- -----

C, rSOURCE OF REQU,IES,11

This position was reviewed as a result of a request submitted by the Department of

Constn':c-tion and Land Use, Inspection Ser/ices Unit. The Department believes that

th(-.-,, 1-urrent. Manager III title is not appropriate based on the level of strong leadership,

community responsibility and the c,oordiria~ion of controversial code enforcem(.--.,nt with

citizen groups. In addition, this position was vacant last year

during the Manager classification review and was not included in the project.

ANALYSIS ANDRECOMMENDATION

Scope of Review: This position was reviewed by a team of class/comp analysts for

indusion in ffie Nlanagers or Strategic Advisor Program. The point factor analysis

yielded 711 8 Poin,-~s in the Manager point -factor system. Manager 3 is the most

appropriate allocation due t") 'the d'escrip[ion of primary work duties. The points for

each dimension are iisted below:

Point Factor Dimensions:

Program Technical Budgett

Fiscal

Human

Resources

Communications Matrix

High/18~=Med/107
Low/47 Low/47 Med/87 H i 6h__1 1___330 High/1 20

Recommendation:

Based on the duties and resnonsibflifie~s, we recommend that this position be allocated

as an Engineering &
a
m

p
;

Plans Review Manager 3, effective October 8, 1998, the date the

MPDQ was siq-~ed.

Costing

If ilriplemen.'ed on the 1998 FOUrlh Quarter Ordinance, the maximum estimated cost of

implementing this action would, be $19,591.87. Using rates in effect as of November 1,

1993, this figure :rdudes any current and retroactive (if applicable) cost for this action.

The ongoing annUal rost through the end of 1999 for ',his action would be $15,673.50.

The calculations are based on the (Jifference bett~,een the top step of the current salary

and the midpoint of the recommended salary pay -ZOne and includes statutory benefits

(FICA, etc.). The actual amount payable to any affected employee will vary.



CITY OF SEATTLE

EXECUTIVE SERVICES

DEPARTMENT

CLASSIFICATION DETEl

POSITION IDENTIFICATION

Department,

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

190

INATION REPORT

Executive/Strategic Planning Office

New/N/A

New/N/A

026519

N/A Current Salary: N/A

RECOMMENDED ACTION

Classification Title: Unclassified, exempt

Ordinance Title: Strategic Advisor 1, Exempt

Legislation Required, Yes, to correct -Litle and Civil Service exempt status

Bargaining Unit: 140 Recommended Salary, $21.33 - $28.79 (Range NIA)

Remarks:

Advisor 1, Exempt.

Effective date is September 1, 1998, per Ord. #119106.

ANALYSIS AND RECOMMENDATION

Pelrthle attached MPDo,, position # 02'6.-519 meets the intent of Strategic

Advisor 1, Exempt. We ffherefore. recommerdthat fl~-i:s position be designated Strategic

Class ifi cation/Com pensation Analyst(s)

compensation SupervisorClassification/

Classification/Compensation Director



SOURCE OF REQUEST

-- -- - ----- - ------------ - ---------------- ----------------- ..... .

This position was reviewed as a result of a request from the Executive

Department/Stn-ategic', Planning Office.

ANALYSIS AND RECOMMENDATION
....... -- ------- ------------------- -- ......... . ...... ----

Scope of Review: This position was reviewed by a team of class/comp analysts

for inclusion in the k1analgers and Strategic Advisor Program. The point factor analysi's

yiekded 45`0 po-mts in the, Strategic Advi--sor point factor system resulting in its allocation

to Zone 1. The points for each dim.ension are listed below.

Point Factor Dimensions:

Program Policy I-echnical BudgetiFiscal Human Resources Communications Matrix

75
1

1. 75 E, 01 0 100 50

Recommendation:

Based on the duties and responsibilities, we recommend that this position be

de.signa-ted Strategic Advisor 1, Ex.empt, effectiv-e September 1, 1998.

~0(-,1~110,N FA(TOPIS -



City of Seattle

Executive Services Department
Personnel Division

I
,

,~NNAIRE
POSITION DESCRIPTION QUESTI?

H
f,

i

I i -~ J (I

MANAGER

&
a

m
p

; STRATEGIC ADVISOR

i !
t

EMPLOYEE SECTION

-
- - -

- -
-

-
-

- - - -
. . . . . . . .

.
. . . . . . . .

.
. . .

.
.

. . .
.

.

Submitted By:
- .... -- .... ............ ---- ......

Phone Number: x45462

Department, Strategic

---

P-1-anP.in-9
..

Offic~e
--------------

T-kA
-- - --------- - ---------------- -

Mail Stop, 01 -03-01

Divisiom

Transportation

2,
1
Current Position Information:

. . ......................................... . ......

Position Holder(s)
I

Position Number(s)
-----------

-vacant-new (.5 fte) 26112

2) vacant ~nei~y~,O ~fte 26113

0 .0 fte) 26114,
------------------ ------- .......... _ ....... ......................... - .........

~4)...vacant-new (1.0 fte) I 02.(4~6jcj
------------- I -------------------------- - ------ - - ------------------------- -----

Current Ordinance Title. Strategic Advisor 11

-Wo-r-k-Address: Municipal Building (or tbd)

6mediate Supervisor's Name: Jared Smith

functional supervisor-(S. Antupit, Tech Proj, Man.)
- - - ------------ --- - ------------------------- ....... ---------

...
01199.e

...

#
----

684-8373

i4extklig6er Supervisor's Name, Lizanne Lyons.
................ ....... -----------------

Title. Director t Phone # 684-5462

CB0,F0RWP7
qs1saplanr.d6c

PLEASE NOTE: You are invited tlo.use

additional sheets for any section on

this form if you need them.

'Under the section headed CUrrent

Position Information, list both the,

nd~ ne( s) of the employee(s) and the

number(s) identifying the position(s)

they hold. Another tern- for Ordinanice

jille is Payroll Title, which may not be
i+
the sarne as you working title..

jContact your department's Hurnar

Resources Representative or City

;Person nel's Records Unit for -the,

position number information of the

position's Ordinance Title.

-- ........... ..........

POSITION SUMMARY
Brhefl.-v summarize the work of this position in I to 5 senten-ces.

-~-Tc)--b-e--cqTplete-d-.byl-e-,,-ri,pi-ove-e,, supenvisor or HP Unit of a department)
- - -- ---- -- ---- ---------- - __

Statior Area Pianners wili,

Provide pianning and deveiopment expertise &
a
m

p
;

urbar, design guidance for preparation of (up to 6)

slation area plafris for, Sound Transit's LINK Light Raii stations; direct station area planning

consuitant'v,,ork on station area plan-, in respecti~ve assignment areas; assure collaboration between
the, Ci~y and staff at Sound Tran,s:: and King Counh., Metro, as well as with major instifutions,

corni-nunity interests, prope~ly owners and businesses, and, others on station area de.,sign &
a

m
p
;

pianning

issues-, nrovide direction 'Tor ffie City's Stafion Area Ranning team's Stakeholder Specialist ind
De..-veflopment Partnership Speciaiist, convene and staff the volunteer community advisory,'Station

A~-ea Plarjning groups; assure and review/response by City staff on

-d L L
i

`e`ailed Sta'ion Area Plan issues.



Reason For Request
.

i

Area Plannipg service~s, to Slound Transit, -Vhese are new positions created for Sound

Tra.r-",AL Station Area Piamiirl.Q adivities during

req t t fo r re ", i

I

ew and speecify the changes tha! have, occurred in d,,Jties and responsib.iii1lies

'S1111-ice the last revievy"
. ......... - ..... ......... ................ I -

---- __

Per Ordinane-.e 4 1 18927, the C141y has emtered irto a $2 5 million contract to provide these

Point Factor Questions

. . ......................------ - --- - -------

leasp answer the fbilmving -westions as thoroughiy as possib~e, give, examples of work where
i i unate the parcentage of "

7e sperdap,propr a -e and esti Un perforrning a pa!iici ~Iar ftjnction.

it,~s o~-ssiest to think of a Job as, a lime blOck, such as an 8 hou-r day, a 40 hour week-, a bi-weekly

pay period, a morith, or a year. Withit7 this time black, rooghly estimate how much time is spent
each dul.v.

Please fdrentfify the da-te this position was iast revk_lwed, fha reason for submitting this new

W,-Hum -

n--

-

-
R

'-

-

_e

...

s o
....

uir'ces-Vanagement - refers to maraging, monitoring and

I
adminsterinq human resourcles, includ-jr.9 direct and indirect supervision.- --------------------

I

-- - --------------- ------------------- -------------------- -
% 4

1. Do you manage subordinate supervisors? Yes or No. (Underline one)

If yes, how many? NIA

2. How many staff do you supervise in total, including those who report directly to

you and those who report throu.9h subordinate supervisors? Please list specific

positions. N/A

3. Do you provide lead direction, including assigning, monitoring and reviewing

work?

I
Yes', prov:-de:'ead dirc~ctfrcn t~o senior!evel p~pmring staff and technical staff within the

U ationMayor's St-,ategic g 1`,ffice an--' ~,,vith n 4~~- City's Interdepartmental Team for St

Area ~,OED~ DCLU, DON, Seatran,, Parks, DHHS).

-6 B
----

u
---

d
----

g- _e,

----

V
-

F
---

i's-C

---

a
---

I

-----

M
-----

a
---

nagement - refprs to manacing, monitoring and administering

rpsoUrce,S,

4

1. What is your role in budget or fiscal management?

T!hlis fx~_sition provides policy-level direction on financial and budget issues on capital

in-%Pr,ove_mennts and CIP project priorit,zation, via working with management, directors of line

departments, and the Mayors City Budget Office, Mayor, and Council.
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2, What is the impact of your budget and/or fiscal recommendations on City services,

programs or activities?

The Station Arc.a Planning budgjet has implications for the City's Capital Improvement

Pfcigram,.(ICIP), iriciuding C'P prioritizf-,Uoin, coordinption, and project development, This

pos,itiori rnustk-e~,,.,p various pc,~licy, finand;-,11, an-d planning staff abreastof anysignificant
I y

financ.'ia~l issues brouqht about. hv statian area prq~ect Nanning work and recommendations.

3. What is the size of the budget which you administer? Position does not administer a

bud ,m but project totals $2.5 rni~lion in funds from Sound Transit.

4. How many separate funding sources do you manage? Do these have specialized

funding source requirements?

One; the Stat~an Area Plann:ng funds are provided byScund Transit under its contract with

the Citv that spec'-ies that the City,,Nili deliver Station A~ea Plains. There are additional

Gene,ra! Fund and other utility
C'~lP capital project funds which are sut~ject to policy level

recommendatkOns of these posit:ons,

5. Are you required to manage significant contracts as part of your job? If so, please

give examples.

Yes: the position will provide direction on subtasks to members of the SPO-retained

0cnns~,J:Itant team (contract valueof $750,000).

6~ Are you responsible for developing or implementing strategies designed to save the

City money?

Yes. This pos-Otion may develop strategiesdesigned to save the City money, to the extent that

Station Area Plan implementation measures will direct other public, agencies (e.g., King

ior priVate d e-vie, lope rs to cor struct and dedicate toCount-, Sound Trans", IOVSDOT, FTA) a~ d"

the City (portions ofi public facii~lic~s.
I

- ---------- ____ ........ __ ___ ---- .....

% 4 C. P~ogram Management - refers, to responsibility for deveioping,irnplementing,

advocating, administering and evakjating identifiable. programs(s). A prograrn has an

asurable outcomesirden.41-ified se", of policies, procedures, budget, identified and me'

assoc-ated with it, and inas clear bound.aries in relation tootther proQrams and activities.
----------------------- -1- ----- - .... -- ...... -

1. Do you manage a program or programs as defined? Yes or No. (underline one)

2~ If Yes, what program(s) do you managG?

This Dosition is responsible for developing a set of plans for numerous Seattle neighborhoods

affected bv construction of the 17 light raii stations scheduled to be built by Sound Transit,

pursuant to the $1.4 billion (19915'ZS") Sound Transit Light Rail Plan.
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3. How are the objectives for this or these programs set? Who sets them?

The objectives of the Station Area Planning program are set by the State's Growth

Management Act and High Capacity TransFit Legislation, the Seattle Comprehensive Plan,

actions by the Seattle City Council, and direction by Mayor Paul Schell.

Rev.1: 2/03/98 M-SA-PDQ - Page



4. Please describe your role in program development. Do you have any responsibility

for making program recommendations? Please describe.

Yes: program development includes developing timeiines for community involvement,

developing detailed recommendations, interacting with Council.. and preparing Mayoral

recommendations to Council to sup.p-ort implementation of these station area plans.

% 50

5. What is your role in defining measurements and assessing accomplishments for this

program or these programs? To whom are these measurements reported?

This position designs policies and identifies City priorities that will be implemented over the life

of the Sound Transit project. The position will assess progress of plan design and provide

measurements for success to senior policy makers in the City and to the Mayor and Council.

6. What is the-impact of this or these programs on external constituents?

Major land use decisions, private and public investments, overall community development

around light rails stations will be made based on the worK of this position. Analysis provided

and deds'ons made have sign.ificantimpacts on revenues, property values, community health.,

and ,)1:tdic safety. Additionally financial risk issues for the City and Sound Transit are

signifieprit.

decision-makers on policy.

D. Policy Management - refers to responsibility for developing, implementing and advising

1. Do you develop, recommend or provide input to policies which directly impact the

public? Please describe.

Yes; this position(s) has the primary City responsibility for developing and recommending

policy recommendations to the Mayor and Council on land use, economic development, and

transportation investment policies for areas around the 17 light rail stations throughout the City

of Seattle constructed by the Sound Transit System.

2. What is your role in presenting and defending policy recommendations to elected

officials, executive decision-makers or department directors?

This position will directly make presentations on policy and planning recommendations to the

Mayor, City Council, and City department directors. The position will be responsible for also

preparing all background materials, staff reports, and planning issue analysis, in addition to

working with stakeholders and community members on developing policy options,

and a variety of community facilities and services. Negative impacts could include: a

decreased level of economic vitality dueto inappropriate station area development design;

compromised transportation system functionality due to conflicts in planning cooordination;

3. What are the impacts of such policies on the City's ability to fund and deliver

programs and services?

Policy recommendations formulated by this position and recommended directly to the Mayor

and Council will have major impacts on the City of Seattle's public transportation infrastructure
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and public safety problems due lack of adherence to crime prevention through environmental

design principles.

4. What might the duration of this policy impact be - immediate or short-term, a year or

more, or long-term and cumulative? Why?

The duration of these policy imp8cts will be cumulative and long-term, up to 100 years'

duration, due to the long-term nature of transportation capital improvements and how urban

development is influenced by the City's Land Use Code.
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% 31) E. Te~hnical Management - refers to responsibility for technical expertise, typically in a

technological rOr scientific discipline, includinq such elements as managing expert staff,

servmg as a strategic advisor or, expert, and having technical competencies spanning

v8F.ous disciplines.

1. Do you or your staff deal regularly with technical, legal or highly-analytical issues?

What types, of issues?

Yes. Issues dealt with include urban design, land use planning, joint development,

streetscape and urban open space design, non-motorized transport facility planning, and local

transit service concept design.

2. Please describe your role as technical expert or strategic advisor of specialized

expertise.

This position will provide very technical and highly specialized professional expertise in the

areas above and assure that policy recommendations and Station Area Plan elements

represent the highest quality technical input on these issues.

3. Does this work require specific licenses or degrees? What are these requirements?

Graduate degree in Urban Design, Landscape Architecture, Architecture, Planning or closely

related field with at least five (5) years related professional experience is required.

% 4~ F. Communications Management - refers to effective representation of the City or City

plinterests before internal and/or external constituencies or as part roup
_

rocesses.

I. Does your position require you to represent your department or functional area

before internal and/or external constituencies? Please describe.

This position will represent the Mayor, as well as its City's Strategic Planning Office and

Station Area Planning team, in presenting issues and working with community groups,

property owners, business associations, other public agencies on station area plans.

2. What types of issues make up your major communication challenges?

Major issues facing this position include working closing with stakeholders that possess

varying levels of technical knowledge and widely diverse concerns and needs. The position

must be able to communicate effectively in writing and verbally in many settings, formal and

informal, taking into consideration the sensitive nature of the diverse views.

3. Does your job require you to manage or promote on-going relationships with external

constituencies? Please describe.

Yes, this job requires the establishment and maintenance of good working relationships

throughout the Station Area Planning process as noted in #2 above.

4. Does your job require garnering support, shaping opinions, advocating controversial
.1~
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positions or achieving important City objectives? Please describe,

Yes; this position requires performing all of these tasks with regard to land use and economic

development, public facility siting, and regional mobility improvements in conjunction with light

rail station area development. The City's overall success with station area plann"ng is

dependent on these positions' effectiveness in advocating certain positions that will achieve

important City objectives.

% 4 G. Matrix Management - refers to coordinating andi'or integrating functions, systems, or

I prograrns, and managing, leading and/or facilitating !he work of ln&amp;vriduals, groups or teams

across functionai, dt~,,partrnental and,oriuri!~dictional lines, without fuli manageriai/supervisory

GOnt.rol, induding administrative managers across functional lines, and thle management of

non- empioyees si,.,mh as contractors and voluntefars.
--- - - --- --

1. Do you actively manage and/or represent the priorities and interest of elected

officials and &amp; Department Heads on cross-functional, cross departmental or cross

jurisdictional teams? Please describe.

Yes; this position must represent the priorities and interests of elected officials and

Department heads on all of the teams mentioned above in working with diverse stakeholders.

2. Is matrix management and/or leadership a significant part of your job? What types of

issues do you deal with?

Position must be seen as accountable to decisionmakers and other stakeholders for producing

policy and plan recommendations. Leadership skills are requ'ired to create a efficient and

smooth transition to full implementation of the plans.

3. Which occupations, organizations, etc. are represented on teams which you manage
or participate on?

Planning, transportation, engineering, design, community outreach organizations/groups will

be involved in this project and required for this position to effectively involve either through

membership in these groups or participation with them in their planning.

4. Are you required to facilitate public involvement processes? Please describe the

type and purpose of these public involvement processes.

Yes. Building on the work of currently-engaged neighborhood planning participants, this

position conducts public outreach and provide opportunities for diverse stakeholder

participation (including property owners, business associations, major institutions) to build

consensus on future development around the light rail stations.

I

Total o/a = 100

6. ist examples of decisions you make when guidelines are not available.

Decisions might include choosing approaches to solve problems, providing input to the work plan,

selecting staff
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FDevelop recommendations to the Mayor and City Council on specific capital investments, Land Use

Code, Zoning map, and Street Improvement manual amendments.

Decide where to expend City staff time and consultant effort, decide which issues to deal with at

I
variety of venues, such as Interdepartmental Team, Department Directors, Mayor and City Council.
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-1

---------- - .......... - ... . ............... ------

7.
1
Signature Section (if signature is other than the current incumbent, please indicate

relationship to this position.)

I certify that the entries onAttErn lRyee Section are accurate and complete.
--------------

Signature Date
i Signature Date

IMMEDIATE SUPERVISOR SECTION
1tf.:-;mS #-8 llhrough tl 18 are to b.- completed by the immediate supervi

I

,

I

--- -- - ----------------- . .....

i

Describe the purpose of the work unit or area.
-- -- - ------------------- I -------- I - ------------- - ------------

Per Ordinance # 118927, the City has er,ered into a $2.5 million contract to provide Station Area

Plan,-.'ag services to Sound Transit. The City's r~esponsibilities indude developing Station Area

;

i", 4Plans for each of the 17 light rail stations with'in
%.:[-,

::
'

,, limits. The City's Station Area Planning work

includes public and stakeholder involvement a,-tivities, market development analysis and

development of strategies, facilitation of trans'~t-ori e nted development partnerships, and the

preparation of Station Area Plans. The Sta-il'on Area Planner positions are new positions that are

required by the City in order to fu
I

Ifill its ordi.n.ance-mandated Station Area Planning responsibilities

during 1998-2000.

I

Describe the purpose of the employee's position.

Station Area Planners will:

Provide planning and development expertise &
a
m

p
;

urban design guidance for preparation of (up to 6)

station area plans for Sound Transit's LINK IL-ight Rail stations; direct station area planning

consultant work on station area plans in respective assignment areas; assure collaboration between

the City and staff at Sound Transit and King County Metro, as well as with major institutions,

community interests, property owners and businesses, and others on station area design &
a
m

p
;

planning

issues; provide direction for the City's Station Area Planning team's Stakeholder Specialist and

Development Partnership Specialist; convene and staff the volunteer community advisory Station

Area Planning groups; assure communication/participation and review/response by City staff on

detailed Station Area Plan issues,

The supervisor should not alter any statements made by the employee on the previous pages,

but maycomment on them in the_~~pqce_p -d below.
-,- --- ----- I ------------------- -,---

rqvidp

110.
Indicate any exceptions or additions to the employee's statements.

N/A
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....... . .... -- ...........

11. Explain the TYPE OF SUPERVISIO~

guidance given this employee. (seeside

bar)

Very lim~ted after being provided general

direction from Supervisor. Acts very independently

in dealing with ~vlayor, Council, etc.

1
12. __~M-inirnu m Ievelitype of education required

for this position,

Graduate degree in Urban Design, Landscape
Arwitecture, Architecture, Planning or closely

'related fiMd.

11 Minimum le"th of time and type of

experience required for this position:
.............. I ................. .......... . ... ..............................

At least five (5) years' protession-al experience

in Urban Design, Landscape Architecture,

Architecture, Planning or c[osely related field.

................. - ------ ----- - --- - ----------------- _-- ...... -
14. Special licenses, registration, or

certification required for this position:

None.

15. Special skills or unusual working
conditions req ired for this ilion,

-------------- - ------

Participation in evening meetings and public

workshops. Must have problem-solving and strong

facilitation and team-building skills.

16. Describe any training (formal, informal

on-the-job, or in-service) required after

hire.

None anticipated.

.Ist other factors or aspects of the job that

DU sition.

i'TYPES G jPER

i Close. Supervision, You givo the employee

specific instructions on virtually all
I

nments and review the work foraswg
completeness and accuracy, or the employee

performs tasks which provide inherent checks

built into the nature of the work,

You provide

continuing or individual assignments by

indicating generally what is to be done,

limitations, quality and quantity expected,

deadlines and priorities, You give additional,

Specific instructions for new, difficaft, or

unusual assignments. The employee uses

initiative in canying out recureing

assignments. Ydu.,~ssure that the work is

technically accurate and in compliance -with

instructions or established procedures,

genergL ignments_$ypgrvfsIon: You make ass

by defining objectives, priorities and deadlines

and assist the employee with unusual

situations which do not have clear objectives.

The employee plans and carries out

successive steps and resolves problems and

deviations in accordance with instructions,.

policies, and accepted practices. You review

the work for technical adequacy and

conformance with practice and policy.

YOU set the overall

objectives and resources available. You and

your employee, in consultation, develop the

deadlines, projects, work to be done, The

employee plans and carries out the

assignment, resolves most of the conflicts

coordinates work with others and interprets

policy on own initiative, The employee keeps

you informed of progress, potentially

controversial matters, or far reaching

implications,

You provide the

employee with assignments in terms of broad

practice, precodents, policies, and goals.

Work may be reviewed for fulfiliment of

program objectives and conformance with

departmental policy and practice.

i;Long-Range Managerial Direction. The

employee generally proceeds independen tly in

accordance with general plans, policies and

purposes of the department Results of work

are considered technically authoritative and

are normally accepted without significant

change.

hould be c nsildered n evaluating this
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c-~-wi Sound Transit (per Ordinance# 118927) requires the performance of theseThe City's ontract with

specific functions which are beyond the City's current staffing/position authority and budget.

............ .. ....... . ...........
.......... -'. --

certify that the entries wi all previous sections are accurate and complete with the

I

noted,
....... - ---

i-excep n

Supervmor-s Signature:
Date:

I/

Rev.1: 2/03/98 M-,SA-PDQ - Page



APPC;NPNG AUT:HORITY SECTION

Items #19 through #21 are to be completed by the Appointing Authority (or Designee)

-------------------

ORGAN17-ATIONAL CHART
In the spaces provided t, alow, sketch your organizational chart. The chart should

show the name/fifle of the person supervising the position and the name(s) or title(s) of

persons reporting to this position. If you have at? existing organizational chart that

conveys this information, feel free to attach it instead of drawing it here.
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1998 Strategic Plank.-,ig Office Organization

Sound Trans It/Transportation Section

Jared Sntth, Aaslat. Director

Sound Plar**V

(25762)
ExeciAhm Zone 3

Aaron Ostrom (TL-SupeM
Trans. Strat. Plan/Transit

(10608)
PMA 4

Joe Costa

Transk PtawAno

(2

PMA 3

~ Eat Ch"
Gem Trarm. PlannkV

(08602)
PMA 2

Erh Two#
Transportation Plenr*V

(23533)
PMA 3

fjonry Sharpe (TL)

Sound Transit Pcdic~as

(15070)
PMA 4

Claire O'Flaherty

Sound TransWAnnexation

(15070)
PMA 2

Stephen Antwd
Station Area Fnanr*V

(22974)

PMA 3

H:jAdn-inMTMMud0MKWWr3-d0C

07MM B-31 AM



1999-2000 Strateg!~. Planning OffIce Organizatiot,

Sound Transit[Transportation Secdon

vaclart

Statk),n Area Iorw*IV
N*w,I~XM-SurmAs ffid-20M

Strat. Adv. 2/S;;d. Trans. Funded (4 posftkxW3.5 FTE)

H:jAdn*nMTMOJdOfqKk99GTmdOc

07,96M 8:49 AM
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The appointing authority (or designee) should not after any statements made by the employee

or their supervisor on the nrPyinus naaPs- but may comment on them below. . . .. ..............

I
~nejirnta %n exceptions or Additions to the statements on the Employees or Immediate

Sections.

2C As the Appointing Authority (or designee), I certify that the entries on all previous

sections are accurate and complete with.the exceptions noted.
- ----------------

.. ........ ...........

".
I

uthonty*s (or Designee's) Signature
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November 16,1998
EXECUTIVE SERVICES DEPARTMENT, PERSONNEL DIVISION

APEX MARKET GROUP ALLOCATION I

EXECUTIVE COMPENSATION REVIEW COMMITTEE

POSITION IDENTIFICATION:

Department:
.

Current Job Title:

Current Incumbent:

Position Number:

Current Sal Range Top Step:

Requested Market Group:

ECRC DECISION:

ECRC approves as follows:

Strategic Planning Office

Strategic Advisor 3, Exempt

Rick Dupree

022961

$81,967

Executive 1 (effective 8/10/98)

Market Group: [ClasslComp recommendation: 1]

Effective date: 5-10-IS
.

[ClasslComp recommendation: 8110198]

Authorized To Compensate In Adjoining M
"ret

G
rouf~

~JIA-

Signature of ECRC Representative:

Date of ECRC Approval: N- 2-0-c~%

ANALYSIS: SPO is requesting that this existing Strategic Advisor 3 position be
redesignated as Executive 1,

-

effective 8/10/98 (t he date the current incumbent was
hired and the date the duties on the JSQ went into effect). The position will be one of

five assistant director positions in SPO, and will be in charge of Health and Human
Services policy planning. The position will be instrumental in formulating and
recofnmending human services policies to the Mayor.

The review team rated Hierarchical Orientation as Low; the position will have a small

staff of direct reports, but will have matrix responsibilities with other City departments.
Strat-egic Significance was rated as Medium; the position will develop and recommend
policy but will not be in charge of programs that ensure the outcome. Scope and
Impact were rated as Low; the position has a minimal budget and staff of its own, and
will have significant but indirect impact on the customer base of other departments and
agencies.

Overall, these ratings support the requested level of Executive 1. By comparison, the
Director for Education is also an Executive 1 in SPO, and is similar to this position in

that it has a small direct span of control but the potential for major indirect impact in its

policy advisory capacity. We recommend the position be redisignated as Executive 1,

effective 8/10/98 as requested by SPO.

CF:H\apexetc\reports\spo11-98 HumSvcs C/C log #98-2439



CITY OF SEATTLE

EXECUTIVE SERVICES

DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date, October 29,1998

Department: Executive- Strategic Planning Office

Classification Title: Exempt

Ordinance Title: Policy &
a

m
p

;

Management Analyst

Position Number: See Exhibit A

Bargaining Unit: 130

~~= . ............ =-==;

Report No,i 98-252A ii

Current Salary and Range: $21.50 - $30-39 (No

Range)

R-ECOMMENDED ACTION

Classification Title: Exempt

Ordinance Title: Strategic Advisor 1, Exempt

Legislation Required: Yes

Bargaining Unit: 140 Recommended Salary: $21.33 - $28.79 (No Range)

Remarks- Redesignation effective March 28, 1998.

INCUMBENT STATUS
_-- ----------- -_

Incumbent: See Exhibit A

Current Standing: NA

Recommended Standing: NA

In recommended standing, incumbent status is: NIA

I ]Regular; [ ] Probationary: [ ] Temporary

Authoray: Personnel Rule

2.3.100;

Remarks.

[ ] 2.3.200;

N LRecommended: Team 1 ~_a

Approved:

]
2.3.300.

Classification/Compensation Analyst(s)

Classification/Compensation Supervisor

Classification/Compensation Director

Personnel Director



SOURCE OF REQUEST

These positions were reviewed as a result of a request from the Executive Department,

Strategic Planning Office (SPO). SPO is a newly created office responsible for acting as

a resource to the Executive (Mayor and staff) in developing policies and plans which

further the goals of the Administration pertaining to complex matters. These positions are

responsible for research, policy analysis and development, problem solving, and report

development on a range of policy and planning subjects that includes, but is not limited

to, transportation, community and neighborhood development, regional planning and

growth management, comprehensive planning, housing, human services, education, and

environmental issues. These positions make recommendations to the SPO Director and

the Mayor; present and define policy and planning issues to the City Council, department

staff and community groups; and present and defend mayoral policies and plans as a

member of interdepartmental teams, governmental groups, regional groups and issue

advisory groups, and provide leadership to such groups as primary coordinator for

policy/project completion.

Background Information

In 1998, Mayor Schell reorganized the Office of Management and Planning (OMP). As

a result of that action, two offices were created: the Strategic Planning Office (SPO)

and the City Budget Office (CBO). With the demise of OMP, the 'broad band'

personnel program, implemented in 1997, is nullified. Instead of revising the program

and title of the Policy and Management Analyst(s) (PMA), the SPO requested the

position(s) be reviewed for possible inclusion into the Citywide Strategic Advisor

program. Since the PMAs are currently exempt from civil service rules, (due to the fact

that they work on sensitive financial issues requiring a particularly high degree of

individual professional accountability, responsiveness, and confidentiality), the SPO

also requested that the positions continue to be exempt in their allocations.

ANALYSIS AND RECOMMENDATION

Scope of Review: This position was reviewed by a Learn of class/comp analysts for

inclusion in the Strategic Advisor Program. The point factor analysis yielded 275 points,

placing the position in the Pay Zone 1. The points for each dimension are listed below:

Point Factor Dimensions:

Program Policy Technical Budget/

Fiscal

Human

FResources

Communications Matrix

-C-OW/0 Med/1 75 Low/0 Low/0 Low/0 Med/50 Med/50

It is recommended these positions continue to be exempt from civil service rules. They

work on sensitive issues requiring a particularly high degree of individual professional



accountabi0ty, responsiveness and confident'a5ty, These positions are responsib!,:~ for

the development and management of core policy planning issues which will affect the

operation of the City's operating departments and all of our citizens over the next

several years. As SPO is viewed and used by the Mayor as an extension of the

Mayor's Office, the work of these positions necessitates the highest level of

confidentiality and accountability. With this confidentiality, a full spectrum of policy

options may be explored in draft format in various forms not yet ready for public

viewing. A breach of confidential issues, discussions, proposals, and/or concepts could

resu.!'L in great damage in the ability to execute the Mayor's goals for the City.

Additionally, these positions will be, at various times, accountable in an advisory

capacity directly to high level SPO Executive management, City Council and the Mayor

on the development of these policy issues,

Based on the duties and responsibilities, we recommend that this position be

designated as a Strategic Advisor 1, Exempt, effective March 28, 1998, the date the

SPO was created.

COS#M

If implemented on the 1998 Fourth Quarter Ordinance, using the rates in effect as of

November 1, 1998, there is a cost savings to the department of $142,692.10. The

ongoing annual savings would be $77,832.05. The calculations are based on the

difference between the top step of the current and the midpoint of the recommended

salary range and includes statutory benefits (FICA, etc.). The actual amount payable to

any affected employee will vary.



POCKET CHECK: 10/29198 CLASSIFICATION DETERMINATION EXHIBIT A

REPORT NO. 98-2526 RECOMMENDED SALARY: $2123- $2829 (No Range)

RECOMMENDED CLASSIFICATION TITLE- Exempt

RECOMMENDED ORDINANCE TITLE, Strategic Advisor 1, Exempt

INCUMBENT:

POSITION: # 008602

DEPARTMENT: Executive- SPO

CURRENT SALARY: $21.50- $30.39 (No Range)

CURRENT CLASSIFICATION TITLE: Exempt

CURRENT ORDINANCE TITLE: Policy &
am

p; Management Analyst

CURRENT STATUS: N/A RECOMMENDED STATUS: N/A

REMARKS,-
INCUMBENT: DEPARTMENT., Executive- SPO

POSITION.# 010427 CURRENT SALARY: $21.50- $30.39 (No Range)

CURRENT CLASSIFICATION TITLE: Exempt

CURRENT ORDINANCE TITLE: Policy &
am

p; Management Analyst

CURRENT STATUS: N/A RECOMMENDED STATUS: N/A

REMARKS:
INCUMBENT: DEPARTMENT: Executive- SPO

POSITION-# 015070

CURRENT CLASSIFICATION TITLE: Exempt

CURRENT SALARY: $21.50- $30~39 (No Range)

CURRENT ORDINANCE TITLE: Policy &
am

p; Management Analyst

CURRENT STATUS: N/A RECOMMENDED STATUS, N/A

RE-MARKS:
INCUMBENT: DEPARTMENT: Executive- SPO

POSITION: # 020676 CURRENT SALARY: $21.50- $30.39 (No Range)

CURRENT CLASSIFICATION TITLE: Exempt

CURRENT ORDINANCE TITLE: Policy &
am

p; Management Analyst

CURRENT STATUS: N/A RECOMMENDED STATUS: N/A

REMARKS:



POCKET CHECK: 10/29/98 CLASSIFICATION DETERMINATIO

REPORT NO. 98-2526

EXHIBIT A

RECOMMENDED SALARY: $21.23- $28.29 (No Range)

RECOMMENDED CLASSIFICATION TITLE: Exempt

RECOMMENDED ORDINANCE TITLE: Strategic Advisor, Exempt

INCUMBENT: DEPARTMENT: Executive- SPO

POSITION: # 022357 CURRENT SALARY: $21 ~50- $30.39 (No Range)

CURRENT CLASSIFICATION TITLE: Exempt

CURRENT ORDINANCE TITLE: Policy &
am

p; Management Analyst

CURRENT STATUS: N/A

REMARKS:
INCUMBENT:

POSITION: # 025835

RECOMMENDED STATUS: N/A

DEPARTMENT: Executive- SPO

CURRENT SALARY: $21.50- $30.39 (No Range)
.

CURRENT CLASSIFICATION TITLE: Exempt

CURRENT ORDINANCE TITLE: Policy &
a
m

p
;

Management Analyst

CURRENT STATUS: N/A RECOMMENDED STATUS: N/A

REMARKS:

2



CITY OF SEATTLE

EXECUTIVE SERVICES

DEPARTMENT

11 Date- Nnv~

SSIFICATION DETERMINATION REPORT
- - --.- ---------------- -

Report No- 98-2527 ~~

POSITION IDENTIFICATION
-- ------------------ --

Department.

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

Executive- Strategic Planning Office

Exempt

Policy &
a

m
p

;

Management Analyst

See Exhibit A

130 Current Salary and Range: $21.50 - $3039 (No

Range)

RF-C-0-MMENDED ACTION

Classification Title: Exempt

Ordinance Title: Strategic Advisor 1, Exempt

Legislation Required: Yes

Bargaining Unit: 140 Recommended Salary: $21.33 - $28.79 (No Range)

Redesignation effective 3128/98.

I.N.C.UMBENT STATUS

Incumbent: See Exhibit A

Current Standing: NA

Recommended Standing: NA

In recommended standing, incumbent status is: NIA

]Regular; Probationary: Temporary

Authority: Personnel Rule

[ ] 2.3.100; [ ] 2.3.200; [ ] 2.3.300.

Remarks:

F\
Recommended: Team 1 Classification/Compensation Analyst(s)

Approved: Edie jor2en~4n Classification/Compensation Supervisor.m~-

Classification/Compensation Director

Norma McKinney, Personnel Director



SOURCE OF REQUEST

These positions were reviewed as a result of a request from the Executive

Department's, Strategic Planning Office (SPO). SPO is a newly created office

responsible for acting as a resource to the Executive (Mayor and stam in developing

policies and plans which further the goals of the Administration pertaining to complex

matters. These positions are responsible for research, policy analysis and development,

problem solving, and report development on a range of policy and planning subjects that

includes, but is not limited to, transportation, community and neighborhood development,

regional planning and growth management, comprehensive planning, housing, human

services, education, and environmental issues. These positions make recommendations

to 'the SPO Director and the Mayor; present and define policy and planning issues to the

City Council, department staff and community groups; and present and defend mayoral

policies and plans as a member of interdepartmental teams, governmental groups,

regional groups and issue advisory groups, and provide leadership to such groups as

primary coordinator for policylproject completion.

Background Information

In 1998, Mayor Schell reorganized the Office of Management and Planning (OMP). As

a result of that action, two offices were created: the Strategic Planning Office (SPO)

and the City Budget Office (CBO). With the demise of OMP, the'broad band'

personnel program, implemented in 1997, is nullified. Instead of revising the program

and title of the Policy and Management Analyst(s) (PIVIA), the SPO requested the

position(s) be reviewed for possible inclusion into the Citywide Strategic Advisor

program. Since the PMAs are currently exempt from civil service rules, (due to the fact

that they work on sensitive financial issues requiring a particularly high degree of

individual professional accountability, responsiveness, and confidentiality), the SPO

also requested that the positions continue to be exempt in their allocations.

ANALYSIS AND RECOMMENDATION

Scope of Review: These positions were reviewed by a team of class/comp analysts

for inclusion in the Strategic Advisor Program. The point factor analysis yielded 425

points, placing these positions in Pay Zone 1
.

The points for each dimension are listed

below:

Point Factor Dimensions:

Program Policy Technical B~ajetl Human Comrnun!cafio-n-i-- FM-atr1-x

Fiscal Resources

Nled/75 ed/1 75 Low/0 Med/75 Low/0 Med/50 0Med/50



PERTINENTALLOCATiON FACTORS- Repcft No-

It is recommended these positions continue to be exempt from civil service rules. They

work on sensitive issues requiring a particularly high degree of individual professional

accountability, responsiveness and confidentiality. These positions are responsible for

the development and management of core policy planning issues which will affect the

operation of the City's operating departments and all of our citizens over the next

several years. As SPO is viewed and used by the Mayor as an extension of the

Mayor's Office, the work of these positions necessitates the highest level of

confidentiality and accountability. With this confidentiality, a full spectrum of policy

options may be explored in draft format in various forms not yet ready for public

viewing. A breach of confidential issues, discussions, proposals, and/or concepts could

result in great damage in the ability to execute the Mayor's goals for the City.

Additionally, these positions will be, at various times, accountable in an advisory

capacity directly to high level SPO Executive management, City Council and the Mayor

on the development of these policy issues.

Based on the duties and responsibilities, we,recommend that these positions be

designated as Strategic Advisor 1
,

Exempt, effective March 28, 1998, the date the SPO

was created.

~P-q!~j ~n.

If implemented on the 1998 Fourth Quarter Ordinance, using rates in effect November

1, 1998, there is a cost savings to the department of $237,820.17, The ongoing annual

savings would be $259,440.18. The calculations are based on the difference between

the top step of the current and the midpoint of the recommended salary range and

includes statutory benefits (FICA, etc.). The actual amount payable to any affected

employee will vary.



POCKET CHECK: 1116/98 'CLASSIFICATION DETERMINATIOK

REPORT NO. 98-2527

EXHIBIT A

RECOMMENDED SALARY: $21.33- $28.79 (No Range)

RECOMMENDED CLASSIFICATION TITLE: Exempt

RECOMMENDED ORDINANCE TITLE: Strategic Advisor 1, Exempt

INCUMBENT:

POSITIOW # 010609

CURRENT CLASSIFICATION TITLE: Exempt

DEPARTMENT: Executive- SPO

CURRENT SALARY. $21.50- $30.39 (No Range)

CURRENT ORDINANCE TITLE: Policy &
am

p; Management Analyst

CURRENT STATUS: N/A RECOMMENDED STATUS: N/A

REMARKS:
INCUMBENT-

POSITION.-# 011564

CURRENT CLASSIFICATION TITLE: Exempt

DEPARTMENT: Executive- SPO

CURRENT SALARY: $21.50- $30.39 (No Range)

CURRENT ORDINANCE TITLE: Policy &
am

p; Management Analyst

CURRENT STATUS: N/A RECOMMENDED STATUS: N/A

REMARKS:
INCUMBENT: DEPARTMENT: Executive- SPO

POSITION: # 015987 CURRENT SALARY: $21 ~50- $30.39 (No Range)

CURRENT CLASSIFICATION TITLE: Exempt

CURRENT ORDINANCE TITLE., Policy &
am

p; Management Analyst

CURRENT STATUS. N/A RECOMMENDED STATUS: N/A

REMARKS:

INCUMBENT: DEPARTMENT: Executive- SPO

POSITION: # 017163 CURRENT SALARY., $21.50- $30.39 (No Range)

CURRENT CLASSIFICATION TITLE: Exempt

CURRENT ORDINANCE TITLE: Policy &
a
m

p
; Management Analyst

CURRENT STATUS: N/A RECOMMENDED STATUS: N/A



POCKET CHECK: 11/6198 CLASSIFICATION DETERMINATION

REPORT NO. 98-2527

EXHIBIT A

RECOMMENDED SALARY: $21.33-$28.79 (No Range)

RECOMMENDED CLASSIFICATION TITLE: Exempt

RECOMMENDED ORDINANCE TITLE: Strategic Advisor 1, Exempt

INCUMBENT:

POSITION- # 020057

CURRENT CLASSIFICATION TITLE: Exempt

DEPARTMENT: Executive- SPO

CURRENT SALARY: $21,50- $30.39 (No Range)

CURRENT ORDINANCE TITLE: Policy &
am

p; Management Analyst

CURRENT STATUS: NIA RECOMMENDED STATUS. N/A

REMARKS:
INCUMBENT:

POSITION., # 020497

CURRENT CLASSIFICATION TIT LE, Exempt

DEPARTMENT: Executive- SPO

CURRENT SALARY: $21.50- $30.39 (No Range)

CURRENT ORDINANCE TITLE: Policy &
am

p; Management Analyst

CURRENT STATUS: N/A RECOMMENDED STATUS: N/A

REMARKS:
INCUMBENT: DEPARTMENT: Executive- SPO

POSITION, # 022356 CURRENT SALARY: $21.50- $30.39 (No Range)

CURRENT CLASSIFICATION TITLE: Exempt

CURRENT ORDINANCE TITLE: Policy &
am

p; Management Analyst

CURRENT STATUS: NIA RECOMMENDED STATUS: NIA

REMARKS:
INCUMBENT: DEPARTMENT: Executive- SPO

POSITION: # 023489 CURRENT SALARY: $21.50- $30.39 (No Range)

CURRENT CLASSIFICATION TITLE: Exempt

CURRENT ORDINANCE TITLE: Policy &
am

p; Management Analyst

CURRENT STATUS: NIA RECOMMENDED STATUS: N/A



POCKET CHECK: 11/6198 CLASSIFICATION DETERMINATION

REPORT NO. 98-2527

EXHIBIT A

RECOMMENDED SALARY: $21.33-$28.79 (No Range)

RECOMMENDED CLASSIFICATION TITLE: Exempt

RECOMMENDED ORDINANCE TITLE: Strategic Advisor
1, Exempt

INCUMBENT: DEPARTMENT: Executive- SPO

POSITION: #'023533 CURRENT SALARY: $21 ~50- $30,39 (No Range)

CURRENT CLASSIFICATION TITLE, Exempt

CURRENT ORDINANCE TITLE: Policy &
am

p; Management Analyst

CURRENT STATUS: NIA RECOMMENDED STATUS: N/A

REMARKS:
INCUMBENT: DEPARTMENT: Executive- SPO

POSITION: # 025836 CURRENT SALARY: $21.50- $30.39 (No Range)

CURRENT CLASSIFICATION TITLE: Exempt

CURRENT ORDINANCE TITLE: Policy &
am

p; Management Analyst

CURRENT STATUS: NIA RECOMMENDED STATUS: N/A

REMARKS:



CITY OF SEATTLE

EXECUTIVE SERVICES
DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

POSITION IDENTIFICATION

Department: Executive/Strategic Planning Office

Bargaining Unit. 130 Current Salary and Range: $21.50 - $30.39 (No Range)

Classification Title: Exempt

Ordinance Title: Policy &
a

m
p

;

Management Analyst

Position Numbers: 010608, 021929, 022354, 022974,025794

Legislation Required: Yes

Ordinance Title: Strategic Advisor 3, Exempt

RECOMMENDED ACTION

Classification Title: Exempt

Bargaining Unit:

Remarks:

INCUMBENT STATUS

Incumbent:

Current Standing:

Recommended Salary. $29.08 - $39.26 (No Range)

Redesignation, effective March 28,1998

See Exhibit A

N/A

Recommended Standing. N/A

In recommended standing, incumbent status is: NIA

[ ]Regular; Probationary: Temporary

Authority: Personnel Rule

[ ] 2.3.100; 2.3.200; 2.3.300.

Remarks:

Recommended: Team I JdJJ2 Classification/Compensation Analyst(s)

V

Approved: Edie Jo~2ensen Classification/Compensation Supervisor

Classification/Compensation Director

Personnel Director



SOURCE OF REQUEST

These positions were reviewed as a result of a request from the Executive Department,

Stra'~eg'c Planning Office (SPO). SPO is a newly created office with the key purpose of

being a resource to the Executive (Mayor and staff) in development of policies and plans

that further the goals of that particular Administration on complex matters. The purpose

of thesE--,, positions is to undertake very high level policy and planning research and

development to support the Admirtistration in implementing its goals and programs, with

the s.pe~.cltflcsubject covered by each position varying over time. They also have

supem,;isory or lead responsibility for staff and or lead responsibility for Citywide projects of

exceptional importance.

ggE kArqund Information

In 1998, Mayor Schell reorganized the Office of Management and Planning (OMP). As

a result of that action, two offices were created, SPO and the City Budget Office (CBO).

VVith the demise of OMP, the 'broad band' personnel program, implemented in 1997, is

nuliified. Instead of revising the program and title of the Policy and Management

An,--iiyst (PMA), the SPO requested the positions be reviewed for possible inclusion in

the C'itvwide Strategic Advisor program. Since the PMAs are currently exempt from civil

seRnce rules, (due to the fact that they work on sensitive issues requiring a particularly

high d-egree of individual profess:onal -accountability, responsiveness, and

confidentiality), the SPO also requiested that the positions continue to be exempt.

ANALYSIS AND RECOMMENDATION

Scope of Review: These positions were reviewed by a team of class/comp analysts

for inclusion in the Strategic Advisor Program. The point factor analysis yielded 850

points, placing the position in the Pay Zone 3. The points for each dimension are listed

.below:

Point Factor Dimensions:

Program
I

Policy Technical Budget/

Fiscal

Human

Resources

Communications Matrix

Hi/150 Hi/350 Limited/O Hi/150 Limited/O Hill 00 Hi/100

Recommendation:

Since these positions met the exemption criteria (per SMC 4.13); and based on their

duties and responsibilities, we recommend that these positions continue to be exempt

from civil service rules, and be designated to the title of Strategic Advisor 3, Exempt.

This action is effective March 28, 1998, the, date of the ordinance (# 118912) which

abolished OMP and created SPO.



Costing:

If implemented on the 1998 Fourth Quarter Ordinance, using the rates in effect as of

Novernber 1, 1998, the maximum estimated cost of implementing this action would be

$84,330.23. This figure includes any current and retroactive cost for this action. The

ongoing annual cost for this action would be $45,998.31. The calculations are based

on the ~ifference between the top step of the current and the midpoint of the

recommended salary ranges and includes statutory benefits (FICA, etc.).



EXHIBIT A

Date: November 3,1998

Department:: Executive/Strategic Planning Office

Report #98-2528

Current Classification Title: Exempt Job Code: 10023

Current Ordinance Title., Policy &
a

m
p

;

Management Analyst

Current Salary: $21.50 - $30.39 Range: No Range Bargaining Unit: 130

Recommended Classification Title: Exempt Job Code: 09372

Recommended Ordinance Title: Strategic Advisor 3, Exempt
Recommended Salary: $29~08 - $39,26

Effective Date. March 28, 1998.

INCUMBENT AND STATUS
Incumbent Name-
Position Number: 010608

In the Recommended standing, incumbent status is: NIA.

INCUMBENT AND STATUS
Incumbent Name,,

Position Number. 021929

In the Recommended standing, incumbent status is: N/A.

INCUMBENT AND STATUS
Incumbent Name:
Position Number: 022354

In the Recommended standing, incumbent status is: N/A.

INCUMBENT AND STATUS
Incumbent Name,

97Position Number. 022
~

4

In the Recommended standing, incumbent status is: NIA.

INCUMBENT AND STATUS
Incumbent Name:

Position Number: 025794

In the Recommended standing, incumbent status is: N/A.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

Executive/Strategic Planning Office

Exempt

Policy &
a

m
p

;

Management Analyst

025764

130

RECOMMENDED ACTION

Classification Title: Exempt

Ordinance Title: Strategic Advisor 1, Exempt

Legislation Required: Yes

,

Bargaining Unit:

Remarks

Authority: Personnel Rule

[ 12.3.100; [ ] 2.3.200;
---

2.3.300.

CLASSIFICATION DETERMINATION REPORT
..........

140 Recommended Salary: $21.33 - $28.791

Redesignation effective March 28,1998

Current Standing:
Exempt

Recommended Standing: Exempt

In recommended standing, incumbent status is: N/A

[ ]Regular; [ ] Probationary: ]Temporary.

Recommended: Team 1

Approved: Edie Jorgensien

Class/Comp Analyst

Class/Comp Supervisor

Class/Comp Director

Personnel Director



SOURC-E OF REQUEST

This position was reviewed as a result of a request from the Strategic Planning Office (SPO).~

As Communications Manager, the position develops and implements a full range of

comm u n icat ions activities including media relations, public information, internal

communications and public involvement processes that encourage public input regarding

City an'd multi-juhsdictional projects, programs, policies and services. This position was

formerly located in the Office of- Management and Planning (OMP) and was part of the OMP
broad band pay plan implemented in 1997. OMP has been reorganized, resulting in the

creation of the City Budget Office and SPO, and that broad band no longer exists.

Therefore, it has been requested that this position be included in the Manager/Strategic

Advisor Program.

ANALYSIS AND RECOMMENDATION

Scope of Review: The position was reviewed by a team of class/comp analysts for inclusion

in the Managers and Strategic Advisor Programs. The point factor analysis yielded 450

points in the Strategic Advisor point factor system resulting in its allocation to Zone 1. The

points for each dimension are listed below.

Point Factor Dimensions:

Program Policy Technical

I

Budget/

Fiscal

Human

Resources

Communications Matrix

Med/75 Med/1 75
1

Limited/O
=mAed/0

Limited/0 High/1 00 High/1 00

SPO has requested that this position be exempt from Civil Service. The position works on

sensitive issues requiring a high degree of individual professional accountability and

responsiveness. As SPO is viewed and used by the Mayor as an extension of the Mayor's

Office, the work of this position necessitates the highest level of confidentiality. The position

will explore policy options in draft format, and a breach of confidentiality could result in

damage in the ability to execute the Mayor's goals for the City.

Recommendation: Based on the duties and responsibilities, we recommend that this

position be designated as a Strategic Advisor 1, Exempt, effective March 28, 1998. We also

recommend that the position be exempt from Civil Service.

COSTING:

If implemented on the 1998 Fourth Quarter Ordinance, the maximum estimated cost savings

of implementing this action, using rates effective November 1, 1998, would be $23,782.,02 if

the position were paid at midpoint. This figure includes any current and retroactive cost for

this action. The ongoing annual cost savings for this action would be $12,972.01 (assuming

the position was paid at midpoint). The calculations are based on the differences between

the top step of the current salary range and the mid-point of the recommended salary range

and include statutory benefits (FICA, etc.).
The actual amount payable to any affected

employee will vary.



CITY OF SEATTLE
EXECUTIVE SERVICES. DEPARTMENT

CLASSIFICATnN DETERMINATION REPORT

Date: November 25,1998

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

Executive- Strategic Planning Office

Exempt

Policy &
a

m
p

;

Management Analyst

007921

130 Current Salary and Range: $21 ~50 - $3039

N/A)

RECOMMENDED ACTION

Classification Title: Systems Analyst, Senior

Ordinance Title: Systems Analyst, Senior

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $24.61 - $28.70 (Range: 37.5A)

Remarks*
I

-

INCUMBENT STATUS

Incumbent:

Current Standing:

Reclassification effective 3/28/98.

Recommended Standing-

Vacant

N/A

N/A

In recommended standing, incumbent status is: NIA

[ ]Regular; [ ] Probationary: [ ] Temporary

Authority: Personnel Rule

,[ ] 2.3.100;

Remarks:

[ ] 2.3.200;

'47 ;~\
Recommended: Team 1

Approved:

Classification/Compensation Analyst(s)

Edie Jor2ensen Classification/Compensation Supervisor

- Classification/Compensation Director

Norma McKinRq

]
2.3.300~

ersonnel Director



PERTINENT ALLOCATION FACTORS - Report No.: 98-2530 Page: 2

SOURCE OF REQUEST

This position was reviewed as a result of a request from the Executive

Department/Strategic Planning Office.

ANALYSIS AND RECOMMENDATION

Scope of Review- This position was reviewed by a team of class/comp analysts (Carl

Sweinson, Susie Farrell, Irene Ogunyemi and Jimmy Woo) for inclusion in the

Managers and Strategic Advi sor Program. Carl Swanson wrote the report. The point

factor analysis yielded 50 points in the Strategic Advisor point factor system which is

insuffic;ent for inclusion in the program. The points for each dimension are listed below.

Point Factor Dimensions:

PrograrnTpolicy Technical Budget/Fiscal Human Resources Communications Matrix

0 L 0 50 0 0 0

ANALYSIS AND RECOMMENDATION

Scope of Review:

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

+ the Manager and Strategic Advisor Position Description Questionnaire (MPDQ)
submitted for this review;

+ Team 1's review/analysis of subject positions information;

+ related class specifications;

* cornparison to similar positions;

+ review of the organization chart affecting the subject position; and

* the position's history records and related classification files.

Summary of Work:

The essential purpose of this position is to serve as a lead worker over a geographic

informat.on specialist, who will provide support to a variety of projects by providing data,

analysis and maps that assist in understanding existing conditions, problems and the

potential effects of policy changes for specific geographic areas of the city as SPO
works on plans or policies that affect those areas.

Note: For a more complete listing of duties and responsibilities, please refer to the

Managers and Strategic Advisors Position Description Questionnaire submitted for this

review and included in the position file.



PERTINENT ALLOCATION FACTORS - Report No.: 98-2530 Page: 3

Analy§~~v

class concepts:

SYSTEMS ANALYST, SENIOR

Positions in this class plan, develop, coordinate and analyze data processing systems

to de:ter.mine feasibility and practicality of requested services; diagnose system failures

to isolate source of problem between equipment, system software and application

programs; and may coordinate and/or serve as lead to subordinate staff.

This is the fourth level within the five-level Systems Analyst series. Positions in this

class, under general supervision, analyze the impact of requested services though a

variety of methods appropriate to the specialty, considering factors such as

compatibility, conversion, implementation of cost, or impact on existing systems and

equipment; and document alternatives and recommendations.

The subject position meets the class concept for Systems Analyst, Senior. It will be

responsible for serving as a lead over one position providing technical data and

mapping services to other project staff within the SPO. This involves using the City's

central geographic data base to -access data developed by other departments and

agencies, as well as data bases developed within SPO. It also requires using

geographic information system (GIS) software to perform analysis that links the data to

geographic coordinates and other data. The person in this position will also prepare

mpps that display the information resulting from. th;s analysis and will work with project

staff to provide an understanding of the information and its limitations,

Recommendation:

Based on the duties and responsibilities assigned, we recommend that this position be

allocated to Systems Analyst, Senior. The Strategic Planning Office had requested, in

their merrorandum of October 22, 1998, that this position be exempt from Civil Service.

Howeve'r, we find that this position does not meet the criteria for exemption. The

MPDQ and the request memorandum do not substantiate that the position either (1)

requires a high. degree of respons;;vcness and individual accountability, or (2) requires a

confidential or fiduciary relationship with the appointing authority. Therefore we
reco,mrTlend that the position be allocated as a Civil Service position.

~0_

If implemented on the 1998 Fourth Quarter Ordinance, using rates in effect November

1, 1998, there is a cost savings to the department of $3427.56. The ongoing annual

savings would be $4113.08. The calculations are based on the difference between the

top step of the current and the midpoint of the recommended salary range and includes

statutory benefits (FICA, etc.). The actual amount payable to any affected employee
will vary.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

CLASSIFICAT1,0N DETERMINATION REPORT

JL22Le. Nav~ 10, 199

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title,

Position Number:

Bargaining Unit:

Executive/Strategic Planning Office

Senior Grants

&
a

m
p

;

Contracts Specialist

Grants
&

a
m

p
;

Contracts Specialist, Senior

025123

030 ent Salary:Cun

ort No.- 8-2531

Aaft,

1130

$18.85 - $22.04 (Ran ge: 30.5A)

RECOMMENDED ACTION

Classification Title: Strategic Advisor 1, Human Services

Ordinance Title: Strategic Advisor 1, Human Services

Legislation Required: Yes

Bargaining Unit: 140

Remarks

Recommended Salary: $21.33 - $28.79

Reclassification effective 3/28/98.

INCUMBENT STATUS

Incumbent:

Current Standing: Grants

&
a
m

p
;

Contracts Specialist, Senior

Recommended Standing: Strategic Advisor 1, Human Services

In recommended standing, incumbent status is:

[ X ] Regular; Probationary: Temporary.

Authority: Personnel Rule

X ] 2.3. 100; [ ] 2.3.200; 2.3.300.

Recommended: Team I fW
Approved: Edie Jorgeng6n

Norma McKinne

Class/Comp Analyst

Class/Comp Supervisor

Class/Comp Director

Personnel Director
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SOURCE OF REQUEST

This position was reviewed as aresult
'

of a request from the Strategic Planning Office.

Position number 025123 is located in the Strategic Planning Office and will act as the

City's Capital Levies liaison to ensure the delivery of school capital levy projects on time

and on budget. The Office for Education promotes City programs in support of the

Seattle Public Schools in the interest of Seattle's youth.

ANALYSIS AND RECOMMENDATION

Scope of Review: The position was reviewed by a team of class/comp analysts for

iinclusion in the Managers and Strategic Advisor Programs. The point factor analysis

yielded 275 points in the Strategic Advisor point factor system resulting in its allocation

to Zone 1. The points for each dimension are listed below.

Point Factor Dimensions:

Program Policy Technical Budget/

Fiscal

Human

Resources

Communications Matrix

Urnited/0 Med/1 75 Limited/o urnited/0 Limited/O Medium/50 Medium/50

Recommendation: Based on the duties and responsibilities, we recommend that this

position be reclassified to Strategic Advisor 1, Human Services, effective March 28,

1998.

Costing:

If implemented on the 1998 Fourth Quarter Ordinance, the maximum estimated cost of

implementing this action, using rates effective November 1, 1998, would be $13,474.99.

This figure includes any current and retroactive cost for this action. The ongoing annual

cost for this action would be $7,349.99. The calculations are based on the differences

between the mid-points of the current and the recommended salary ranges and
includes statutory benefits (FICA, etc.). The actual amount payable to any affected

employee will vary.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

a Nov~ 10, 1998 Report No

POSITION IDENTIFICATION

Department: Executive/Strategic Planning Office

Classification Title: Senior Planning &
a

m
p

;

Development Specialist

Ordinance Title: Planning &
a

m
p

;

Development Specialist, Senior

Position Number: 023647

Bargaining Unit: 030

98-2532

Current Salary: $24.61 - $28.70 (Range: 37.5A)

RECOMMENDED ACTION

Classification Title: Strategic Advisor 1, Human Services

Ordinance Title: Strategic Advisor 1, Human Services

Legislation Required: Yes

Bargaining Unit: 140

Remarks

Recommended Salary: $21.33 - $28.79

Reclassification effective March 28, 1998

INCUMBENT STATUS

Incumbent:

Current Standing: Planning &
a
m

p
;

Development O'pecialist, Senior

Recommended Standing: Strategic Advisor 1, Human Services

In recommended standing, incumbent status is:

I

X ] Regular; Probationary: [ ] Temporary.

Authority: Personnel Rule

[ X ] 2.3.100; 2.3.200; [ ] 2.3.300._

Recommended: Team 1 454-,

Approved: Edie Jorgens6fi

Norma McKinne

Class/Comp Analyst

Class/Comp Supervisor

Class/Comp Director

Personnel Director



SOUR E OF REQUEST

This position was reviewed as a result of a request from the Strategic Planning Office.

Posit'on number 023647 is located in the Strategic Planning Office/Office for Education

and will act as the City/Schools Liaison. The Office for Education promotes City

programs in the interest of Seattle's youth in support of the Seattle Public Schools.

ANALYSIS AND RECOMMENDATION

Scope of Review:

The position was reviewed by a team of class/comp analysts for inclusion in the

Managers and Strategic Advisors Programs. The point factor analysis yielded 400

points in the Strategic Advisor point factor system resulting in its allocation to Zone 1.

The points for each dimension are listed below.

Point Factor Dimensions:

Program Policy Technical Budget/

Fiscal

Human

Resources

Communications matrix

Med.175 Med/1 75 Umitedffi Limited/O Umited/0 Medium/50 High/1 00

Recommendation:

Based on the duties and responsibilities, we recommend that this position be

reclassified to Strategic Advisor 1, Human Services effective March 28, 1998.

Costing:

If implemented on the 1998 Fourth Quarter Ordinance, the maximum estimated cost

savings of implementing this action, using rates effective November 1, 1998, would be

$16,241.38 if the position were paid at midpoint. This figure includes any current and

retroactive cost for this action. The ongoing annual cost savings for this action would

be $8,858.93 (assuming the position was paid at midpoint). The calcu!ations are based

on the differences between the top step of the current salary range and the mid-point of

the recommende-d salary range and include statutory benefits (FICA, etc.). The actual

amount payable to any affected employee will vary.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

POSITION IDENTIFICATION

Department: Executive/Strategic Planning Office

Classification Title: Senior Planning &
a

m
p

;

Development Specialist

Ordinance Title: Planning &
a

m
p

;

Development Specialist, Sen'ior

Position Number: 023648

Bargaining Unit: 030 Current Salary: $24.61 - $28.70 (Range: 37-5)

RECOMMENDED ACTION

Classification Title:

Ordinance Title,

Legislation Required:

Strategic Advisor 2,- Human Services

Strategic Advisor 2, Human Services

Yes

Recommended Salary: $25.20 - $34.02

Reclassification effective March 28, 1998

INCUMBENT STATUS

Incumbent:

Current Standing: Planni n-g &
a
m

p
;

Development Specialist, Senior

Recommended Standing: Strategic Advisor 2, Human Services

Team 1

Bargaining Unit: 140

Remarks

In recommended standing, incumbent status is:

[ X ] Regular; Probationary:

Authority: Personnel Rule

00,

Recommended:

Approved:

[ ] 2.3.200;

Edie Jorgensel

[ ]Temporary.

2.3.300.

Class/Comp Analyst

Class/Comp Supervisor

Class/Comp Director

Personnel Director
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SCURCE OF REQUEST

This position was reviewed as a result of a request ~~'rom the Strategic Planning Office.

Position number 023648 is located in the Strategic Planning Office/Office for Education

and will act as the Families and Education Levy Coordinator, The Office for Education

promotes City programs in the interest of Seattle's youth in support of the Seattle Public

Schools.

ANALYSIS AND RECOMMENDATION

Scope of Review. The position was reviewed by a team of class/comp analysts for

inclusion in the Managers and Strategic Advisors Programs. The point factor analysis

yielded 550 points in the Strategic Advisor point factor system resulting in its allocation

to Zone 2. The points for each dimension are listed below.

Point Factor Dimensions:

Program Policy Technical Budgetl

Fiscal

Human

Resources

Communications Matrix

High/150 Med/175 Umited/0 Med/75 Limited/O Medium/50 High/100

Recommendation:

Based on the.duties, and responsibilities, we recommend that this position be

reclassified to Strategic Advisor 2, Human Services, effective March 28, 1998.

Costing:

If implemented on the 1998 Fourth Quarter Ordinance, the maximum estimated cost of

implementing this action, using rates effective November 1, 1998, would be 4,060.34 if

the position were paid at midpoint. This figure includes any current and retroactive cost

for this action. The ongoing annual cost savings for this action would be $2,214.73

(again assuming the position was paid at midpoint). The calculations are based on the

differences between the top step of the current salary range and the mid-point of the

recommended salary range and include statutory benefits (FICA, etc.). The actual

amount payable to any affected employee will vary.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

Date. Nov. 5,1998

CLASSIFICATION DETERFfl"ATiON REPORT

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

RECOMMENDED ACTION

Classification Title:

Ordinance Title:

Legislation Required:

Bargaining Unit:

Remarks

Executive/Strategic Planning Office

Exempt

Policy and Management Analyst

023553

130

Exempt

Strategic Advisor 3, Exempt

Yes

140

f-RT-t

Current Salary: $21.50 - $30.39

Recommended Salary: $29.08 - $39.26

Redesignation effective 3/28/98

Incumbent:

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status is: N/A

[ ]Regular; [ ] Probationary:

Authority: Personnel Rule

L____L_L~.3.1 00', [ ] 2.3.200;

Recommended:

Approved:

Team 1

Norma McKinney

[ ]Temporary.

2.3.300.

- Class/Comp Analyst

Class/Comp Supervisor

Class/Comp Director

Personnel Director
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SOURCE OF REQUEST

This position was reviewed as a result of a request from the Strategic Planning Office

(SPO). Position number 023553 is located in SPO and acts as lead on health and human

services issues. It was formerly located in the Office of Management and Planning (OMP)

and was part of the OMP broad band pay plan implemented in 1997. OMP has been

reorganized and the broad band no longer exists. It has been requested that this position

now be included in the Manager/Strategic Advisor Program.

ANALYSIS AND RECOMMENDATION

Scope of Review: The position was reviewed in 1997 for inclusion in the Managers and

Strategic Advisors Program. After a Reconsideration, the original ratings were revised, and

that revised rating is being used for this report. The point factor analysis yielded 850 points

in the Strategic Advisor point factor system resulting in its allocation to Zone 3. The points

for each dimension are listed below.

Point Factor Dimensions:

Program Policy Technical Budget/

Fiscal

Human

Resources

Communications Matrix

High/150 High/350 Limited/O High/1 50 High/50 Medium/50 High/100

The department has requested that this position be exempt from Civil Service. The position

works on sensitive issues requiring a high degree of individual professional accountability,

responsiveness and confidenfiallity. The position is responsible for development and

management of core policy planning issues which will affect the operation of the City's

operating departments and citizens over the next several years. As the Strategic Planning

Office is viewed and used by the Mayor as an extension of the Mayor's Office, the work of

these positions necessitates the highest degree of confidentiality. The position will explore

draft formats of policy options, and a breach of confidentiality could result in damage in the

ability to execute the Mayors goals.

Recommendation:

Based on the duties and responsibilities, we recommend that this position be designated as

a Strategic Advisor Zone 3, effective March 28, 1998, the date SPO was created, We
further recommend that the position be exempt from Civil Service.

Costing:

If implemented on the 1998 Fourth Quarter Ordinance, the maximum estimated cost of

impiemienting this action, using rates effective November 1, 1998, would be $16,866.05.

This figure includes any current and retroactive cost for this action. The ongoing annual

cost for this action would be $9,199.66. The calculations are based on the differences

between the mid-points of the current and the recommended salary ranges and includes

statutory benefits (FICA, etc.). The actual amount payable to any affected employee will vary.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

CLASSIFICATION DETERMINATION REPORT
- - -------- -.-

Date. Nov. 5,1998

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

RECOMMENDED ACTION

Classification Title: Exempt

Ordinance Title: Strategic Advisor 3, Exempt

Legislation Required: Yes

Bargaining Unit: 140

Report No.: 98-2537

S

Current Salary: $21.50 - $30.39

Recommended Salary: $29.08 - $39.26

Redesignation effective 3/28/98

INCUMBENT STATUS

Incumbent:

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status is: N/A

]Regular; Probationary:

Authority: Personnel Rule

'L

.....
___L_L2-3-'190;

Recommended:

Executive/Strategic Planning Office

Exempt

Policy and Management Analyst

015910

130

1_1_2.3.200;

Team 1

Approved: Edie Jorgens,

[ ]Temporary.

2.3.300.

Class/Comp Analyst

Class/Comp, Supervisor

Class/Comp Director

Personnel Director
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SOURCE OF REQUEST

This position was reviewed as a rnsult of a request from the Strategic Planning Office

ISPO). Position number 015910 is located in SPO and manages the development and

coordination of regional policies; and leads and participates in growth management, the

comprehensive plan and land use policies. It was formerly located in the Office of

Managemient and Planning (OMP) and was part of the OMP broad band pay plan

impIem.c.nted in 1997. OMP has been reorganized, resulting in the creation of the City

Budge~ Office and 'Sj'--10, and that broad band no longer exists. It has been requested that

th~s position now be included in the ManagerlStrategic Advisor Program.

ANALYSIS AND RECOMMENDATION

Scope of Review. -1he position was reviewed in 1997 for inclusion in the Managers and

Strategic Advisors Program, After a Reconsideration, the original ratings were revised, and

that revispd rating is being used for this report. The point factor analysis yielded 850 points

in the Strategic Advisor point factor system resulting in its allocation to Zone 3. The points

for each dimension are listed below.

Point Factor Dimensions:

Program Policy I BudTechnical Bud et/

i Fiscal

Human

Resources

Communications Matrix

High/150 High/350 Limited/O tH-igh/41,50 High/50 Medium/50 High/1 00

The department has requested that this position be exempt from Civil Service. The position

works on sensitive issues requiring a high degree of individual professional accountability

and As SPO is viewed and used by the Mayor as an extension of the

Mayor'~s Office, the work of this position necessitates the highest degree of confidentiality.

The position will explore draft formats of policy options, and a breach of confidentiality could

result in damage in the ability to execute the Mayor's goals.

Recommendation:

Based on the duties and responsibilities, and because the position meets the exemption

crit,n,r:a, we recommend that this position be designated as a Strategic Advisor 3, Exempt

effecti-ve March 28, 1998, the date SPO was established.

Costing:

If implemented on the 1998 Fourth Quarter Ordinance, the maximum estimated cost of

implementing this action, using rates effective November 1, 1998, would be $7,666.38.

This figur-e. includes any current and retroactive cost for this action. The ongoing annual

cost for this action would be $9,199.66. The calculations are based on the differences

between the top step of the current salary range and the midpoint of the recommended

salary range and includes statutory benefits (FICA, etc.). The actual amount payable to any

affected employee will vary.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

CLASSIFICATION DETERMINATION -REPORT

DENTIFICATION

Department. Executive/Strategic Planning Office

Classification Title: Exempt

Ordinance Title:
~

Policy and Management Analyst

Position Number: 021857

Bargaining Unit: 130

RECOMMENDED ACTION

Classification Title: Exempt

Ordinance Title.- Strategic Advisor 3, Exempt

Legislation Required: Yes

Bargaining Unit: 140

Remarks

Current Salary: $21.50 - $30.39

Recommended Salary: $29.08 - $39.26

Redesignation effective 3/28/98

INCUMBENT STATUS

Incumbent:

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status is: N/A

[ ] Regular; [ ] Probationary: ]Temporary,

Authority: Personnel Rule

[ ] 23,100; [ ] 2.3.200;

Recommended: Team I

Approved: Edie Jorgenser~,

2.3.300.

Class/Comp Analyst

Class/Comp Supervisor

Class/Comp Director

Personnel Director



SOURCE OF P.-;7-QU

This position was reviewed as a result of a request from the Strategic Planning Office

(SPO). Position number 021857 is located in SPO and manages the development and

coordination of regional policies; and leads and participates in growth management, the

comprehensive plan and land use policies. It was formerly located in the Office of

Managernent and Planning (OMP) and was part of the OMP broad band pay plan

implerner'!ted in 1997. OMP has been reorganized, resulting in the creation of the City

Bud-get Office and SPO, and that broad band no longer exists, It has been requested that

this posi.tion now be included in the Manager/Strategic Advisor Program.

ANALYSIS AND RECOMMENDATION

Scope of Review: The position was reviewed in 1997 for inclusion in the Managers and

Strategic Advisors Program. After a Reconside ration, the original ratings were revised, and

that revised rating is being used
'

~or t
'
his report. The point factor analysis yielded 850 points

in the Srt"Iaiegic Advisor point factor system resulting in its allocation to Zone 3. The points

for each dimension are listed below.

Point Factor Dimensions:

Program Policy Technical Budget/

Fiscal

Human Communications

Resources

Matrix

High/1 50 High/350 Limited/O High/150 High/50 Medium/50 High/100

The department has requested that this position be exempt from Civil Service. The position

works on sensitive issues requiring a high degree of individual professional accountability

and responsiveness. As SPO is viewed and used by the Mayor as an extension of the

Mayor's Office, the work of this position necessitates the highest degree of confidentiality.

The position will explore draft formats of policy options, and a breach of confidentiality could

result in damage in the ability to execute the Mayor's goals.

Recommendation'.

Based on the duties and responsibilities, and because the position meets the exemption

criteria, we recommend that this position be designated as a Strategic Advisor 3, Exempt,

effective March 28, 1998, the date SPO was established.

Costing:

If implemented on the 1998 Fourth Quarter Ordinance, the maximum estimated cost of

implementing this action, using rates effective November 1, 1998, would be $7,666,38.

This figure includes any current and retroactive cost for
'

this action. The ongoing annual

cost for this action would be $9,199.66. The calculations are based on the differences

between the top step of the current range and the midpoint of the recommended salary

range and includes statutory benefits (FICA, etc.). The actual amount payable to any affected

employee will vary,



CITY OF SEATTLE
EXECUTIVE SERVICES
DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

OSITION IDENTIFICATION

epartment:

lassification Title:

r inan e Title:

osition Number:

argaining Unit:

Executive Services

Administrative Specialist 11

Administrative Specialist 11-BU

019610

035 Current Salary: $14.00-$15.66 (Range: 22.513)

RE.C-OMM-E-N.D.E-D-ACTION

Classification Title: 1) Accounting Technician Ill (1/2/97 to 7/7/97)

2) Assistant Finance Analyst (7/8/97 to 5/31/98

3) Finance Analyst (6/1/98))

Ordinance Title: 1) Accounting Technician Ill - BU (1/2/97 to 7/7/97)

2) Assistant Finance Analyst (7/8/97 to 5/31/98)

3) Finance Analyst (6/1/98)

Legislation Required: Yes

Bargaining Unit: 035 1) Recommended Salary, $15.36-$17.22 (Range: 25.013)

030 2) Recommended Salary: $15.94-$18.55 (Range: 27.OA)

030 3) Recommended Salary: $20.04-$23.35 (Range: 33.OA)

Remarks: Reclassification. Effective date is 1/2/97 for Accounting Technician 111,

11

7/8/97 for Assistant Finance Analyst and 6/1/98 for Finance An-al.yst

INCUMBENT STATUS
Incumbent:

Current Standing: Administrative Specialist 11-BLI

Recommended Standing: 1) Accounting Technician III-BU (1/2/97 to 7/7/97)

2) Assistant Finance Analyst (7/8/97 to 5/31/98)

3) Finance Analyst (6/1/98)

]Regular; Probationary: [ X I Temporary (resume audit required)

Authority: Personnel Rule

[ ] 2.3.100; [ ] 2.3.200; [ X
]

2.3.300.

Remarks: Standingjs Temporary in all titles

Recommended: Team 1 Classification/Compensation Analyst(s)

Approved: Edie JoMensen Classification/Compensation Supervisor

Lidia Santiesteban Classification/Com pen satio n Director

Norma McKinno Personnel Director
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Source of Reauest and Position Identification:

This position was reviewed as a result of a request from the department. Position

number 019610 is located in the Communications Unit of the Technology Division of

ESD. The unit is responsible for building, installing, and maintaining all central City

telephone and data communications networks.

Scope of Review:

This review was conducted by Susie Hansen Farrell and Irene Ogunyemi, Classification

Analysts asc`gned to Team 1. The report was written by Susie Hansen Farrell. The

review of the subject position included analysis of the following:

+ Position Description Questionnaire (PDQ) dated February 11, 1998 and submitted

for this review;

+ Reviewlanalysis of subject position information;

+ Classification specifications for Administrative Specialist 11, Accounting Technician 11,

Accounting Technician III, Accountant, Assistant Finance Analyst, and

Management Systems Analyst;

+ Review of the organizational chart affecting the subject position;

+ Collaboration with other analysts;

+ Position history records and related classification files;

+ Position audit and follow-up;

+ Interview with incumbent's supervisor.

Summary of Work:

The essential purpose of this position is to manage the telecommunications telephone

billing system; budget tracking for the unit; revenue and expenditure tracking for special

projects; maintain databases for SHAR codes, travel cards and the City telephone

directory; and supervision of subordinates.

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.

AnalyA:ks:

This is a mixed-duty position and was compared to several class specs in order to find

a suitable match.

Administrative Specialist 11 - This is the current title of the position. Positions in this

class perform the full range of administrative support for high level management or

specialized tasks in support of a special function or program. Work requires advanced

knowledge of general office practices and procedures and comprehensive knowledge
of department /program policies and procedures, and ability to solve special problems

and make reliable decisions. In contrast, the position under review appears to have

assumed a preponderance of accounting/financial functions; therefore, the
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administrative support series is no longer the bes

explored further.

................... ................ --- -:

match for this position and will not be

Accounting Technician 11 - This class performs the full range of accounting record

maintenance activities of an assigned accounting area or set of records. All operations

are performed independently according to department procedures. Positions perform

multiple complex and responsible accounting support tasks, solve special problems,

make reliable decisions, independently research and analyze facts and present findings

upon which important or costly decisions could be made. Positions may train

subordinates but do not lead or supervise. In contrast, the position under review is not

responsible for "a set of records;" the responsibilities deal more with analysis and

monitoring than with maintaining accounting records. Further, the position does

supervise. Therefore, the position has greater responsibility than is reflected at this

level, making this title unsuitable.

Accounting Technician III - This class has lead rather than full supervisory authority

over subordinates. Positions in this class perform all accounting records maintenance

operations and procedures pertaining to a complex set of accounts or records. They
-. distinguished by great independence of action, judgment exercised, complexity and

care

financial impact of work, and department and City-wide visibility. While the level of

independence, judgment exercised, complexity of work and financial impact are similar

to the position under review, this position also has supervisory responsibilities. And

again, the duties of this position are more related to financial analysis and tracking than

maintaining accounting records. This title is not the best match for the position.

Accountant - Performs a variety of professional accounting functions according to

generally accepted accounting practices. Knowledge of accounting practices, methods,

laws, rules and ordinances is required to determine the most appropriate methods and

procedures to apply and to ensure compliance. Among the duties listed in the PDQ are

processing interfund cash transfers and year-end adjustments to correct accounts,

developing accounting procedures related to project specifications and working with

Accounting staff in ensuring these procedures meet the requirements of projects.

These are functions which fit the Accountant class spec; however, they represent only

about 20% of the duties. Therefore, this title is not the best match for the position.

Assistant Finance Analyst - Performs the less complex paraprofessional tasks to assist

a Finance Analyst in budgetary and financial support functions, such as financial

analysis, budget plan ni ng/management and control including developing/monitoring

program budgets, authorizing and monitoring expenditures against the budget,

reconciling expenditures to revenue and preparing financial status reports and

recommending solutions to problems. The work requires judgment in allocating funds,

developing budgets and explaining basis for decisions and proposals. The position

under review is responsible for the telephone billing system (billing City departments for

telephone services, analyzing bills received from vendors for discrepancies and

correcting problems, settling billing disputes with customers); and for monitoring,

tracking and analyzing the unit budget and budgets for special projects. The position

prepares monthly analytical reports outlining revenue shortfalls, over-expenditures, etc.

and proposes solutions to these problems. The position works closely with a Manager
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3 (~A.A~ho formerly did the unit budget work) and an Executive 2 (who formerly did the

project budget work). The position is responsible for analyzing the data, locating

discrepancies, and proposing solutions. Once approval is given, the position is

responsible for implementing the change. These duties fit well within the class spec for

Assistant Finance Analyst.

Management Systems Analyst - This is the title suggested by the department. This

class provides advice and service to management on specific operational and

administrative processing and reporting systems by analyzing data and preparing

recommendations to implement new systems, procedures or organizational changes.

They evaluate the effectiveness of operating procedures and devise the most efficient

methods of accomplishing work in areas such as planning, policy development,

manpower utilization, delegation of authority, etc. In other words, positions in this class

are expected to analyze a specific way of doing business, research other methods,

decide if another way is more appropriate, and make recommendations to management

on changes that should be made. This class spec does not reflect the duties and/or

responsibilities of the position. under review nor does it accurately- describe how the

work is done. This position does not analyze a way of doing business for effectiveness

and recommend that it be changed. It works within an established system and modifies

procedures to fit specific situations.

Because of the mix of duties, the position could possibly fit into more than one of the

above titles; however, certain things are clear.

" The position has assumed a different scope than is reflected in the title of

Administrative Specialist 11 and no longer fits into the administrative support series.

" The duties of the position are focused almost entirely on financial and/or accounting

functions (telephone billings, coordination of unit budget preparation, monitoring and

tracking unit and project budgets, preparing monthly financial status reports). The

above duties represent approximately 82% of the work currently performed,

" The position is expected to analyze data from spreadsheets, locate potential

problems, and bring them to the attention of the supervisor or manager, with

recommended solutions. The position is not expected to make decisions regarding

the final solution to a problem; however, the position does implement the

recommended solution.

" The position has supervisory responsibility for one permanent Administrative

Specialist 11 position and up to three temporary positions.

SummaDL.

The majority of the duties of this position appear to match more closely with the

Assistant Finance Analyst title than the other titles used for comparison. This title was

intended for positions who work directly with a Finance Analyst, and this position does

not. However, this position works closely with a Manager 3 and an Executive 2 who

perform the financial functions for this particular unit, as the unit is not large enough to

warrant a full-time Finance Analyst. Therefore, the intent of the class spec would not

be compromised by allocating this position to the title of Assistant Finance Analyst.
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Recomr-nenclaticn:

Because the majority of the duties of this position most closely match the class spec for

Assistant Finance Analyst, it is recommended that the position be allocated to that title.

As U-Js is a new title effective July 8, 1997, and the effective date of this reclass is

January 2, 1997, another title must be recommended for the period from 1/2/97 to

7/7,iW because the incumbent was performing duties at a higher level.

The report compares this position to the Accounting Technician III class, and states

"While the level of independence, judgment exercised, complexity of work and financial

impact are similar to the position unde-r review, this position also has supervisory

responsibilities," The position under review was not giving performance evaluations

prior to this reclass because the title of the subordinate is the same as the position's

current title. Therefore, the position was not performing all supervisory functions, but

acting as lead. An Accounting Technician III is responsible for maintaining a set of

accounting records as opposed to financiai analysis and tracking; for this reason, the

Accounting Technician III title was not the best match for the body of work. However, if

the Assistant Finance Analyst title were not available, the Accounting Technician III title

would have been the recommendation, as it was the second best fit for the body of

work. Since the Accounting Technician III title is the best match outside the Assistant

Finance Analyst title, it is recommended that this title be used to cover the period from

1/2/97 to 7/7/97.

Costing:

If implemented on the 1998 Second Quarter Ordinance, the maximum estimated cost of

implementing this action would be $6,281.16. This figure includes any current and

retroactive cost for this action. The ongoing annual cost for this action would be

$7,033.60. The calculations are based on the difference between the top step of the

curmnt and the recommended salary range and includes statutory benefits (FICA, etc.).

The actual amount payable to any affected employee will vary.

Addendum (Reconsideration #98-2411)

A Reconsideration Hearing was held on July 31, 1998 as requested by the department.

Attending the Reconsideration were the members of the Reconsideration Board (Lidia

Sanfiesteban, Classification/Compensation Director, Edie Jorgensen, Classification/

Compensation Supervisor-, and Kathy Steinmeyer, Policy Unit, Sr. Personnel Analyst);

Irene Ogunyemi, Personnel Analyst representing Team 1; and Bill Schrier, ESD
Telecommunications Director', Stan Woo, Voice Communications Director; Dean

Arnold, Engineering Manager, Gina Hooks, incumbent's supervisor; and Precy

Tugublimas, incumbent. The department said that the responsibilities had increased

since the original informational interviews with the incumbent and the incumbent's

supervisor, and the position should be classified as a Finance Analyst.

Since January, 1997, this position has steadily changed in scope and responsibility.

The duties have decreased in the clerical/support capacity and increased at the

financial analysis/accounting level. When the classification report was written, the

position was working at the Assistant Finance Analyst level. Since that time, the
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position has continued to assume more responsibility and now, according to information

provided by the department, makes financial decisions independently and is no longer

required to seek approval from management before implementing changes. Because

of the continually changing focus of duties and responsibilities, the Reconsideration

Boa~d has assessed that the most appropriate classifications for this position would be

Accounting Technician I H from 1/1197 to 7/7/97, Assistant Finance Analyst from 7/8/97

to 5-1311/98; and Finance Analyst on 6/1198.

Costing

Based on rates in effect when this report was written, if implemented on the 1998

Fourth Quarter Ordinance, the maximum estimated cost of implementing this action

wouid be $19,263.31. This figure inClUdes any current and retroactive cost for this

action. The ongoing annual cost for this action would be $18,715.71. The calculations

are based on the difference between the top step of the current and the recommended

salary range and includes statutory benefits (FtCA, etc.). The actual amount payable to

any affected employee will vary..



CrrY OF SEATTLE
EXECUTWE SERVICES

DEPARTMENT
CLASSIFICATION DETERMINATION REPORT

P-0-S-1-T-1.0-N...I.DE.N.T.I,FI-CATION

[Department: Executive Services

Ordinance Title: Accounting Technician 11

Classification Title- Accounting Technician I'l

AM,

f(-3)

Bargaining Unit: 030 Current Salary: $14.00 - $15.66 (Range: 22.5B)

Position Number: 010731

RECOMMENDED ACTION

Classification Title: Accounting Technician III

Ordinance Title: Accounting Technician III

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $15.36 - $17.22 (Range: 25.013)

Remarks: Reclassification

I.NCUMBENT STATUS

Incumbent,

Current Standing:

[ X] Regular; Probationary: Temporary

Authority: Personnel Rule

[ X ] 2.3.100; 2.3.200; 2.3.300.

In recommended standing, incumbent status is: N/A

Accounting Technician 11

Recommended Standing: Accounting Technician ill

Remarks: Effective 1/27/98.

Recommended: Team A

Approved: Edie JorgNnsen ~F-"
1~ -

Lidia Santiesteba~r

Norma McKinn

Classification/Compensation Analyst(s)

Class ification/Com pe nsation Supervisor

)Classification/Compensation Director

4 Personnel Director



Source of Reguest and Position Identification:

This position was reviewed as a result of a departmental request, Position #010731 is

located in the. City Payroll Unit, Finance Division of the Executive Services Department.

This wo~k unit is responsible for ma,',n~a.r. ng the accuracy of the citywide payroll and

pension processing functions.

Position HiggM

Deta'led historical data of the position can be accessed via the Personnel Division's

R-.C.urds Unit.

licope of Review:

This review was conducted by Class/Comp Team A, consisting of Susie Hansen Farrell

and Irene Ogunylemi; and the report was written by Irene Ogunyemi. The review of the

subject position inc':uded analysis of the following:

* Position Description Questionnaire (PDQ) dated 1/27/98, submitted for this review;

+ Inf-ormational interview with position incumbent;

+ Tea.m A's review/analysis of subject position information;

* Information from City Payroll Supervisor;

* Comparison to similar positions;

+ Cc rmboration with other Class`(-'ornp Analysts;

+ Review of the organizational chaj-ts affecting the subject position;

+ Position history records and classification files.

Summary of Work:

The essential purpose of this position is to process manual warrants in support of the

Citywide payroll processing function.

Note: For a more complete listing of duties and responsibilities, please refer to the Position

Description Questionnaire submittedfor this review and included in the position file.

Analysis:

For puFposes of this review, classification specifications for Accountant and Accounting

Tech.lli: series were reviewed and compared to the duties listed on the submitted

PDQ. This report will address duties and responsibi'ities in the order listed on the

submitted PDQ.

PDQ 50% Calculate taxes, retirement and miscellaneous deductions for all manual

salary warrants requests and cancellations to correct employee's

masterfile. Balance payroll output, research and reconcile discrepancies

and coordinate rejected transactions corrections with City Personnel

Records Office ....... and other City department payroll offices.
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T;:iese ar,--, found within th, class specification for Accounting Technician 11. An

ACCC-Unti.ng Technician 11 .... prepares payroillpersonnel documents and updates files to

ensure jurotoer and accurate employee, salary, benefits information, i. e,, out-of-class

pay, salary rates, fringe benefits, vacations and deductions. Reconciles /edger

transactions and discrepancies. At the informational interview, the position incumbent

explained the process required to ~-everse the action when there is an error in the

sysl''e.~,n w~, .'Ie calculating a pay check. (The original pay check has to be cancelled, all

deductrk~n~s (taxes, etc.) processed manually and pay check reissued.) While this

process might appear complex, it is simplified by the availability of tables that give pre-

calculated deductions for a given rlurnber. The subject position is required to took up

the appropriate rate and apply it Ifo L~he formula to get the correct deductions. The

position incumbent showed us these various tables and affirmed that these tables are

utilized when preparing manual warrants. If in fact these duties are complex, positions

assu-led to Ac6bunting Tech 11 are expected .... to work under minimal guidance and

perform multiple complex and res- , ~sible accounting suppott tasks......

PDQ 30% Process direct deposits. Verify general deductions, sick leave transfers

and accumulator changes are processed accurately for manual warrants

in accordance with federal, state and City policies and union contracts.

Prepare journal entries for various cash transfers.

These duties fall within the class specification for Accounting Technician II. These

positions ..... ensure proper and accurate employee, salary, benefits information, i.e.,

out-of-class pay, salary rates, fringe benefits, vacations and deductions. Verify and

balan ,--a all journal and ledger ent,
,

Reconcile ledger transactions and

discrepancies. This work involves rapid turnaround time, can be stressful, and the

volume is high because it is Citywiue. This kind of work is expected of this class

. -Assignments require handling complicated tasks where the cost of correcting errors

would be substantial in either time or money. And regarding the volume issue, in the

context of Classification/Compensation, volume of work, in itself, is.not an indication of

incl-c-:1-:1sed responsibility, therefore, not classifiable or compensable.

PDQ 15% Provide customer service in the form of fielding phone inquiries regarding

CSS, SFMS and A.---)P processing and procedures, federal, state and City

policies, ordinances and guidelines, union agreements, employee

benefits, garnishments, W-2s, etc.

These duties are also found within the class specification for Accounting Technician I I

An Accounting Technician 11.
... performs multiple complex and responsible accounting

suppo.rt lalsks, solving special probl-, ..,-,'7s, making reliable decisions, independently

researchirig and analyzing facts, and presenting findings upon which important or costly

decisions could be made. Positions in this class possess a knowledge of basic

accountinglbookkeeping and departmental procedures and practices and work within

those established procedures and methods, Contacts are with the public, other

agencies, other departments or departmental employees for exchanging and providing

information.



PDO 5% Research and analyze system problems and advise them of the cause.

Report problems to the Management System Analyst with supporting

documents.

These duties are found within the class specification for Accounting Technician Ill. An

Accounting Technician Ill.-assists in the implementation of new accounting

procedures and methods. Prepares special reports, summaries and statements.

Performs other related duties of a comparable levelltype as assigned.

This comprehensive review revealed that the focus of the body of work of the subject

position has changed from processing Savings Bonds to Citywide payroll and

processing of manual warrants. The assessmentalso revealed that the preponderance

of duties (95%) fall within the class spec for Accounting Technician li, the subject

position's currefit title. The analysis also reveaied that the subject position's duties and

responsIb"ties are beyond the level of Accounting Technician 1, but not at the level of

Accountina Technician Ill.

To be at the level of Accounting Technician Ill
...... positions are expected to serve as

lead workers over lower level accounting support positions andlor perform all

accoun,.ting records maintenance operations and procedures pertaining to a complete

set of accounts or accounting records. The summary section of the submitted PDQ

states.... duties involve monitoring some of the work of two subordinates..... The scope

of this duty was not elaborated on at the informational interview, neither was it listed

under the percentage of duties in the PDQ. However, it was clarified by the City Payroll

Supervisor that the position under review distributes work to and reviews work of two

Accounting Technicians for accuracy, and to insure that all policies and procedures

established by payroll have been followed. According to the submitted PDQ, this duty

is not a major function of the position under review. Serving as lead is the major

function of positions assigned to Accounting -l-ech 111, which distinguishes this class

from the class of the position under review. Consequently, the majority of this position's

work is not at this level.

Conversely, the class specification for Accountant (the title requested by the position

incumbent) was reviewed, but found to be inappropriate to the level of work of the

subliect position as revealed in the above analysis. The focus of the class spec for the

1--tant title is to perform a variety of professional accounting functions, includingA

auditing, monitoring, researching and ne -, ommen ding revisions to accounting

procedures and operations. Positions i-issigned to this title may analyze and prepare

cash flow forecasts and financial reports, aud~t and reconcile accounts in the general

led~ger, monitor and control accounting activities in the recording of financial

transactions, i.e. accounts receivables, accounts payables, collections and fixed asset,

all performed according to generally accepted accounting practices. Knowledge of

accounting practices, methods, laws, rules and ordinances is required to determine the

most appropriate methods and procedures to apply and to ensure compliance. It was

concluded that this title is not appropriate for the position under review, since its work

does not fit the description of this class spec.
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Recommendation:

- ---------------

As the class spec for Accounting Technician 11 still represents the majority of duties

performed by position #010731, 1 recommend no change in its classification.

q-0--s

The implementation of this action will result in no additional cost to the department.

ADDENDUM TO REPORT #98-1684 (Assignment Log #2494):

The incumbent and department appealed the Accounting Technician 11 allocation

rec.o.mmended 6n Classification Detemlina-tion Report #98-1684. Both the department

and position incumbent befic~ve tie position should be classified as an Accountant.

A reco nside ration hearing was held on September 29, 1998. In attendance

representilrICI the Reconsideration Panel were Lidia Santiesteban-Class/Comp Director

and John Pearson and Edie Jorgensen- Personnel Analyst Supervisors. The analyst

who performed the initial review, !rene 0gunyemi, was unavailable and Jimmy Woo-

Senior Personnel Analyst was her rt--placement. Representing the department were

Carol Metcalf- Director, ESD A,--,cunting Services, James Ernsdorf- Senior Accountant

and Sandra Rossman-Pablo- the position incumbent.

Additional information provided to the r)anel at the hearing indicates the subject position

serves as a lead to Citywide depnitmental payroll personnel by researching and

resolving payroll problems, correcting the payroll master files, performing transfers in

the payroll system, reconciling ADP, Summit and CSS payroll data and reconstructing

individuql history files. Accounta~~' level responsibilities cited by the incumbent include,

balancirm, the cash between the Treasurers Office and bank account, reconciling

manual warrants on different accounts, balancing accounting records, and correcting

individual records level.

Positions allocated to the Accountant classification perform professional accounting

functions and tasks including aud::+,ing and reconciling accounts in the general ledger;

reconc.~.ing analyzing and preparing cash flow forecasts; preparing financial reports;

statements and schedules; and preparing journals and maintaining ledgers. The

subject position's primary responsibilities do no entail the aforementioned functions as

they are concerned more with providi-ig assistance to payroll personnel on a Citywide

basis in resolving payroll problems and ensuring the maintenance and updating of

payroll accounting data and records. This position's role in providing guidance,

explanation, research and analysis, problem resolution and answers to line department

payroll representatives on a Citywide basis warrants consideration for reclassification to

the Accounting Technician III class. The demands on this position, as well as

availability to provide technical direction is representative of those positions, allocated to

the Accounting Technician III classification who serve as leadworkers over other

accounting technician positions engaged in the maintenance and preparation of
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,:nlhric records maintenance operationsacc-oun.ting records and files anud perf'DM

and m-ocedures De,~Iaining to a compiex set of accounts or accounting records.

Recommendation:

Based on the additional information provided at the reconsideration hearing, it is

recommended this position be reclassified to Accounting Technician 111, effective

January 27, 1998, the date the PDQ was signed.

q2AUng'

If implemented on the 1998 Fourth Quarter Ordinance, the maximum estimated cost of

implementing this action would be $7,593.37 based on salary information in effect when

this report was prepared. Thisifigure includes any current and retroactive (if applicable.)

cost fo, this action. The ongoing annual cost for this action would be $3,796.69. the

calculahlons are based on the difference between the top step of the current and the

recommended salary range and includes statutory benefits (FICA, etc.). The actual

amount payable to any affected employee will vary.



CITY OF SEATTLE

EXECUTIVE SERVICES

DEPARTMENT
CLASSIFICATION DETERMINATION REPORT
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Report No., 98-17723

POSITION PENTI.F.ICATION

Department: Executive Services

Classification Title: See Exhibit A

Ordinance Title: See Exhibit A I

Position Number: See Exhibit A

Bargaining Unit: 030 Current Salary and Range: See Exhibit A

RECOMMEND :-D ACTION

Classification Title: Video Specialist 11

Ordinance Title: Video Specialist 11

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $20.04 - $23.35 (Range- 33.OA)

Remarks: See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent: See Exhibit A

Current Standing: See Exhibit A

Recommended Standing: Video Specialist 11

In recommended standing, incumbent status is: See Exhibit A

[ ]Regular; [ ] Probationary: [ ] Temporary.

Authority: Personnel Rule

[ ] 2.3.100;

Remarks:

Recommended: Team 1

Approved:

Norma McKinne,

[ ] 2.3.200;

Wini

[ ] 2.3.300.

Classification/Compensation Analyst(s)

ClassificationlCompensation Supervisor

Class ificatio n/Com pe nsation Director

Personnel Director
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Source of Reguest and Position Identification,

These positions were reviewed as a result of a equest from the department. The five

positions under review are located in the Technology Division of ESD. The unit is

responsible for operating the City's government access TV channel and providing video

production services to City departments.

Scope of Reyiew:

This review was conducted by Susie Hapqen Farrell, Classification Analyst assigned to

Team 1. The review of the subject positions included analysis of the following:

+ Position Description Questionnaire (PDQ) dated March 25, 1998 and submitted for

this review;

* Review/analysis of subject positions' information;

* Old classification specifications for Video Specialist, Senior Video Specialist and

Principal Video Production Specialist and revised classification specification for

Video Specialist 11;

+ Review of the organizational chart affecting the subject positions;

* Position history records and related classification files.

Summary of Work:

The essential purpose of these positions is to lead and coordinate a variety of video

production activities, including overseeing the broadcast of the City's government

access cable channel; researching, writing and producing videos; setting up,

maintaining and repairing video, sound and lighting equipment; overseeing and

directing studio productions and live or taped shows; and other video responsibilities.

They also provide video services to other City departments.

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

Me.

Background:

In 1997, the City reorganized and expanded video services by relocating video positions

from the Library and other City departments to the Executive Services Department.

Although the five positions submitted for review have different titles, the department

contends that the body of work is the same for all positions, and has submitted a new

PDQ in order to resolve long-standing inequity issues and correct the inconsistency.

The five positions submitted for review are currently titled Principal Video Production

Specialist (2) and Senior Video Specialist (3). In the Classification Project, this series

was reviewed, and the titles of Video Production Specialist (and Senior) were changed

to Video Specialist (and Senior), and the Principal class was eliminated. However,

some of the positions were not changed via legislation and remain under the old titles

(specifically, two Video Productions Specialist positions that are being underfilled with
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unrelated titles). To further exacerbate the situation, the Principal title was resurrected

in late 1992 as an emergency position without identifying what duties (if any) were

being performed that were outside the Senior class. Due to the confusion resulting

from all of the above, it was determined that clarification and revision of the structure

and titling of this sedes was the most appropriate way to resolve the long-standing

problems associated with this class. Thus, via related reports and recommendations,

the class specification for Principal Video Production Specialist was updated, assigned

a new schematic number, and the title was changed to Video Specialist II. The Senior

Video Specialist title was abolished. The journey level has yet to be reviewed.

A.naly is:

The PDQ states that, since the merger, staff now provide a rnuch broader and more

complex range of services. These positions manage the production process for video

projects,-inc-luding leading the production team; manage broadcast operations,

including transmission of City programming to the cable company, developing

broadcast schedules, and overseeing the broadcast equipment operation; and work

with., City departments to assess their video needs and develop video production

opportunities. Posifiorks supervise other video specialists or production teams. These

duties match the class specification for Video Specialist 11.

Recommendation:

As the positions under review have been assigned broader responsibility which includes

Citywide functions, it is recommended that position numbers 024205, 025457,008852,

017349 and 017250 be retitled/recla ssified/real located to Video Specialist II according

to the recommendations and effective dates identified on Exhibit A.

Costing:

If implemented on the 1998 Fourth Quarter Ordinance, using rates in effect at the time

this report was written, the maximum estimated cost of implementing this action would

be $87,907.87. This figure includes any current and retroactive cost for this action.

The ongoing annual cost for this action would be $36,798.64. The calculations are

based on the difference between the top step of the current and the recommended

sa!~-_iry range and includes statutory benefits (FICA, etc.). The actual amount payable to

anyaffected employee will vary.



EXHIBIT A

July 13, 1998

R--mrtnininn Unit: 030 Current Salarv $20.04 - $23.35 Range, 33.OA

Classification Title: Video Production Specialist, Principal.

Ordinance Title* Video Production Specialist, Principal

Position Number: 024205

Report #98-1723A

Department: Executive Services

POSITION IDENTIFICATION

[ X ] 2.3.100; 1 ] 2.3.200; [ ] 23.300.

Remarks- Retitle effective 111/97. Seniority in the class is not. affected by this action.

Recommended Standing: Video Specialist It

In recommended standing, incumbent status is:

[
X ] Regular; Probationary: Temporary.

Authority: Personnel Rule

Current Standing: Video Production Specialist, Principal

IN-C-UMBENT STATUS
Incumbent:

POSITION IDENTIFICATION
Executive Services

Video Production Specialist, Principal.

Video Production Specialist, Principal

025457

030 Current Salary $20.04 - $23.35 Range: 33.OA

Video Production Specialist, Principal

Recommended Standing: Video Specialist 11

Department:
Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

IN Q U MBENT STATUS
Incumbent:

Current Standing:

ncumbent status is:

[ ] Probationary:

[ ] 2.3.200;

[ ] Temporary.

I ] 2.3.300.

Remarks: Retitle effective 1/1/97. Seniority in the class is not affected by this action.

In recommended standing,

[ X ] Regular;

Authority: Personnel Rule

[ X 12.3.100;



EXHIBIT A - Report #98-1723A Page 2

RECOMMENDED ACTION

Classification Title: Video Specialist 11

Ordinance Title: Video Specialist 11

Legislation Required: Yes

Bargainin_q_Unit. 030 Recommended SalaqL: $20.04 - $23,35 Range: 33.OA

Barqaining Unit- 030 Current SakMiA_18.55421.67 Ran2e: 31.OA

POSITION IDENTIFICATION

Department: Executive Services

Classification Title: Video Specialist, Sr.

Ordinance Title: Video Specialist, Sr.

Position Number: 008852

INCUMBENT STATUS

Current Standing: Video Specialist, Sr.

Recommended Standing: Video Specialist 11

In recommended standing, incumbent status is:

Incumbent:

[ X ] Regular;

Authority: Personnel Rule

[ ] 2.3.100;

[ ] Probationary: [ ]Temporary.

' Remarks: Reclassification effective 9/26/97

POSITION IDENTIFICATIO

Executive Services

Video Specialist, Sr.

Video Specialist, Sr.

017349

030 Current Salary $ 18.55-$21.67 Ran

Current Standing: Video Specialist, Sr.

Recommended Standing: Video Specialist 11

Department:
Classification Title:

Ordinance Title:

Position Number:

Bargainin2 Unit:

INCUMBENT STATUS
Incumbent:

In recommended standing, incumbent status is:

[ X ] Regular; [ ] Temporary

[ ]
2.1300.

i[Eemarks: Reclassification effective 3/25/98

[ ] Probationary:

Authority: Personnel Rule

[ 12.3.100; [
X ] 2.3.200;



EXHIBIT A - Report #98-1723A

POSITION IDENTIFICATION

Department:
Classification Title:

Ordinance Title:

Position Number:

Bargaininq Unit:

NCUMBENT STATUS
Incumbent:

Current Standing:

Recommended Standing:

Executive Services

Video Specialist, Sr.

Video Specialist, Sr.

017250

030 Current Sala: 1 $

Page 3

8.55-$21.67 Range: 31.0Aj

Video Specialist, Sr.

Video Production Specialist, Principal (1/11/93 to 10/12/93)

Position number 017349

Video Production Specialist, Principal (10/13/93 to

12/31/96) Position number 017250

Recommended Standing: Video Specialist 11 (1/1/97) Position number 017250

In recommended standing, incumbent status is:

[ X
] Regular; Probationary: Temporary.

Authority: Personnel Rule

Reclassification effective 1/1 /93 (position number 017349) X
] 2.3.200;

Reallocation effective 10/13/93 (position number 0 17250) X ] 2.3.300;

Retitle effective 1/1 1197 (Seniority is not affected by this action) X
]

23.100.



CITY OF SEATTLE

EXECUTIVE SERVICES DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

POSITION IDE

Departmen
Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

RECOMMENDED ACTION

Executive Services Department (ESD), City Budget Office

Administrative Specialist I

Administrative Specialist I

015082

030 Current Sala : $13.47 - $15.02 (Range: 20.613)

Classification Title: Administrative Specialist 11

Ordinance Title: Administrative Specialist 11

Legislation Required:

Bargaining Unit:

Remarks

Yes

030 Recommended Salary: $14.49 - $16.21 (Range: 22.513)

Effective date of reallocation: March 26, 1998

INCUMBENT STATUS
Incumbent'

Current Standing:

- Reco

NA vacant

NA vacant

mmended Standing: N/A,vacant

n recommended standing, incumbent status is:

[ ] Regular; [ ] Probationary: [ ] Temporary.

Authority: Personnel Rule

[ ] 23J00; [ ] 2.3.200; [ ] 2.3.300.

Rarnarks., Reconsideration #08-2571.

Recommended:

Approved: Edie Jorgensen

Class ification/Compe nsatio n Analyst(s)

Classification/Compensation Supervisor

lassification/Compensation Director

Norma McKin~~/'14~~Personnel Director



.Sou~_:-oc-;'Reguest and Position Identification:

This position was reviewed as a result of a request from the department. The position

is located in the Clity Budget Office. The position is currently vacant.

Position Histo[y.

Detailed historical data of the position can be accessed via the Personnel Division's

Records Unit.

Scope of Review:

This review was conducted by Carl Swanson, Classification Analyst assigned to

Team 1. The review of the subject position included analysis of the following:

* the Position Description Questionnaire (PDQ) submitted for this review;

* Team 1's reviewfanalysis of subject position's information;

+ comparison to similarpositions;

* review of the organization chart affecting the subject position;

* position's history records and related classification files.

Sumrna[y of Work:

The essential purpose of this position is to provide clerical support to four budget

managers and their teams of analysts.

Duties include:

providing scheduling support, scheduling meetings;

participating in the production of the City's biennial budget document;

using Access and Excel to create new formats for the CIP document;

producing presentation materials using Excel and Powerpoint;

serving as the fire safety officer; and

providing back-up to other administrative staff for full "ffice coverage

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.
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class concepts:

ADMINISTRATIVE SPECIALIST I

Positions in this class perform the f-,.;Il range of general administrative support duties

and/or several specialized clerical tasks in support of a program. Representative duties

at this level include establisih.,ing and maintaining logs, files, indexes and similar records

systems; compiling and ediliong- special reports; composing routine correspondence;

checking the work of others for errors or orrissbns; verifying information to be included

in documents or public record; gathering, S42:fisfical information to be used for reports;

and reviewing, evaluating and entering data into personal computer or terminal,

creating or updating files.

ADMINISTRATIVE SPECIALIST Il

Positions in this class perform the full range of administrative support functions for high

level ma.nlagement or perform specialized tasks in support of a special function or

pnogram. T,hese positions assign, review and evaluate the work of subordinate staff.

Represe-lative duties at the level include: preparing and reviewing standard and

spedal re~po~~s; prep'aring program documents and inter-departmental forms; monitoring

progress of departmein,tal proj(acts and workloads; preparing and maintaining

spreadsheets and similar co-nputer support activities; training and advising employees

on office procedures and in perforn-ling specialized tasks.

This position continues to meet the class concept for Administrative Specialist I by

performing the full range of administrative support functions for a program. It does not

meet the concept for Administrative Specialist 11 because it is not performing the full

range of administrative support functions for high level management, or leading the

work of subordinate staff.

Recommendation:

Based on the duties and responsibilities assigned, we recommend that this position

continue to be allocated to Administrative Specialist 1.

The implementation of this action will result in no additional costs to the department.

Addendum

A reconsideration meeting was held October 30, 1998. The reconsideration panel

consisted of Edie Jorgensen, Class/Comp Supervisor, John Pearson, Class/Comp

Supervisor and Curt Funk, Senior Personnel Analyst. The City Budget Office was

represented by Anne Fisk-Zuniga, CBO Director, Jim Echert, Budget Manager and

Rosalie Melendez-Daigre, Personnel Specialist.
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gal-cing 1~he sub'ect position'sr",~"86anted additionai i.-iformation r.-:

respon,sit ility in the production of the CIP budget book, in extracting and formatting dal

from the ACCESS database, in tracking Statements of Legislative Intent (SLIS), and in

making sure that the Mayor's letters are responded to in a timely manner.

The panel agreed that the additional information provided supports reclassification to

Administrative Specialist 11. This position is performing specialized tasks in support of

the City budget programs. Accordingly, position #015082 is reallocated to

:
I ,

Adm'r-'s~rative Specialist 11, effective March 26, 1998, the requested date.

costin

If impieniented on the 1998 Fourth Quarter Ordinance, using rates in effect as of

Novembler 1, 1998, the maximum estimated cost of implementing this action would be

$1448.09. This figure, includes any current and retroactive (if applicable) cost for this

action. The ongoing annual cost for this action would be $2896.19. The calculations

are based on the dit"ference between [:~ie top step of the current and the recommended

salary range and includes statutory benefits (FICA, etc.). The actual amount payable to

any affected employee will vary.



CITY OF SEATTLE

EXECUTIVE SERVICES
DEPARTMENT

Date., Oct. 7~ 1998

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

CLASSIFICATION DETERMINATION REPORT
.. . .............. . ... . ----

1%

Report No.: 98-2252

Executive Services Department - Finance Division

Accounting Technician Supervisor

Accounting Technician Supervisor

017334

030 Current Salar. $16.57-$18.55 (Range: 27.013)

RECOMMENDED ACTION

Classification Title: Accountant

Ordinance Title: Accountant

Legislation Required: Yes

Bargaining Unit:

Remarks

034 Recommended Salary, $16.57 - $19.29 Range: N/A

Reclassification effective 716198

INCUMBENT STATUS

Incumbent:

Current Standing: Accounting Technician Supervisor

Recommended Standing: Accountant

In recommended standing, incumbent status is:

I X ] Regular; [ I Probationary: ]Temporary.

Authority: Personnel Rule

[
X

] 2.3.100; [ ] 2.1200; I 12.3.300.

Remarks:

Recommended:
.

Team 1

r

Approved: Edie Jor2ensen

Lidia Santiesteban

Classification/Compensation Analyst(s)

Classification/Compensation Supervisor

Classification/Com pensation Director

Personnel Director
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98-2252
---------------

Source of Reguest,cand Position Identification:

This position Was reviewed as a result of a request from the department. Position

#017584 is located in the Warrants Issuance Unit of the Finance Division of ESD. The

unit is responsible for controlling, accounting for, and distributing City warrants. This

includes all City payroll warrants, retiree warrants, and vendor payments.

Scope of Review:

This review was conducted by Susie Farrell, Classification Analyst assigned to Team 1.

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

* Position Description Questionnaire (PDQ) dated July 6, 1998 and submitted for this

review;

* Review/analysis of subject position information;

+ Classification specifications for Accounting Technician Supervisor and Accountant;

+ Review of the organizational chart affecting the subject position;

* Position history records and related classification files.

Summa[y of Work:

The essential purpose of this position is to manage all aspects of the City-wide warrant

distribution system. The position performs the following:

" superosas two accounting technicians, including assigning and checking work,

train,ing, and giving performance evaluations;

" researches SFMS FOr accounts payable information, prints and mails checks to

vendors ($7 - $12 miilion per day), and balances SFMS with inventory sheet;

" distr:i-_)utes City payroll warrants to departments for distribution to employees, pulling

checks with liens or garnishments and iSSL:;:ng manual warrants where needed;

" balances manual warrant report daily;

" prints and distributes City pension checks;

" processes "stop-payment" and cancellation requests City-wide;

" researches bank reports to identify outstanding warrants, conducts follow-up and

reports discrepancies;

" assigns control numbers for wire transfers, enters information into SFMS, produces

vour.,hers for signature, tracks and reports activity;

pro,-,(--.,sses checks for outside agencies involved in payroll deductions (health care

providers, unions, etc,); answers questions and solves problems regarding

discrepamcies in amounts paid;

provides budget recommendations for the unit's postage requirements, equipment

and supplies;

explains/defends work to state auditors.

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.
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Class specifications for Accounting Technician Supervisor and Accountant were

reviowed and compared for this analysis.

Accounting Technician Supervisor: T he main focus of this position is to supervise a

group of subordinates engaged in the maintenance and preparation of accounting

records and accounts. The duties include overs(~.--Ong, monitoring, reviewing and

evaluating the work of subordinates; training resolving personnel problems;

and investigating and researching problem accounts to identify problems and/or ensure

accuracy.

The position under review supervises an Accounting Technician I and an Accounting

Technician 11, W_ hile the duties outlined in the class spec are included in the position's

responsibilities, these duties t5nk~.--~ (,nly 25% of the time. The remainder of the time is

spent fogging, balancing, and reconciling the many records needed to track the

warrants produced and sent out by t his unit. Therefore, this title is not the best match

for the position.

Accountant: This position performs and coordinates flne maintenance and production

of accounfing records and reports arld ensures compliance with established accounting

procedures and practices, Positioms prepare financial reports and schedules-, monitor

and control ac-counting activiflesin the recording of financial transactions; review and

verify accountinQ transactions and make appropriate corrections and adjustments; and

coordinate and monitor the work of accounting support personnel to ensure proper work

operations.

The position under review has responsibility for a number of accounting records to track

warrants, including pension, accounts payable, manual and mechanical warrants, wire

transfers, outside agency payments, and stop-payinents. For type of warrant, a

record must be keptin which the warrant number is logged, the arnount calculated and

the total reconciled with SFMS or other sup~po,-L`ng in-formation. These records must

also be balanced against each other. Any d, iscrepancies in the totals are researched by

this position and correcting entries and adjustments are made. Reports are prepared

for management. This position has sole responsibility for these financial records and

reports; most of the duties of the position represent City-wide responsibility.

This posij:on receives reports from banking institutions which must be reviewed daily.

Outstar,!ding warrants must be researched and amounts verified, and parties are

contacted when the amounts are unusually large. This position also prepares reports

for the Investments Unit, which are used to determine available funds for investment

opportunities.

This position has recently been asked to help plan a new system for printing payroll

checks in-house. This position will be responsible for that work, which is currently being

done by an outside vendor. This position will be writing procedures, ordering new

equipment (check printers) and hiring and training additional staff, as well as ensuring

that the printing portion of new system operates smoothly so that payroll checks are

printed in a timely manner,
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This position and the unit it supervises are highly visible in that they are responsible for

the distribution of large amounts of money to pay City employees, vendors, and others

involved in City business under strict dead.i.nes. A high degree of confidentiality is

r i due to the sensifive nature of the warrants being processed. The combination
eqw-rec,

of inflexible deadlines, high visibility and strict quality standards create a high pressure

environme-,"',", making the management of this unit highly stressful. At times, customers

may become hostile or angry if there is a delay or problem related to receiving their

warrants.

Due to the high level of responsibility, high visibility, high consequence of error, amount

and type of financial records and reports maintained by this position (in relation to the

relatively small amount of time spent on supervision), this position is more accurately

represented by Ihe Accountant title.
.

Recommendation:

Based on the duties and responsibilities of this position, I recommend that the position

be reclassified to the title of Accountant effective July 6, 1998, the date the PDQ was

signed.

Costing:

If implemented on the 1998 Fourth Quarter Ordinance, the maximum estimated cost of

irnplement:n~-, th;s action, using rates in effect at the time this report was written, would

be $2; 701.49. This figure includes any current and retroactive cost for this action. The

ongoing -,annual cost for this actionwould be $1,800.99. The calculations are based on

the diffl-rence between the top step of the current and the recommended salary range

and includes statutory benefits (P'~e,A, etc.). The act-ual amount payable'to any affected

employee will vary.



CITY OF SEATTLE

EXECUTIVE SERVICES

DEPARTMENT
CLASSIFICATION DETERMINATION REPORT

9008h
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Revort No.-. 98-225""?,

POSITION DESCRIPTION

Department: Executive Services Department, Finance Division

Classification Title: Administrative Specialist 11

Ordinance Title: Administrative Speciaflst 11

Position Number- 010735

Bargaining Unit: 030 Current Sa ary: $14.00- 15.66 (Range: 22.5B)

RECOMMENDED ACTION

Classification Title: Accounting Technician 11

Ordinance Title: Accounting Technician 11

Legislation Required: Yes

.Bargaining Unit: 030 Recommended Salary: $14.00-$15.66 (Range. 22.513)

Reclassification effective 7/19/94

INCUMBENT STATUS

Incumbent:

Current Standing: Administrative Specialist 11

Recommended Standing: Accounting Techn'loian 11

In recommended standing, incumbent status is:

X ] Regular; Probationary: Temporary.

Authority: Personnel Rule

[ X
] 2.3.100;

Remarks-

] 2.3.200;

Recommended:
,

Team 1
4

Classification/Compensation Analyst(s)

Approved~ Edie Jorg,ensen Classification/Com pen sation Supervisor

Lidia Santiesteban-~-- Classification/Compensation Director

Personnel Director

12.3.300.
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,%TION I

Source of Pequest,,and Position Identification:

This position was reviewed as a result of a request from the department. Position

number 010735 is located in the Remittance Processing Unit of the Executive Services

DeparUment. The Unit's resporisible for processing and recording mailed payments for

the uWit:es, Seattle Municipal Court, and Animal Control. The Unit also handles

inquiries related to the payments processed..

Scope of Review:

This review was conducted by Susie H. Farrell, Classification Analyst assigned to Team

1. The review of the subject position included analysis of the following.

* Position Description Questionnaire (PDQ) dated June 17, 1998 and submitted for

this review;

+ Review/analysis of subject position information;

+ Classification specifications for Administrative Specialist 11 and Accounting

Technician 11;

* Review of the organizational chart affecting the subject position;

* Position history records and related classication files,

Summary of Work:

The essential purpose of this position is to provide customer service to City

departments, bank,-;, and citizens by researching accounts and answering questions

about payment discrepancies, errors, and adjustments-

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:

The incumbent is requesting that the position under review be reclassified from

Administrative Speciaiist 11 to Accounting Technician 11, She states that the body of

work is not accurately represented by the ACJ;ministrative Specialist title. The duties

have basically remained the same since the Incumbent was hired.

The bulk of the work of this position deals with payments received from customers to

pay utility bills, court actions, pet licenses and fees, and other City services. This

position researches accounts in response to customer requests and makes

adjustments, corrects errors, and resolves discrepancies in order to rectify customer

accounts. The position receives adjustment information from the bank and uses SFMS
entries to correct accounts, and also researches payments, retrieves copies of checks

or other payment documentation, provides stop payments on customer accounts, and

tracks and files payments corrected. Finally, the position reconciles, reviews, verifies

and corrects entries processed by others to ensure accuracy.
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A comparison was made of the Administrative Specialist 11 and Accounting Technician li

class specs.

The Administrative Specialist 11 provides the full range of administrative support

functions for high level management or performs s
'

pecialized tasks in support of a

special function or program. Work requires knowledge of general office practices and

department policies/procedures.

The Ac
-
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Q Techn
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ician
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performs the full range of accounting records

maintenance activities of an assigned accounting area or set of records. Positions

reconcile, review, verify and correct entries prepared by others. Work requires a

knowledge of basic accounting and departmental procedures and practices.

The work done by this position is clearly accounting related rather than administrative

and belongs in the Accounting Technician class. The Accounting Technician 11 class

spec most accurately describes the duties of this position.

Recommendation:

The dufles of this position are. clearly accounting related; therefore, the position should

be reclassified to Accounting Technician 11 effective July 19, 1994, the date the

incumbent was hired into the position.

Costing:

As the salary for the two titles is the same, this action will result in no cost to the

department.



CITY OF SEATTLE

EXECUTIVE SERVICES DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

POSITION IDENTIFICATION

Department:
Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

Executive Services Department (ESD), Fleet Services Division

Administrative Support Assistant

Administrative Support Assistant - BU

016597

035 Current Salary: $12.23 - $13.72 (Range: 18.013)

-- I

RECOMMENDED ACTION

Classification Title: Administrative Specialist I
- BU

Ordinance Title: Administrative Specialist I
- BU

Legislation Required: Yes

Bargaining Unit: 035 Recommended Salary: $13.47 - $15.02 (Range: 20.5B)

Remarks Reference reconsideration panel determination: 98-2637.

INCUMBENT STATUS
Incumbent,

Current Standing. Administrative Support Assistant

Recommended Standing: Administrative Specialist

In recommended standing, incumbent status is:

[XI Regular; Probationary: Temporary.

Authority: Personnel Rule

[ ] 2,1100; X ] 2.3.200; 2.3.300.

Remarks-

Recommended: Team Classification/Compensation Analyst(s)

Approved: Edie Jorgense Clas ification/Compensation Supervisor

rv
~
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,,

s

~~ 1,-'ClassificationICompensation Director

Norma McKinn
V4

rsonnel Director
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Sgurce of Rleguest and Position identii&amp;~atilon:

This position was reviewed as a result of a requ,-,st from the incumbent. The position is

located in the Municipal Building Garage.

Position Histo!y:

Detailed historical data of the position can be accessed via the Personnel Division's

Records Unit. The pcosition was created effective January 1, 1978, via Ordinance

#107000. The incumbent has been in the position since September 3, 1996.

Scope of Review:

This review was conducted by Carl Swanson, Classification Analyst assigned to

Team I. The review of the subject position included analysis of the following:

+ the Position Description Questionnaire (PDQ) submitted for this review;

+ Team 1's, review/analysis of subject position's information;

* comparison to similar positions;

+ review of the orcanization chart affecting the subject position;

+ position's history records and related classification files.

Summary of Work,

The essential purpose of this position is to coordinate and track the availability of 50

motor pool vehicles.

Duties include:

* receiving telephone and in-person vehicle reservations and reserving vehicles,

directing customers to the reserved parking area, taking parking reservations and

issuing parking permits(42.5%);

* balancing and recording fuel transactions from the previous day, post-balancing fuel

sheets in EMS, preparing monthly surnmaries of fueling and motor pool activities

(15%), NOTE: these fueling related duf ies are ending at the end of 1998;

* checking and correcting disputed, illegible or faulty information regarding vehicle

transactions (20%);

* responding to various inquiries regarding maintenance, rentals, accidents, towing,

lockouts, and emergency situations (5%);

* responding to inquiries regarding vehicle information, records and location (5%);

* taking, preparing and distributing records of official proceedings; and

* processing and distributing City identification badges (7.5%),

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.



ATR
............

Analysis:

class concepts:

ADMINISTRATIVE SUPPORT ASSISTANT

Positions in this class perform a variety of routine office support functions such as

typing, data entry, receptionist, posting iinformation, proofing documents, completing

simple cal-lulations, compiling reports, fiiing and retrieving documents and operating a

variety of of-fice equipment. Positions in this class, under continuing supervision,

usually perform a variety of routine clerical support tasks or a single specialized task in

support of a program activity.

ADMINISTRATIVE SPECIALIST I

Positions in this class 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; compi''ng and editing special reports; composing routine correspondence;

checking the work of others for errors or omissions; verifying information to be included

in documents or 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.

This position continues to meet the class concept for Administrative Support Assistant

by performing a variety of routine office support functions, It does not meet the concept

for Administralive Specialist I because it is not performing the full range of

administrative support duties expected at that level. Rather, the duties are routine and

recurring, and little changed in level, since the PDQ was last updated in 1987. At that

time the duties broke out as follows:

calculating repair order totals and extending the charges into the correct column,

posting repair information to a card file, and contacting customers when repairs

were complete (50%);

answering phone inquiries, taking reservations tor motor pool cars, signing out

vehicles and preparing pencil diagrams of vehicles' location in the garage (35%);

totaling and posting the fuel log sheet (5%);

making laminated City photo identification cards (5%); and

submitting all month end materials and reports (5%).

Recommendation:

Based on the duties and responsibilities assigned, we recommend that this position

continue to be allocated to Administrative Support Assistant.

Costing

The implementation of this action will result in no additional costs to the department.



ADL) E N D U M:

A reconsideration meeting was held on December 9, 1998. The panel consisted of

Dean Barnes, Employee Services Director, Edie Jorgensen, Class/Comp Supervisor,

and John Pearson, Class/Comp Supervisor. Candace Goins, position incumbent,

Sheldon Loo, the sup(~-~rvisor of the position, and George Moore, Automotive

Technician, appeared to present add itional/clarifying information regarding this position.

The pane! determined that, although none of the individual duties are beyond the

Administr~afive Support Assistant level, the overall variety of duties, combined with the

level of independence, was sufficient to raise the position to the Administrative

Specialist I level.

Costing

If implemented on the 1998 Fourth Quarter Ordinance, the maximum estimated cost of

implementing this action would be $4745.86. This figure includes any current and

retroactive (if appficable) cost for this action. The ongoing annual cost for this action

would be $3163.90. The calculations are based on the difference between the top step

of the current and the recommended salary range and includes statutory benefits

(FICA, etc.). The actual amount payable to any affected employee will vary.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date. 11110198

POSITION IDENTIFICATION

Department:
Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

RECOMMENDED ACTION
Classification Title-

Ordinance Title,-

Legislation Required:

Bargaining Unit:

Remarks

INCUMBENT STATUS
Incumbent.

Idwak,

1130

Report No., 98-2415

Executive Services Department (ESD), Contracting Services Division

Accountant, Principal

Accountant Principal

010670

030 : $21.67 - $24.26 (Range, 34.013)

Accounting Technician Supervisor

Accounting Tecl-inician Supervisor - BU

Yes

035 Recommended Salary: $16.57 - $18.55 (Range: 27.013)

Reclassific afl, n effective August 21, 1998 through December 31, 1998.

Current Standing- Accountant, Principal

Recommended Standing: Accounting Technician Supervisor

In recommended standing, incumbent status is:

[X] Regular, [ ] Probationary:

Authority: Personnel Rule

[ ]Temporary.

[ ] 23.100; [ X ] 2.3.200; [ ] 2.3.300.

Remarks-

Recommended:

Approved:

Team I C1 assificatio n/Com pen sation Analyst(s)

Edie Jorqensen Classification/Compensation Supervisor

Classification/Compensation Director

Norma McKinnevi

'1
1
,

19ersonnel Director
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SOUrGO of Request Pnci Position Identification:

This position was reviewed as a result of a request from the incumbent. The position is

located in the Contracting Services Division, Vendor Relations.

Position Histo[y:

Detailed historical data of the position can be accessed via the Personnel Division's

Records Unit. This positiorl is to be abrogated in the 1999 budget.

ftppe of Review:

This review was conducted by Carl Swanson, Classification Analyst assigned to

Team 1, with the participation of Gail Thompson, Classification Analyst assigned to

Team 2. The review of the subject position included analysis of the following:

* the Posi
'

tion Description Questionnaire (PDQ) submitted for this review;

* the review/analysis of the subject position's information by a Senior Personnel

Analyst, and four Personriel Analysts ,

+ a desk aUdit interview with the incumbent conducted by Carl Swanson and Gail

Thompson;

* an informational interview with the supervisor conducted by Carl Swanson and Gail

Thompson;

+ comparison to similar positions;

* review of the organization chart affecting the subject position;

+ position's history records and related classification files.

Summa[y of Work-

The essential purpose of this position is to supervise the Vendor Relations Unit.

DL;ties include:

providing technical direction to an Accounting Technician 11 and an Accounting

Technician I in the vendor qualifications process (15%);

p :dH 10rov. -,g- technical dirocflon t an Accounting Technician 11 and an Accounting

Technician I
in the vendor payment process (15%)-,

resoMng disputes involving either contractual compliance or customer satisfaction

responding to public disclosure requests (20%);

making recommendations, providing technical advice and developing procedures

and processes (10%);

overall supervision of the Vendor Relations Unit, including the budget ($250,000),

the work plan and the training plan (15%);

other related duties, including conducting research and analysis on special projects,

round out the position(I 0%).
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Nc,,t;z;: For a n-,ore complete listing of duties and responsibilities, please refer to the

Position Description Questionnaire submitted for this relview and included in the position

class concepts:

ACCOUNTANT, PRINCIPAL

Positions in this class oversee the operations, personnel, procedures and practices of a

major accounting function, i.e.. payroll, accounts receivable, accounts payable, and

general ~edger, for a departnnent or atility. Supewises accounting/financial personnel to

ensure accountina functions adhere to Qeinera~N, accepted accounting principles,

'he tion and implementationpractices and methods. Supervises t -levedopment, modifical,

of accouming procedures, financiai corfro~s, research and financial analyses, and the

production and interpretation of financial reports.

ACCOUNTING TECHNICIAN SUPERVISOR

Position s in this class superfise subordinates responsible for the performance of

accounting functions and tasks associated with the maintenance and updating of

acc., unting and accounts records. Monitors the work and performance of subordinates

to e.-isure the accurate and fimeiy processing or work according to established

accounting methods and procedures.

As noted above, this position was re,,Jewed by four Personnel Analysts and a Senior

Personnel Analyst. This graup con~cluded that this posit[on meets the class concept for

Accounting 1'---chniclan SupeRiisor, 'The work of supervising two Accounting Technician

positions in vendor qualification, payment and contract compliance functions is

fundarnlentaliv different work tham. descr~hed in the Principal Accountant class

spe6fication. T'he subiec~ position does not oversee the operations, personnel,

procedu res arid practices of a maJor accounting functiori for a department or utility.

Rathe-,-, the focus of this position :s Lhe daily superik-,ion of technical accounting staff

and transactions.

The incumbent provided supplemental material, and a desk audit interview was

conducted to gain further information as to the nature of the work. All this information

supported the classificat"on of this position as Accounting Technician Supervisor.

To more clearly see how the subject position now meets the Accounting Technician

&amp;ur~ervlsor, rather than the Accountant, Principal class concept, it is helpful to look at

what this position when it was last reviewed as an Accountant, Principal. In

August of 1987, a position description was submitted for this position, then in the

Comptrolle,r's Office, which described the following duties:

a planning and organizing the work activities of the staff (12%);
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as,-,sisting ~1_`:,~e manager:r: the &amp;-welopment of and changes to the City's chart of

accounts, in the review of and changes to fund and/or org structures, fund

consolidations or elimination (10%);

" preparing financial statements and directing staff in preparing and compiling the

annual report fund files includ i rig worksheets that substantiate the Comprehensive

Annual Finan6:ai Report (CAFR) (30%);

" providing technical guid'ance, to staff accountants in their general ledger control

and monitoring activities -on the City's governmental, internal service, pension

trust, and enterpl'ise 1R.Inds (15%);

" directing and guiding staFf accoi-intants in ensuring that annual budget,

supplemental approphations and budget transfers in their assigned funds are

propeAy recorded and accounted for (5%);

" prepaAng and maintaining appropriate accounting procedures (8%); and

" other related duties which round out the position.

C'ear'y the duties of this position, when it was in the Comptroller's Office, are more

refk-cfive of Accountant, Principal, kind and level of work, than the current duties in

Contracting Services. The work then had a Citywide scope (CAFR), as well as greater

breadth and depth of responsibility.

A review of positions currently classified as Accountant, Principal, and as Accounting

Tech r, ician Supervisor, confirms that thle. subject.position does not compare well with

positions c!assified as Accoun.tant, PrIncipa'. ~t has dutites of a lesser breadth, depth

and sco,,)e. Conversely, it does compare dosely to positions classified as Accounting

Teclhnician Supervisor.

Recommendation:

Based on the duties and responsibilities assigned, we recommend that this position be

re,classified to Accounting Technician Supervisor, effective August 21, 1998.

Costin

The implementation of this action will result in no additional costs to the department.



CITY OF SEATTLE
EXECUTIVE SERVICES

DEPARTMENT
CLASSIFICATION DETERMINATION REPORT

Date: October 21,1998

POSITION IDENTIFICATION

Classification Title: Accounting Tech-if--ian III

Ordinance Title: Accounting Technician III

Position Number- 015879

Bargaining Unit: 030 Current Salary: $15.36 - $17.22 (Range.- 25.013)

.

Report No.: 98-2465__~

Department: Executive Services/Accounting Services Division

--- .... ......

RECOMMENDED ACTION

Te

Classification Title: Accountant

Ordinance Title: Accountant

Legislation Required: Yes

Bargaining Unit: 034 Recommended Salary: $16.57 - $19.2,9 (Range: N/A)

Remarks: Reclassification, --ffec~live J,~.ine 25,1998

INCUMBENT STATUS

Incumbent

Current Standing: Accounting Technician III

Recommended Standing: Accountant

In recommended standing, incumbent status is:

[ X ] Regular; [ ] Probationary:

Authority- Personnel Rule

[ ] 2.3.100; [ x 12.3.200;

Remarks: Gradual accretion of duties.

Recommended:

Approved:

] 2.3.300.

Edie JoMensen

Classification/Compensation Analyst(s)

Classification/Corn pen sation Supervisor

Lidia Santiesteba6- Classificatio n/Com pensation DirectorLL
Norma McK;ni Oersonnel Director

rn..
1

[ ] Temporary.
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Source of Reguest and Position Identification:

Th'i,:.- pos-Ition was reviewed as a result of a departmental request to reclassify the

positic-)n to the tit:~e of Accountant. This is to enable the position to provide the

additia.m.-il acc-ounting support needed to carry out. accounting functions for the City's

General ',und. Pcs't'on- # 015879 is ~ocafiad in the
Ac--.,--cunt:,,--,g

Services Division. of the

Execut've Services Department. This work U,`,'it is responsibie for, among oth(-.,,r various

functions, provi-ding technical support in accounting, budget analysis and inionitoring to

the City's de.partments.

Position jyj!gM

Delailed [,,Is:_,,)rical data of the position can be accessed via the Personnel Division's

Records Unit.

Scope-of Review:

This review was conducted by Irene Ogunyemi, Class/Comp Analyst assigned to Team

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

* Position Description Questionnaire (PDQ) dated June 25, 1998, and submitted for

this review;

* Review/analysis of subject position information;

+ Class Specifications for the AGODUnting Technician Glass series and the Accountant

class.

* Comparison to similar positions;

* Review of the organ izatic, n n I charts affecting the subject position;

* Position history. records and related classification files.

Summa of Work

The essential purpose of this position is to perform fund accounting functions for the

City's mulil-depart.m.ert, General Fund; perfo '
rrri

I

')ma-,.J analytical review of the City's

year-end 5',nan,~;ial reports; mon~tor and reconcile Cit-,,*de operating transfers, and

rr,.alMitain the ntegrity of finan---Jai information that goes into the City's Compre,11nensive

Arnua! F':.-ancial Report frAFR).

Note: For a more complete listing of duties and responsibilities, please refer to the Position

Descrip~ion Questionnaire submitted for this review and included in the position file.

,~~naly §~:

To appropriately classify the position under review, the class specifications for the

Accoi-Mting Technician series and the Accountant class were reviewed and compared

to the duties outlined in the submitted PDQ.

The review revealed that positions in the Accounting Technician series perform tasks

which require knowledge of the accounting system and program requirements to
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tc, pro c,~~s3 d-.~cum~_~;iiLs a nd ba !aan-~.e accounts. Positions at the

Accou-lir,g Technician III level, (cuirrent classification for the position under review), are

theadvanced level of the series. Pos;:~:ons at this level engage in the maintenance and

pr(--,,paration of accounting records and fles, and perform all maintenance operations and

procedures pertair~ing to a cornpiex set of accounts. They may coordinate, prepare and

reVieW repo~JSI
,

researc,h and reso've dif'I'k-ult b~~IinQ inquiries; assist in the implementation

of new p~f,,Dcedures; and coordinate anid lead in the maintenance of control records.

Conversely, positions in the Accountant class perform a variety of professional

acc~,,,,untir,! functions and tasks fn~ a Cit* department or utility. They ensure compliance

w4h establ~shed accounting procedures and practic-es as they perform and coordinate

the rnaintenaince and production of reports and records. The knowledge

required of AcCountants and the, appiication of advanced analysis and creative solutions

in performJ-11gj th-e wo,rk d:stlinguishes them -from Accounting Technicians.

This cot-Yiparison, therefore, revealed that the duties of Vie position under review (which

according to dppailniental managem(znt we~ne, gradually accreted), clearly fit the

Accountant c~ass spec more closelythan that ofitscut,rent classification. Position#

0158-119 is res,,)onsible for a variety of filind accounting functions for the City's General

Fund, ir-,5cluding broad analylic-al 1.-ev~ew of the City's accountina reports for consistency,

comparability, proper accourit classnification and program categories. It is also

responisible for the production of the CAFR, maintenance of the master documents and

prepamfion of CAFR produm.ion scheduies, as well as balancing Citywide cash. The

subject position designs various Excel spreadsheets for accounting analysis an-d

mani.pulatina data; identifies determines cause(s), cc-ordinates

with other City depaFtr1i,,ents ii
n
,

resolving discrepancies, and processes the appropriate

SFIVIS eritries to -'orrect discrep,_-inc,es. "I'--hese duties are consistent with the work

performed by positions aliocated to Accountant classification as opposed to those in the

-.,hnician 11; classification who are responsible for the day-to-dayAcc--ounfino Tee

maintenance of accounting records.

Recommendation:

S.nce the duties and responsibilities assigned to the subject position are consistent with

the Accountant classification, it is recommended that position # 015879 be reclassified to

Lh,- tifle of Accountant effecii-ve june 25, 1998, the date that the position incumbent

signed the PDQ.

costing.

If imp!amented on the 1998 Fourth Quarter Ordinance, using the rates in effect at the

time th,is report was written, the maximum estimated cost of implementing this action

This figure includes any current and retroactive cost for this action.would be

The ongoing Pnnual cost for this action would be 1~,5.,037.91. The calculations are based

on the d"ifterence between the top step of the current and the recommended salary range

and inchAes statutory benefits (FICA, etc.). The actual amount payable to any affected

em,pioyee will vary.



CITY OF SEATTLE
EXECUTIVE SERVICES

DEPARTMENT

POSITION ID

Department,

Classification Title:

Ordinance Title:

Position Number:

;argaining Unit:

Executive Services

Administrative Staff Assistant

Administrative Staff Assistant

010911

030 Current Salary: $18.14 - $21.16 (Range: 29.5A)

RECOMMENDED ACTION

CLASSIFICATION DETERMINAT!ON REPORT
--- -- ......................... -

Administrative Staff Analyst

Administrative Staff Analyst

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $20.74-$24,17 (Range: 33.OA)

Remarks Reclassification effective January 1, 1997

Classification Title:

Ordinance Title:

I

Incumbent:

INCUMBENT STATUS

Current Standing: Administrative Staff Assistant

Recommended Standing: Administrative Staff Analyst

In recommended standing, incumbent status is:

[
X I Regular; [ ]Probationary:

Authority, Personnel Rule

[ ] 23.100;

Remarks-

Recommended:

Approved:

[X] 2.3.200;

] Temporary.

[ ] 2.3-300.

Ciassification/Compensation Analyst

Classification/Compensation Supervisor

Classification/Compensation Director

Personnel Director
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Source of Reguest and Position Identifignt"on:

This iocsition was reviewed as a result of a request from the department. Position

number 010911 is located in the Records and Information Management Unit and

si~_4

,

oervises the unit's activities. The unit is responsible for planning and managing the

use,s and changes of office space and communications; and managing central services

such., as mail service, office suppiies, and records management.

'Scope of Review:

This review was conducted by Susie Farrell, Classification Analyst assigned to Team I

The review of the position included analysis of the following:

* Position Description Questionnaire (PDQ) dated May 21, 1998 and submitted for

this review;

* Reviev,~Ianalysis of subject position information-,

+ Classification specifications for Administrative Staff Assistant and Administrative

Staff Analyst',

* Review of the organizational chart affecting the subject position;

* Position history records and related c ss ifi cation files.

Summary of Work:

This position has a varied range of responsibilities that support administrative functions

and ongoing office operations for the Personnel D.vision of the Executive Services

Department. '1'he posifions responsiblefor s
'

nace planning and facilities projects for

the division.; managing 'Llie division's telecommunications services; administering the

Records Manaciement program and supervising support staff; and representing the

department on a number of --itywide focus and advisory groups.

Note- For a more complete listing of duties and responsibilities, please refer to the

PosifiOn Description Questionnaire submitted for this review and included in the position

file.

Analysis:

This position was allocated to the title of Administrative Specialist III as a result of the

classification project (effective 1/2/91). The incumbent filed an appeal with the Civil

Service Commission and the final determination was Administrative Staff Assistant.

T,he department contends that, since that time, the position has assumed additional

re,sponsibilities in project management for space planning, telecommunications, and

central office service operations. Also, in 1997 the position's supervisor was abrogated;

the position now reports directly to the Employee Services Administrator.

Class Specifications for Administrative Staff Assistant and Administrative Staff Analyst

were compared for this review.

Admin,istrafive Staff Assistant: Po sitions in this class serve as staff assistant to a small

section or unit or to departmental management, and perform general administrative



- - - -------- - -_-_.-__1__1__ ~

fw_.;rtiom~. Positions conduct resel~-.-h and rl,ata coiiection for special assignments,

participate in various person nel-re' ': --ted activities, and coordinate special programs or

projects. They also coordinate and prepare the unit's budget.

Adm:n1sirative Staff Analys: Positions in this class provide general administrative and

arla!'yqkci-~i supporl to a small departme nt or a large unit of a department. Pos,itions

research and analyze a variety of operational or administrative issues or problems,

assist in personnel matters, serve as liaison with other sections and divisions, monitor

contracts, and coordinate budget preparation.

Noth of these class specs describe fairly general bodies of work that include many
face-'s of administrative support work suc'n as researc~i and data collection for special

assign memts, participalio;n in personnel-re~atc,~d activ"!
- ies, coordination of s

"
.
)
, e I

programs, and budgetwork. One major distinction is the Administrative Staff Assistant

(AS Assistant) prcvides support to a small section or unit or to departmental

maniagernent, while the Administrative Staff Analyst (AS Analyst) provides support to a

smali department or a large unit of a department. The AS Analyst specification also

includes contract monitoring and serving as liaison with other sections and divisions.

As the position under review does serve as administrative support, both of the above

c!ass soecs -could des c, I-R, e the work. Itimust be determined which is the best match.

The folinlvvmg are considerations to that end:

" Since the merger of 1997 which created. the Executive Services Department, the

Personnel Department has becon-ie the Personnel Division and fits the definition of

a large unit of a department.

" This position has taken on a large share of the facilities management function since

the merger. Space planning is a part of that function, which involves researching

aind analyzing administrativoissues and anticipating ensuing problems (for example,

what staff must be moved to accorrmodate a change; where they will move; how the

spacewill be reallocated to fit the remaining staff, what personal issues could be

antioipated and how they could be resolved).

" The. position manages telecommur,lcations for the division and acts as liaison with

I'~SD'Feleph-orle serVices (Technology Division); serves as contact for other City

departrn,,ems on issues of records management and retention; and serves on a

numbc~,,r of committees as repr&amp;,-,,e~ritafive from ESD and Personnel.

As shown above, the position serves as administrative support for a large unit (division)

of a department. It acts as liaison with a number of interdepartmental units and also for

other City departments. The position analyzes administrative problems and

recommends solutions to management. These duties match the class specification for

Administrative Staff Analyst.

Recommendation:

Because the duties and responsibilities of this position are more accurately described in

the class spec for Administrative staff Analyst, I recommend this position be allocated to

that c-lass effective 1/1 /97, the date of the merger of the Personnel Department with

Finance and DAS.
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If implemented on the 1998 Fourth Quarter Ordinance, using rates in effect on

November 1, 1998, the maximum estimated cost of implementing this action would be

$21,733.59. This figure includes any current and retroactive cost for 'this action. The

ongoing annual cost for this action would be $7,325.66. The calculations are based on

the di-fterence between the top step of the current and the recommended salary range

and im-ludes statutory benefits (FICA, etc). The actual amount payable to any affected

employee will vary.



CITY OF SEATTLE

EXECUTIVE SERVICES

DEPARTMENT
CLASSIFICATION DETERMINATION REPORT

- ------ ......................

POSITION IDENTIFICATION

Department:

Classification Title-

Ordinance Title:

Position Number:

Bargaining Unit:

RECOMMENDED ACTION

Executive Services/Finance Division

Senior Parking Meter Collector

Parking Meter Collector, Senior

020817

030 Current Salary: $13.72 - $15.90 (Range: 22.OA)

Classification Title: Supervising Parking Meter Collector

Ordinance Title: Parking Meter Collector, Supervising

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $15.29 - $17.82 (Range: 25.OA)

Remarks: Reclassification, effective July 1997.

INCUMBENT STATUS

Incumbent:

Current Standing: Senior Parking Meter Collector

Recommended Standing. Supervising Parking Meter Collector

In recommended standing, incumbent status is:

[ X
] Regular; [ ] Probationary: Temporary.

Authority: Personnel Rule

[ ] 2.1100; [ X ] 2.3.200;

Remarks: Gradual accretion.

Recommended: Irene 0gunyern

Approved: Edie Jor2ensen

[ ] 2.3.300.

Classification/Com pensation Analyst

Classification/Compensation Supervisor

Classification/Compensation Director

Personnel Director
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Sourceof Request anc; Positi,on Identificat".on,

This position was reviewed as a result of a departmental request. Position # 020817 is

located in the Parking Meter Collection Unit, Finance Division of the Executive Services

Department. This work unit is responsible for collecting, safeguarding, recording, and

reporting parking meter coin for the City of Seattle. The unit is also responsible for

inspecting meters for possible damage and reporting findings to Parking Meter Repair

shop.

Position Histo!y:

Detailed historical data of the position can be accessed via the Personnel Division's

Records Unit.

Scope of Review:

This review was conducted by Irene Ogunyemi, Class/Comp Analyst assigned to Team

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

* Position Description Questionnaire (PDQ) dated 9110/98, and submitted for this

review;

* Informational interview with position's manager and Sr. Parking Meter Collector

(PMC);

* Team 1's review/analysis of subject position information;

* Comparison to class specification for Supervising PMC # 4004007;

* Review of salary report #98-2477;

* Review of the organizational charts affecting the subject position;

* Position history records and related classification files.

Surnrna!y of Work:

The essential purpose of this position is to supervise the work activities of the Parking

Meter Collection unit; schedule work; hire, train, and evaluate staff; report collected

parking meter coins; deposit coins and record collection weights; and safeguard keys

and equipment.

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:

Management contends that since the reorganization of the Finance Division in 1997,

the position under review has been performing duties beyond its classification. Some

of these duties were performed by the former PMC Supervisor position. It was reported

that the former PMC Supervisor position spent its time (100%) in the office doing

supervisory and administrative tasks. These duties have now been distributed between

the two current Sr. PIVIC and the Treasury Production Manager positions. The
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department further states that the PMC Supervisor classification is inappropriate for the

work the position under review is currently performing. Therefore, the department is

requesting the Class/Comp unit create a new classification, "Parking Meter Collection

Crew Chief"and reclassify position # 020817 from Sr. PMC to this new title. In the

context of City Classification, occupations in which workers perform jobs which require

special manual skill, such as carpenters, electricians, plumbers, mechanics and

repairers; and with "lead"' role over more than one unit, have work levels up to Crew

Chief in their respective classifications. The work of PMC does not fall into this

category. Therefore, the Crew Chief title is inappropriate for this class.

To better understand the business needs of the unit and the duties of the senior PMC,

an informational interview and position audit were conducted with the subject position's

unit manager and a senior PMC respectively. The interview and the position audit

revealed that the position under review is expected to perform field work 50% of its

time, supervisory duties and responsibilities 30% of its time, and administrative duties

20% of its time. Consequently, based on the information gathered and the submitted

PDQ, I wrote the class spec that reflects the duties the department expects this position

to perform.

Again, in the context of classification, the title "supervisor" is applied to positions that

supervise 100%.of the time; and "supervising" is applied to positions that are Ao kin

supervisors. Since the position under review spends 30% (at most 40%) of its time on

supervisory duties, the latter title is applicable to its classification. Thus, the class spec

was titled "Supervising" PMC. And the duties and responsibilities as outlined in the

submitted PDQ for the position under review meets the full intent of the aforementioned

class specification.

Recommendation:

Consequently, based on the above analysis, I recommend that the subject position be

reclassified to Supervising PMC effective July 1997, the date incumbent assumed the

duties.

Costin

If implemented on the 1998 Fourth Quarter Ordinance, using the rates in effect as of

November 1, 1998, the maximum estimated cost of implementing this action would be

$4,563.32. This figure includes any current and retroactive (if applicable) cost for this

action. The ongoing annual cost for this action would be llQ42.22. The calculations

are based on the difference between the top step of the current and the recommended

salary ranges and includes statutory benefits (FICA, etc.). The actual amount payable

to any affected employee will vary.
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CITY OF SEATTLE

EXECUTIVE SERVICES

DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date, October 29,1998

POSITION IDENTIFICATION
It

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

RECOMMENDED ACTION

Executive Services/City Budget Office

Exempt

Policy &
a

m
p

;

Management Analyst

010579

130 Current Salary and Range: $21.50 - $30.39 (No Range)

Classification Title: Exempt

Ordinance Title: Strategic Advisor 1, Exempt

Legislation Required: Yes

Bargaining Unit: 140 Recommended Salary: $21.33 - $28.79 (No Range)

Remarks: Redesignation effective March 28,1998

INCUMBENT STATUS

Incumbent:

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status is. N/A

[ ]Regular; Probationary: Temporary

Authority: Personnel Rule

[ ] 2.3.100; 2.3.200; 2.3.300.

I

Remarks:

Recommended- Team I

Approved:
,,

Edie Jor2ensen

Lidia Santiesteban

Norma McKinne)j

Classification/Co mpen satio n Analyst(s)

Classifi catio n/Compensation Supervisor

Classification/Compensation Director

Personnel Director
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SOURCE OF REQUEST

This position was reviewed as a result of a request from the Executive Services

Department, City Budget Office (CBO). CBO is a newly created office responsible for

preparing, reviewing and securing adoption of the City's annual budget and Capital

Improvements Projects (CIP). This position is responsible for analyzing the financial,

budget, and policy issues related to one or more small to medium-sized departments and

directly assisting the CIP manager with the compilation, analysis, and production of the

CIP. The position under review is also responsible for acting as the primary liaison

between the Budget Director and City departments on all financial matters of

departments.

Background Information

In 1998, Mayor Schell reorganized the Office of Management and Planning (OMP). As

a result of that action, two offices were created, the Strategic Planning Office (SPO)

and CBO. With the demise of OMP, the'broad band'personnel program, implemented

in 1997, is nullified. Instead of revising the program and title of the Policy and

Management Analyst (PMA), the CBO requested the position be reviewed for possible

inclusion in the Citywide Strategic Advisor program, Since the PMAs are currently

exempt from civil service rules, (due to the fact that they work on sensitive financial

issues requiring a particularly high degree of individual professional accountability,

responsiveness, and confidentiality) and the duties have not changed, the CBO also

requested that the positions continue to be exempt.

ANALYSIS AND RECOMMENDATION

Scope of Review: This position was reviewed by a team of class/comp analysts for

inclusion in the Strategic Advisor Program. The point factor analysis yielded 375 points,

placing the position in the Pay Zone 1. The points for each dimension are listed below:

Point Factor Dimensions:

Program Policy Technical Budqet/

Fiscal

Human

Resources

Communications Matrix

- -
Med/75 Med/175

t i

Limited/O

___
Med/75 Limited/O Med/50 mited/0D

Recommendation:

Since this position was exempt from classified service (per SMC 4.13) in the Policy &
a
m

p
;

Management Analyst title, we recommend that it continues to be exempt. We also

recommend that this position be designated to the title of Strategic Advisor 1, Exempt,

based on the duties and responsibilities outlined on the submitted MPDQ. This action

is effective March 28, 1998, the date of the ordinance (# 118912) which abolished OMP
and created CBO.



Costing:

If implemented on the 1998 Fourth Quarter Ordinance, using the rates in effect as of

November 1, 1998, there is a cost savings to the department of 123,782.02. The

ongoing annual savings for this action is $12,972.0 .
The calculations are based on

the difference between the top step of the current and the midpoint of the

recommended salary ranges and includes statutory benefits (FICA, etc.).



CITY OF SEATTLE
EXECUTIVE SERVICES
DEPARTMENT

CLASSIFICAT!ON DETERMINATION REPORT

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit.

Executive Services/City Budget Office

Exempt

Policy &
a

m
p

;

Management Analyst

022355

130 Current Salary and Range: $21.50 - $30.39 (No Range)

RECOMMENDED ACTION

Classification Title: Exempt

Ordinance Title: Strategic Advisor 1, Exempt

Legislation Required: Yes

Bargaining Unit: 140 Recommended Salary: $21.33 - $28.79 (No Range)

Remarks: Redesignation effective March 28, 1998

INCUMBENT STATUS

Incumbent:

Current Standing: N/A

Recommended Standing: NIA

In recommended standing, incumbent status is: N/A

Regular; Probationary: Temporary

Authority: Personnel Rule

[ ] 2.3.100; 2.3.200; 2.3.300.

Remarks:

Edie Jor

Lidia Santiesteban
"- 4

9-

Norma McKinns

Classification/Compensation Analyst(s)

Classification/Compensation Supervisor

Classification/Compensation Director

Personnel Director



SOURCE OF REQUEST

This position was reviewed as a result of a request from the Executive Services

Department, City Budget Office (CBO). The CBO is a newly created office responsible

for preparing, reviewing and securing adoption of the City's annual budget and Capital

Improvements Projects (CIP). This position is responsible for analyzing the financial,

budget, and policy issues related to one or more small to medium-sized departments and

directly assisting the CIP manager with the compilation, analysis, and production of the

CIP. The position under review is also responsible for acting as the primary liaison

between the Budget Director and City departments on all financial matters of

departments.

Background Information

In 1998, Mayor Schell reorganized the Office of Management and Planning (OMP). As

a result of that action, two offices were created, the Strategic Planning Office (SPO)
and the CBO. With the demise of OMP, the 'broad band' personnel program,

implemented in 1997, is nullified. Instead of revising the program and title of the Policy

and Management Analyst(s) (PMA), the CBO requested the position be reviewed for

possible inclusion in the Citywide Strategic Advisor program. Since the PMAs are

currently exempt from civil service rules, (due to the fact that they work on sensitive

financial issues requiring a particularly high degree of individual professional

accountability, responsiveness, and confidentiality) and the duties have not changed,

the CBO also requested that the positions continue to be exempt.

ANALYSIS AND RECOMMENDATION

Scope of Review: This position was reviewed by a team of class/comp analysts for

inclusion in the Strategic Advisor Program. The point factor analysis yielded 375 points,

placing the position in the Pay Zone 1. The points for each dimension are listed below:

Point Factor Dimensions:

Program Policy Techn ical Budget/

Fiscal

H u rnaT
Resources

Communications Matrix

Med/75 Med/1 75 Limited/O Med/75 Limited/O Med/50 Limited/O

Recommendation:

Since this position was exempt from classified service (per SMC 4.13) in the Policy &
a
m

p
;

Management Analyst title, we recommend that it continues to be exempt. We also

recommend that this position be designated to the title of Strategic Advisor 1, Exempt,

based on the duties and responsibilities outlined on the submitted MPDQ. This action

is effective March 28, 1998, the date of the ordinance (# 118912) which abolished OMP
and created CBO.



Costing:

If implemented on the 1998 Fourth Quarter Ordinance, using the rates in effect as of

November 1, 1998, there is a cost savings to the department of $23,782.02. The

,9 The calculations are based onongoing annual savings for this action is $12

the difference between the top step of the current and the midpoint of the

recommended salary ranges and includes statutory benefits (FICA, etc.).



CITY OF SEATTLE
EXECUTIVE SERVICES
DEPARTMENT

Lma

CLASSIFICATION DETERMINATION REPORT

ovember 4.1998

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit,

t,~LcLqN(~,_'
96-2513

0

Executive Services/City Budget Office

Exempt

Policy &
a

m
p

;

Management Analyst

017165

130 Current Salary and Range: $21.50 - $30.39 (No Range)

RECOMMENDED ACTION

Classification Title: Exempt

Ordinance Title, Strategic Advisor 2, Exempt

Legislation Required: Yes

Bargaining Unit: 140

,

Remarks:

INCUMBENT STATUS

Recommended Salary: $25.20 - $34.02 (No Range)

Redesignation effective March 28,1998

I

Incumbent:

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status ib. NIA

[ ]Regular; [ ] Probationary: [ ] Temporary

Authority: Personnel Rule

[ '12.3.100;

Remarks:

Recommended:

Approved:

[ ] 2.3.200; [ ] 2.3.300.

Edie Jorgensen

Norma McKinne

Classification/Compensation Analyst(s)

Classification/Compensation Supervisor

Classification/Com pen sation Director

ersonnel Director



SOURCE OF REQUEST

This position was reviewed as a result of a request from the Executive Services

Department, City Budget Office (CBO). CBO is a newly created office responsible for

preparing, reviewing and securing adoption of the City's annual budget and capital

improvement projects. Position # 0.17165 is located in the CBO, and it is responsible for

analyzing the financial, budget, and policy issues related to large or complex

departments, programs or issues. The said position is also responsible for

communicating the findings to City departments, Mayor, Deputy Mayors and the City

Council.

Background Information

In 1998, Mayor Schell reorganized the Office of Management and Planning (OMP). As

a result of that action, two offices were created, the Strategic Planning Office (SPO)

and the CBO. With the demise of OMP, the'broad band' personnel program,

implemented in 1997, is nullified. Instead of revising the program and title of the Policy

and Management Analyst (PIVIA), the CBO requested the position be reviewed for

possible inclusion in the Citywide Strategic Advisor program. Since the PMAs are.

currently exempt from civil service rules, (due to the fact that they work on sensitive

issues requiring a particularly high degree of individual professional accountability,

responsiveness, and confidentiality)and the duties have not changed, the CBO also

requested that1he position continue to be exempt.

ANALYSIS AND RECOMMENDATION

Scope of Review: This position was reviewed by a team of class/comp analysts for

inclusion in the Strategic Advisor Program. The point factor analysis yielded 525 points,

placing the position in the Pay Zone 2. The points for each dimension are listed below:

Point Factor Dimensions:

Program Policy Technical Budget/

Fiscal

Human

Resources

Communications Matrix

Med/75
L-

Med/1 75
I

Limited/O Med/75 Urnited/0 HU100 Hi/I 00

Recommendation:

Since this position met the exemption criteria (per SIVIC 4.13); and based on its duties

and responsibilities, we recommend that this position continue to be exempt; and be

designated to the title of Strategic Advisor 2, Exempt. This action is effective March 28,

1998, the date of the ordinance (# 118912) which abolished OMP and created CBO.



92§i!M

If implemented on the 1998 Fourth Quarter Ordinance, using the rates in effect as of

November 1, 1998, there is a cost savings to the department of $3,480.30, The

ongoing annual savings for this action is $1,898,34. The calculations are.based on the

difference between the top step of the current and the midpoint of the recommended

salary ranges and includes statutory benefits (FICA, etc.).



CITY OF SEATTLE

EXECUTIVE SERVICES
DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

POSITION IDENTIFICATION

Department: Executive Services/City Budget Office

Classification Title: Exempt

Ordinance Title- Policy &
a

m
p

;

Management Analyst

Position Number: 016899

Bargaining Unit: 130 Current Salary and Range: $21.50 - $30.39 (No Range)

RECOMMENDED ACTION

Classification. Title: Exempt

Ordinance Title: Strategic Advisor 2, Exempt

Legislation Required: Yes

Bargaining Unit: 140 Recommended Salary: $25.20 - $34.02 (No Range)

Remarks, I Redesignation effective March 28, 1998

INCUMBENT STATUS

Incumbent:

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status is: N/A

[ ]Regular; Probationary: Temporary

Authority: Personnel Rule

[ ] 2.3.100; 2.1200; 2.3.300.

Remarks:

Recommended:

Approved:

Classification/Compensation Analyst(s)

Classification/Compensation Supervisor

Classification/Compensation Director

Personnel Director



SOURCE OF REQUEST

This position was reviewed as a result of a request from the Executive Services

Department, City Budget Office (CBO). CBO is a newly created office responsible for

preparing, reviewing and securing adoption of the City's annual budget and capital

improvement projects. Position # 016899 is located in the CBO, and it is responsible for

analyzing the financial, budget, and policy issues related to large or complex

departments, programs or issues. The position is also responsible for communicating the

findings to City departments, Mayor, Deputy Mayors and the City Council.

Background Information

In 1998, Mayor Schell reorganized the Office of Management and Planning (OMP). As

a result of that action, two offices were created, the Strategic Planning Office (SPO)

and the CBO. With the demise of OMP, the'broad band' personnel program,

implemented in 1997, is nullified. Instead of revising the program and title of the Policy

and Management Analyst (PMA), the CBO requested the position be reviewed for

possible inclusion in the Citywide Strategic Advisor program. Since the PMAs are

currently exempt from civil service rules, (due to the fact that they work on sensitive

issues requiring a particularly high degree of individual professional accountability,

responsiveness, and confidentiality) and the duties have not changed, the CBO also

requested that the position continue to be exempt.

ANALYSIS AND RECOMMENDATION

Scope of Review. This position was reviewed by a team of class/comp analysts for

inclusion in the Strategic Advisor Program. The point factor analysis yielded 525 points,

placing the position in the Pay Zone 2. The points for each dimension are listed below:

Point Factor Dimensions:

Program Policy Technical Budgetf

Fiscal

Human

Resources

Communications Matrix

Med/75 Med/175 Limited/O
I

Med/75 Urnited/0 Hi/100 Hill 00

Recommendation:

Since this position met the exemption criteria (per SMC 4.13); and based on its duties

and responsibilities, we recommend that this position continue to be exempt; and be

designated to the title of Strategic Advisor 2, Exempt, This action is effective March 28,

1998, the date of the ordinance (# 118912) which abolished OMP and created CBO.



Costing:

If implemented on the 1998 Fourth Quarter Ordinance, using the rates in effect as of

November 1, 1998, there is a cost savings to the department of $2,985.84. The

ongoing annual savings for this action is The calculations are based on the

difference between the top step of the current and the midpoint of the recommended

salary ranges and includes statutory benefits (FICA, etc.).



CITY OF SEATTLE

EXECUTIVE SERVICES

~DEPARTMENT

CLASSIFICATION DETERMINATION REPORT
I- ... . ....... . .....

Date: Novernber 4,1998

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

!~t,pR51No--
98-2515 _'I

Executive Services/City Budget Office

Exempt

Policy &
a

m
p

;

Management Analyst

017167

130 Current Salary and Range: $21.50 - $30.39 (No Range)

RECOMMENDED ACTION

Classification Title: Exempt

Ordinance Title: Strategic Advisor 2, Exempt

Legislation Required: Yes

Bargaining Unit. 140 Recommended Salary: $25.20 - $34.02 (No Range)

Remarks: Redesignation effective March 28, 1998

INCUMBENT STATUS

Incumbent:

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status is. NIA.

[ ]Regular; Probationary: Temporary

Authority: Personnel Rule

[ ] 2.3.100; 2.3.200; 2.3.300.

Remarks,

Recommended: Team 1 Classification/Compensation Analyst(s)

Approved: Edie JoMensen Classification/Compensation Supervisor

Classification/Compensation Director

Norma McKi Personnel Director



SOURCE OF REQUEST

This position was reviewed as a result of a request from the Executive Services

Department, City Budget Office (C130). CBO is a newly created office responsible for

preparing, reviewing and securing adoption of the City's annual budget and capital

improvement projects. Position # 017167 is located in the CBO, and it is responsible for

analyzing the financial, budget, and policy issues related to large or complex

departments, programs or issues. The position is also responsible for communicating the

findings to City departments, Mayor, Deputy Mayors and the City Council.

Background Information

In 1998, Mayor Schell reorganized the Office of Management and Planning (OMP). As

a result of that action, two offices were created, the Strategic Planning Office (SPO)

and the CBO. With the demise of OMP, thebroad band' personnel program,

implemented in 1997, is nullified. Instead of revising the program and title of the Policy

and Management Analyst (PMA), the CBO requested the position be reviewed for

possible inclusion in the Citywide Strategic Advisor program. Since the PMAs are

currently exempt from civil service rules, (due to the fact that they work on sensitive

issues requiring a particularly high degree of individual professional accountability,

responsiveness, and confidentiality) and the duties have not changed, the CBO also

requested that the position continue to be exempt.

ANALYSIS AND RECOMMENDATION

Scope of Review: This position was reviewed by a team of class/comp analysts for

inclusion in the Strategic Advisor Program. The point factor analysis yielded 525 points,

placing the position in the Pay Zone 2. The points for each dimension are listed below:

Point Factor Dimensions:

Program Policy Technical Budget/

Fiscal

Human

Resources

Communications matrix

Med/75 Med/175
,

Limited/O Med/75 Limited/O Hi/100 Hi/1 00

Recommendation:

Since this position met the exemption criteria (per SMC 4.13); and based on its duties

and responsibilities, we recommend that this position continue to be exempt; and be

designated to the title of Strategic Advisor 2, Exempt. This action is effective March 28,

1998, the date of the ordinance (# 118912) which abolished OMP and created CBO.



If implemented on the 1998 Fourth Quarter Ordinance, using the rates in effect as of

November 1, 1998, there is a cost savings to the department of $2,985.84. The

ongoing annual savings for this action is $1,898.3 .
The calculations are based on the

difference between the top step of the current and the midpoint of the recommended

salary ranges and includes statutory benefits (FICA, etc.).



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

CLASSIFICATION DETERVINATION REPORT

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

Classification Title: Exempt

Ordinance Title: Strategic Advisor 3, Exempt

Legislation Required: Yes

Bargaining Unit:

Remarks

INCUMBENT STATUS

Incumbent:

Current Standing:

Executive Services - City Budget Office

Exempt

Policy &
a

m
p

;
Management Analyst

015091

130

140

Current Sala

G

Recommended Salary: $29.08 - $39.26

Redesignation effective K~rch 28, 1998

N/A

Recommended Standing: N/A

In recommended standing, incumbent status is: N/A

[ ]Regular; Probationary:

Authority: Personnel Rule

[ ] 2.3.100;

Recommended:

Approved:

E_L2.3.?00;

[ ]Ternporary.

2.3.300.

Class/Comp Analyst

Class/Comp Supervisor

Class/Comp Director

Personnel Director



--- - - ---------------- --- - ----

SOURCE OF REQUEST

This position was reviewed as a result of a request from the City Budget Office (CBO).

Position number 015091 is located in CBO and works with issues involving utilities, the.

environment, and technology. This position was formerly located in the Office of

Management and Planning (OMP) and was part of the OMP broad band pay plan

implemented in 1997. OMP has been reorganized, resulting in the creation of CBO and

the Strategic Planning Office, and the broad band no longer exists. Therefore, it has

been requested that this position be included in the Manager/Strategic Advisor

Program.

ANALYSIS AND RECOMMENDATION

Scope of Review: The position was reviewed in 1997 for inclusion in the Managers

and Strategic Advisors Programs. After a Reconsideration, the original ratings were

revised, and that revised rating is being used for this report. The point factor analysis

yielded 850 points in the Strategic Advisor point factor system resulting in its allocation

to Zone 3. The points for each dimension are listed below.

Point Factor Dimensions:

Program Policy Technical Budget/

Fiscal

Human

Resources

Communications Matrix

Kj-h115-0 High/350
I

Limited/ 0 High/150 High/50 Medium/50 High/100

The department has requested that this position be exempt from Civil Service. The

position works on sensitive financial issues requiring a high degree of individual

professional accountability, responsiveness and confidentiality. The position is

responsible for development and management of core policy and budget issues which

will affect the operation of the City's operating departments and citizens over the next

several years. As CBO is viewed and used by the Mayor as an extension of the

Mayor's Office, the work of these positions necessitates the highest level of

confidentiality. The position will explore a full spectrum of policy options in draft format,

and a breach of confidentiality could result in damage in the ability to execute the

Mayor's goals for the City. These positions will be accountable in an advisory capacity

directly to high level CBO Executive management, City Council and the Mayor on the

development of policy and budget issues.

Recommendation: Based on the duties and responsibilities, we recommend that this

position be designated as a Strategic Advisor 3, effective March 28, 1998. We also

recommend that this position be exempt from Civil Service.

Costing:

If implemented on the 1998 Fourth Quarter Ordinance, the maximum estimated cost of

implementing this action, using rates effective November 1, 1998, would be $16,866.05

if the position were paid at midpoint. This figure includes any current and retroactive
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cost for this action. The ongo':ig annw-,,l cost for action would be $9,199.66

(assuming the position was paid at midpoint). The calculations are based on the

differences between the top step of the current salary range and the mid-point of the

recommended salary range and include statutory benefits (FICA, etc.). The actual

amount payable to any affected employee will vary.



CITY OF SEATTLE

EXECUTIVE SERVICES

DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

POSITION IDENTIFICATION
-- --------------------------------

1%

epartment: Executive Services/ ity DUUgUt %J %,U

Classification Title: Exempt

Ordinance Title: Policy &
a

m
p

;

Management Analyst

Bargaining Unit: 130 Current Salary and Range: $21.50 - $30.39 (No Range)

Position Number: ~ 015077

RECOMMENDED ACTION

Classification Title: Exempt

Ordinance Title: Strategic Advisor 2, Exempt

Legislation Required: Yes

Bargaining Unit: 140 Recommended Salary: $25.20 - $34.02 (No Range)

Remarks: Redesignation effective March 28,1998

INCUMBENT STATUS

Incumbent:

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status is: N/A

[ ]Regular; I ] Probationary: [ ] Temporary

Authority: Personnel Rule

[ ] 2.3.100;

Remarks:

Recommended:

Approved:

Team 1

[ ] 2.3.200;

Norma McKinn!i~

] 2.3.300.

Classification/Compensation Analyst(s)

Classification/Compensation Supervisor

Classification/Compensation Director

Personnel Director



SOURCE OF REQUEST

This position was reviewed as a result of a request from the Executive Services

Department, City Budget Office (CBO). CBO is a newly created office responsible for

preparing, reviewing and securing adoption of the City's annual budget and capital

improvement projects. Position # 015077 is located in the CBO, and it is responsible for

analyzing the financial, budget, and policy issues related to large or complex

departments, programs or issues. The position is also responsible for communicating the

findings to City departments, Mayor, Deputy Mayors and the City Council.

Background Information

In 1998, Mayor Schell reorganized the Office of Management and Planning (OMP). As

a result of that action, two offices were created, the Strategic Planning Office (SPO)

and the CBO. With the demise of OMP, the 'broad band' personnel program,

implemented in 1997, is nullified. Instead of revising the program and title of the Policy

and Management Analyst (PMA), the CBO requested the position be reviewed for

possible inclusion in the Citywide Strategic Advisor program. Since the PMAs are

currently exempt from civil service rules, (due to the fact that they work on sensitive

issues requiring a particularly high degree of individual professional accountability,

responsiveness, and confidenfiahty) and the duties have not changed, the CBO also

requested that the position continue to be exempt.

ANALYSIS AND RECOMMENDATION

Scope of Review: This position was reviewed by a team of class/comp analysts for

inclusion in the Strategic Advisor Program. The point factor analysis yielded 525 points,

placing the position in the Pay Zone 2. The points for each dimension are listed below:

Point Factor Dimensions:

Program Policy Technical Budgett

Fiscal

Human

Resources

Communications Matrix

Med/75 Med/l 75 Limited/O Med/75 Limited/O Hill 00 Hill 00

Recommendation:

Since this position met the exemption criteria (per SMC 4.13); and based on its duties

and responsibilities, we recommend that this position continue to be exempt; and be

designated to the title of Strategic Advisor 2, Exempt. This action is effective March 28,

1998, the date of the ordinance(# 118912) which abolished OMP and created CBO.
'



Costing:

If implemented on the 1998 Fourth Quarter Ordinance, using the rates in effect as of

November 1, 1998, there is a cost savings to the department of $2,985.84. The

ongoing annual savings for this action is ~1,898.34. The calculations are based on the

difference between the top step of the current and the midpoint of the recommended

salary ranges and includes statutory benefits (FICA, etc.).



CITY OF SEATTLE
EXECUTIVE SERVICES

DEPARTMENT

CLASSIFICATION DE7ERMINATION REPORT

FF6

~

-
-
a

t

'e- m-ber 4,_19-98 Revort No., 98-2518

1%

POSITION IDENTIFICATION

Department: Executive Services/City Budget Office

Classification Title: Exempt

Ordinance Title: Policy &
a

m
p

;

Management Analyst

Position Number, 020825

Bargaining Unit: 130 Current Salary and Range: $21.50 - $30.39 (No Range)

I RECOMMENDED ACTION

Classification Title: Exempt

Ordinance Title: Strategic Advisor 2, Exempt

Legislation Required: Yes

Bargaining Unit: 140 Recommended Salary: $25.20 - $34.02 (No Range

Remarks: Redesignation effective March 28,1998

I INCUMBENT STATUS

Incumbent:

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status is: N/A

]Regular; Probationary: Temporary

Authority: Personnel Rule

[ ] 2.3.100; 2.3.200; 2.3.300.

1:1 Remarks:

Recommended:

Approved:

Class ification/Co mpen sation Analyst(s)

Classification/Compensation Supervisor

Classification/Compensation Director

Personnel Director



PERTINENT ALLOCATION - Ri

SOURCE OF REQUEST

This position was reviewed as a result of a request from the Executive Services

Department, City Budget Office (CBO). CBO is a newly created office responsible for

preparing, reviewing and securing adoption of the City's annual budget and capital

improvement projects. Position # 020825 is located in the CBO, and it is responsible for

analyzing the financial, budget, and policy issues related to large or complex

departments, programs or issues. The position is also responsible for communicating the

findings to City departhients, Mayor, Deputy Mayors and the City Council.

Background Information

In 1998, Mayor Schell reorganized the Office of Management and Planning (OMP). As

a result of that action, two offices were created, the Strategic Planning Office (SPO)

and the C130. With the demise of OMP, the'broad band' personnel program,

implemented in 1997, is nullified. Instead of revising the program and title of the Policy

and Management Analyst (PMA), the CBO requested the position be reviewed for

possible inclusion in the Citywide Strategic Advisor program. Since the PMAs are

currently exempt from civil service rules, (due to the fact that they work on sensitive

issues requiring a particularly high degree of individual professional accountability,

responsiveness, and confidentiality) and the duties have not changed, the CBO also

requested that the position continue to be exempt in its allocation.

ANALYSIS AND RECOMMENDATION

Scope of Review: This position was reviewed by a team of class/comp analysts for

inclusion in the Strategic Advisor Program. The point factor analysis yielded 525 points,

placing the position in the Pay Zone 2. The points for each dimension are listed below:

Point Factor Dimensions:

Program Policy Technical Budget/

Fiscal

Human

Resources

Communications Matrix

Med/75 Med/1 75 Urnited/0 Med/75 Urnited/0 Hi/iOO Hi/100

Recommendation:

Since this position met the exemption criteria (per SIVIC 4.13); and based on its duties

and responsibilities, we recommend that this position continue to be exempt; and be

designated to the title of Strategic Advisor 2, Exempt. This action is effective March 28,

1998, the date of the ordinance (# 118912) which abolished OMP and created CBO.



~9~tin ~.

If implemented on the 1998 Fourth Quarter Ordinance, using the rates in effect as of

November 1, 1998, there is a cost savings to the department of $2,985.84. The

ongoing annual savings for this action is _$j,8L9Q.34. The calculations are based on the

difference between the top step of the current and the midpoint of the recommended

salary ranges and includes statutory benefits (FICA, etc.).



CITY OF SEATTLE

EXECUTIVE SERVICES
DEPARTMENT

6
CLASSIFICATION DETERMINATION REPORT

- -------- - ----------

Date, Novernber 24,1998

POSITION IDENTIFICATION

Department:

I

Classification Title:

I

Ordinance Title:

Position Number:

Bargaining Unit:

140 Recommended Salary: $25.20 - $34.02 (Range: N/A)

Redesignation effective 3/28/98.

RECOMMENDED ACTION

Classification Title: Exempt

Ordinance Title: Strategic Advisor 2, Exempt

Legislation Required., Yes

Bargaining Unit:

Remarks-

INCUMBENT STATUS

Incumbent:

Current Standing: NIA

Recommended Standing: N/A

n recommended standing, incumbent status is: N/A

[ I Regular; [ ] Probationary: [ ] Temporary

Authority: Personnel Rule

[ ] 2.3.100;

Remarks:

Recommended:

Approved:

Executive Services Department- City Budget Office

Exempt

Policy &
a

m
p

;

Management Analyst

022054

130 Current Salary and Range: $21.50 - $30.39

Range: N/A

[ ] 2.3.200;

Report No., 98-25

[ ]
2.3.300.

Classification/Compensation Analyst(s)

Edie Jor2ensen Classification/Compensation Supervisor

,

Classification/ ompensation Director



PERTINENT ALLOCATION FACTORS - Report No.: 98-2519 Page: 2

Source of reguest

This position was reviewed as a result of a request from the Executive Services

Department, City Budget Office (CBO).

Background Information

In 1998, the Office of Management and Planning (OMP) was reorganized. As a result

of that action, two offices were created: the City Budget Office (CBO) and the Strategic

Planning Office (SPO). With the demise of OMP, the Policy and Management Analyst

(PIVA) broad band pay program, implemented in 1997, is no longer in effect. The CBO

has requested that this position be reviev-3d for inclusion in the Strategic

Advisor/Manager program. The PMAs are currently exempt from civil service rules, due

to the fact that they work on sensitive financial issues requiring a particularly high

degree of individual professional accountability, responsiveness, and confidentiality.

The CBO has requested that the positions continue to be exempt in their new,

designations.

ANALYSIS AND RECOMMENDATION

Scope of Review: This position was reviewed by a team of class/comp analysts for

inclusion in the Strategic Advisor Program. The point factor analysis yielded 525 points,

placing these positions in Pay Zone 2. The points for each dimension are listed below:

Point Factor Dimensions:

Program Policy Technical Budget/

Fiscal

Human

Resources

Communications Matrix

Med/75
I

Med/1 75 Low/0
i

Med/75 Low/0 High/100
---

High/1 00

I

It is recommended this position continue to be Civil Service exempt. According to

material submitted by CBO, this position works on sensitive issues requiring a

particularly high degree of individual professional accountability, responsiveness and

confidentiality. This position is responsible for the development and management of

core policy and budget issues which will affect the operation of the City's operating

departments and the public, CBO top management asserts that the CBO is viewed and

used as an extension of the Mayor's Office. Therefore, the work of this position

necessitates the highest level of confidentiality and accountability. With this

confidentiality, a full spectrum of policy options may be explored in draft format in

various forms not yet ready for public viewing. A breach of confidentiality regarding

issues, discussions, proposals, and/or concepts could result in damaging the ability to

execute the Mayor's goals for the City. Additionally, these positions will be, at various

times, accountable in an advisory capacity directly to high level CBO executive

management, City Council members and the Mayor on the development of policy and

budget issues.



PERTINENT ALLOCATION FACTORS - Report No.: 98-2519 Page: 3

Based on the duties and responsibilities, we recommend that this position be

designated as Strategic Advisor 2, Exempt, effective March 28, 1998, the date the CBO

was created.

Costing:

If implemented on the 1998 Fourth Quarter Ordinance, using rates in effect November

1, 1998, there is a cost savings to the department of $34-.80. The ongoing annual

savings would be $41.76. The calculations, are based on the difference between the top

step of the current and the midpoint of the recommended salary range and includes

statutory benefits (FICA, etc.). The actual amount payable to any affected employee

will vary.



CITY OF SEATTLE

EXECUTIVE SERVICES

DEPARTMENT

CLASSIFICATION DETERMINATION REPORT
-- .............. .-

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

Executive Services/City Budget Office

Exempt

Policy &amp;.Management Analyst

0203Z8

130 Current Salary and Range: $21.50 - $30.39 (No

Range)

R'ECOMMENDED ACTION

Classification Title: Exempt

Ordinance Title: Strategic Advisor 2, Exempt

Legislation Required: Yes

Bargaining Unit: 140

Remarks:

[ ] Regular; Probationary: Temporary

Authority: Personnel Rule

2.3.100; 2.3.200; 2.3.360.

Remarks:

Current Standing: NA

Recommended Standing: NA

In recommended standing, incumbent status is: N/A

11 Incumbent:

Recommended Salary: $25.20 - $34.02 (No Range)

Redesignation effective 3/28/98.

INCUMBENT STATUS

Recommended:

Approved:

Classification/Compensation Analyst(s)

Classification/Compensation Supervisor

Classification/Compensation Director

Norma McKiqq!t~~ -
Personnel Director
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ALLOCATION FACTORS- Report No.:

SOURCE OF REQUEST

This position was reviewed as a result of a request from the Executive Services

Department, City Budget Office (C13O). CBO is a newly created office responsible for

assisting the Mayor and City Council in the development of budget programs which carry

out Executive and Legislative goals, developing the biennial City budget and capital

improvement plan consistent with T,,--;e Comprehensive Plan and adopted goals and

policies; monitoring budgetary processes and expenditure levels of projects which meet

goals delineated in the plan; and coordinating and reviewing budgetary accountability for

meeting performance objectives estabiished by departments. This position is

responsible for analyzing economic, financial and policy issues
.

associated with high

profile programs or projects on behalf of the City and making recommendations to the

City Budget Director, the Director ofthe Strategil- S-Planning Office and the Mayor. This

position presents and defends the Mayor's Ptoposed Budget before the City Council;

represents the City Budget Office in meetings with other City departments; serve as lead

staff for the most analytical projects involving multiple City departments focusing

particularly on issues of Citywide significance with large financial ramifications, The

position will present and defend the Executive's position on complex and sometimes

controversial issues.

~roun~dlnf~orMation

In 1998, Mayor Schell reorganized the Office of Management and Planning (OMP). As

a result of that action, two offices were created: the Strategic Planning Office (SPO)

and the City Budget Office (CBO). With the demise of OMP, the'broad band'

personnel program, implemented in 1997, is nullified. Instead of revising the program

and title of the Policy and Management Analyst(s) (PMA), the GBO requested the

position(s) be reviewed for possible inclusion into the Citywide Strategic Advisor

program. Since the PMAs are currently exempt from civil service rules, (due to the fact

that they work on sensitive financial issues requiring a particularly high degree of

individual professional accountability, responsiveness, and confidentiality), the CBO

also requested that the positions continue to be exempt.

ANALYSIS AND RECOMMENDATION

Scope of Review: This po sition was reviewed by a team of class/comp analysts for

inclusion in the Strategic Advisor Program. The point factor analysis yielded 525 points,

placing the position in the Pay Zone 2. The points for each dimension are listed below:



Point Factor Dimensions:

Progra icy Tech nical Budget/

Fiscal

Human

Resource

Communications

---------

Matrix.

- -
ed/75 Med/1 75 Low/0 Med/75 Low/0 High/100 1-Tig h1100

It is recommended this position continue to be exempt from civil service rules. It works

on sensitive issues requiring a particularly high degree of individual professional

accountability, responsiveness and confidential ity. This position is responsible for the

development and management of cmre policy planning issues which will affect the

operation of the City's operating departments and all of our citizens over the next

several years. As CBO is viewed and used by the Mayor as an extension of the

Mayor's Office, the work of this poston necessitates the highest level of

confidentia!tty and accountability. Vlith this confidentiality, a full spectrum of policy

options rr-,,ay be explored in draft format in various forms not yet ready for public

vieviing. A breach of -conficlential issues, discussions, proposals, and/or concepts could

res;,Jlt in great damage in the ability to execute the Mayor's goals for the City.

Additionally, this position will be, at various times, accountable in an advisory capacity

directly to high level CBO Executive management, City Council and the Mayor on the

deve,::opment of these policy issues.

Based on the duties and responsibilities, we recommend that this position be

designated as a Strategic Advisor 2, Exempt, effective March 28, 1998, the date the

CBO was created.

cosfiqcL,

If implemented on the 1998 Fourth Quarter Ordinance, using rates in effect as of

November 1, 1998, there is a cost savings to the department of $1,581.95. The ongoing

annual savings would be $1,898.34. The calculations are based on the difference

between the top step of the current and the midpoint of the recommended salary range

and includes statutory benefits (FICA, etc.). The actual amount payable to any affected

employee will vary.



CITY OF SEATTLE

EXECUTIVE SERVICES
DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date: November 4,1998

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

Report No 98-2521

Executive Services/City Budget Office

Exempt

Policy &
a

m
p

;

Management Analyst

015629

130 Current Salary and Range: $21.50 - $30.39 (No Range)

RECOMMENDED ACTION

Classification Title: Exempt

Ordinance Title: Strategic Advisor 2, Exempt

Legislation Required: Yes

Bargaining Unit: 140 Recommended Salary- $25.20 - $34.02 (No Range

Remarks: Redesignation effective March 28, 1998

F, IMRFNT STATUS

Incumbent:

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status is: N/A

I I Regular; Probationary: Temporary

Authority: Personnel Rule

[ ] 2.3.100; 2.3.200; 2.3.300.

Remarks:

Recommended:

Approved:

Classifi cation/Co mpen sation Analyst(s)

Classification/Compensation Supervisor

Classification/Compensation Director

~2,-
Personnel Director

11



SOURCE OF REQUEST

This position was reviewed as a result of a request from the Executive Services

Department, City Budget Office (CBO). CBO is a newly created office responsible for

preparing, reviewing and securing adoption of the City's annual budget and capital

improvement projects. Position # 015629 is located in the CBO, and it is responsible for

analyzing the financial, budget, and policy issues related to large or complex

departments, programs or issues. The position is also responsible for communicating the

findings to City departments, Mayor, Deputv Mayors and the City Council.

Background Information

In 1998, Mayor Schell reorganized the Office of Management and Planning (OMP). As

a result of that action, two offices were created, the Strategic Planning Office (SPO)

and the CBO. With the demise of OMP, the'broad band' personnel program,

implemented in 1997, is nullified. Instead of revising the program and title of the Policy

and Management Analyst (PMA), the CBO requested the position be reviewed for

possible inclusion in the Citywide Strategic Advisor program. Since the PMAs are

currently exempt from civil service rules, (due to the fact that they work on sensitive

issues requiring a particularly high degree of individual professional accountability,

responsiveness, and confidentiality) and the duties have not changed, the CBO also

requested that the position continue to be exempt.

ANALYSIS AND RECOMMENDATION

Scope of Review: This position was reviewed by a team of class/comp analysts for

inclusion in the Strategic Advisor Program. The point factor analysis yielded 525 points,

placing the position in the Pay Zone 2. The points for each dimension are listed below:

Point Factor Dimensions:

Program Policy Technical. Budget/

Fiscal

Human -i

Resources

-communications
-

Matrix

Med/75 Med/175 Limited/O Med/75 Limited/O Hi/100 Hi/100

Recommendation:

Since this position met the exemption criteria (per SMC 4.13); and based on its duties

and responsibilities, we recommend that this position continue to be exempt; and be

designated to the title of Strategic Advisor 2, Exempt. This action is effective March 28,

1998, the date of the ordinance(# 118912) which abolished OMP and created CBO. -



~q ~tin-

If implemented on the 1998 Fourth Quarter Ordinance, using the rates in effect as of

November 1, 1998, there is a cost savings to the department of The

ongoing annual savings for this action is 11,898.34. The calculations are based on the

difference between the top step of the current and the midpoint of the recommended

salary ranges and includes statutory benefits (FICA, etc.).



CITY OF SEATTLE

EXECUTIVE SERVICES

DEPARTMENT

C~ASSIFICATION DETERMINATION REPORT

11 DaW, November 4,1998

POSITION IDENTIFICATION

enort No, -2522

Department: Executive Services/City Budget Office

Classification Title: Exempt

Ordinance Title: Policy &
a

m
p

;

Management Analyst

Position Number: 020498

Bargaining Unit- 130 Current Salary and Range: $21.50 - $30.39 (No Range)

RECOMMENDED ACTION

Ciassification Title: Exempt

Ordinance Title: Strategic Advisor 2, Exempt

Legislation Required: Yes

Bargaining Unit: 140

I Remarks:

Recommended Salary: $25.20 - $34.02 (No Range)
I

Redesignation effective March 28,1998

ricumbent:

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status is: N/A

[ ]Regular; Probationary: Temporary

Authority: Personnel Rule

2.3.100; 2.3.200; 23.300.

Remarks:

Recommended: Team 1 1

-
LPW-

Approved: Edie Jorgensen

Classification/Compensation Analyst(s)

Classification/Compensation Supervisor

Classification/Compensation Director

ersonnel Director



9ft rSOURCE OF REQUES11

This position was reviewed as a result of a request from the Executive Services

Department, City Budget Office (CBO). CBO is a newly created office responsible for

.preparing, reviewing and securing adopfion of the City's annual budget and capital

improvement projects. Position # 020498 is located in the CBO, and it is responsible for

analyzing the financial, budget, and policy issues related to large or complex

departments, programs or issues. The position is also responsible for communicating the

findings to City departments, Mayor, Deputy Mayors and the City Council.

Back_qround Information

In 1998, Mayor Schell reorganized the Office of Management and Planning (OMP). As

a result of that action, two offices were created, the Strategic Planning Office (SPO)

and the CBO. With the demise of OMP, the 'broad band' personnel program,

impie-mented in 1997, is nullified. Instead of revising the program and title of the Policy

and Management Analyst (PMA), the CBO requested the position be reviewed for

poss~fble inclusion in the Citywide Strategic Advisor program. Since the PMAs are

currently exempt from civil service rules, (due to the fact that they work on sensitive

issues requiring a particularly high degree of individual professional accountability,

responsiveness, and confidentiality) and the duties have not changed, the CBO also

requested that the position continue to be exempt.

ANALYSIS AND RECOMMENDATION

Scope of Review: This pos' 'ion was reviewed by a team of class/comp analysts for

inclusion in the Strategic Advisor Program. The point factor analysis yielded 525 points,

placing the position in the Pay Zone 2. The points for each dimension are listed below:

Point Factor Dimensions:

Program Policy Technical
I

Budget/

Fiscal

Human

Resources

Communications Matrix

Med/75 Med/175
i

Limited/O Med/75 Urnited/0 Hi/1 00 Hi/100

Recommendation:

Since this position met the exemption criteria (per SMC 4.13); and based on its duties

and responsibilities, we recommend that this position continue to be exempt; and be

designated to the title of Strategic Advisor 2, Exempt. This action is effective March 28,

1998, the date of the ordinance (# 118912) which abolished OMP and created CBO,



PERTINENT ALLOCATION

Costing:

If implemented on the 1998 Fourth Quarter Ordinance, using the rates in effect as of

November 1, 1998, there is a cost savings to the department of ig,285.84. The

ongoing annual savings for this action is $1,898.3
.

The calculations are based on the

difference between the top step of the current and the midpoint of the recommended

salary ranges and includes statutory benefits (FICA, etc.).



CITY OF SEATTLE

EXECUTIVE SERVICES

DEPARTMENT

CLASSIFICATION DETERMINATION RFPORT

- ...........................

POSITION IDENTIFICATION
U

Department: Executive Services/City Budget Office

Classification Title: Exempt

Ordinance Title: Policy &
a

m
p

;

Management Analyst

Position Number: 018167

Bargaining Unit: 130 Current Salary and Range: $21.50 - $30.39 (No Range)

RECOMMENDED ACTION

Classification Title. Exempt

Ordinance Title, Strategic Advisor 2, Exempt

Legislation Required: Yes

Bargainina Unit: 140 Recommended Salary: $25.20 - $34.02 (No Range)

Remarks: Redesignation effective March 28,1998

INCUMBENT STATUS

Incumbent:

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status is: N/A

[ ]Regular; [ ] Probationary: [ I Temporary

Authority: Personnel Rule

[ ] 2.3.100;

Remarks:

Recommended:

Approved:

[ ] 2.3.200;

Norma McKinne

]
2.3.3W

Classification/Compensation Analyst(s)

Classification/Compensation Supervisor

Classification/Compensation Director

ersonnel Director



SOURCE OF REQUEST

This position was reviewed as a result of a request from the Executive Services

Depatiment, City Budget Office (Cl3O). CBO is a newly created office responsible for

preparing, reviewing and securing adoption of the City's annual budget and capital

improvement projects. Position # 018167 is located in the CBO, and it is responsible for

analyzing the financial, budget, and policy issues related to large or complex

departments, programs or issues. The position is also responsible for communicating the

findings to City departments, Mayor, Deputy Mayors and the City Council.

Background Information

In 1998, Mayor Schell reorganized the Office of Management and Planning (OMP). As

a result of that action, two offices were created, the Strategic Planning Office (SPO)
and the CBO. With the demise of OMP, the 'broad band' personnel program,

implemented in 1997, is nullified. Instead of revising the program and title of the Policy

and Management Analyst (PMA), the CBO requested the position be reviewed for

possible. inclusion in the Citywide Strategic Advisor program. Since the PMAs are

currently exempt from civil service rules, (due to the fact that they work on sensitive

issues requiring a particularly high degree of individual professional accountability,

responsiveness, and confidentiality) and the duties have not changed, the CBO also

requested that the position continue to be exempt.

ANALYSIS AND RECOMMENDATION

Scope of Review: This position was reviewed by a team of class/comp analysts for

irc!usion in the Strategic Advisor Program. The point factor analysis yielded 525 points,

placing the position in the Pay Zone 2. The points for each dimension are listed below:

Point Factor Dimensions:

Program Policy Technical Budget/

Fiscal

Human

Resources

communications Matrix

Med/75 Med/175 Limited/O Med/75 Limited/O Hi/1 00 Hi/1 00

Recommendation:

Since this position met the exemption criteria (per SIVIC 4.13); and based on its duties

and responsibilities, we recommend that this position continue to be exempt; and be

designated to the title of Strategic Advisor 2, Exempt. This action is effective March 28,

1998, the date of the ordinance (# 118912) which abolished OMP and created CBO.



PERTINENT ALLOCATION - Report No,, 9`8-2~--2~3

Costipq

If implemented on the 1998 Fourth Quarter Ordinance, using the rates in effect as of

November 1, 1998, there is a cost savings to the department of The

ongoing annual savings for this action is $1,898.34. The calculations are based on the

difference between the top step of the current and the midpoint of the recommended

salary ranges and includes statutory benefits (FICA, etc.).



CITY OF SEATTLE

EXECUTIVE SERVICES
DEPARTMENT

--------------

Aot&amp;,

190

POSITION IDENTIFICATION

enartment: Executive Services/Citv Budaet Office

Classification Title.

Ordinance Title:

Position Number:

Bargaining Unit:L-

Exempt

Policy &
a

m
p

;

Management Analyst

021399

130 Current Salary and Range: $21.50 - $30.39 (No Range)

RECOMMENDED ACTION

Classification Title. Exempt

Ordinance Title, Strategic Advisor 3, Exempt

Legislation Required: Yes

Bargaining Unit: 140

Remarks:

Recommended Salary: $29.08 - $3926 (No Range)

Redesignation effective March 28,1998

ncumbent:

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status is: NIA

[ ]Regular; [ ] Probationary: [ ] Temporary

Authority: Personnel Rule

[ ] 2.3.100; [ ] 2.3.200; [ ]
2.3.300.

Remarks:

Recommended:

I

Approved:

CLASSIF,'CATION DETERMINATION REPORT

Team 12a
V

Edle Joraensen

Lidia Santiesteban

Classification/Compensation Analyst(s)

Classification/Com pen sation Supervisor

Cla ssification/Co m pens ation Director

ersonnel Director



SOURCE OF REQUEST

This position was reviewed as a result of a request from the Executive Services

Department, City Budget Office (CBO). CBO is a newly created office responsible for

preparing, reviewing and securing adoption of the City's annual budget and capital

improvements projects. The Utilities

&
a

m
p

;

Transportation section of this office is responsible

for the analysis of utility and transportation budget, financial and policy issues. This

position is one of the five Team lead positions reporting to the City Budget Director. It is

responsible for directing the work of subordinate staff and managing the related budget

and policy issues on behalf of the City.

Background Information

In 1998, Mayor Schell reorganized the Office of Management and Planning (OMP). As

a result of that action, two offices were created, the Strategic Planning Office (SPO)

and the CBO. With the demise of OMP, the 'broad band' personnel program,

implemented in 1997, is nullified. Instead of revising the program and title of the Policy

and Management Analyst (PMA), the CBO requested the position be reviewed for

possible inclusion in the Citywide Strategic Advisor program. Since the PMAs are

currently exempt from civil service rules, (due to the fact that they work on sensitive

financial issues requiring a particularly high degree of individual professional

accountability, responsiveness, and confidentiality) and the duties have not changed,

the CBO also requested that the positions continue to be exempt.

ANALYSIS AND RECOMMENDATION

Scope of Review: This position was reviewed by a team of class/comp analysts for

inclusion in the Strategic Advisor Program. The point factor analysis yielded 900 points,

placing the position in the Pay Zone 3. The points for each dimension are listed below:

Point Factor Dimensions:

Program Policy Technical
-

Budget/

Fiscal

Human

Resources

Communications Matrix

1-10 50 Hi/350 Limited/O Hi/150 Hi/50 I Hi/1 00

Recommendation:

Since this position was exempt from classified service (per SIVIC 4.13) in the Policy &
a
m

p
;

Management Analyst title, we recommend that it continues to be exempt. We also

recommend that this position be designated to the title of Strategic Advisor 3, Exempt,

based on the duties and responsibilities outlined on the submitted MPDQ. This action

is effective March 28, 1998, the date of the ordinance (# 118912) which abolished OMP
and created CBO.



If implemented on the 1998 Fourth Quarter Ordinance, using the rates in effect as of

November 1, 1998, the maximum estimated cost of implementing this action would be

$16,866.05. This figure includes any current and retroactive cost for this action. The

ongoing annual cost for this action would be $9,199.66. The calculations are based on

the difference between the top step of the current and the midpoint of the

recommended salary ranges and includes statutory benefits (FICA, etc.).



CITY OF SEATTLE

EXECUTIVE SERVICES

DEPARTMENT

Date. October 30

CLASSIFICATION DETr--RMINATION REPORT- --- --------------- - ...................

1998

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

RECOMMENDED ACTION

Classification Title:

Ordinance Title:

Legislation Required:

Bargaining Unit:

Remarks:

!!_eRRr__tf~_0_
I 98 2525 H

Executive Servicesicity Budget Office

Exempt

Policy &
a

m
p

;

Management Analyst

010441

130 Current Salary and Range: $21.50 - $30.39 (No Range)

Exempt

Strategic Advisor 3, Exempt

Yes

140 Recommended Salary: $29.08 - $39.26 (No Range)

Redesignation effective March 28, 1998

INCUMBENT STATUS

Incumbent:

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status is: N/A

[ ]Regular; Probationary: Temporary

Authority: Personnel Rule

[ ] 2.3.100; 2.3.200; 2.3.300.

Remarks:

Recommended: -Tearn I k~ Classification/Compensation Analyst(s)
~ U

%

Approved: Edie Jorgensen Xn Classification/Compensation Supervisor

Classification/Compensation Director

-P-ersonnel Director



SOURCE OF REQUEST

This position was reviewed as a result of a request from the Executive Services

Department, City Budget Office (CBO). The CBO is a newly created office responsible

for preparing, reviewing and securing adoption of the City's annual budget and capital

improvements projects. This position is responsible for all expenditure forecasting for the

City and for balancing the Mayors proposed budget. In addition, the position under

review also serves as expert witness in interest arbitration settings when the City is

negotiating contracts with Labor Unions.

Background Information

In 1998, Mayor Schell reorganized the Office of Management and Planning (OMP). As

a result of that action, two offices were created, the Strategic Planning Office (SPO)

and the CBO. With the demise of OMP, the'broad band' personnel program,

implemented in 1997, is nullified. Instead of revising the program and title of the Policy

and Management Analyst (PIVIA), the CBO requested the position be reviewed for

possible inclusion in the Citywide Strategic Advisor program. Since the PMAs are

currently exempt from civil service rules, (due to the fact that they work on sensitive

financial issues requiring a particularly high degree of individual professional

accountability, responsiveness, and confidentiality) and the duties have not changed,

the CBO also requested that the positions continue to be exempt.

ANALYSIS AND RECOMMENDATION

Scope of Review: This position was reviewed by a team of class/comp analysts for

inclusion in the Strategic Advisor Program. The point factor analysis yielded 800 points,

placing the position in the Pay Zone 3. The points for each dimension are listed below:

Point Factor Dimensions:

Program Policy Technical Budget/

Fiscal

Human

Resources

Communications Matrix

Med/75 Hi/350 Limited/O Hi/150 Med/25 HIM 00 Hi/1 00

Recommendation:

Since this position was exempt from classified service (per SIVIC 4.13) in the Policy &
a
m

p
;

Management Analyst title, we recommend that it continues to be exempt. We also

recommend that this position be designated to the title of Strategic Advisor 3, Exempt,

based on the duties and responsibilities outlined on the submitted MPDQ. This action

is effective March 28, 1998, the date of the ordinance (# 118912) which abolished OMP
and created CBO.



If implemented on the 1998 Fourth Quarter Ordinance, using the rates in effect as of

November 1, 1998, the maximum estimated cost of implementing this action would be

$16,866.05. This figure includes any current and retroactive cost for this action. The

ongoing annual cost for this action would be jg,1~9.66. The calculations are based on

the difference between the top step of the current and the midpoint of the

recorn,mended salary ranges and includes statutory benefits (FICA, etc.).



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

Classification Title:

Ordinance Title:

Legislation Required:

Bargaining Unit:

Remarks
I

Executive Services - City Budget Office

Exempt

Policy&amp; Management Analyst

010424

130.

Exempt

Strategic Advisor 3, Exempt

Yes

140

-
---- --- - -

o
.

rt"No. 9-8-2539

Current Salai $21.50 - $30.39

Recommended Salary: $29.08 - $39.26

Redesignation effective March 28, 1998

INCUMBENT STATUS

incumbent:

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status is: NIA

[ ] Regular; [ ] Probationary:

Authority: Personnel Rule

[ ] 2.3.100; [ ] 2.3.200;

Recommended:

Approved:

Class/Comp Analyst

Class/Comp Supervisor

Class/Comp Director

Personnel Director
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SOURCIL OF REQUEST

This position was reviewed as a result of a request from the City Budget Office.

Position number 010424 is located in CBO and, as the City Budget Manager, will

manage the overall process that develops the General Fund operating budget for the

City. This position was formerly located 'in the Office of Management and Planning

(OMP) and was part of the OMP broad band pay plan implemented in 1997. OMP has

been reorganized, resulting in the creation of CBO and the Strategic Planning Office,

and the broad band no longer exists. Therefore, it has been requested that this position

be included in the Manager/Strategic Advisor Program.

ANALYSIS AND RECOMMENDATION

Scope of Review: The position was reviewed in 1997 for inclusion in the Managers

and Strategic Advisors Programs. After a Reconsideration, the original ratings were

revised, and that revised rating is being used for this report. The point factor analysis

yielded 850 points in the Strategic Advisor point factor system resulting in its allocation,

tto Zone 3. The points for each d..mension are listed below.

Point Factor Dimensions:

Program Policy technical Budget/

Fiscal

Human Communications

Resources

Matrix

ligh/l 50 High/350 Limilted/0 High/150 High/50 Medium/50 High/1 00

The department has requested that this position be exempt from Civil Service. The

position works on sensitive financial issues requiring, a high degree of individual

professional accountability, responsiveness and confidentiality. The position is

responsible for development and management of core policy and budget issues which

will affect the operation of the City's operating departments and citizens over the next

several years. As the City Budget Office is viewed and used by the Mayor as an

extension of the Mayor's Office, the work of these positions necessitates the highest

level of confidentiality. The position will explore a full spectrum of policy options in draft

format, and a breach of confidentiality could result in damage in the ability to execute

the Mayor's goals for the City. These positions will be accountable in an advisory

capacity directly to high level CBO Executive management, City Council and the Mayor

on the development of policy and budget issues.

Recommendation: Based on the duties and responsibilities, and because the position

meets the exemption criteria, we recommend that this position be designated as a

Strategic Advisor 3, Exempt, effective March 28, 1998.

Costing:

If implemented on the 1998 Fourth Quarter Ordinance, the maximum estimated cost of

implementing this action, using rates effective November 1, 1998, would be $16,866.05

if the position were paid at midpoint. This figure includes any current and retroactive

cost for this action. The ongoing annual cost for this action would be $9,199.66



FRI' I N VN A _~' X 'A VIO'% TOR

::_~ie position was paid at midpoint). The calculations are based on the

diFferences between the top step of the current salary range and the mid-point of the

re,,,-,,Ommended salary range and include statutory benefits (FICA, etc.). The actual

amount payable to any affected employee wili vary.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

CLASSIFICATION DETERMI NATION REPORT

Date. Nov~ 10, 1998

POSITION IDENTIFICATION

Report No.: 98-2540

Department: Executive Services - City Budget Office

Classification Title: Exempt

Ordinance Title: Policy &
a

m
p

;
Management Analyst

Position Number: 015087

Bargaining Unit: 130

RECOMMENDED ACTION

Classification Title: Exempt

Ordinance Title: Strategic Advisor 3, Exempt

Legislation Required:
.

Yes

Bargaining Unit: 140

Remarks

INCUMBENT STATUS

Incumbent:

Current Standing:

Current Salary: $21.50 - $30.39

Recommended Salary: $29.08 - $3926

Redesignation effective March 28, 1998

N/A

Recommended Standing: N/A

In recommended standing, incumbent status is: N/A

[ I Regular; [ ] Probationary: Temporary.

ut oritv: Personnel Rule

[ ] 2.3,100; [ ] 2.3.200;

Recommended:

Approved:
I A

Edie Jorgense6_~

[ 12.3.300.

Class/Comp Analyst

Class/Comp Supervisor

Class/Comp Director

Personnel Director
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SOURCE` OF REQUEST

This position was reviewed as a result of a request from the City Budget Office (CBO).

Position number 015087 is located in CBO and is responsible for forecasting the City's

revenues, assessing and formulating City revenue and fiscal policies, and assessing

the economic and fiscal implications of the City's major policies and projects. This

position was formerly located in the Office of Management and Planning (OMP) and

was part of the OMP broad band pay plan implemented in 1997. OMP has been

reorganized, resulting in the creation of CBO and the Strategic Planning Office, and that

broad band no longer exists. Therefore, it has been requested that this position be

included in the Manager/Strategic Advisor Program.

ANALYSIS AND RECOMMENDATION

Scope of Review: The position was reviewed in 1997 for inclusion in the Managers

and Strategic Advisors Programs. After a Reconsideration, the original ratings were

revised, and that revised rating is being used for this report. The point factor analysis

yielded 850 points in the Strategic Advisor point factor system resulting in its allocation

to Zone 3. The points for each dimension are listed below.

Point Factor Dimensions:

Progra y- Technical Budget/ Human

Fiscal Resources

Communications Matrix

High/150 High/35 0 Limited/O High/150 High/50 Medium/50 High/100

The department has requested that this position be exempt from Civil Service. The

position works on sensitive financial issues requiring a high degree of individual

professional accountability and responsiveness. The position is responsible for

develooment and management of core policy and budget issues which will affect the

operation of the City's operating departments and citizens over the next several years.

As th:e City Budget Office is viewed and used by the Mayor as an extension of the

Mavor's Office, the work of this position necessitates the highest level of confidentiality.

The position will explore a full spectrum of policy options in draft format, and a breach

of coi-Or-Nentiality could result in damage in the ability to execute the Mayor's goals for

the City. 1-his position will be accountable, in an advisory capacity directly to high level

CBO Executive management, City Council and the Mayor on the development of policy

and budget issues.

Recommendation: Based on the duties and responsibilities, and because the position

meets the exemption criteria, we recommend that this position be designated as a

Strategic Advisor 3, Exempt, effective March 28, 1998.

Costing:

If implemented on the 1998 Fourth Quarter Ordinance, the -maximum estimated cost of

implementing this action, using rates effective November 1, 1998, would be $16,866.05

if the position were paid at midpoint. This figure includes any current and retroactive
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cost for 7~`-Js action. T11-ie ongoing annui al cost
~'

r this action wou:1d be $9,199.66

(assuming the position was paid at midpoint). The calculations are based on the

6ffE,',-en-_-_-s between the top step of the current salary range and the mid-point of the

rec,ornmended salary range and include statutory benefits (FICA, etc.). The actual

amount payable to any affected employee will vary.



CITY OF SEATTLE

EXECUTIVE SERVICES DEPARTMENT

CLASSIFICATION DETERMINATION REPORT-- . .. . .... ........

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

ReDort No 98-2541

Executive Services - City Budget Office

Exempt

Policy &
a

m
p

;

Management Analyst

018170

130 Current Salary: $21.50 - $30.39

Classification Title: Exempt

Ordinance Title: Strategic Advisor 3, Exempt

Legislation Required: Yes

Bargaining Unit: 140

Remarks

Recommended Salary: $29.08 - $39.26

Redesignation effective March 28, 1998

Incumbent:

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status is: N/A

[ ]Regular; [ ] Probationary: ]Temporary.
I

Authority: Personnel Rule

] 2.3.100;

Recommended:

Approved:

] 2.3.200; [ 12.3-300.

Class/Comp Analyst

Class/Comp Supervisor

Class/Comp Director

Personnel Director
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SOU~ 10F OF REQUEST

This position was reviewed as a result of a request from the City Budget Office (CBO).

Position number 018170 is located in CBO and is responsible for submission and

implementation of the City's Capital Improvement Program, coordinating the

compilation of fiscal notes and legislation, and providing budget policy guidance to City

policy makers. This position was formerly located in the Office of Management and

Planning (OMP) and was part of the OMP broad band pay plan implemented in 1997.

OMP has been reorganized, resulting in the creation of the City.Budget Office and the

Strategic Planning Office, and that broad band no longer exists. Therefore, it has been

requested that this position be included in the Manager/Strategic Advisor Program,

ANALYSIS AND RECOMMENDATION

Scope of Review: The position was reviewed in 1997 for inclusion in the Managers

and Strategic Advisors Programs. After a Reconsideration, the original ratings were

revised, and that revised rating is being used for this report. The point factor analysis

yielded 850 points in the Strategic Advisor point factor system resulting in its allocation

to Zone 3. The points for each dimension are listed below.

Point Factor Dimensions:

Program Policy Technical Budget/

Fiscal

Human

Resources

Communications Matrix

High/1 50 High/350 Limited/O High/150 High/50 Medium/50 High/100

The department has requested that this position be exempt from Civil Service. The

position works on sensitive financial issues requiring a high degree of individual

professional accountability and responsiveness. The position is responsible for

deve1opment and management of core policy and budget issues which will affect the

operation of the City's operating departments and citizens over the next several years.

As the City Budget Office is viewed and used by the Mayor as an extension of the

Mayor's Office, the work of this position necessitates the highest level of confidentiality.

The position will explore a full spectrum of policy options in draft format, and a breach

of confidentiality could result in damage in the ability to execute the Mayor's goals for

the City. This position will be accountable in an adVisory capacity directly to high level

CBO Executive management, City Council and the Mayor on the development of policy

and budget issues.

Recommendation: Based on the duties and responsibilities, we recommend that this

position be designated as a. Strategic Advisor 3, effective March 28, 1998. We also

recommend that this position be exempt from Civil Service.

Costing,

If implemented on the 1998 Fourth Quarter Ordinance, the maximum estimated cost of

implementing this action, using rates effective November 1, 1998, would be $16,866.05

if'the position were paid at midpoint. This figure includes any current and retroactive
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c.,ost for this action, The ongoing annual cost for this action would be $9,199.66

(assuming the position was paid at midpoint). The calculations are based on the

differences between the top step of the current salary range and the mid-point of the

recommended salary range and include statutory benefits (FICA, etc.). The actual

amount payable to any affected employee will vary.



CITY OF SEATTLE

EXECUTIVE SERVICES

DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

POSITION IDENTIFICATION

DapaM-nent'. Executive Services/City Budget Office

Classification Title: Exempt

Ordinance Title:. Policy &
a

m
p

;

Management Analyst

Position Number: 024271

.
Bargaining Unit: 130 Current Salary and Range: $21.50 - $30.39 (No

Range)

RECOMMENDED ACTION

Classification Title: Exempt

Ordinance Title'. Strategic Advisor 2, Exempt

Legislation Required: Yes

Bargaining Unit: 140 Recommended Salary: $25.20 - $34.02 (No Range)

Remarks: Redesignation effective 3/28198.

INCUMBE us

Incumbent:

Current Standing: NA

Recommended Standing: NA

In recommended standing, incumbent status is: N/A

[ ]Regular; Probationary: Temporary

Authority: Personnel Rule

] 2.3.100; 2.3.200; 2.3.300.

Remarks:

Recommended: Team I -LVi` Classification/Compensation Analyst(s)

Approved: Edie Jor2ens4h Class ificatio n[Corn pens atio n Supervisor

Classification/Compensation Director

Norma McKinney A Nf/Z Personnel Director



PERTINENT ALLOCATION FACTORS- Report No,- 99
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SQUR.CE OF REQUEST

This position was reviewed as a result of a request from the Executive Services

Department, City Budget Office (CBO). CBO is a newly created office responsible for

as,,sishng the Mayor and City Council in the development of budget programs which carry

out Executive and Legislative goals; developing the biennial City budget and capital

improvement plan consistent with the Comprehensive Plan and adopted goals and

policies; monitoring budgetary processes and expenditure levels of projects which meet

goals delineated in the plan; and coordinating and reviewing budgetary accountability for

meeting performance objectives established by departments. This position is

responsible for analyzing budget, financial and policy issues of assigned departments,

programs or issues on behalf of the City and making recommendations to the City Budget

Director and the Mayor. This position presents and defends the Mayor's Proposed

Budget and Capital Improvement Program before the City Council; represents the City

Budget Office in meeting with other City departments and outside agencies; serve as lead

staff for projects involving multiple City departments focusing particularly on issues of

Citywide significance with large financial ramifications. The position will present and

defend the Executive's position on complex and sometimes controversial issues, and

represent and pursue the City's interests on regional issues in meetings and negotiations

with partner jurisdictions, including King County, the Port of Seattle and suburban

jurisdictions.

,, ground InformationPar k

In 1998, Mayor Schell reorganized the Office of Management and Planning (OMP). As

a result of that action, two offices were created: the Strategic Planning Office (SPO)

and the City Budget Office (CBO). With the demise of OMP, the 'broad band'

personnel program, implemented in 1997, is nullified. Instead of revising the program

and title of the Policy and Management Analyst(s) (PMA), the CBO requested.the

position(s) be reviewed for possible inclusion into the Citywide Strategic Advisor

program, Since the PMAs are currently exempt from civil service rules, (due to the fact

that they work on sensitive financial issues requiring a particularly high degree of

individual professional accountability, responsiveness, and confidentiality), the CBO

also requested that the positions continue to be exempt.

ANALY9;IS AND-RECOMMENDATION

Scope of Review: This position was r
.

eviewed by a team of class/comp analysts for

inclusion in the Strategic Advisor Program. The point factor analysis yielded 525 points,

placing the position in the Pay Zone 2. The points for each dimension are listed below:



PERTINENT ALLOCATlON FACTORS- Repoft No.,-,

Point Factor Dimensions:

Program Policy Technical Budget/

sca

Human

Resources

Communications Matrix

Med/75 Med/175 Low/0 Low/0 High/100 High/100

It is recommended this position continue to be exempt from civil service rules, it works

on sensitive issues requiring a particularly high degree of individual professional

accountability, responsiveness and confidentiality. This position is responsible for the

development and management of core policy planning issues which will affect the

operation of the City's operating departments and all of our citizens over the next

several years. As CBO is viewed and used by -the Mayor as an extension of the

Mayor's Office, the work of this position necessitates the highest level of

confidentiality and accountability. With this confidentiality, a full spectrum of policy

options may be explored in draft format in various forms not yet ready for public

viewing. A breach of confidential issues, discussions, proposals, and/or concepts could

result in great damage in the ability to execute the Mayor's goals for the City,

Additionally, this position will be, at various times, accountable in an advisory capacity

directly to high level CBO Executive management, City Council and the Mayor on the

development of these policy issues,

Based on the duties and responsibilities, we recomnIend that this position be

designated as a Strategic Advisor 2, Exempt, effective March 28, 1998, the date the

CBO was created.

Costina:

If implemented on the 1998 Fourth Quarter Ordinance, using rates in effect November

1, 1998, there is a cost savings to the department of $1,581.95. The ongoing annual

savings would be $1,898.34. The calculations are based on the difference between the

top step of the current and the midpoint of the recommended salary. range and includes

statutory benefits (FICA, etc.). The actual amount payable to any affected employee

will vary.



CITY OF SEATTLE
EXECUTIVE SERVICES
DEPARTMENT

.--- .......................

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

CLASSIFICATION DETERMINATION REPORT

RECOMMENDED ACTION

Executive ServicesiCity Budget Office

Exempt

Policy &
a

m
p

;

Management Analyst

022970

130 Current Salary and Range: $21.50 - $30.39 (No Range)

Classification Title: Exempt

Ordinance Title: Strategic Advisor 2, Exempt

Legislation Required: Yes

Bargaining Unit:

Remarks:

140 Recommended Salary: $25.20 - $34.02 (No Range)

Redesignation effective March 28,1998

IFI-NCUM-6ENT STATUS

Incumbent:

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status is: N/A

[ ]Regular; Probationary: Temporary

Authority: Personnel Rule

[ ] 2.3.100; 2.3.200; 2.3.300.

Remarks:

Recommended: learn I

Approved: Edie Joraensen

Classification/Compensation Analyst(s)

Classification/Co mpensation Supervisor

. Classificatio n/Co m pen sation Director

Personnel Director



SOURCE OF REqUEST

This position was reviewed as a result of a request from the Executive Services

Department, City Budget Office (CBO). CBO is a newly created office responsible for

preparing, reviewing and securing adoption of the City's annual budget and capital

improvement projects. Position # 022970 is located in the CBO, and it is responsible for

analyzing the financial, budget, and policy issues related to large or complex

departments, programs or issues. The position is also responsible for communicating the

findings to City departments, Mayor, Deputy Mayors and the City Council.

Background I formation

In 1998, Mayor Schell reorganized the Office of Management and Planning (OMP). As

a result of that action, two offices were created, the Strategic Planning Office (SPO)

and the CBO. With the demise of OMP, the 'broad band' personnel program,

implemented in 1997, is nullified. Instead of revising the program and title of the Policy

and Management Analyst (PMA), the CBO requested the position be reviewed for

possible inclusion in the Citywide Strategic Advisor program, Since the PMAs are

currently exempt from civil service rules, (due to the fact that they work on sensitive

issues requiring a particularly high degree of individual professional accountability,

responsiveness, and confidentiality) and the duties have not changed, the CBO also

requested that the position continue to be exempt.

ANALYSIS AND RECOMMENDATION

Scope of Review: This position was reviewed by a team of class/comp analysts for

inclusion in the Strategic Advisor Program. The point factor analysis yielded 525 points,

placing the position in the Pay Zone 2. The points for each dimension are listed below:

Point Factor Dimensions:

Program Policy Technical Budget/

Fiscal

Human

Resources

Communications Matrix

Med/75 M-eii i 7-5 Urnited/0
i

Med/75 Limited/O Hill 00 Hill 00

Recommendation:

Since this position met the exemption criteria (per SMC 4.13); and based on its duties

and responsibilities, we recommend that this position continue to be exempt from civil

service rules; and be designated to the title of Strategic Advisor 2, Exempt. This action

is effective March 28, 1998, the date of the ordinance (# 118912) which abolished OMP
and created CBO.



Costing:

If implemented on the 1998 Fourth Quarter Ordinance, using the rates in effect as of

November 1, 1998, there is a cost savings to the department of $2,985.84. The

ongoing annual savings for this action is $1,898.34. The calculations are based on the

difference between the top step of the current and the midpoint of the recommended

salary ranges and includes statutory benefits (FICA, etc.).



CITY OF SEATTLE

EXECUTIVE SERVICES DEPARTMENT

CLASSIFICATION DETERMWNIATION REPORT

[)ate-. November 25,1998

[ X ] 2.3.200;

POSITION IDENTIFICAT110N

Department, Executive Services Department (ESD), Facility Services Division

Classification Title: Warehouser

Ordinance Title: Warehouser - BU

Position Number: 011311

Bargaining Unit: 007 Current Sala

Awk.

'9a)

Report No,: 98-2565
11

14.85 - $16.03 (Range, N/A)

RECOMMENDED ACTION

Classification Title: Senior Warehouser

Ordinance Title. Warehouser, Senior - BU

Legislation Required: Yes

Bargaining Unit: 007 Recommended Salary: $16.36-$17.65 (Range: N/A)

Remarks Effective date of reclassification: September 3,1997.

INCUMBENT STATUS
Incumbent~

Current Standing: Warehouser

Recommended Standing: Senior Warehouser

In recommended standing, incumbent status is:

[ X I Regular; [ ] Probationary: Temporary.

Authority: Personnel Rule

[ ] 2.3.100;

Remarks:

Recommended:

Approved:

ass ification/Com pensation Director

Personnel Director

] 2.3.300.

Team 1 65 Classification/Compensation Analyst(s)

Edie Jorgensen",~) Classification/Compensation Supervisor
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Sourca cl Reguest and Position ldentffit~ation:

This position was reviewed as a result of a request from the Executive Services

Department. The position is located in the Facility Services Division.

Position History:

Detailed historical data of the position can be accessed via the Personnel Division's

Records Unit. The subject position was created effective November 1, 1951, by

Ordinance 80460.

Scope of Review:

This review was conducted by Carl Swanson, Classification Analyst assigned to Team

1. The review of the subject position included analysis of the following'.

* the Position Description Questionnaire (PDQ) submitted for this review;

* Team 1's review and analysis of the subject position 's information;

* review of the organization chart affecting the subject position;

* position's history records and related classification files.

Summary of Work:

The essential purpose of this position is to operate a small warehouse for 5 shops.

Duties include:

ordering materials (25%);

maintaining inventory records (25%);

processing and identifying receiving tickets and invoices (25%);

acting as fill-in person as needed to answer telephones (5%);

acting as the primary contact with vendors/sales representatives (5%);

responding to requests for materials not located in the warehouse (3%):

" identifying and preparing all surplus materials for pick up or disposal as

required (2%); and

" driving a van or other vehicles to make deliveries and pick up materials ordered in

support of warehouse activities (10%).

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.
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class concepts:

WAREHOUSER

Positions in this class, under continuing supervision, receive, store and issue a variety

of equipment, materials, and supplies in a warehouse or storage area. Other duties

include: updating automated inventory system; preparing forms for replenishing stock;

or under direction of a lead worker or supervisor, ordering equipment, materials and

supplies.

SENIOR WAREHOUSER

Positions in this class, under general supervision, order, receive, inspect and issue a

wide variety of equipment, materials, and supplies; may operate a satellite or small

warehouse or may act as lead over subordinate warehousers; and maintain a

computerized inventory control system.

The subject position meets the class concept for Senior Warehouser because it is

responsible for operating a small warehouse. The duties assigned are of a level

appmpriate to this title. This position does not have lead duties over subordinate

Warehousers.

Recommendation:

Based on the duties and responsibilities assigned, we recommend that this position be

reclassified to Senior Warehouser, effective September 3, 1997, as indicated by

departmental management.

Costing

If implemented on the 1998 Fourth Quarter Ordinance, the maximum estimated cost of

implementing this action would be $9,150.99. This figure includes any current and

retroactive (if applicable) cost for this action. The ongoiny annual cost for this action

would be $3942.71
.

The calculations are based on the difference between the top step

of the current and the recommended salary range and includes statutory benefits

(FICA, etc.). The actual amount payable to any affected employee will vary.
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