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ORDINANCE (0

AN ORDINANCE establishing titles, retitling, reclassifying, and setting

compensation for certain positions in various City departments; creating

new titles and salaries in various City departments; creating a new title and

salary in various City departments resulting from classification

reconsiderations subsequent to the adoption of the 1997 Budget; salary

recommendation for an existing title; retitling, reclassifying and fixing

compensation for certain position in various City departments pursuant to

the Classification Project and provisions of Ordinance #115359 and

Resolution #27544; correcting a position number as shown on Ordinance

#118561; correcting a title as shown on Ordinance #118561; retitling and

setting compensation for certain position in City department as
recommended by the Management Compensation Review Committee;
amending S.M.C. 4.13.010 by a 213 vote of the Council to exempt additional

position from the classified services; and providing payment therefor.

BE IT ORDAINED BY THE CITY OF SEATTLE AS FOLLOWS:

SECTION 1. RECLASSIFYING AND RETITLING OF POSITIONS. As

recommended by the Personnel Director in Classification Determinations specified and

attached hereto, positions in certain City employing units are hereby retitled, or

otherwise adjusted, effective as noted in respective Classification Determinations as

shown below:

CITY LIGHT

1 position (#015811) of Civil Engineering Specialist, Assistant III retitled to Civil

Engineering Specialist, Associate (Report #97-1322).

1 position (#017207) of Civil Engineering Specialist, Assistant III retitled to Civil

Engineering Specialist, Associate (Report #97-1323).

I position (#019222) of Administrative Specialist I-BU retitled to Administrative

Specialist 11-BU (Report #97-1326).

1 position (#020114) of Accounting Technician 11-BU retitled to Executive

Assistant (Report #97-1332).

1 position (#012605) of Accounting Technician 11-BU retitled to Administrative

Staff Assistant (Report #97-1333).

1 position (#022932) of Research and Evaluation Aide retitled to Accounting

Technician II-BU (Report #97-1335).
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1 position (#018300) of Planning and Development Specialist I retitled to

I
11

2

Planning and Development Specialist 11 (Report #97-1336).

11

2 positions (#013001, #013676) of Power Structures Mechanic Crew Chief and

Power Structures Mechanic retitled to Communications Electrician 11 (Report #97-1381).

ENGINEERING fSeaftle Public Utilitiesj

I position (#019609) of Systems Analyst, Assistant retitled to Management
11

0

Systems Analyst, Entry (9/7197-12/31/96), Management Systems Analyst (effective

1/1 /97) ( enort #96-678A)
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13 1 position (#010689) of Accountant retitled to Management Systems Analyst

14 (Report #971213).

15 1 position (#024573) of Personnel Specialist retitled to Training Development

16 and Program Coordinator (Report #97-1277).

17 1 position (#010751) of Parking Meter Collection Supervisor retitled to Manager

18 111 (Report #97-1297).

19 1 position (#025682) of Administrative Specialist III retitled to Administrative Staff

20 Analyst (Report #97-1341).

21
1 position (#019073) of Management Systems Analyst, Senior retitled to

22 Management Systems Analyst Supervisor (Report #97-1347).

Zo 11 1 HMOAnIQ f D I A I + Q +41 A 4- h A
F ) V ~-R okj""U "GI Y0 Upul V OUR I V a V al laqvi

H E)

o) r,

11

9A
11

i POSILIon k4*08 1533) ol F inance Analyst - DAS retwed to Management Systems

H

11

97

9R

29

I position (#U21 UtjU) ot Human Services Uoordinator, Assistant retitled to Human
11

Services Coordinator (Report #97-1287).
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MUNICIPAL COURT

2 positions (#0 11442, #019698) of Administrative Specialist I I-MC retitled to

Court Clerk (Report #97-1312).

PARKS AND RECREATION

1 position (#018397) of Laboratory Technician retitled to Laboratory Technician I

(Report #97-1355).

2 positions (#009817, #016422) of Administrative Specialist II-BU retitled to

Parks Special Events Scheduler (Grievance Award of the Classification Project Appeals

Examiner #92-033, signed by the Personnel Director 10/18/95).

SEATTLE CENTER

1 position (#022618) of Administrative Support Assistant-BU retitled to

Admissions Personnel Dispatcher (Report #97-1340).

SEATTLE PUBLIC UTILITIES

3 positions (#020556, #023248, #022191) of Finance Analyst retitled to Finance

Analyst, Senior (Report #97-1324).

1 position (#011958) of Forest Maintenance Worker, Senior retitled to Equipment

Maintenance Crew Chief (Report #97-1325).

SECTION 2. NEW TITLES AND SALARIES. As recommended by the

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

20
11

the date shown in respective reports, letters, or memoranda of understanding.

21

22

23

24

25

26

27

28

29

30

Department Title Sala!y Range/Rate

City Light Journeyworker $24.04 hourly rate (Memo of

Assigned Meter Understanding, effective 3/19/97).

Seattle Public Utility Accounts 28.5A (Salary Report #96-1053A,

Utilities Supervisor effective 1217/95).

SECTION 3. CLASSIFICATION PROJECT, NEW TITLE AND SALARY. As

recommended by the Personnel Director, the following title and salary rate is

established for the Classification Project, effective as of January 2, 1991.

Departments Title Sala!y Range/Rate

Parks and Laboratory Technician I 21.OA (Salary Report #97-1356)

Recreation

3



Sarah Welch/Lidia Santiesteban

3Q97.doc

October 1, 1997

Version: 2

1

4

5

6

7

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

SECTION 4. SALARY RECOMMENDATION. As recommended by the

Personnel Director, the salary for the following title is hereby changed, as of the

effective date of August 6, 1997.

Title Old Sala!y New Sala!y

Municipal Government Intern- $12.06 per hour $17.53 per hour

Intermittent (Salary Report #97-1292)

SECTION 5. CLASSIFICATION PROJECT. As recommended by the Personnel

Director in materials attached hereto, the following position in certain City employing

unit is hereby retitled, or otherwise adjusted, as noted in the respective Classification

Determinations as shown below. As part of the Classification Project, this action is

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

PARKS AND RECREATION

1 position (#023062) of Volunteer Supervisor retitled to Volunteer Programs

Coordinator (Report #97-1239).

SECTION 6. CORRECTIONS TO ORDINANCE #118561

It is hereby confirmed that position #023951 in the Municipal Court is the correct

position to be retitled from Principal Systems Analyst to Director X by Ordinance

11856 1. (Ordinance 118561 inadvertently listed the position number as 02359 1; that

position is a Recreation Program Specialist in the Parks Department, and shall be

unaffected by the actions of Ordinance 118561 and this current ordinance.)

SECTION 7. TITLE CORRECTIONS. The following is submitted to correct an

incorrect ordinance title shown in Section I of Ordinance #118561.

Title/Position Number Correct Title/

Department As Shown (Ord #118561) Position Number Retitled To

Housing and Programmer Analyst Counselor Systems Analyst
Human Position #022753 Position #022753
Services (Report #96-905) (Report #96-905A)
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SECTION 8. MANAGEMENT COMPENSATION REVIEW COMMITTEE TITLE

RECOMMENDATION, As recommended by the Management Compensation Review

Committee (MCRC), the following position is hereby reduced back to original review

salary range, effective April 4, 1997.

Department Title/Position Number/ New Title/Position Number/
Former Salary Range New Salarv Rancie

Seattle Public Water Operations Director Director XI I

Utilities Position #025408 Position 025408

Salary Range 47.OA Salary Range 45.5A

(MCRC Report dated 1/6/97, see recommendation notes, page 2)

SECTION 9. EXEMPT POSITIONS. As recommended by the Personnel

Director in response to requests from customer departments to render certain positions

in employment exempt from the classified service, S. M.C. 4.13.010 (known as the

Exemptions Ordinance), Section G, is hereby amended as follows:

Emp1qyjng_Yn ~i t Titles of Exempt Positions

G. Executive Services Accounting Services Director

Administrative Services Director

Administrative Services Deputy Director

Administrative Staff Assistant (PosNo. 025346)

Architectural Services Director

Building Operations Director

Classification Director

Communications and Network Services Director

Compliance Manager/Deputy Director

Computer Services Manager

Contracting Division Director

Contracting Services Administrator

Data Processing Applications Director

Debt Management Coordinator

Director I

Director IV

Director V1 I I

Director X

Director XII

Eco nom ist-- Dept. of Finance

Emergency Preparedness Administrator
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Employee Services Administrator

Employment Services Director

Finance Director

Fleet Services Director

Hearing Examiner, Deputy

Information Systems Director--Ad min istrative Services

Investment Officer

Investment Officer, Assistant

Labor Relations Director

Management Planning and Support Director

Manager V-4025018

Manager VI 11-40 11162

Municipal Facilities Administrator

PPS Replacement Project Director

Personnel Director

Personnel Services Administrator

Planner, Senior

Planning Director, Assistant

Policy Development Director

Purchasing Manager

Risk Manager

Strategic Technology Planner

System Services Director

Technology Officer, Chief

Telecommunications Director

Treasury Director

Vehicle Maintenance Director

SECTION 10. The heads of respective departments affected by this ordinance

are hereby authorized to use unexpended and unencumbered funds accumulating in

their respective 1997 Budgets to pay the compensation authorized herein.

SECTION 11. Any act consistent with the authority and prior to the effective

date of this ordinance is hereby ratified and confirmed.
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SECTION 12. This ordinance shall take effect and be in force thirty (30) days

from and after its approval by the Mayor, but if not approved and returned by the Mayor

within ten (10) days after presentation, it shall take effect as provided by Municipal

Code Section 1.04.020.

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

day of C~~V~bg~E , 1997, and signed by me in open session in

authentication of its passage this -1 -71-~~-dav of Qc_0%~ ' _kt))Dkf
,

1997.

Approved by me this &amp;T day

"-I "
Filed by me this ~ day of

(SEAL)

Presidentej.' ...
of the City Council

1

1997.

1997.
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City of S.eattle

Norm,m B. Rice, Mayor

Executive Services Department

Dwight D. Dively, Director

MEMORANDUM

DATE: September 3, 1997

TO: Honorable Jan Drago, President

Seattle City Council

Via: Norman B. Rice, Mayor

Aftn: Judy Bunnell, Acting Director

Office of Management and Planning

FROM:

Dwight [Yively, Dired

Executive Services Department

Sarah Welch, Director

Personnel Division

SUBJECT: Proposed Legislation - 1997 Third Quarter Classification Ordinance

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

changes recommended by the Personnel Director during the Third Quarter of 1997.

Section I includes positions recommended for reclassification and retitling. Section 2

recommends new titles and salaries for the various City departments. Section 3

recommends a new title and salary as a result of the Classification Project, effective

January 2, 1997. Section 4 recommends a new salary for an existing title. Section 5

includes positions recommended for reclassification and retitling as a result of the

Classification Project and pursuant to the provisions of Ordinance #115359 and

Resolution #27544. Section 6 corrects a position number shown on Ordinance

#118561. Section 7 corrects a title as shown in Section I on Ordinance #118561.

Section 8 recommended by the Management Compensation Review Committee, an

exempt position reduces to former salary range, effective April 4, 1997. Section 9

amends the Exemptions Ordinance #118394.

Attachment A contains referenced classification1compensation report recommendations

and other documentation as indicated in the ordinance.

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 on request.



Honorable Jan Drago, President

Seattle City Council

September 3, 1997

Page 2

Attachment B contains costing estimates. The costing estimates in this report are for

general use in estimating the approximate budgetary impact of the actions that are on
the accompanying 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:

The beginning date is the first day of the month of the effective date in the report, and

the cost is estimated through the end of the current year.

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.

Calculations are based on the premises that the positions are full-time, and that they

are filled at the budgeted level. (The payroll units of affected departments will

conduct actual payroll calculations, which will consider additional information such as

underfills, out-of-class, periods of vacancy, positions working more or less than their

budgeted full-time-equivalency, and other information that is available at the

department level.)

Our cost estimates are obtained by adding the employer's matching FICA, retirement,

and Medicare benefits to the salary shown in the Salary Schedule. Currently, the

employer's contribution for retirement is 8.91 percent and the employer's 1997 matching

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

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

estimated increased cost of each change from the effective date through the end of

1997, as well as departmental and City-wide total cost estimates. Consistent with past

practice, Classification Project actions are not included in the costing calculations.

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

contact Lidia Santiesteban, Classification/Com pe nsation Director, at 386-9081. Your

approval of this ordinance is respectfully requested.

DD:sw/lyl

Attachment (1997 Third Quarter Classification Ordinance)

c: Councilmember Charlie Chong, Chair

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



City of Seattle

Norman E. Rice, Ma-yror

Executive Services Department

Dwight D. Dively, Director

MEMORANDUM

DATE: September 3, 1997

TO: Councilmember Charlie Chong, Chair

Personnel, Organization and Performance Committee

Legislative Department,

FROM: Lidia Santiesteban

Classification/CompeNsrafi4r~Di reotor

SUBJECT: Represented Positions on the 1997 Third Quarter Classification

Ordinance for the Committee Agenda on October 1, 1997.

The following is a breakdown of those positions from the 1997 Third Quarter

Classification 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(s)

004- Local 17 Civil Engineering Specialist, Associate 2 (from 004)

Prof. and Technical

Eng. Technical Unit

009- Machinists, Equipment Maintenance Crew Chief 1 (from 019)

Loca1289

035- Prof. and Technical Accounting Technician 11-BU 1 (from 030)

Engineers, Local 17, Administrative Specialist I-BU 1 (from 035)

Admin. Support Unit Administrative Specialist 11-BU 2 (from 035)

Admissions Personnel Dispatcher 1 (from 035)

Parks Special Events Scheduler 1 (from 035)

040- Teamsters, Local Court Clerk I (from 040)

763-Municipal Court

Services Employees

077- IBEW, Local 77 Communications Electrician 11 1 (from 077)

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

Tel. (206) 68A-7664, TDD: (206) 684-7888, FAX: (206) 684-4157, http://www.ci.seattle.wo.us

An equalemployment opportunity, affirmative action employer. Accommodations for people with disabilities provided on request.

co



Councilmember Charlie Chong, Chair

Personnel, Organization and Performance Committee

September 3, 1997

Page 2

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

following legislation of the 1997 Third Quarter Classification Ordinance, These

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

Former Bargaining Unit Proposed Title # of Positions

034- Local 17, Prof. and Management Systems Analyst 2

Technical Eng., Prof. Unit

035- Local 17, Prof. and Executive Assistant 1

Technical Eng., Administrative Staff Assistant 1

Admin. Support Unit

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

LS:IyI
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CITY OF SEATTLE
PERSONNEL DEPARTMENT

Date: June 4, 1997

CLASSIFICATION DETERMINATION REPORT

POSITION IDENTIFlaA--TIQN

Department: City Light

Classification Title: Administrative Specialist I

Ordinance Title: Administrative Specialist I-BU

Position Number: 018462

Bargaining Unit: 035

-R=L-COMMENDED ACTION

Classification Title:

Report No, 97

Current Salary: $111.01 - $14.61 (Salary Range 20.513)

Administrative Specialist 11

Ordinance Titfe~ Administrative Specialist 11--BU

Legislation Required: Yes

Rec. Bargaining Unit: 035 Recommended Salary: $14.00 - $15.66 (Salary Range 22.513

Remarks: Effective date of this action is 30 days after passage of the ordinance

(see abbreviated PDQ which is included as part of this repon)

INCUMBENT STATUS

Incumbent:

Current Standing: Vacant

Recommended Standing: N/A

In recomm. standing, incumbent status is:

Regular; Probationary; Temporary.

[ ] 2.3.100;
[ ] 2.3.200; 2.3.300,

Remarks: See next page for pertinent allocation information.

Recommended: Team 2

Approved: John Pearson

Lidia Santiesteb

Sarah Wei

Classification Analyst(s)

Classification Supervisor

Classification/Compensation Director

Personnel Director



CrrY OF SEATTLE PERSONNEL DEPARTNIENT

POSITION DESCRIPTION QUES'FIONNAI"
ABBREVIATED

Classification/Compensation Unit

I

(Thisform is to be usedfor vacant positions andlor requests resultingfrom re.~rganizations)

Fil

DEPARTMENUDIVISION: Lighting/Power Generation Division/Org Unit 270

POSITIONNUMBER: 018462 - Administrative Specialist I

DATE REQUESTED: 04/18/97 EFFECTIVE DATE:

CLASSIFICATION REQUESTED: Administrative Specialist II

POSITION PURPOSE: The purpose of this position is to perform a full
range of administrative support

functions and coordination of projects for the remote Boundary Project and special

projects at this site such as the Boundary Rehabilitation Program and complete major
overhauls of this site's hydroelectric generators.

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

position. Br!Y~y describe the work using action words.

Duties and Responsibilities Statements

Establish, administer, enter data and maintain WinterCress data base for the Boundary Project
and its unit overhauls. Track budget expenditures for labor and materials for special projects
and the Boundary Project in general. Authorize user rights to this system by determining the

user's needs to access needed information. Enter labor hours into WinterCress and convert

these hours for the use in payroll through use of a specialized payroll module. Document
preventative maintenance and corrective maintenance on every piece of equipment at this site

so that an accurate history of labor and costs are easily accessible. (30%)

2. Prepare preliminary data for this unit's budget and workload forecast. After review by the

Generation Supervisor, prepare the budget in final format for submittal to the appropriate

department head. Verify the MIS (Management Information Systems) report related to

budget expenditures. (20%)

3. Draft, proofread and distribute all correspondence on behalf of the Generation Supervisor

including confidential and sensitive memos to employees, memos to other department heads

and letters to county officials. Take, prepare and distribute safety meeting minutes, Joint

Labor Management Subcommittee minutes, On-the-Job Operator Training Committee. Type
miscellaneous projects for all employees of this project. (15%)

i -Ti-Me

A bhev wated PDQ-31.96
Page I



4. Make travel and training arrangements for all employees of the Boundary Project by preparing

appropriate authorization forms, working directly with travel agent for flight, hotel, and rental

car reservations, issue travel advances from the Boundary Revolving Fund, issue
gas and

budget credit cards, prepare claim for expenses upon employee's return and detennine

allowable expenses. Account for travel advance within 10 days. Reimburse employee if

appropriate or deposit unused travel advance back into the Revolving Fund. Assign a trip

number and maintain spread sheet with all travel information. (10%)

5. Accountable for maintaining the Boundary Revolving Fund of $11,950 and a petty cash fund

of $250. This process involves working up invoices with appropriate account distribution

information, obtaining authorized signature for payment, paying invoices and requesting
account replenishment from Seattle. Receipts and checking account funds must balance at

$11,950 at all times. Reimburse petty cash when funds are low by working up receipts and

writing a check from the Revolving Fund, cashing and replenishing petty cash box- Interpret
union contracts for reimburseable expenses such as overtime meals, mileage and boot

allowances. Maintain spread sheet on boot allowance reimbursements and carryovers.
Determine whether an invoice should be paid through the Revolving Fund or through the

Seattle Financial Management System (SFMS) .

Set up new vendor accounts and work with

vendors to obtain tax ID information. Responsible for paying all invoices charged to this unit

in a timely manner to obtain any cash discounts. Work directly with vendors to solve

account discrepancies when they occur. (5%)

6. Timekeeper for entire Boundary Powerhouse Staff. This includes 35 permanent full-time

employees and during the summer, four 6-month positions. In addition, separate timesheets

are kept for Temporary Employment Service employees which can be up to four or more
employees. Collect, verify and document work order numbers, overtime usage-, out of class

assignments, complete timesheets, sign and overnight express to Seattle. Completed
corrected timesheets as needed. (5%)

7. Responsible for all aspects of employment at this facility from advertising vacancies through

OFA, local bulletins and
newspapers, filling out vacancy action forms, receiving resumes,

answering public questions about employment processes, drafting letters to applicants,

screening applicants and their resumes, arranging and setting up interview panels. Assist in

training and orientating new employees to the Boundary facility and to Seattle City Light in

general. Process all hiring paperwork from this facility. Orientates new employees of benefits

available and answer related questions. Process all retirement/termination forms as required.

Frequent contact with the general public on employment applications and opportunities, by
phone and in person. Give and receive information as necessaiy to locate persons interested

in City employment.

Because of our remoteness from Seattle, and our close-knit type of community, employment

opportunities and hiring practices are very sensitive in nature. In this position, it is imperative

that all matters relating to employment be considered confidential. (5%)

AbhridatedFDQ-31,99 Page 2



8. Answer multi-linetelephone system (six lines) with three different types of telephone systems
(local, PAX, CNTX), screen calls for supervisor, answer questions from the public, schedule

tours, forward calls to the appropriate personnel by using the intercom system, hand held 450
radio, or code call systems, take messages and deliver in a timely fashion. (5%)

9. Provide and assist employees with industrial insurance paperwork as needed. Responsible for

filling out management's report of investigation on behalf of the Generation Supervisor and

briefing supervisor on findings and status of employee's recovery. Work with the Industrial

Insurance Claims Office, doctor's office and the employee to, ensure proper claims handling.

(3%)

10. Document and compile two different monthly gas and diesel reports for the Boundary
Project. This process includes total gallons usage per vehicle and determining whether the

usageis highway or non-highway. These reports are submitted to DAS and to general

accounting. (2%)

POSITION ALLOCATION CRITERIA:

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

Performs specialized administrative support functions in support of department or program activities

requiring interpretation.

Duty No. 2 - A x primary 11 secondary duty, is described in the class specification as:

Assists in developing/monitoring budgets and contracts for unit.

Duty No. 3 - A x primary M secondary duty, is described in the class specification as:

Takes, prepares and distributes minutes and records of official meetings and proceedings.

Duty No. 4 - A x primary secondary duty, is described in the class specification as:

Posts accounts receivable and accounts payable. Verifies and balances all journal and ledger entries.

Reconciles ledger transactions and discrepancies.

AbhzVn,i1edFDQ-31,96
Page 3



Duty No. 5 - A x primary 1:1 secondary duty, is described in the class specification as:

Posts accounts receivable and accounts payable. Verifies and balances all journal and ledger entries.

Reconciles ledger transactions and discrepancies.

Duty No. 6 - A x primary 0 secondary duty, is described in the class specification as:

Prepares payroll/personnel documents and updates files to ensure proper and accurate employee, salary

and benefits.

Duty No. 7 - A x primary 0 secondary duty, is described in the class specification as:

Performs specialized administrative support function s in support of department or program activities

requiring interpretation of department or program activities requiring interpretation of program guidelines
within established limits.

Duty No. 8 - A 71 primary x secondary duty, is described in the class specification as:

Perform other duties of the lower level.

Duty No. 9 - AFJ primary x secondary duty, is described in the class specification as:

Reviews and evaluates required program or department documents for completeness, appropriateness

and/or to determine program eligibility- processes documents according to guidelines.7

Duty No. 10 - A F primary x secondary duty, is described in the class specification as:

Provides assistance to higher level management on special projects, involving gathering and compiling

information or data of a specialized nature.

REASON FOR THE REQUESTED CHANGE:

See attached memorandum.

Abbrr;!atrdPDQ-31.96 Page 4



*2111W;--
Supervisor or Requester Signature

POSITION NUMBER: TITLE:

APPROVED AS REQUESTED: 11 Yes 13 No

OTHER RECOMMENDED ACTION:

Personnel Analyst Supervisor Signature

....

L- t IA I
Date

21e 6/

Date

Date

Abhm~aWPDQ-31,96
Page 5



CITY OF SEATTLE
EXECUTIVE SERVICES

DEPARTMENT
CLASSIFICATION DETERMINATION REPORT

Date:
-July-1-6, 1997

POSITION IDENTIFICATION

Report No.: 97-1322

Department: City Light

Classification Title: Assistant Civil Engineering Specialist

Ordinance Title: Assistant Civil Engineering Specialist I I I

Position Number: 015811

Bargaining Unit: 004

RECOMMENDED ACTION

Current Salary: $19.45 - $22.71 Range: NA)

Classification Title: Associate Civil Engineering Specialist

Ordinance Title: Associate Civil Engineering Specialist

Legislation Required: Yes

Bargaining Unit: 004 Recommended Salary: $21.05 - $24.52 (Range: NA)

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent:

Current Standing: Asst Civil Engineering Specialist

Recommended Standing: Asso. Civil Engineering Specialist

In recommended standing, incumbent status is:

[
X Regular;

Authority: Personnel Rule

[ 2.3.100;

[ I Probationary: [ jernporary.

[ 12.3.200;
[ ]

2.3.300.

Remarks: Per Article IX Section 7(b) of collective bargaining agreement between

-the City of Seattle and Local 17.

Recommended: Team 2-Y '0, Classificati o n/Com pe nsation Analyst(s)
U,

Approved: John Pearson V
__

Classification/Compensation Sup ervisor
I

Lidia Santiesteba ~6 Classificati on/Com pen sation Director

.0

Sarah WelcV,"4&amp;' Personnel Director
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Source of Request and Position Identification:

This position was reviewed as a result of a union grievance filed by the IFPTE, Local 17

(Technical Unit) on behalf of the incumbent. Local 17 alleges that the

incumbent/grievant whose position is currently classified as Assistant Civil Engineering

Specialist, is performing the duties and responsibilities commensurate with the

classification of Associate Civil Engineering Specialist or other higher classification.

Position # 015811 is located in the Civil Engineering Unit, Engineering Services Division

of City Light. The Unit provides civil engineering services, including all structural,

foundation, sanitary, dam safety, soil and rock mechanics, hydro-plant civil design,

transmission tower and line, and community public works engineering for City Light.

Position History:

Detailed historical data of the position can be accessed via the Personnel Division's

Records Unit.

Scope of Review:

This review was conducted by Class/Comp Team 2, consisting of Irene 0gunyemi.
Barbara Martin, and Gail Thompson. The review of the subject position included

analysis of the following:

Position Description Questionnaire (PDQ) dated 5/1/97 and submitted for this

review;

Comparisons with class specifications #7201503/Assistant Civil Engineering

Specialist, #7201504/Associate Civil Engineering Specialist, and #7201505/Senior

Civil Engineering Specialist',

Team Two's review/analysis of subject position information;

Comparison to similarpositions;

+ Review of the organizational charts affecting the subject position;

* Position history records and related classification files.

Summaa of Work:

As described in the PDQ, the essential purpose of this position is to serve as technical

lead for the Technical Resources Group in Civil Engineering; provide leadership in the

area of calculations and work performed with AutoCad; and is responsible for the

technical adequacy and clarity of drawings. Specifically, the work includes:

Performing complex detailed computer-aided, ink, or pencil drafting of drawings and

maps including general civil engineering, structural steel, shop drawings for steel

fabrication and installation, reinforced concrete detailing drawings, base maps,
architectural drawings, topographic maps, sketches, and making mathematical

calculations related to the work.
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" Researching and verifying data pertaining to drawings and maps; interpreting

inspectors' notes, field checks and existing records; updating existing drawings and

maps; maintaining and updating drawing files and FERC drawings; checking and

verifying vendors converted AutoCAD drawings.

" Performing architectural and civil engineering work including, design and detail shop

drawings; preparing drawings for the application of building permits and shoreline

permits by City Light.

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.

Anal sis*3L

Local 17 alleges that the incumbent is performing the duties and responsibilities

commensurate with the classification of Associate Civil Engineering Specialist or other

higher classification, therefore, the class specifications for Assistant Civil Engineering

Specialist, Associate Civil Engineering Speciaiist and Senior Civil Engineering

Specialist were reviewed and compared to the duties and responsibilities of the subject

position for purposes of determining the appropriate classification.

The class specification for Assistant Civil Engineering Specialist describes positions

that performs entry-level technical civil engineering and construction related

activities including drafting; performing well-defined design work; approving, monitoring

and inspecting construction projects and materials; reviewing plans, specifications and

cost estimates; administering construction contracts; enforcing ordinances controlling

public property and facilities; maintaining records on City facilities and projects;

surveying, sampling and testing materials.

The class specification for Associate Civil Engineering Specialist describes positions

that performs journey-level complex and difficult technical civil engineering and

construction related activities including drafting; performing well-defined design work;

approving, monitoring and inspecting construction projects and materials; reviewing

plans, specifications
and cost estimates; administering construction contracts; enforcing

ordinances controlling public property and facilities; maintaining records on City facilities

and projects; surveying, sampling and testing materials.

The class specification for Senior Civil Engineering Specialist describes positions that

supervises or performs the most complex and difficult technical civil engineering

and construction related activities inctuding drafting; performing well-defined design

work; approving, monitoring and inspecting construction projects and materials;

reviewing plans, specifications and cost estimates; administering construction contracts;

enforcing ordinances controlling public property and facilities; maintaining records on

City facilities and projects; surveying, sampling and testing materials.
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By comparison, both Assistant and Associate Civil Engineering Specialists are similar in

the technical activities they perform, such as drafting and preparing or reviewing plans,

with the Assistants actually performing less complex assignments/projects, and/or

less complex portions of more complicatedidifficult projects. They also work

under continuing supervision. Whereas, Associates perform duties requiring more

coordination and leadership; they use these skills in complex activities, such as

minor project management, involvement in consultant selection, serving as liaison for all

phases of project scheduling, reviewing and approving processes, and being involved

with diverse groups and individuals whose goals are frequently at odds. They work

under general supervision, independently resolving most problems but informing the

supervisor of unusual or controversial problems. Senior Civil Engineering Specialists

on the other hand, do not generally perform the many technical duties required of

Associates. They perform the Mo-st complex and difficult technical civil

engineering and supervisory work in the investigation, planning, constructing,

operating and maintaining of municipal public works facilities and utilities.

Con -,IuAAion*

The class specification for Associate Civil Engineering Specialist appears to best reflect

the essential duties of the subject position. According to the submitted PDQ, the

position requirements have changed due to substantial technology advancements. The

position is now relied upon to serve as technical lead for the Technical Resources

Group in Civil Engineering by providing technical adequacy and clarity of drawing, as

well as providing leadership in the area of calculations and work performed with

AutoCad. Subsequently, we compared the subject position's work to that of other

positions within the Department and throughout the City, and found them to be similar

in scope and complexity.

fi_Recommen JAtion:

Therefore, based on the above analysis, we recommend the subject position be

reclassified to Associate Civil Engineering Specialist, effective April 22, 1997, which is

15 working days prior to the initial filing of the grievance, in accordance with Article 6,

Section 7 of the Collective Bargaining Agreement.



CITY OF SEATTLE
EXECUTIVE SERVICES
DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

I POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

City Light

Assistant Civil Engineering Specialist

Assistant Civil Engineering Specialist III

017207

004

S

Current Salary: $19.45 - $22.71 (Range- NA)

RECOMMENDED ACTION

Classification Title: Associate Civil Engineering Specialist

Ordinance Title: Associate Civil Engineering Specialist

Legislation Required: Yes

Bargaining Unit: 004 Recommended Salary: $21.05 - $24.52 (Range: NA)

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent:

Current Standing: Asst Civil Engineering Specialist

Recommended Standing: Asso. Civil Engineering Specialist

In recommended standing, incumbent status is:

I X ] Regular; Probationary: ]Temporary.

Authority: Personnel Rule

[ ] 2.3. 100; 2.3.200; 2.3.300.

Remarks: Per Article IX Section 7(b) of collective bargaining agreement between

the City of Seattle and Local 17.

Recommended: Team 2 Classification/Compensation Analyst(s)

Classification/Compensation Supervisor

U
Approved: John Pearson

Lidia Santiestebaq~~Classification/Compensation Director

Sarah Welch Personnel Director
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Source of Reguest and Position Identification:

This position was reviewed as a result of a union grievance filed by the IFPTE, Local 17
(Technical Unit) on behalf of the incumbent. Local 17 alleges that the
incumbent/grievant whose position is currently classified as Assistant Civil Engineering
Specialist, is performing the duties and responsibilities commensurate with the
classification of Associate Civil Engineering Specialist or other higher classification.

Position # 017207 is located in the Civil Engineering Unit, Engineering Services Division
of City Light. The Unit provides civil engineering services, including all structural,
foundation, sanitary, dam safety, soil and rock mechanics, hydroplant civil design,
transmission tower and line, and community public works engineering for City Light; and
the technical resources group provides data collection and reduction and drafting for
the Civil Engineering Unit.

Position History:

Detailed historical data of the position can be accessed via the Personnel Division's
Records Unit.

Scope of Review:

This review was conducted by Class/Comp Team 2, consisting of Irene Ogunyemi,
Barbara Martin, and Gail Thompson. The review of the subject position included
analysis of the following:

Position Description Questionnaire (PDQ) dated 5/1197 and submitted for this

review;

Comparisons with class specifications #7201503/Assistant Civil Engineering
Specialist, #7201504/Associate Civil Engineering Specialist, and #7201505/Senior
Civil Engineering Specialist;

Team Two's reviewlanalysis of subject position information;

Comparison to similarpositions;

Review of the organizational charts affecting the subject position;
Position history records and related classification files.

Summary gf Work-

As described in the PDQ, the essential purpose of this position is to serve as technical
lead for the Technical Resources Group.in Civil Engineering; provide leadership in the
area of Architectural and Facilities work performed with AutoCad; and is responsible for
the technical adequacy and clarity of drawings. Specifically, the work includes:

Performing complex detailed computer-aided drafting of drawings and maps
including, general civil engineering, structural steel, shop drawings for steel
fabrication and installation, reinforced concrete detailing drawings, base maps,
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" topographical maps, sketches, graphs; and making mathematical calculations
related to the work.

" Performing civil engineering and architectural work including, design and detail shop
drawings; preparing drawings for the application of building permits and shoreline
permits by City Light; selecting and recommending material for Board of Public
works contracts; and reviewing shop drawings and submittals from contractors.

Researching and verifying data pertaining to drawings and maps; interpreting
inspectors' notes, field checks and existing records; updating existing drawings and
maps; maintaining and updating drawing files and FERC drawings; checking and
verifying vendors converted AutoCAD drawings.

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:

Local 17 alleges that the incumbent is performing the duties and responsibilities
commensurate with the classification of Associate Civil Engineering Specialist or other
higher classification, therefore, the class specifications for Assistant Civil Engineering
Specialist, Associate Civil Engineering Specialist and Senior Civil Engineering
Specialist were reviewed and compared to the duties and responsibilities of the subject
position for purposes of determining the appropriate classification.

The class specification for Assistant Civil Engineering Specialist describes positions
that performs entry-level technical civil engineering and construction related
activities including drafting; performing well-defined design work; approving, monitoring
and inspecting construction projects and materials; reviewing plans, specifications and
cost estimates; administering construction contracts; enforcing ordinances controlling
public property and facilities; maintaining records on City facilities and projects;
surveying, sampling and testing materials.

The class specification for Associate Civil Engineering Specialist describes positions
that performs journey-level complex and difficult technical civil engineering and
construction related activities including drafting; performing well-defined design work;
approving, monitoring and inspecting construction projects and materials; reviewing
plans, specifications and cost estimates; administering construction contracts; enforcing
ordinances controlling public property and facilities; maintaining records on City facilities
and projects; surveying, sampling and testing materials.

The class specification for Senior Civil Engineering Specialist describes positions that

supervises or performs the most complex and difficult technical civil engineeringand construction related activities including drafting; performing well-defined design
work; approving, monitoring and inspecting construction projects and materials;
reviewing plans, specifications and cost estimates; administering construction contracts;
enforcing ordinances controlling public property and facilities; maintaining records on
City facilities and projects; surveying, sampling and testing materials.
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By comparison, both Assistant and Associate Civil Engineering Specialists are similar in
the technical activities they perform, such as drafting and preparing or reviewing plans,
with the Assistants

actually performing less complex assignments/projects, and/or
less complex portions of more complicatedIdifflcult projects. They also workunder continuing supervision. Whereas, Associates perform duties requiring morecoordination and leadership; they use these skills in complex activities, such as
minor project management, involvement in consultant selection, serving as liaison for all

phases of project scheduling, reviewing and approving processes, and being involved
with diverse groups and individuals whose goals are frequently at odds. They work
under general supervision, independently resolving most problems but informing the
supervisor of unusual or controversial problems. Senior Civil Engineering Specialistson the other hand, do not generally perform the many technical duties required of
Associates. They perform the most complex and difficult technical civil
engineering and supervisory work in the investigation, planning, constructing,
operating and maintaining of municipal public works facilities and utilities.

Conclusion:

The class specification for Associate Civil Engineering Specialist appears to best reflect
the essential duties of the subject position. According to the submitted PDQ, due to the
1992 reorganization, the position has had to assume duties which are above and
beyond the scope normally assigned to a civil engineering specialist. The subject
position is now relied upon to be more self directed in assigned production work; to
serve as technical lead for the Technical Resources Group in Civil Engineering; is

responsible for technical adequacy and clarity of drawing, as well as providing
leadership in the area of Architectural and Facilities work performed with AutoCad.
Subsequently, we compared the subject position's work to that of other positions within
the Department and throughout the City, and found them to be similar in scope and
complexity.

Rec iTimendation.

Therefore, based on the above analysis, we recommend the subject position be
reclassified to Associate Civil Engineering Specialist, effective April 22, 1997, which is
15 working days prior to the initial filing of the grievance, in accordance with Article 6,
Section 7 of the Collective Bargaining Agreement.



CITY OF SEATTLE
EXECUTIVE SERVICES

DEPARTMENT
CLASSIFICATION DETERMINATION REPORT

POSITION IDENTIFICATION

Department: City Light

Classification Title: Administrative Specialist I

Ordinance Title: Administrative Specialist I-BU

Position Number: 019222

Bargaining Unit: 035 Current Salary: $13.01 - $14.51 (Range: 20.513)

RECOMMENDED ACTION

Classification Title: Administrative Specialist 11

Ordinance Title: Administrative Specialist 11-BU

Legislation Required: Yes

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

Remarks See next page for pertinent allocation information

INCUMB-ENT STATUS

Incumbent:

Current Standing: Administrative Specialist I

Recommended Standing: Administrative Specialist 11

In recommended standing, incumbent status is:

[ I Regular; [X] Probationary:

Authority: Personnel Rule

[ ] 2.3.100;

Remarks:

[ ] 2.3.200;

[ ] Temporary.

[ 12.3.300.

Recommended: Team 2 -TV. Class ificatio n/Com pensatio n Analyst(s)

Approved: Classification/Compensation Supervisor

Lidia Santiesteb2,n jt,!!~'C lass ification/Co rn pensati on Director

Sarah Welch Personnel Director
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Source of ReGuest and Position Idantifir-a ion:

This position was reviewed as a result of a request from the departmental management.
Position # 019222 is located in the Community Conservation Services Unit, Energy
Management Services Division (EMSD) of City Light. The Unit plans and delivers multi-
agency conservation and resource management services to a targeted neighborhood in
the City of Seattle; and also to meet City and Seattle City Light energy policies and
goals, while reflecting community values.

Position HialgM

Detailed historical data of the position can be accessed via the Personnel Division's
Records Unit.

Scope of Review:

This review was conducted by Class/Comp Team 2, consisting of Irene Ogunyemi,
Barbara Martin, and Gail Thompson. The review of the subject position included
analysis of the following:

Position Description Questionnaire (PDQ) dated 6/5/97 and submitted for this

review;

Informational interview with the position incumbent;

Comparisons with class specifications within the Administrative Support series and
#2003303/Research and Evaluation Assistant;

Team Two's review/analysis of subject position information;

Comparison to similarpositions;

Review of the organizational charts affecting the subject position;
+ Position history records and related classification files.

Summary of Work:

According to the submitted PDQ, the essential purpose of this position is to manage the
Neighborhood Power Project database; assist the project manager with all phases of
the project; prepare reports, lists, surveys, and other information relevant to the project;
provide conservation and resource information to residents in the targeted communities;
and help the project manager with educating the community about resource efficiency.

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 position incumbent and departmental management claimed the position incumbent
has been working out-of-class as a Research and Evaluation Assistant, and paid as
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such since October 1994, and therefore, believed the subject position should be so
reclassified. Out-of-class assignments are intended to be short term assignments in

order to continue or complete essential public services. The Personnel Division of the

ExecUtiv
r

e Services Department does not classify positions based on out-of-class

assignments, because the review and analysis that went into the approval of out-of-

class assignments is not nearly as complete as that required for reclassification of a
position on a permanent basis. Therefore, for the purpose of determining the

appropriate classification of the subject position, comparisons with class specifications
within the Administrative Support series, and Research and Evaluation Assistant were
made.

There are six levels within the Administrative Support Series and they are distinguished
from one another by their respective degrees of difficulty, responsibility, accuracy
required and the types and nature of contacts. Due to the nature of the position's body
of work and current classification, we narrowed our review of the Administrative support
Series to Administrative Specialist 1, 11, and III class specifications. The work of these
classifications is characterized in this manner

Administrative Specialist 1: Assignments are distinguished by the performance of

several specialized activities in support of a program. The work is performed within

established procedures, however, incumbents select the most appropriate procedures
for completion of assigned tasks. Incumbents are expected to understand the work
processes, procedures and regulations of the assigned program area, and may assign
and review the work of lower level employees. Contacts are primarily wfth other

departments, outside agencies or the public for obtaining factual information, explaining
office policies and responding to routine complaints.

Administrative Specialist If: Assignments typically involve the performance of the full

range of administrative support functions for high level management or

specialized tasks in support of a special function or program. Work at this level

requires advanced knowledge of general office practices and procedures, and requires

comprehensive knowledge of departmental or program policies and procedures.

Assignments are completed independently with minimal guidance and some work

assignments require handling complicated tasks where the cost of correcting errors

would be substantial in either time or money. The work requires solving special

problems and making reliable decisions; only sensitive issues and problems are
referred to management. Contacts are with intra- and inter-departmental staff, the

public, customers, firms, and organizations doing business with the City for planning
and coordinating work activities, resolving problems and providing information on
department or program activities.

Administrative Specialist III: Assignments at this level entail the performance of

highly complex and diverse specialized program support activities, or supervising a

group of employees engaged in administrative or specialized support activities. The
work of this class requires a thorough knowledge of general office practices and

procedures, specialized office equipment, and/or specialized knowledge of policies,

procedures and practices applicable to the assigned program area. Incumbents are
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expected to have a deta-;Icd working knowledge of highly complex procedures and
regulations such as legally perceived contract or program provisions, codes and
ordinances. Contacts are primarily with intra- and inter-departmental staff, and the
public, and may involve making substantial adjustments or influencing important
agreements or situations impacting department policy.

Research and Evaluation Assistant: Positions allocated to this class perform
moderately difficult research and statistical or program evaluation analysis. The work
involves analyzing and evaluating data, and preparing analytical and narrative reports
or reports in a spreadsheet format that provide information on program status.
Incumbents are expected to understand the program guidelines, and have the ability to
interpret and apply department policies and procedures, however, judgment is required
in selecting and determining the scope of the research, methods and techniques as well
as in the extent of the evaluation of data compiled. The final reports are reviewed by
the Supervisor to ensure adherence to proper research techniques and program
guidelines. Contacts are, with departmenttCity staff, other government agencies,
consultants and the general public to gather information, plan, implement, and report
findings or recommendations regarding the specific programs being evaluated.

Conclusion:

The duties and responsibilities assigned to the subject position have been reviewed
with the specific objective of identifying the appropriate classification, At the
informational interview, we found that the position performed the full range of general
administrative support duties which included answering phones, making copies, mass
mailings, coordinating meetings, and gathering statistical information for reports;

reviewing, evaluating and entering data into personal computer or terminals prior to

working full-time on the Neighborhood Power Project. However, since the inception of

Neighborhood Power Project the subject position is now required to manage the
Neighborhood Power Project database, including entering, sorting, tracking and
analyzing data; producing reports for targeted marketing efforts and developing
targeted mailing lists; coordinating community meetings; and acting as liaison with other
City departments and outside agencies. These duties are best reflected in the class

specification for Administrative Specialist I I which is characterized by the performance
of specialized tasks in support of a special function orprogram.

The Subject position is not at the level of Research and Evaluation Assistant, the title

requested by the position incumbent and departmental management, because the

po
*

sition does not conduct the research that generates the data the position uses, it

utilizes *available data supplied by another position in the unit; neither does the position
evaluate, analyze or make recommendations based an the generated data.

Recommendation:

Therefore, based on the above analysis, we recommend the subject position be
reclassified to Administrative Specialist 11, effective June 5, 1997, which is the date the

position incumbent signed the PDQ.



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETEPMINATION REPORT
.............. - ---

I Date August 551997

POSITION IDENTIFICATION
. ............

Department: City Light

Classification Title: Accounting Technician 11

Ordinance Title: Accounting Technician 11-BU

Position Number: 020114

1%

ReportNn.-,

Bargaining Unit: 035 Current Salary: $14.00 - $15.66 (Range: 22.513:

R-E.GOMMENDED ACTION

Classification Title: Executive Assistant

Ordinance Title: Executive Assistant

Legislation Required: Yes

Bargaining Unit 030 Recommended Salary: $23.78 -'27-73 (Range: 37.5A)

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent:

Current Standing: Accounting Technician 11

Recommended Standing: Executive Assistant

n recommended standing, incumbent status is:

Regular

[ ] 2.3100;

Remarks.

Approved:

Probationary Temporary

[ X ] 2.1200; [ ] 2.3.300.

John Pearson

Lidia Santiesteb

Sarah Welch

Classification Analyst(s)

Classification Supervisor

lassification/Compensation Director

Personnel Director
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T~~Js,,;osi`-ion was reviewed as a result of a departmental request. The subject position

is located in the Energy Management Services Divisions within the City Light

Department. This Division is responsible for providing management policy and strategy

direction; and for the overall personnel administration and budget for the Division.

Scope of Review:

This review consisted of an analysis and evaluation of the subject position by a team of

Classification analysts (Gail Thompson and Irene Ogunyemi) which consisted of the

following:

+ the Position Description Questionnaire (PDQ) dated June 9, 1997;
+ comparisons of class specifications in the Executive Assistant class series;

+ additional information submitted by the position incumbent reflecting the position's

duties and responsibilities;

+ comparison to similar positions throughout the City;

+ review of the organization unit affecting the subject position;

+ position history records and related classification files.

Background:

According to departmental management, an Executive Assistant pocket was proposed
for abrogation in 1995 during the position reduction process, but was eventually

transferred to the, Human Resources Division of City Light, Therefore, the subject

position was assigned the duties of the former Executive Assistant. Management also

states that the subject position has been receiving out-of-class pay as an Executive

Assistant since August, 1995.

Summa!y of Work

The essential purpose of this position is to perform human resources and administrative

reporting for the Division. Specific-duties include:

40% Personnel Actions

Coordinates and participates in the development and implementation of the

Division's EEO and Affirmative Action Plans and Goals, preparing and

monitoring the budget, and the hiring process including recruiting and

coordinating division wide training.

35% Confidential Personnel Issues/Resolutions

Assists in handling and resolving grievances and personnel matters and issues;

provides information, recommendations and acts as a resource to management
on personnel matters including the Department's corrective action process, early

mediation, etc.



25% ComplI'mq, Anallyziag and PreparingAdministrative Rp_?~ __p
Analvsls

Compiles, analyzes, and prepares management reports including quarterly

accountability reports, division's annual workplan, vehicle usage, industrial injury

claims, sick leave, and out-of-class; assists management in compiling
information and reporting on performance reviews, and expectation statements;

analyzes, interprets and assists in the implementation of Department/City
administrative policies and guidelines; and assists the Director in developing
overall Division personnel policies.

NOTE: For a more complete listing of the subject position's responsibilities, see the

Position Description Questionnaire (PDQ), dated June 9, 1997, and submitted

for purposes of this review.

Anq_I_Y9!Is_'

We chose the class series of Accounting Technician and the Executive Assistant for

comparison purposes and compared the duties and responsibilities to those of the

subject position. We determined from this review that positions allocated to the

Accounting Technician class series are expected to performs a variety of accounting
functions and tasks associated with the maintenance and updating of accounting

records, including processing payroll, accounts receivable and payable and purchasing
invoices. Whereas, positions assigned to the Executive Assistant class series perform
a mixture of administrative duties, usually performed by other administrative fields, in

which no one specialty field constitutes a majority of the duties.

We found through our analysis, that the primary focus of the position is to perform
human resources and administrative reporting for the Division. This work is best

represented in the class series of Executive Assistant. We arrived at this conclusion

after reviewing the existing classes within the Executive Assistant class series. The
class series consist of four levels and they are distinguished from one another by the

size and diversity of the program, and upon their respective degrees of difficulty and

responsibility required. The work of the series is charaeterized in this manner:

Administrative Staff Assistant

Positions at this level are expected to conduct research and data collection for special

assignments; coordinate, prepare and monitor the unit's budget and coordinate special

programs or projects; coordinate a variety of general office functions; and oversee the

work of subordinate staff. Employees are expected to use judgment to make decisions

about day-to-day office, budgetary, and personnel problems and\or activities and to

interpret and apply policies and procedures to day-to-day situations.

Administrate Staff Analys
Positions allocated to this level coordinate the budget preparation and specific program
goals; research and analyze a variety of operational or administrative issues and/or

problems; assist in personnel matters; and serve as liaison with other sections and

divisions; and monitor contracts. Employees allocated to this level provide general



adn-iiinistrative and analytical support to a small department, or to a large unit of a
department.

Executive Assistant

Positions within this class perform the more complicated and difficult administrative

problems, issues and tasks in budget and personnel, for a small department or a
division of a large department. Positions allocated to this le~~-31 are expected to work
independently at the division level of a large department.

Senior Executive Assistant

Positions assigned to this level perform a wide range of complex, confidential and
sensitive executive level administrative duties for the head of a department or for a

deputy superintendent.

Conclusion:

The duties and responsibilities of the subject position were reviewed with the specific

objective of identifying the position's appropriate classification. We found that, the work
assigned to the subject position (research and handle a variety complex administrative and

operational issues and concernsfor a division of a large department) is typical of that

associated with positions allocated to the Executive Assistant class within the

Department of City Light and throughout the City.

Recommendation:

It is therefore, our recommendation that the subject position be allocated to the title of

Executive Assistant. This action should become effective, May 28, 1997, the date the

Deputy Superintendent approved the Energy Management Services Division

reorganization.

Note: The out-of-class assignment has no bearing on this reclassffication action.



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date: Julv 23,1997 Report No,: 97-1333

POSITION IDENTIFICATION

Department, City Light

Classification Title: Accounting Technician 11

Ordinance Title: Accounting Technician 11 - BLI

Position Number: 012605

Bargaining Unit: 035 Current Salary: 14.00 - 15.66 (Range: 22.513)

RECOMMENDED-ACTION
Classification Title; Administrative Staff Assistant

Ordinance Title'. Administrative Staff Assistant

Legislation Required: Yes

Bargaining Unit 030 Recommended Salary: $17.53 - 20.44 (Range: 29.5A)

Remarks The recommended action is the result of the attached abbreviated

PDO to become effective 30 days after passage of Ordinance.

INCUMBENT STATUS

Incumbent:

Current Standing: N/A

Recommended Standing: NIA

in recommended standing, incumbent status is:

Regular Probationary Temporary

2.3100; 2.3.200; 2.3.300.

Remarks:

Recommended:

-A
/M

Team 2
1-/' !

Classification Analyst(s)

Approved: John Pearson Classification Supervisor

Lidia Santiestebar4 lassification/Compensation Director

11

Sarah We4; Personnel Director



CITY OF SEATTLE PERSONNEL DEPARTMENT

Classification/Compensation Unit

ABBREVIATED
POSITION DESCRIPTION QUESTIONNAIRE

(Thisjorm is to be usedfor vacantpositions andlor requests resultingfrom reorganizations)

DEPARTMENT/DIVISION: Seattle City Light/Energy Management Services Division

POSITIONNUMBER: 0126015 (currently Accounting Tech 11)

DATE REQUESTED: 6/2/97 EFFECTIVE DATE. 7/1/97

CLASSIFICATION REQUESTED: Research &amp; Evaluation Assistant

POSITION PURPOSE: Provide research and analysis support to section implementation planning efforts.

Research and compile information for management analysis and reports. Perform

quality control of data in the commercial and industrial conservation tracking system.

Provide technical support to field staff delivery of commercial and industrial energy

services.

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

position. Briefly describe the work using action words.

Duties and Responsibilities Statements

Assist the Manager and the C/I Energy Planning Supervisor in the economic analysis and

implementation planning/revisions of C/I services by developing and maintaining

spreadsheets, assessing workload, documenting policies and procedures, researching other

utility programs, coordinating planning assignments. Also, assist in the development of

section budgets. These duties require research, analytical and evaluation skills.

% of Time

50%

2. Prepare ad hoc reports, graphs and spreadsheets for management, planners and evaluators 25%
and assist with analysis of how programs are performing towards meeting program goals and

energy savings. Assist evaluators in the selection of survey instruments and in conducting

customer feedback and satisfaction surveys for C/l programs/services. Develop complex

spreadsheets as necessary.

3. Provide quality control of the data in the C/1 tracking system. Troubleshoot and accurately 15%

research incorrect data by reviewing program files or getting conclusions from the field staff.

Perform "super user" fimction when the CTS is developed for C/l, by providing training and

troubleshooting for C/I users of the system, identifying system errors and resolving system

problems with CTS administrators, identifying and researching ways to enhance the CTS
needed to incorporate tracking of new services.

PDQREASTDOC



4. Provide technical support to field staff delivery of commercial and industrial energy services.

Develop technical tools to assist field staff in delivering services to customers. Examples:

audit report boilerplates, end use calculation forms.

5.

6.

7.

10%

POSITION ALLOCATION CRITERIA:

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

Gathers and compiles data and information from a various sources using a variety of methods and process

.

es;

prepares a variety of summaries and reports; articulates pending problems/issues, makes recommendations on

solutions, and details findings and conclusions.

Assists in the planning, development, justification and implementation of various data gathering projects;

selects appropriate statistical technique and performs prograin/policy analysis of data, as required.

Provides research and analysis support on a number of issues; acts as liaison and coordinates with other sections

on requests for information, section services and ongoing programs.

Duty No. 2 - A primary duty, is described in the class specification as:

Analyzes data for completeness and statistical feasibility, and may provide data to various fund sources as part

of reporting requirements or in response to special reports; selects appropriate method of presenting data and

prepares charts, spreadsheets, graphs, maps, statistical tables, and other visual aids as necessary; assists in the

design and development of information databases and spreadsheets.

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

Compiles technical information from various sources and prepares summariesand reports as required; may

assist in the development, implementation and maintenance of departmental information systems.

Analyzes data for completeness and statistical feasibility.

Duty No. 4 - A primary duty, is described in the class specification as:

Provides research and analysis support on a variety of issues; acts as liaison and coordinates with other sections

on requests for information, section services and ongoing programs.

PDQR-EAST.D0C



Assists in the design and development of information databases and spreadsheets.

REASON FOR THE REQUESTED CHANGE:

The C/I Section has lost a total of 3 planning positions by the transfer of these positions to the Business

Planning Unit in the Customer Relations Division.

It is critical to the operations of the C/I Section that planning and research assistance and capabilities be

provided. With the ongoing financial incentive programs and value-added services, there is a continual need for

program changes, customer feedback and surveys, quality control of data in the tracking systems, new electronic

tools (e.g., end use graphs, etc.) needed by staff to perform their work, graphs and reports needed for

management analysis and decisions.

Supervisor or Requester Signature

Department Head Signature Date

PDQREAST.DOC



POSITION NUMBER:

APPROVED AS REQUESTED: 0 Yes

OTHER RECOMMENDED ACTION:

511f~o

Personnel Analyst Supervisor Signature Date

PDQP,EAST.DOC



aTY6F SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT
-Date: July 15,19-9-7--_

POSITION IDENTIFICATION

Department: City Light

Classification Title:' Unclassified

Ordinance Title: Research and Evaluation Aide

Position Number: 022932

Bargaining Unit: 030

Report No. 97-1335
1

Current Salary: $13.73 - $14.77 (Range: 21.OC)

RECOMMENDED ACTION

Classification Title: Accounting Technician 11

Ordinance Title: Accounting Technician II-BU

Legislation Required: Yes

Rec. Bargaining Unit: 035 Recommended Salary: $14.00 - $15.66 (Range: 22.513)

Remarks: This recommended action is the result of the attached Abbreviated PDQ to

become effective 30 days after passage of Ordinance.

INCUMBENT STATUS

Incumbent: Vacant

Current Standing: N/A

Recommended Standing: N/A

In recomm. standing, incumbent status is: N/A

Regular;

[ ] 2.3.100;

Probationary;

[ 1 2.3-200;

Remarks: See next page for pertinent allocation information.

Recommended: Team 2 6111~ ~

Approved:
---John

-Pearson

Lidia Santieste

Sarah Welch

Temporary.

[ ] 2.3.300.

Classification Analyst(s)

Classification Supervisor

Classification/Compensation Director

Personnel Director



S MY OF SEATTLE PERSONNEL DEPAR AENT

Classification/Compensation Uni

ABBREVIATED

11
CLASS11COMP

i U Ll- -a' ~.,199 7

POSITION DESCFJPTION QUESTTION~gM
(Thisform is to be usedfor vacantpositions andlor requests resulfinO~omreo~rganizia-~ tions)

DEPARTMENT[DIVISION: City Light - Energy Management Services Division

POSITION NUMBER: 02293 2 A

DATE REQUESTED: 4/10/97 EFFECTIVE DATE:

CLASSIFICATION REQUESTED: Accounting Tech. II

POSITION PURPOSE: Prepare and administer customer contracts for residential, commercial, and industrial

conservation programs. Prepare work authorizations to contractors, and process
invoices and contractor payments for work done through SCL conservation programs.

POSITION SUMNIARY: Use thejIbilowing space to summarize the essential duties and responsibilities assigned to the

position. Bri~f~y describe the work us~a action words.

Duties and Responsibilities Statements

I
-

Contracts - Prepare and administer customer loan, cash financing agreements, and incentive

contracts which obligate the Utility to provide funding for conservation measures and

incentive payments to customers. Prepare work authorizations for contractors to install

conservation measures through SCL programs. Set up installment loans for conservation

customers on the CIS, factoring in appropriate discounts and payment schedules.

2. Payments - Process invoices for payment, reviewing for accuracy and comparing costs to

work that was contracted, authorized, and approved by SCL. Coordinate with Accounts

Payable, the disbursement of funds to contractors and customers.

3 5%

35%

3. Liens - Coordinate with SCL's Real Estate Services the acquisition of property title searches, 5%
filing of property liens and the release of those liens once the loan account has been satisfied.

4. Payoffs - Provide loan payoff documentation to customers, escrow companies and other 10%
financial lending institutions for repayment of conservation loans. Calculate discounts for

preparation of statements.

5. Customer Service - Respond to customer and contractor inquiries and resolve contract issues. 5%
Provide customers information about program process and requirements.

6, Misc. - Update and keep current the CIS conservation contract customer information. 10%
Conduct weekly training and cross training sessions. Set up and maintain customer financial

% of Time

PDQ97.DOC



records and contract files.

7. Note: On July 8, 1996 a Classification Determination Report No. 95-0328 recommended an

Accounting Tech. 11 classification for staff performing the duties described above.

POSITION ALLOCATION CRITERIA:

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

Contracts - The class spec. Distinguishing Characteristics includes the performance of multiple, complex and

responsible accounting tasks, making reliable decisions, and handling complicated tasks where the cost of

correcting errors would be substantial in either time or money. The preparation of a customer contract or cash

financing agreements requires staff that are able to meet these standards. Failure to do so could result in legal

action being taken against the City with potentially costly consequences.

Duty No. 2 - A X primary [I secondary duty, is described in the class specification as:

Payments - Processes invoices for payment as found on the class spec., first dot point, is consistent with the

duties and responsibilities of this position as stateed in number 2 of this abbreviated PDQ. A significant

percentage of this position's responsibility involves the processing of customer and contractor payments.

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

Liens - The Acct. Tech. H spec. requires independent research, analysis of facts, and interaction with the public,

other agencies, and/or department personnel. The title search and acquisition of property liens requirement of

this position requires the assigned staff to have these skills. Analysis of property descriptions to ensure the City

places a lien on the appropriate property as required by program guidelines is a must for the person in this

position.

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

Payoffs - The third and forth dot point of the Acct. Tech. H class spec refer to posting of payments, billing of

customers and account transactions. When engaged in payoff activity, the staff in this position is preparing a bill

for payoff of customer loans, entering the payoff amount and terms of the contract (length of loan, interest-)

into the CIS. They are also responsible for reconciling discrepancies in CIS transactions.

Duty No. 5 - A F-J1 primary Z secondary duty, is described, in the class specification as:

Customer Service - As in the distinguishing characteristics of the Acct. Tech H class specs, this position will be

responsible for maintaining contact with the public (our customers), other agencies (commercial and industrial

customers), other department employees (Finance, Cost Accounting, Credit and Collections
... )

for exchanging

and providing information.

PDQ97.DOC 2



Duty No. 6 - A [] primary X secondary duty, is described in the class specification as:

Misc. - The Acct. Tech. 11 class spec. Dot point 5 shows as an example of work the compilation of information
and data required for the preparation of expenditure and revenue reports. This position is responsible for

accurately entering and tracking conservation contract information into the CIS which results in customer
billing and SCL revenue, Ongoing cross training is also a part of this position's duties which is consistent with
the Acct. Tech 11 class spec.

Dut~ No. 7 - A 0 primary E], secondary duty, is described in the class specification as:

REASON FOR THE REQUESTED CHANGE:

The work of the Contracts Unit has been classified at the level of Accounting Tech II in a recent reclassification
decision by City Personnel. This position will be utilized by a staf1person performing the same duties and at the
same level as the Accounting Tech 11 employees in this group.

Department Head Signature Date

-ME261CDOC
3



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

Misc. - The Acct. Tech. II class spec. Dot point 5 shows as an example of work the compilation of information
and data required for the preparation of expenditure and revenue reports. This position is responsible for

accurately entering and tracking conservation contract information into the CIS which results in customer
billing and SCL revenue. Ongoing cross training is also a part of +this position's duties which is consistent with
the Acet. Tech II class spec.

Duty No. 7 - A F~ Primary [] secondary duty, is described in the class specification as:

REASON FOR THE REQUESTED CHANGE:

The work of the Contracts Unit has been classified at the level of Accounting Tech 11 in a recent reclassification
decision by City Personnel. This position will be utilized by a staffperson performing the same duties and at the
same level as the Accounting Tech 11 employees in this group.

Supervisor or Requester Signatu-re Date

.

Department Head Signature Date

-ME2611CDOC



POSITION NUMBER: 0 -2- ~- ~ 3 .2, TITLE:

APPROVED AS REQUESTED: 8 Z
Y

e
s

11 No

OTHER RECOMMENDED ACTION:

Personnel Analyst Signature

km
L I

-4

-7,Zly
.::

Z~ -7

Date
V

Personnel Analyst Supervisor Signature Date

I'DQ9TDOC 4



City of Seattle

Personnel Department
Class SpeciEcation

Title ACCOtMING TECWCXCXAN IX

Sc3ae=at-.c No. 4000004

Class Su=Rary*

Performs the full range of accounting records maintenance activit 4 es of an
assigned accounting area or set of records i.e. payroll, accounts
receivable, accounts payable, purchasing or other accounting functions.
Duties involve performing all operations and established methods
independently according to departmental procedures..

Distiaguishing, characteristics of the Class:

Positions perform the full range of class duties and respcnsibilli ties.
The class differs from the Accounting Technician ZII in that the iatter
class has lead responsibilities.

Positions in this class work under minimal guidance and perf-orn multi;
7

le
complex and responsible accounting support tasks, solving Spec-'a-,
problems, making reliable decisions, independently researching and
analyzing facts, and presenting findings upon which important or costlydecisions could be made- Assignments require handling complicated tasks
where the cost of correcting errors would be substantial in either time or
money.

PCs itlans n thi3 class possess a know'edge of ~oas;=
account ing/bcokkeeping and departmental procedures and pract-4 -cas and workwithin those established procedures and methods. Positions may train
subordinates in the proper work activities and procedures but do not lead
or supervise work activities.

Contacts are with the public, other agencies, other departments or
departmental employees for exchanging and providing information.

Examples of Work4

0 Processes invoices for payment and reviews and audits invoices to
ensure accuracy of prices and entries.

a Prepares payroll /peracnnel documents and updates files to ensure
proper and accurate employee, salary, and benefits ififormaticn i..e.,
out-cf-class pay, salary rates, fringe benefits, vacations and
deductions.

Posts accounts receivable and accounts payable. Verif -4es and
balances all' Journal and ledger entries. Reconciles ledger
transactions and discrepancies.

Prepares and reviews repartsp forms, account transactions, cust-imer
billings and other reports or documents required in assigned area.

Compiles information and data requlired for the preparation of
expenditure and revenue reports.

0 Reconciles, reviews, verifies and corrects entries, codes or
documents prepared by others to ensure the accuracy of information.

0 Assists in the preparation and reconciliation of trial balances.

Performs others duties of a comparable level/type as assigned.

1
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Title: Accounting Technician 11

Schematio Number: 4000004

work Environmont/Physical Demands.

Work in performed in a normal City work/office environment.

Minimum Qualifications:

Requires two years accounting/ boo kkeep ing experience or one year
experience as an Accounting Technician (or a combination of
education/ training/ experience which provides an equivalent background
required to perf arm the work of the class). ,

Licensing and Other Requirements:

None

Comments:

This description was prepared to indicate the kinds of activities and
levels of work difficulty required. of positions in this class. Zt Ls not
;ntanded as a complete List of specific duties and responsibilities.

Class adopted January 2, 1991

2



CITY OF SEATTLE
EXECUTIVE SERVICES

DEPARTMENT
CLASSIFICATION DETERMINATION REPORT

i
July 23, 1997 Report No.: 97-1336

POSjTl0N IDENTIFICATION

Department: City Light

Classification Title: Planning &
a

m
p

;

Development Specialist

Ordinance Title: Planning &
a

m
p

;

Development Specialist I

Position Number: 018300

Bargaining Unit: 030 Current Salary: $19.29 - $22.48 (Range: 32.OA)

BLE!qOMMENDED ACTION,

Classification Title: Planning &
a
m

p
;

Development Specialist

Ordinance Title: Planning &
a
m

p
;

Development Specialist 11

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $20.85 - $24.26 (Range: 34.OA)

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent: Miaiee Anne Jose

Current Standing: Planning &
a
m

p
;

Development Specialist I

.Recommended Standing: Planning &
a
m

p
;

Development Specialist 11

In recommended standing, incumbent status is:

[ I Regular; X Probationary: Temporary.

Authority: Personnel Rule

[ ] 2.3.100; X 2.3.200; 2.3-300.

Remarks:

Recommended: Team 2M
John PearsonApproved:

Sarah Weli

V

Lidia Santiesteba:

Classificatio n/Co mpensati on Analyst(s)

Classification/Compensation Supervisor

C I assificatio n/Com pens ation Director

Personnel Director



r
- ----------- -------

;1PERTINENTALLOCA. )N FACTORS -Report No- 97-1336,

Source of Re, uest and Position Identification:

This position was reviewed as a result of a request from the position incumbent.
Position #018300 is located in th

'

e Energy Management Services Division of City Light.
The Division is responsible for planning and delivering residential and small commercial
conservation programs; meeting City and City Light's goals; providing a comprehensive
array of energy management services that are cost-effective and to, include services of

other City departments; and providing energy service equity for all residential and small

commercial customers.

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 Class/Comp Team 2, consisting of Gail Thompson and
Irene Ogunyemi. The review of the subject position included analysis of the following:

+ Position Description Questionnaire (PDQ) dated 6/5/97 and submitted for this

review;

* Informational meeting with position incumbent;

* Comparisons with class specifications #2203003/Planning and Development
Specialist I and #2203004/Planning and Development Specialist 11;

* Team Two's review/analysis of subject position information;

* Comparison to similarpositions;

+ Review of the organizational charts affecting the subject position;

+ Position history records and related classification files.

Summary of Work:

As described in the submitted PDQ, the essential purpose of this position is to plan and
deliver conservation services to residential and small commercial customers in a legally,

financially, and technically responsible manner for the purpose of electrical energy
resource acquisition and excellent customer service; and to work collaboratively with

other City and regional agencies to provide coordinated multi-resource services to City

Light customers.

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.



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

-

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

TERTINENTALLOCA AN FACTORS -Report No: 97433~

,

nalysis:

The subject position was created by ordinance
'

108666 January 1, 1980 as an Electrical

Service Representative, and last reviewed in January 1, 1993, and at that time
allocated to the title of Planning and Development Specialist 1.

The position incumbent was hired May 3, 1993 as a Planning and Development
Specialist I to market residential conservation programs and to provide planning support
for new and existing residential conservation programs. The position's main
responsibility was to create and implement a marketing plan for the Home Energy Loan
Program. However, in October, 1994, the position was assigned to assist an Energy
Planning Analyst to plan and implement the new Neighborhood Power Project (NPP) in

the Fremont Neighborhood. Again, in March 1995, the position was reassigned to

manage the Neighborhood Power Project for the residential sector and assumed the
lead on this project full-time. The breadth and depth of the scope of the position's
duties and responsibilities increased dramatically beyond the position's current

classification of Planning and Development Specialist 1. The position was then charged
with the sole responsibility to plan and implement the NPP in a new neighborhood,

Georgetown/Maple Hill in 1997.

According to the PDQ and the informational interview with the position incumbent, the

subject position now acts as the project manager for the Neighborhood Power Project.

As the project manager, the position develops goals, objectives and budget for the

NPP; coordinates program design and implementation with partner agencies; conducts
market research on water and energy conservation and solid waste management.
potential; researches City neighborhood planning infrastructure and issues; and reviews

and analyzes other departments' program evaluations and other materials. The review
team found that the subject position's duties and responsibilities are an appropriate
match for the class specification of Planning &

a
m

p
;

Development Specialist 11. Positions in

this class plan, design, implement research programs or strategies; research, analyze,
and evaluate data, and prepare recommendations or alternatives in the developmental
work in support of a specialized planning project, program, policy, or issue in areas
such as conservation, recycling, parks and recreation, environmental, and land use.

Allocating the subject position to Planning &
a
m

p
;

Development Specialist 11 will recognize
the key responsibilities of facilitating input and partnerships with other departments'

programs, community and special interest groups and other public agencies.

Recommendation:

Therefore, based on the above analysis, we recommend the subject position be
reclassified to Planning &

a
m

p
;

Development Specialist 11, effective May 28, 1997, which
coincides with the date the Deputy Superintendent approved the Energy Management
Services Division reorganization.



CI1Y OF SEATTLE
EXECUTIVE SERVICES

DEPARTMENT
CLASSIFICATION DETERMINATION REPORT

POSITION IDENTIFICATION

Department'. City Light

Classification Title: Power Structures Mechanic Crew Chief (013001)

Ordinance Title:

Position Number:

Bargaining Unit:

Power Structures Mechanic (0 13676)

Power Structures Mechanic Crew Chief (013001)
Power Structures Mechanic (0 13676)

013001
&

a
m

p
;

013676

077 Current Salary: $24.04 (PSMCC) (Range: NA)

I
-

$21.37(PSM)- (Range: NA)

RECOMMENDED ACTION

Classification Title: Communications Electrician

Ordinance Title: Communications Electrician 11

Legislation Required: Yes

Bargaining Unit: 077 Recommended Salary: $24.76 - $25.96 (Range: NA)

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent: VACANT

Current Standing: NA

Recommended Standing: NA

In recommended standing, incumbent status is:

[ ]Regular; Probationary:

Authority: Personnel Rule

[ ] 2.3.100; 2.3.200;

Remarks: This action is effective August 11, 1997

Recommended: Team 2 la

[ ] Temporary.

[ ] 2.3.300.

Classification/Compensation Analyst(s)

Approved: John Pearson 7, y Classification/Compensation Supervisor

Udia Santieste an.Z,Classification/Compensation Director

Sarah Welch,,e,:~Ze Personnel Director



CrrY OF SEATTLE PERSONNEL DEPARTNIENT
Zl A ~: 11-4

433 %1da U11 untprensation unit

ABBREN71ATED
POSITION DESCRIPTION QUESTTONNA

(Thisform is to be usedfor vacant positions andlor requests resultingfrom

DEPARTMENT/DIVISION: Light/Generation

POSITION NUMBER: 013001, 013676

DATE REQUESTED: EFFECTIVE DATE:
- &amp;A

CLASSIFICATION REQUESTED: Communications Electrician H

POSITION PURPOSE: Perform CIP and Maintenance communications work at Skagit and boundary.

POSITION SLTAMARY: Use thefollowing space to summarize the essential duties and responsibilities assigned to the

position. Bri0.y describe the work using action words.

Duties and Responsibilities Statements

1. Install and repair a variety of electronic communications equipment and facilities.

% of Time

35%

2. Plan, organize and implement plans to install and test equipment. Review' plans and schematic 20%
diagrams to provide design and installation recommendations. Document any changes or

modifications.

3. Maintain communications equipment through inspections and testing programs, 18%

4. Identify and repair problems with communications equipment and facilities at system, board, 12%
and component levels.

5. Reads specifications, blue prints, manuals, and other technically related material in order to

install, maintain, and repair communications equipment and systems.

5%

6. Install, maintain, trouble shoot and repair community antenna cable television system. 5%

7. Maintain accurate record of all electronic and mechanical systems, equipment and facilities

maintained and repaired, updating records as necessary.

5%

Abbn!~WedFDQ-3196



POSITION ALLOCATION CRITERIA:

Duty No. 1 - A X primary 11 secondary duty, is described in the class specification as-

Installs, mainta ins, and repairs a variety of communications equipment and facilities and other related electronic

and mechanical equipment.

Duty No. 2 - A X primary [:] secondary duty, is described in the class specification as:

Operate electronic testing and diagnostic equipment and record data on the status of facilities, systems and

operations.

Duty No. 3 A X primary [I secondary duty, is described in the class specification as:

Maintain a variety of electronic, electrical and mechanical equipment used for radio communications and
electronic laboratory testing.

Duty No. 4 A X primaryE] secondary duty, is described in the class specification as:

Select and apply the appropriate procedures to identify and resolve equipment and system problems.

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

Read blueprints and equipment specifications.

Duty No. 6 - A X primaryE] secondary duty, is described in the class specification as:

Under general supervision install
, maintain, and repair a variety of electronic, electrical and mechanical

equipment.

Duty No. 7 A X primaryE] secondary duty, is described in the class specification as:

Monitoring and recording data on the status of facilities, systems and operations.

REASON FOR THE REQUESTED CHANGE:

See Attachment.

AbbmsdatodMQ-3196 Page 2



epartment Head Signature

POSITION NUMBER:

Date

617,6 TITLE: ec _, tkCt7WV--e-S ffL

APPROVED AS REQUESTED:

OTHER RECOMMENDED ACTION:

Yes 13 No

Persony6l Analyst Supervisor Signature

Date

Abbm!m1edPDQ-31.9G
Page 3

Supervisor or Requester Signature
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Pel"'Sonnel Depwtment,
%Mass S.Pecifica+4 on

Title COMMUNICATIONS ELECTRICIAN

Schematic No. 72650004

class summary:

The positions in this class, under general supervision, install, maintain,and repair a variety of electronic, electrical and mechanical equipmentused for radio communications, supervisory control, remote sensing,telemetering, status display, signaling and electronic laboratory testing.Related duties include monitoring and recording data on the status offacilities, systems and operations.

Distinguishing Characteristics of the Class:

This is the journey-level class in the Communications Electrician series.This class installs, maintains, and repairs a variety of communicatLonsequipment and facilities and other related electronic and mechanicalequipment used for communications, primarily for a util itY. This class ;sdistinguished from the Sr. Communications Electrician class in that thisclass performs a variety of duties in 'the maintenance and repair ofcommunications and related equipment while the latter class has leadwarkerresponsibilities and performs the more difficult installation and repairwork.

The work requires specialized knowledge of electronics theory, circuitdesign, computer programming and various types of equipment and materialsin order to Install, maintain and repair a variety of communications andelectronic equipment. The work requires the ability to use-hand and powertools; operate electronic testing and diagnostic equipment and readblueprints and equipment specifications. Guidelines exist in the form oftechnical and operational manuals, electrical codes, FederalCommunications Commission rules and regulations, safety rules andrequirements and equipment specifications. Employees in this class Mustselect and apply the appropriate procedures to identify and resolveequipment and system problems. Employees in this class workindependently, but may also work with others in the class as part of acrew. The class may work under emergency conditions when restoringcommunications is of paramount importance to the safety of personnel, thepu
,

blic, and major facilities and equipment. This class performs dailywork independently and only unusual, special, or unanticipated tasks arereviewed by the supervisor.

Personal contacts are primarily with Inter- and intra-departmentpersonnel, other government agencies to coordinate work activities andprovide information and expertise; with vendors to order parts; withmanufacturer's representatives to evaluate equipment and obtain technicaladvice; and with the public to investigate complaints and provideinformation.

Examples of Work:

rnstalls and repairs a variety of electronic communicationsequipment and facilLties, including: computerized monitoringsystems; land and mobile radio systems; alarm, security andprotection systems; electronic laboratory test equipment; remotesensing and telemetry equipment; and electronic telephone systems.
a Plans, organizes, and implements plans to install and testequipment. Reviews plans and schematic diagrams to provide designand installation recommendations. Documents any change ormodification.

I



Title: COmmuni cations,,,'"', ectri c ian
Schematic Number: 71S~

.1"A

4

Maintains communications equipment th
.

rough inspections and testingprograms.

0 Installs, tests, maintains, calibrates and repairs chemical feedingand proportioning equipment, including chemical analyzers anddetectors.

0 Identifies and repairs problems with communications equipment andfacilities at
systems,, board, and component levels.

a Reads specifications, blue prints, manuals, and other technically.related material in order to install, maintain, and repaircommunications equipment and systems.

0 Installs, maintains, trouble-shoots and repairs community antennacable television system.

Investigates complaints about radio and television interferencepotentially related to City equipment and facilities.
0 Maintains accurate records of all' electronic and mechanical systems,equipment and facilities maintained and repaired, updating recordsas necessary.

0 Programs computer testing and diagnostic equipment.
0 Fabricates specialized equipment to meet specifications, makerepairs, or modify designs

0 Performs other relat-A
assigned.

utles ot a comparable level/type as

Work Environment/Physical Demands:

0

Required to be on call 24 hours/day to respond to emergencySituations.

Required to stand, walk, or bend for extended periods of time; workin confined spaces; work Outdoors in all types of weather; and worksin areas with high noise levels.

Required to lift over 50 pounds.

May require handling or working with toxic/hazardous substances.
Required to work in areas near high voltage equipment and at highheights.

Some positions require working at remote or out-of-town location-
minimum Qualifications;

Requires three years of experience in installing, maintaining, testing,
and repairing electronic communications equipment and other electronic,mechanical instruments and equipment (or a combination of technicalelectronic education, or experience which provides an equivalentbackground required to perform the work of the class).

Licensing and Other Requirements:

a Current State of Washington driver's license.

Positions in the Water Department require a Was hingt an State WaterWorks certification within one year ~f employment.



Title: Communications Electrician
Schematic Number: 7150004

Comments:

This description was prepared to indicate the kind's of activities a

I

ndlevels of work difficulty required of positions in this Class. It is not
intended as a complete list of specific duties and responsibilities.

Class History:

Class adopted January 2, 1991

3
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CLASSEFICATION DETERMINATION REPORT
1)at e -. une 11, 1997

POS1110 SMEWAUON

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

Engineering

Unclassified

Assistant Systems Analyst

019609

034

Report No.

Current Salary: $ 17.53 - 20.44

96-678A

RECOMMENDED ACTION

Classification Title:

Ordinance Title:

Legislation Required:

Bargaining Unit:

Remarks

1-INUINUENT STAJU

Incumbent:

Current Standing:

Recommended Standing:

Management Systems Analyst, Entry (9/7/95 - 12/31/96)

Management Systems Analyst (effective l/l/97)

Management Systems Analyst, Entry (9/7/95 -
12/31/96)

Management Systems Analyst (effective I/l/97)

Yes

030 Recommended Salary: $17.53 - 20.44 (Range: 29.5A)
$20.04 - 23.35 (Range: 33.OA)

See next page for pertinent allocation information

Assistant Systems Analyst

Management Systems Analyst, Entry (9/7/95 - 12/31/96)

Management Systems Analyst (effective 1/1/97)

In recommended standing, incumbent status is:

Regular

[ ]
2.3100

: Remarks:

Recommended: Classification Analysts

Approved: John Pearson Classification Supervisor.1

Lidia Santiesteban ?t4gClassification/Comgensation Director

Probationary Temporary

[
X

121.3.200 [ ]
2.3.300

Sarah Wekk? %Z1 Personnel Director
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Pos!

This position was reviewed as a result of Departmental request. Position No.
019609 is located in the Finance and Administration Division of the EngineeringDepartment. This Unit is responsible for planning, administering and maintainingthe Division's data processing environment, and for providing training and supportto end users.

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

+ the Position Description Questionnaire (PDQ) dated September 7, 1995;
* comparisons of class specifications in the Help Desk, Management Systems

Analyst, Systems Analyst, Training and Education Coordinator, Administrative
Specialist, and Office Automation Technician/Trainer class series;

* additional information submitted by the incumbent and immediate supervisor
reflecting the position's duties and responsibilities;

* comparison to similar positions;

* a desk audit of the position;

* discussion of the position with other Classification Analysts;
* review of the organization unit affecting the subject position;
+ and related classification files.

aaakaraund.

The subject position is currently allocated to the title of Assistant Systems Analyst,
however, this title became obsolete as a result of the City-wide Classification
Project (effective January 2, 19911. Consequently, the Engineering Department hasasked the Classification/Compensation Unit to review the position's assigned dutiesand responsibilities to determine the appropriate classification.

According to departmental management, the duties and responsibilities of the
subject position have changed since its last review. Management further states,that the work performed by this position is no longer representative of that
previously identified and classified as Assistant Systems Analyst work. The current
incumbent, however, is requesting that the position be allocated to the title
Systems Analyst.



NT ALLOCA

The essential purpose of this position is to develop and conduct training classes fordivision-wide standard software applications; serve as the data processing trainingand information resource for the Division; and assist end users with problemsencountered in the use of PCs, printers, and standard software applications,

NOTE: For a more complete listing of the subject position's responsibilities, see the
Position Description Questionnaire MOO), dated and submitted for purposesof this review.

Analy-al&amp;-

Through our review, we found that the Subject position is primarily responsible for
serving as the data processing training and information resource, including
providing software application and word processing training and troubleshootingindicative of the complexity of the software, PC's, and printer. Therefore, for
purposes of this review class specifications within the Help Desk, ManagementSystems Analyst, Systems Analyst, Training and Education Coordinator,Administrative Specialist, and Office Automation Technician/Trainer class serieswere selected. The work of these series is characterized as follows:

Help Desk - responds to incoming calls regarding data communication and system
operations, software and hardware difficulties by analyzing problems to determine
source, and provides immediate resolution and instructions to users. This class
series consists of three levels which are distinguished from one another by their
respective degrees of difficulty and responsibility.

Management Systems Analyst - provides advice and service to management on
specific operational and administrative processing and reporting systems by
analyzing data gathered, developing information and considering all available
solutions and alternatives; and by preparing recommendations to implement newsystems, procedures or organizational changes.

Systems Analyst - performs system design, development, implementation andmaintenance activities related to data processing systems; and provides technical
advice and support to users in the proper use of system hardware and software.

Training and Education Coordinator - plans, designs, coordinates, implements andmonitors departmental and City-wide training activities within a department or for a
specific training program (in areas such as - safety, diversity, interviewing and
resume writing, sexual harassment, etc.)



ALLOCA.
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Administrative Specialist III - performs highly complex and diverse spe
-

cialized
program support activities, or supervises a group of employees engaged in
administrative or specialized support activities, such as researching and compilinginformation on special assignments; evaluating and recommending systems and
equipment to improve administrative support functions; establishing or revisingprocedures for support functions; training administrative support personnel in
procedures and use of automated equipment; and coordinating and/or supervisingvaried phases of administrative support work.

Office Automation TechnicianlTrainer - provides software application analysis,consultation and training to all departmental employees' in office automation
utilization in local and network environments.

compAdam

The duties and responsibilities of the subject. position have been reviewed with the
specific objective of identifying its appropriate classification. In reviewing the above
descriptions, it is clear that the subject position is expected to possess. a broad
range of knowledge concerning multiple and complex software packages and
application systems (windows, DOS, Novell Netware, cc: Mail, Low Organizer, Lotus Notes,
presentation, desktop publishing, small database systems, network environment, enterprise wide
computing, client server architecture, PCs, printers).

Conclusion

Therefore, based on the above analysis and comparisons it is clear that the type of
work assigned to the Office Automation Technician/Trainer class is very similar to
that of the subject position.

Becgmmendallan:

It is our recommendation that the subject position be allocated to the Office
Automation Technic

i an/Trainer series. This action is to become effective 30 days
after the ordinance is approved.

d
I

um to Rapor-L#678

Departmental management and the incumbent appealed the recommended
classification determination of Office Automation Tech nici an/Train er and a
Reconsideration Hearing was held on May 7, 1997. It is the opinion of both
management and the incumbent that the work being performed is comparable to
the work being performed by other Systems Analyst within the department and
throughout the City.
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After careful review and consideration of the information presented at the
Reconsideration Hearing, the Board determined that this position performs workthat is reflected within the Management Systems Analyst class series anddetermines the following:

1. that the position be allocated to the title of Management Systems Analyst,Assistant, effective September 7, 1995, the date the PDQ was signed;

2. that the position assumed additional duties of a higher level when it wastransferred to the new Seattle Public Utilities Department, and therefore, shouldbe retitled to Management Systems Analyst, effective January 1, 1997 tocoincide with the transfer.
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CLASSIFICATION DETERMINATION REPORT

Report No~
.......... -7

POSITION IDENTIFICA'nON

Department: Office of Economic Development

Classification Title: Finance Analyst

Ordinance Title: Finance Analyst

Position Number: 024523

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

REI'--~QMMENDEQ ACTION

Classification Title: Finance Analyst, Senior

Ordinance Title: Finance Analyst, Senior

Legislation Required: Yes

Rec, Bargaining Unit: 030 Recommended Salary: $22-08 - 25.70 (Salary Range, 35,5A)

Remarks: See next page forpertinent allocation information.

INCUMBENT STATUS

Incumbent:

Current Standing: Finance Analyst

Recommended Standing: Finance Analyst, Senior

In recommended standing, incumbent status is:

Regular; Probationary; Temporary.

[ X ] 2.3,200; [ ] 2.3.300.

Remarks: See next page for pertinent allocation information.

Recommended:

Approved: John Pearson ~

Lidia Santiesteb

Sarah Welc

Classification Analyst(s)

Classification Supervisor

Classification/Compensation Director

Personnel Director

f
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Position Identification and Source of Request:
Position No. 024523 is located in the Office of Economic Development (OED). The
subject position, currently classified as Finance Analyst, supervises a work unit

responsible for planning and implementing all accounting, financial management and
budget activity for OED. The Department and the incumbent are requesting that the

position be reclassified to Senior Finance Analyst based on their claim that additional

grant revenues have dramatically increased the workload, responsibility and
accountability of the subject position's work, specifically, additional reporting

requirements and monitoring of grants, and managing multiple grant fund sources and
expenditures. See individual position record card included in the file for detailed
historical data concerning the position.

Scope of Review
This review consisted of an analysis and evaluation of the subject position by a team of

Classification Analysts (Gail Thompson, Irene Ogunyemi and Barbara Martin) and
included the following:

the Position Description Questionnaire (PDQ) dated May 8, 1997;
the class specifications for Finance Analyst (#2003504) and Senior Finance

Analyst (#2003505);

Team Two's review/analysis of subject position information;

Comparison to similarpositions;

Review of the organizational charts affecting the subject position; and,
Position history records and related classification files.

Summary of Work
As described in the PDQ, this position reports to the Deputy Director of OED, and is

essentially responsible for directing, overseeing and supervising all accounting,
financial management and budget activities of the Office of Economic Development,

NOTE. For a more complete listing of the subject position's responsibilities, see the
Position Description Questionnaire (PDQ), dated 518197 and submitted forpurposes of
this review.

Analysis:

Based on the above information, the duties and responsibilities of the subject position
were compared to the class specifications for Finance Analyst and Senior Finance

Analyst.

The class specification for Finance Analyst describes positions that conduct research
and analysis of division/department financial issues; assist in preparing financial

reports, expenditure and status reports; and provide fiscal and budgetary controls over
capital projects, grants and/or operating budgets. Positions allocated to this title

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 divisions or department.
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Whereas, the class specification for Senior Finance Analyst describes positions that

coordinate and lead in the development, preparation, defense and monitoring of

division/department operating budgets or capital improvement project budgets or
financial management of grants and/or capital programs. Positions allocated to this title

conduct financial research and analysis on financial/budgetary impacts and
implications, and policy or operational changes; and oversee financial/budgetary
reporting and monitoring activities.

The subject position is responsible for coordinating and leading the development,
preparation and management of a multi-million dollar departmental budget. Work
expectations include: conducting research and analysis on financial/budgetary impacts
and implications, as well as policy and operational changes; providing financial

management over multiple grants from different sources and over sixty (60) contracts;
and supervising the department's financial reporting and monitoring activities.

Conclusion:

Our research and analysis concludes that the work performed by the subject position is

reflected in the class specification for Senior Finance Analyst. Review of the relevant

PDQ indicates that this position is relied upon to lead the preparation of the

department's operating budget; conduct a variety of independent financial

research and analysis projects of a technically demanding nature; and supervise
technical support positions which distinguishes itself from positions allocated to the

gourney-level) Finance Analyst class.

Recommendation:

We, therefore, recommend that the position be classified from Finance Analyst to
Senior Finance Analyst. This classification action should become effective May 8,

1997, which coincides with the date Department management and the incumbent
formally requested a classification review of the position and the date of the PDQ.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT
PERSONNEL DIVISION

Date,- 4/30/9

EO-S-ITION-LD ENTIFICATIQN

Department: Executive Services

Classification Title: Accountant

Ordinance Title: Accountant

Position Number: 010689

Bargaining Unit: 034

RECQMMEND
-

D ACE II ON

Classification Title:

Ordinance Title:

Bargaining Unit:

Management Systems Analyst

Management Systems Analyst

030 Recommended Salary: $20.04- $23.35

Legislation Required: tz!z~ (Range 33.OA) I

Remarks See next page for pertinent allocation information

LN-CUM-BENT ~~IATUS

Incumbent:

Current Standing:

Recommended

tanding:

Accountant

Management Systems Analyst

CLASSIFICATION DETERMINATION REPORT

Report No.: 971213

Current Salary: $16.57 -$19.29

In recommended standing, incumbent status is:

X ] Regular Probationary Temporary (exam required)

Authority: Personnel Rule

[ ] 2.3.100 [ ] 2.3.200 2.3.300

Remarks. Per Article 9.713 of contract between Local 17 and the City of Seattle

Recommended: Or-Te-am ~~Cl~assific~ation/~Comp~ensa~tion ==yst
Edie Jorgd6senApproved: Classification/Compensation Supervisor

Lidia Santiesteban- 917 C I ass ification/Compe nsation Director

Sarah Welc Personnel Director
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This review was conducted by a team of Classification/Compensation Analysts
consisting of Sharon Lee Nicholson, Jimmy Woo, and Curt Funk. The report was
prepared by JimmyWoo.

Source of Rg_quest/Positign Identifigafiorr

This Position was reviewed as a result of a request from the Executive Services
Department management. They are requesting this position be reclassified to a
Management Systems Analyst. This position is located in the Executive Services
Department's Finance Division- Payroll Accounting Section which is responsible for
maintaining the payroll and pension payment system to ensure accurate scheduled
payroll processing, and auditing, reconciling and payroll records maintenance.

Position History:

A complete history of this position may be found in the Personnel Records Unit.

acope of R-eview-

Review of this position consisted of analysis of the following:

Position Description Questionnaire (PDQ) submitted for this review;
Class Specification Nos. 2000504 Accountant and 2350004 Management Systems
Analyst;

Position file contents; and

Corroboration among a team of Classification Analysts

Summary of Work

The primary purpose of this position is to identify, analyze and evaluate payroll
discrepancies in the ADP, CSS

,

PPSISFMS systems; prepare and verify test data prior
to and after system implementation; develop training plans and prepare training
materials; assist in the development and implementation of updates and revisions to the
payroll system; oversee and monitor the daily payroll processing; identify user problemsand define solutions; and act as a liaison between line departments and system
developers.

NOTE: For a more complete listing of the subject position's responsibilities, see the
Position Description Questionnaire (PDQ) submitted for this review and included
in the position file.

Analy_sis:

The subject position's current allocation to the Accountant classification resulted from
the Classification Project Appeals Examiner's determination that it performed a range of
professional accounting functions and tasks involved in the processing of payrolls.
Specifically, the position audited payroll records, computed correct time payments,
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monitored data for correctness, maintained payroll records, reviewed payroll reports for
all City departments, and initiated corrections. Additionally, this position had oversight
responsibility for developing and communicating information about payroll and related
benefit issues to line departments and developed written materials and presentations,as well as provided individual consultations with internal and external contacts.

However, prior to and subsequent to the implementation of HRIS, this position's duties
and responsibilities have been devoted to gathering and organizing data input for
testing and output review; analysis and evaluation; scripts writing; report and
specification development, developing and preparing training materials for departmentend users; analyzing, identifying and evaluating system discrepancies, and defining
possib

.

le solutions. Approximately 30% of the subject position's time continues to be
devoted to overseeing and coordinating the daily processing and maintenance of the
City"s payroll, as well as providing customer service by responding to inquiries
regarding payroll processing and procedural issues.

The implementation of HRIS has required this position to integrate the application of the
City's rules and policies affecting payroll processing onto the CSS and ADP databases,
besides the SFIVIS. As these three systems reside on different platforms using different
pay codes and deduction codes, this position much research a high volume of errors
through a maze of translations between the various systems, work with the ADP
contractors to troubleshoot system problems and take corrective action, and develop
new procedures or re-spec and test requested fixes. This position must also supportHRIS testing of reported bugs, enhancement requests and required upgrades to ensure
HRIS remains on a current release level.

The current duties and responsibilities performed by the subject position are within the
scope of Class Specification #2350004- Management Systems Analyst. Positions
allocated to that class study and analyze informational, operational and management
problems to determine program and system needs and recommend solutions to meet
those needs; develop or assist in developing, implementing and evaluating automated
management information systems; apply management and systems analysis
techniques to solve problems; and develop training plans and materials and trains
users. The complexity of the new system requires the subject position to address and
research system problems, work with programmers to implement system fixes, and be
resourceful in looking at options and recommending solutions.

Rep!2-mmendation:

The position incumbent was working in an out-of-class capacity as a Management
Systems Analyst while working on the HRIS project and has continued performing in
that capacity since its implementation. The review team recommends this position be
reclassified to Management Systems Analyst effective November 27, 1995, the date of
the HRIS conversion.



Crf'Y OF SEATTLE
PERSONNEL DEPARTMENT

POSITION IDENT

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

CLASSIFICATION DETERMINATION REPORT

IFICATION

Executive Services Departrnent - Personnel Division

Personnel Specialist

Personnel Specialist

024573

030

RECOTVIVIENDED ACTION

Classification Title:

Ordinance Title:

CurrentSalary: $18.55-21.67 (Range:31.OA)

Training Development and Program Coordinator

Training Development and Program Coordinator

Legislation Required: Yes

Bargaining Unit: 030

Remarks

INCUMBENT STATUS

Incumbent:

Recommended Salary: $1&amp;55-21.67 (Range:31.OA )

See next page for pertinent allocation information

Current Standing: Personnel Specialist

Recommended Standing: Training Development and Program Coordinator

In recommended standing, incumbent status is:

Regular;

[ 12.3100;

Remarks:

Probationary:

112.3.200;

Temporary,

[ x 12.3.300.

Recommended: Classification Analyst(s)

Approved: John Pearson Classification Supervisor

Lidia Santiesteb:~ao Classification/Compensation Director

Sarah Welc Personnel Director
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This position was reviewed as a result of a request from departmental management.
Position No. 024573 is located in the City Performance Unit of the Personnel Division

of the Executive Services Department. This Unit is responsible for developing and
monitoring performance incentives and programs throughout the City.

Scove of Review:

This review consisted of an analysis and evaluation of the subject position by a
Classification Supervisor which consisted of the following:

+ the Position Description Questionnaire (PDQ)
+ comparisons of class specifications in the Personnel Specialist and the Training

Development and Program Coordinator class series

+ additional information submitted by the incumbent reflecting the position's duties

and responsibilities

+ comparison to similarly titled positions

+ review of the organization unit affecUng the subject position

+ position history records and related classification files.

Background:

According to departmental management, this position is responsible for designing,

implementing and presenting training programs related to the Seattle Works framework
and developing and coordinating programs and strategies related to employee
recognition, participation and productivity.

Surnma[y of Work

The essential purpose of this position is to plan, coordinate and conduct presentations
that promote and illustrate the Seattle Works vision, values and action plan; to do
research in policy areas related to Seattle Works, analyze findings and write reports
and make recommendations; develop and coordinate programs and strategies related

to employee recognition and to coordinate major events related to Seattle Works and

City performance.

NOTE: For a more complete listing of the subject position's responsibilities, see the

Position Description Questionnaire (PDQ), dated and submitted for purposes
of this review.

Analysis:
.

The Director of the City Performance Unk has requested a review of this position

following the transfer of the position and the unit from the Office of Management and

Planning to the Personnel Division of the Executive Services Department and the

changes in duties resulting from this transfer.
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The position was last reviewed in the 1995-1996 Budget and this review resulted in the

position being reclassified from an Assistant Personnel Specialist to a Personnel

Specialist. This reclassification was based on the fact that the subject position had
assumed responsibility for a number of personnel functions for the Office of

Management and Planning. These functions included acting as the departmental
training coordinator, the ADA coordinator, the safety officer, processing and
investigating industrial insurance claims and coordinating the department's performance
evaluation program. With the transfer of the subject position and the City Performance
Unit to the Personnel Division of ESD, these departmental personnel functions were left

behind in the Office of Management and Planning and the focus of the subject position

changed to the training and program development functions summarized above. In any
case, the classification Personnel Specialist is not a central personnel agency title and
is not appropriate for a position assigned to such a central personnel agency.

The two central agency classes that were reviewed for purposes of correctly allocating
the subject position were those of Personnel Analyst and Training Development and
Program Coordinator. The first of these two titles describes positions that do analytical
work in such areas as classification, compensation, benefits, affirmative action and
employee selection and as such is not really appropriate for this position. The second
of these titles, Training Development and Program Coordinator is a reasonably good fit.

Positions allocated to this class are responsible for assessing and forecasting City wide
training needs and designing, implementing, evaluating and managing a variety of City
wide training programs. Although the subject position is not as involved in the selection

of outside contractors who perform City wide training as other positions allocated to this

class, the other duties of the Training Development and Program Coordinator class are
a very good match for this position. The subject position does more hands on

presentation of training material than do other positions allocated to this class. As with

other positions allocated to this classification, the subject position must exercise
considerable interpretive judgment in order to respond to diverse City wide training and
employee development needs and to be able to work with a broad spectrum of City

employees including management and elected officials and their staffs.

Recommendation:

Having reviewed the changes in duties and responsibilities that this position has
undergone when it transitioned from the Office of Management and Planning to the
Personnel Division of the Executive Services Department we recommend that this

position be reclassified to Training Development and program Coordinator effective

January 1, 1997 which is the date that the City Performance Unit moved to the
Executive Services Department.



CITY OF SEATTLE
PERSONNEL DIVISION

[,~ I?ate:_ May 29, 199 -,
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CLASSIFICATION DETERMINATION REPORT

art No.97-1284

PQSITION IDENTIFICATION

Department: Executive Services (DAS)

Classification Title: unclassified

Ordinance Title: Finance Analyst - DAS
Position Number: 011287

Bargaining Unit: 030

RECIOMMENDED ACTI
'

0
-
N

Classification Title: Finance Analyst, Senior

Ord:nance Title: Finance Analyst, Senior

Legiis~ation Requjmd: Yes

Bargaining Unit:

i Remarks:

i --

0310 Recommended Salary: $"22.08 - 25.70 (Range: 35.5A)

See next page for pertinent allocation information.

INCUMBENT s9IATVS

Incumbent:

Current Standing: Finance Analyst - DAS

Recommended Standing: Finance Analyst, Senior

In recommended standing, incumbent status is:

Regular;

[
X

] 2.3.100;

Probationary; Temporary.

[ ] 2.3.200; [ ] 2.3.300.

Remarks: See next page for pertinent allocation information.

Recommended:

Approved:

Team 2

John Pearson

Lidia Santiesteb

Sarah Welch

f1ff-1

,'ILZA

Classificatio n/Compensation Analyst(s)

Classification/Compensation Supervisor

Classificatio n/C ompensation Director

Personnel Director

Current Salary: $22.88 (Range: NA

I

- - -

L~'
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Position Identification and Source of Request:

Position # 011287 is located in the Information Technology Division of the Executive
Services Department. The position is currently a part of the Department's Skills Based
Pay Pilot Program which is scheduled for completion on June 30, 1997 (detailed
information is included in the Background section of this report). This current review is

the result of reorganization and merger of the former Administrative Services
Department with Personnel and Finance Departments to form the new Executive
Services Department; and for the purpose of allocating the subject position to the
appropriate classification at the culmination of the Skills Based Pay Pilot Program to
become effective 7/1/97.

Position His4ory:

See individual position record card included in the Fe for detaied historica11 1 1 data

concerning the position.

Scope of Review

This review consisted of an analysis and evaluation of the subject position by a team of

Classification Analysts (Gail Thompson, Irene Ogunyemi and Barbara Martin) which
consisted of the following:

The Position Description Questionnaire (PDQ) submitted for this review;
An informational meeting with the division's Human Resources Rep.;
The class specifications for Senior Budget Analyst (#2001505) and Senior Finance

Analyst (#2003505);

Team Two's review/analysis of subject position information;

Comparison to similarpositions;

Review of the organizational charts affecting the subject position; and,
Position history records and related classification files.

Summary of Work

As described in the PDQ, the essenbal purpose of the position is to perform a wide

range of high level analytical tasks on financial and budgetary issues for the information

Technology Division; coordinate and lead in the preparation and development of the
division's operating budget; oversee financial and budgetary reporting and monitoring
activities; and conduct financial and budgetary analysis on impacts and implications, or

operational changes.

NOTE: For a more complete listing of the subject position's responsibilities, see the

Position Description Questionnaire (PDQ), submitted for purposes of this review.



Background:

The DAS Skills based Pay Pilot Program was designed to compensate DAS employees
for the acquisition of skills deemed particularly valuable to the department. DAS
identified two groups of employees, one in Financial Planning and one in Management
Planning who would be appropriate candidates for the pilot. An interdepartmental
committee developed three skill sets, one for the Financial Planning group, one for the
Management Planning group and one that was common to both groups. For each skill

identified by the committee, a number of discrete levels were distinguished and
descriptors for each of the levels were developed. Once the skills sets were completed,
DAS and Personnel wrote an ordinance that implemented the pilot and successfully
moved it through the City Council to be enacted into legislation as Ordinance #117240,
signed by the Mayor on August 2, 1994.

According to the provisions of the ordinance the intended life span of the pilot p
.

roject
was three years from the date of implementation, and will conclude June 30, 1997. The
following review, analysis and recommendation is based on the duties and
responsibilities reflected in the Position Description Questionnaire for allocation to
become effective 711/97.

Analysis:

Based on the above information the duties and responsibilities of the subject position
were compared to the class specifications for Senior Budget Analyst and Senior
Finance Analyst for the purpose of determining the appropriate classification.

The class specification for Senior Budget Analyst describes positions that research and
analyze issues and prepare reports and policy recommendations for the Mayor, City
Council, and OMB management; analyze large and/or complex departmental budgets
and formulate recommendations on resource allocations.

The class specification for Senior Finance Analyst describes positions that coordinate
and lead in the development, preparation, defense and monitoring of

division/department operating budgets or capital improvement project budgets or
financial management of grants and/or capital programs. Positions allocated to this title

conduct financial research and analysis on financial/budgetary impacts and
implications, and policy or operational changes; and oversee financial/budgetary

reporting and monitoring activities.

The result of this review concludes that the preceding duties statement indicates that

position #011287 fulfills the basic conditions requisite for allocation to the Senior
Finance Analyst classification.
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Recommendation:

Therefore, based on the above evaluation, it is our recommendation that position
#011287 be reclassified to Senior Finance Analyst, effective July 1, 1997, which reflects
the date the position completes its participation in the Department's Skills Based Pay
Pilot Program.



CITY OF SEATTLE
PERSONNEL DIVISION

CLASSIFICATION DETERMINATION REPORT

POSITION IDENTIFICATIQN

Department: Executive Services

Classification Title: Parking Meter Collection Supervisor

Ordinance Title: Parking Meter Collection Supervisor

Position Number: 010751

Bargaining Unit: 030

EECOMMENDED AQTlQN

Classification Title: Manager III

Ordinance Title: Mana ger III

Legislation Required: Yes

1%

Current Salary. $16.27 -- 18.92

(Range: 27.5A)

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

Remarr%S. See next page for pertinent allocation information.

INCUMBENT s9

Incumbent:

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status is: N/A

Regular; Probationary: Temporary.

[ ] 2.3.100; [ ] 2.3.200; 2.3.300.

Remarks: See next page for pertinent allocation information.

Recommended:

Approved:

Classification/Compensation Analyst(s)

Classification/Compensation Supervisor

Classificatio n/Compensation Director

Personnel Director
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Reviewlpam
This review was conducted by members of Class/Comp Team 1 consisting of jimmy
Woo, Curt Funk and SharonLee Nicholson. SharonLee Nicholson wrote the report,

F!ogition Identification and 50urce of Reques
Position #010751 is located in the Treasury Division of Exe(,Litive Services Department.

The position is currently vacant and this review is the result of a small reorganization

occurring in this Division of the Executive Services Department.

Egsition Histo

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

concerning the position.

Sgopg of Review

Because the title requested by the Department is in the "Manager" series, the data

submitted were reviewed by the Manager &
a
m

p
;

Strategic Advisor Compensation Projects

Manager (Carla Coward) and the consultant firm, Walsh-Moncada, designers of the two

plans. Additionally, Team One analysts (Woo, Funk, Nicholson), met and discussed the

Department's request and PDQ. Included in the review were:

* The Position Description Questionnaire (PDQ) and supplemental position

information submitted for this review-,

* Team One's review/analysis of subject position information;

* Review of the organizational
'

charts affecting the subject position;

* Walsh-Moncada advisory rating summary;
* Manager Plan Design Draft; and

* Position history records and related classification files.

Summary gf Work

As described in the PDQ, the essential purpose of the position is to manage the

activities of the Warrant Issuance, Remittance Processing, and Parking Meter

Collection Sections of the Executive Services Department - Finance/Treasury Division.

Directs the operation of the City's internal lockbox; distribution of City payroll,

retirement, accounts payable warrants; and collection and deposit of City parking meter

revenue. The position also provides oversight and analysis on several Citywide

projects on behalf of the Finance Division.

NOTE., For a more complete listing of the subject position's responsibilities, see the

Position Description Questionnaire (PDQ), dated 9119196 and submitted for purposes of

this review.

Bgplk rou~nd

Across the City, positions currently allocated to the "manager" classification" (or

performing work generally at that level) are included in a comprehensive project to

develop and implement a "Manager Compensation Plan" that consists of three pay
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zones along with several other components. As of the date of this report, program
implementation is expected about January 1998. Therefore, this analysis is based on
the seven dimensions of the draft Manager Compensation Plan

Analynis
Based on information submitted, the consultant, Walsh Moncada rated this position 373

points (Pay Zone 1] in the proposed Manager Compensation Plan. The breakdown of

the position's rating in the seven dimensions follows:

Dim.# Dimension Title Level Score
1 Human Resources Management High 130
2 Budget/Fiscal Management Low 47
3 Program Management Low 60
4 Policy Management Low 53

5 Technical Management 0 0

6 Communications Management Low 43
7 Matrix Management Low 40

TOTAL SCORE 373

Following is a brief description of the level at which this position rated on each of the

seven dimensions:

Rating Dimension Position Description of

#

&
a
m

p
;

Description Rating Level at Which Position Rated

1 Human Resources Management

(managing, monitoring, administering

human resources, include direct

&
a
m

p
;

indirect supervision)

Budget/Fiscal Management
(managing, monitoring and

administering financial resources)

3 Program Management
(developing, implementing,

advocating, administering, evaluating

programs)

High "Manages and supervises

subordinate supervisors, with total

direct and indirect supervision of 20

or more FTE"

Low "Manages budget(s) with relatively

limited impact to City, typically up to

several million dollars; has limited

managerial discretion in allocating

financial resources; deals with a

limited number of funding sources
and has minimal specialized funding

source requirements."

Low "Manages programs of limited

impact to City or external

constituents; provides input on

program implementation for more
significant programs; administers

procedures and processes to

achieve specific objectives; provides

customer service interface."
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Rating Dimension

&
a

m
p

;

Description

Policy Management

(responsibility for developing,

implementing and advising decision-

makers on policy)

Technical Management

(responsibility for technical expertise,

typically in a technological or scientific

discipline, including such elements as

managing expert staff, serving as a

key contributor or expert, and having

technical competencies spanning

various disciplines)

6 Communications Management

(effiective representation of the City or

City interests before external

constituencies or as part of group

processes)

7 Matrix Management
(coordinating Uor integrating

functions, systems or programs, and

managing Wor facilitating the work of

individuals, groups or teams across

functional, departmental &amp;Ior

jurisdictional lines without full

manageriall supervisory controL

Position Description of

Rating Level at Which Position Rated

Low "Provides input on and implements

policies related to operations or

services with limited direct public

impact; provides recommendations

on policy options affecting matters of

limited scope and of short-term

impact, typically of an operational

nature.5

0 "Has no defined responsibility for

managing or possessing technical

expertise; may require specialized

professional knowledge.

Low "Represents functional area by

communicating program or operating

policies and procedures, or resolving

significant customer service issues."

Low "Periodically manages initiatives

which involve cross-functional, -

departmental, or -jurisdictional ad
hoc teams."

In addition to reviewing the subject position using the proposed Manager Compensation

Pian, we also compared this position with other positions in the City. Specifically, we
considered the Department's request of Manager IV. The compensation level for

Manager IV is the equivalent to about a range of $50,655 (min) to $58,965 (max).

Since the rating by Walsh-Moncada (score of 373) placed the position in Pay Zone 1,

the recommendation here also must be within Pay Zone 1. According to the proposed

Manager Compensation Plan, Pay Zone I ranges from $42,984 to $58,028 and the

Manager IV top step is beyond the range of Pay Zone 1. Therefore, classification at

the Manager III level is appropriate for this position until implementation of the Manager

Compensation Plan.



PERTNENT ALWCATMN FACTORS Repon Nin, ~7-12~~7 Page ING,

Recomme
Based on the Walsh-Moncada rating of this position in the Manager Compensation Plan

and comparison of this position with other manager-level positions in the City, we
recommend allocating this position to the Manager III level. At the Manager III level,

the position will be compensated well within the Pay Zone 1 (recommendation
consistent with the point factor rating summary applied by Walsh-Moncada). This

recommendation is appropriate in the context of both the-current classification system
and the draft Manager Compensation Plan which is expected to be implemented in

January 1998. The effective date of this recommendation is June 9, 1997, the date of

the Department request; and the recommended classification shall remain in effect until

implementation of the Manager Compensation Plan.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT
PERSONNEL DIVISION

Date: July 23,1997,

CLASSIFICATION DETERMINATION REPORT

Report No.:

POSITION IDENTIFICATION

Depzirtment: ExecOAle Services Department

Classification Title: Adrninistrat iv-- Special ist I

.

11

Ordinance Title, Au-ministrative Specialist III

Position Number: 02,5-/C--~82 -
',
'

Bargaining Unit:

Remarks*

030

RECOMMENDED ACTION

classification Title: Administrative Staff Analyst

Ordinance Title: Administrative Staff Analyst

Bargaining Unit: 030

L6'g'jS1afion'R equired: '~es

Remarks

71-1-77111

Current Salary: $15.05 -- $16.88

Range: 24.5B

Recommended Salary. $20.04 - $23.35

Range: 33.OA

n,.:,xz page for pertinent allocation information

INCUMBENT STATUS

Incumbent:

Current Standing: Administrative
Spec':,9::!"s.t III

Recommended Standing: Admi"'I' iiNe
Sta'ff'An'a'1y`S-f-1

In recommended standing, incumbent status is:

[ ]Regular Probationary X Temporary (exam required)

Authority: Personnel Rule

I ] 2.3.100 2.3.200 X 2.3.300

Remarks:

Recommended:

Approved:

Team I Classification/Compensation Analyst(s)

Lidia Santiesteb

Classification/Compensation Supervisor

'Classification/Compensation Director

Sarah Welc~~ Personnel Director

gAcc\teaml ~clasrept\97-1341
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Review Team
This review was conducted by members of Class/Comp Team 1 consisting of Jimmy Woo,
Curt Funk and SharonLee Nicholson. Additional analyst review team meetings were
convened that included Gail Thompson, SharonLee Nicholson wrote the report.

Source of Reguest and Position Identification

This review is a result of Executive Services Department (ESD) HR Director's request to

review Position No. 023651 since the department merger and transfer of the position, On
September 6, 1996, this position was transferred to its current location in the Accounting
Services Section, Finance Division where it reports directly to the Accounting Services
Director. The Accounting Services Section consists of five subordinate managers with 70

employees in five units and one self-directed work team.

Position Histo!y

Specific position history can be obtained in the Records Management Unit of the Personnel
Division.

Scopg of Review

This report is a result of the following research and review:

Position Description Questionnaire dated June 26, 1997;

Organization Chart for Finance Division, Accounting Services Section of ESD;
Classification Specification #4050008 for Administrative Specialist I//,-

Classification Specification #2402004 for Administrative Staff Assistant,-

Classification Specification #2402504 for Administrative Staff Analyst,

" Position files for similar positions in the City;

" Desk Audit and Incumbent Interview on July 24, 1997;

" Telephone Interview of Accounting Services Director on July 23, 1997;
" Group classification analyst team review meeting on July 28,1997.

Surnma[y of Work
As described in the Position Description Questionnaire, the work of this position is

summarized as follows:

" Developing and implementing operating policies and procedures for the Accounting
Services Section;

" Special project coordination including managing the move logistics process, developing
and monitoring the Section budget, SFMS Redevelopment Steering Committee support
and contract payment monitoring as well as representing the Director on administrative

issues committees;

Personnel related activities including time sheets, coordinating training activities for the

Section, maintaining training materials library; monitoring sick and vacation leave;

Liaison between Accounting Services Director and self-directed Systems Support Unit

team [note: unlike the other five units in the section, this unit functions as a self-directed

team with this incumbent providing management liaison];

Coordinate administrative support tasks for the section including training and supervising

staff, managing office supply inventory and establishing and documenting standard

procedures for the section's administrative tasks.

g:1=Veam1\dasreptW7-1341
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Analysis

The position under review here has been assigned a"mixed duties" body of work that

crosses more than one classification. The incumbent believes the job duties and
responsibilities associated with this position are consistent with the Admini S ffstrative ta

Analyst classification (#2402504). According to the Distinguishing Characteristics of the

Class for Administrative Staff Analyst, positions at that level ".
. . coordinate budget

preparation and specific program goals ...... research and analyze a variety of operational
or administrative issues or problems .. assist in personnel matters ...

"
Below is a list of the

duties as described in the PDQ and an excerpt from the applicable class specification.

Duty ID

&
am

p;

!

% of Job
I Duty Description from PDQ ExcLnrnf frnm Pindellin"+ rI C

...........

5.A.

I

Provide administrative, scheduling and

20% correspondence support to the Director

and coordinate general support

services for the Section.

Administrative Staff Assistant. "Positions

in this class use iudgment to make decisions

about day-to-day problems or activities and

procedures to day-to-day situations."

to interpret and apply policies and

5. B.
I

Lead, plan &
a
m

p
;

coordinate special
I
Administrative Staff Analyst' "Coordinates

2 U u/b

I

projects . .
coordinate budget develop-

I
preparation of budget. . . monitors

. . .

ment and monitoring,
. .

monitor
I

contracts; monitors training plans and
contract payments.

. . Support SFMS
I budgets."

year end closing process activities

on personnel issues, coordinate time related activities.
.

."

maintain confidential communications and participates in a variety of personnel

Participate in interview

&
a
m

p
;

selection; Administrative Staff Analyst "Coordinates

sheets, sick leave

&
a
m

p
;

vacation records

&
a
m

p
;

training

Team Coach to Systems Support
Team (consisting of Systems Support
Unit employees who do not have a

supervisor] and provide liaison

between the team and Accounting
Services Director

g:14ckteaml tI.asrept\97-1341

Administrative Staff Analyst "Performs

department, program or function-specific

administrative duties requiring interpretation

of unique, detailed, complex and/or vague
procedures and regulations subject to

limited or no review by higher level

employees

Administrative Staff Analyst ".
.

provide

administrative and analytical support to a

large section of a department or assist

higher level employees accomplish functions

at the division level."
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5.F.

15%

Duty Description from PDQ
E-xcerpt from Relevant Class Spec

Train
,

supervise administrative

support staff

Admin Spec III "Supervises staff, assigns

work, trains and provides work direction to

administrative support personnel..."

Information provided in interviews, the PDQ and other research demonstrate that the

majority of duties assigned to this position are within the Administrative Staff Analyst
classification. This position functions as the primary administrative management liaison

between the Director and subordinate managers, developing and implementing operating

policies and procedures and managing the Section's budget process.

Recornmendation

Based on our review of the evidence presented and other research, this position is

recommended for reallocation to the Administrative Staff Analyst classification effective

September 6, 1996, the date of the Section's reorganization. We further recommend
that the incumbent's status be Temporary pending a selection process to fill the

position.

g-.~cc\tearn I ldasrepA97-1 341



CITY OF SEATTLE
EXECUTIVE SERVICES DEP. MENT
PERSONNEL DIVISION

CLASSIFICATION DETERMINATION REPORT

POSITIQN I-DENTIFICATIOL4

Executive Services Department

.............

Ordinance Title:

Position Number:

Bargaining Unit:

Remarks:

Management Systems Analyst, S

030

Current Salary: $23.78 -- $27.73

Range: 37.5A

..................... . ...........

... ..............

BEC . ............. . .. ...

. .......... ....

. .. .... . .....

... ..... .....

T.Classification I e: Management Systems Analyst Supervisor

Ordinance Title: Management Systems Analyst Supervisor

Bargaining Unit: 030 Recommended Salary: $26.20 -- $30.39

Remarks See next page for pertinent allocation information

I-NQ-U-M-k3ENj-5TATA&amp;

Current Standing:

f ~e` c o:
'

'

M'
-

i"
-

e
-
,,

'

n"

"

d e- "c" 1: "a"

'n
""

.

n'j':

management systems Analyst, Sr.

anagerngft. ys:

I ":':,roc om mendq&amp; stb"n"d fin'"': be fs-f'a

Range: 40.OA

]Regular Probationary X Temporary (exam required)'

Authority: Personnel Rule

I ] 2.3.100 2.3.200 X 2.3.300

Remarks:

Sarah Welc Personnel Director

Recommended:

Approved,

Q ~\

Team I

Edie Jorgensen

Lidia Santiesteba

Classification/Compensation Analyst(s)

Classification/Compensation Supervisor

Classification/Compensation Director

gAc6team1V;1asrept%97-1347
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Boyiew- IO-M
This review was conducted by members of Class/Comp Team 1

consisting of Jimmy woo,
Curt Funk and SharonLee Nicholson. SharonLee Nicholson wrote the report.

Sogrce of R"uest and P sition Identifigation

This position is being reviewed at the request of the Executive Services Department Human
Resources Director. According to the request, this position has assumed additional duties

(specifically supervision and project management) since the recent merger of Finance,
Administrative Services and Personnel Departments. The position provides client server
applications support to Treasury Services, Revenue

&
a

m
p

;

Consumer Affairs, Accounting
Services and Debt Management Sections of the Finance Division.

Eosition History

Specific position history can be obtained in the Records Management Unit of the Personnel
Division.

Scooe of Review

This report is a result of the following research and review:

Class Specification for Management Systems Analyst Supervisor (#2350007);
Class Specification for Systems Analyst, Principal (#2100004)
Position Description Questionnaire (PDQ) completed on June 23, 1997 and signed by the

position's director on June 26, 1997;

Org charts submitted with the request that identify the existing and proposed
organizations;

Position record card for Position No. 019073;

Such internal information and documentation that is applicable to this review.

,$1jMMary of Wor
This position serves as Project Manager for the Finance Division's client server applications.
Included in these activities are: directing, monitoring and coordinating the work of four
Senior Systems Analysts, three consultants and one Customer Representative. The
position is also responsible for developing project plans and budgets, preparing and
maintaining work and application schedules, developing and documenting application

requirements and all related project management activities related to the following Finance
Division applications:

" Seattle Licensing &
a
m

p
;

Information System (SLIM)
" Computerized Animal Tracking System (CATS)
" Cash Receipting System (CRS)
" The Inquiry System
" Remittance Processing System and related applications
" All Treasury-related FoxPro applications

More than 80% of the position's work is supervision of the professional subordinate staff

and project management for the applications identified above. According to information

provided by the Director, this group of nine employees (three contract employees, one
loaned Customer Representative, four Systems Analysts and the incumbent) operated as a
self-directed work team with the incumbent serving as project lead. However, the

g:\ccAeaml \dasreptW-1347
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complexity of project management duties has increased sufficiently to require a regular

Project Manager/Supervisor for this group.

Analysis
The Department requested this position be reclassified to the Principal Systems Analyst
classification. According to the class spec (#2100008), positions in this class

'

'
-oversee the

operation of major departmental or City-wide data processing projects or serve as a
technical expert in an area of specialization." Elsewhere the Principal Systems Analyst
spec states that "Positions in this class

.. develop overall project plans; identify and resolve

critical problems that pdmat~zly amcm '

r gy-wirlin -sy-st-m-
.."..[emphasis added].

Throughout the Principal Systems Analyst classification, the emphasis lies in areas of City-
wide systems. Good examples include the HRIS system, SFMS and the soon-to-be-
launched SFMS Redevelopment project. Supervisory or Project Management functions

relating to those systems are appropriately classified in the Systems Analyst series. This

position, however, focuses primarily on computer applications and systems relating to

various sections of the Finance Division. While these systems may have limited City-wide

impact, they are department-specific.

The Management Systems Analyst Supervisor classification is intended for supervisory,

project management positions of an operational nature. Positions in this classification must
work with a wide array of business needs, functions and supporting computer applications.

In comparison, this position is expected to manage projects across multiple diverse

organizations (e.g. Animal Control, Revenue and ConsumerAffairs)

Recornme_ndatign
Based on our review of material submitted for this review and the relevant class

specifications, we recommend that Position No. 019073 be reclassified to Management
Systems Analyst Supervisor. The effective. date of this action is July 7, 1997, the date of

the department's request.

gAcc\teaml \dasreptX97-1347



CITY OF SEATTLE
LPERSONNEL DEPARTMEN it

CLASSIFICATION DETERMINATION REPORT

Date: 12 August 1997

See next page for pertinent allocation information

L0SI-,V1(.-)N IDENTIFICATION

Department: Executive Services (Personnel Division)

Classification Title: Personnel Analyst Supervisor

Ordinance Title: Personnel Analyst Supervisor

Position Number: 025018

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

R.E-(-'-0-MM.--ENDED ACTION

Classification Title: Exempt

Ordinance Title: Manager V

Legislation Required: yes

Bargaining Unit: 030 Recommended Salary: $24.75-28.77 (Range:38.5A

Remarks

IN C'UMBENT STATUS

Incumbent

Current Standing: Personnel Analyst Supervisor

Recommended Standing: Exempt from Civil Service

In recommended standing, incumbent status is: NIA

Regular; Probationary: Temporary;

[ j 2.3100; 2.3.200; [12.3.300.

Remarks:

Recommended:

Approved: John Pearson

Vi

Lidia Santiesteb.

Report No.: 97-1359

Classification Analyst(s)

Classification Supervisor

Classification/Compensation Director

Sarah Welch Personnel Director



This position was reviewed as a result of a request from departmental management.
Position No.025018 is located in the Affirmative Action/Equal Employment
OpportunityJADA Unit of the Employee Services Section; Personnel Division; Executive
Services Department. This Unit is responsible for developing, implementing and
monitoring the progress of AA, EEO and ADA programs in the City.

Scope of Review:

This review consisted of an analysis and evaluation of the subject position by a
class ificatio n/com pensation supervisor which consisted of the following:

* the Position Description Questionnaire (PDQ)
* comparisons of class specifications in the Personnel Analyst and Manager class

series

* additional information submitted by the incumbent and immediate supervisor

reflecting the position's duties and responsibilities

* comparison to a position titled Affirmative Action Manager which was abrogated in

the 1997 Budget.

* review of the organization unit affecting the subject position

* position history records and related classification files.

Background:

According to departmental management, this position is responsible for managing the
work of the AA/EEOJADA Unit.

Summary of Work

The essential purpose of this position is to plan and direct all EEO and Affirmative

Action programs for the City of Seattle, including ADA programs; to provide expert
consultation on EEO/AA/ADA issues for City officials and managers; to develop and
implement City-wide proactive strategies to improve risk management in the areas of

EEO and Affirmative Action; to develop programs to assist departments in the areas of

EEO investigations and complaints and to provide corollary training for HR managers
and EEO Officers; and to design the City Affirmative Action plan and monitor City, state

and federal statutes for impacts on City programs.

NOTE: For a more complete listing of the subject position's responsibilities, see the

Position Description Questionnaire (PDQ), dated and submitted for purposes
of this review.

Analysis:

In November of 1996 this position assumed responsibilities for all programs and

responsibilities that had been formerly assigned to a position titled Affirmative Action

Manager. From this point on the subject position was responsible for not only EEO
programs but Affirmative Action programs as well. It is the judgment of the Personnel
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Director that the assumption of these extra programs requires that the subject position

be reclassified upwards to the level of the now abrogated Affirmative Action Manager
position which was at salary range 38.5A and that it be made exempt from the Civil

Service.

Recommendation:

Because of the increased responsibilities assigned to this position when it assumed the

oversight of Affirmative Action programs of the City, this position should be retitled to

Manager V at salary range 38.5A and be exempted from Civil Service effective

November 1, 1996.
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City of Seattle

Norman B. Rice, Mayor

Executive Services Department

Dwight D. Dively, Director

July 9, 1997

P-DirectorTO: Lidia Santiesteban, Class/Com

j~'

~
-7 f

'
r --1 ' / z

FR: Norma McKinn~qy',`Employee Services'birector

,,~Fqnnel
Directorvia Sarah-Welch P

RE: Request for Position Exemption

I'm requesting that Position #00025018 be exempted from Civil Service on the

basis of the confidential nature of the relationship with the appointing authority

regarding citywide employee EEO issues. I agree with your prior

recommendation to reclassify this position in the Third Quarter ordinance from

Personnel Analyst Supervisor to Manager V. and I consider this exemption of

equal import.

This position fully meets the requirements for civil service exemption. It is one of

the most highly confidential positions in the entire City of Seattle in that it is

charged with doing the most confidential, complex EEO investigations and

reporting results to the department director of the department in which a

complaint is filed. The position provides support for the Mayor's Affirmative

Action Task Force which is chaired by the Deputy Mayor and as such is

responsible for conveying the Mayor's Diversity agenda to the Department

Heads who sit on this important Task Force. I am happy to provide you with any

more details to support your evaluation of this position for inclusion in the next

city-wide exemptions ordinance.

APPROVED:

Sarah Welch, Personnel Director

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

Tel. (206) 684-7664, TDD: (206) 684-7888, FAX: 11206) 684-A157, http://www.ci.seattle.wa.us

An
e.,qua !-employment opportunity, offirmative oction employer. Accommodations for people with disabilities provided on request.

CO)-



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date: July 23, 1997
------------

POSITION IDENTIFICATION

Department: Executive Services (DAS)

Classification Title: unclassified

Ordinance Title: Finance Analyst - DAS

Position Number: 081533

Bargaining Unit: 030

Report No. 97-13365

Current Salary: $23.90 (Salary Range: N/A)

1 RECOMMENDED ACTION

Classification Title: Senior Management Systems Analyst

Ordinance Title: Senior Management Systems Analyst

Legislation Required: Yes

Rec, Bargaining Unit: 030 Recommended Salary: $23.78 - 27.73 (Salary Range. 37.5A)

Remarks: See next page for pertinent allocation information.

INCUMBENT STATUS

Incumbent:

Current Standing: Finance Analyst - DAS

Recommended Standing: Senior Management Systems Analyst

In recommended standing, incumbent status is:

Probationary;

[ X 1 2.3.100; [ ] 2.3.200;

Remarks. See next page for pertinent allocation information.

Regular;

John Pea' r~on

Lidia Santieste

Sarah Welchl,

Temporary.

[ ]
2.3.300.

Classification Analyst(s)

Classification Supervisor

Classification/Compensation Director

Personnel Director
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PEWMENT ALLOCATION FACTORS, Report No. 97-1365
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Position Identification and Source of Request:
Position No. 081533 is located in the Accounting Services Section of the Executive
Services Department. The position is currently a part of the Department's Skills Based
Pay Pilot Program which is scheduled for completion on June 30, 1997 (detailed
information is included in the Background section of this report). This current review is

the result of reorganization and merger of the former Administrative Services

Department with Personnel and Finance Departments to form the new Executive
Services Department; and for the purpose of allocating the subject position to the

appropriate classification at the culmination of the Skills Based Pay Pilot Program to

become effective 7/1/97.

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

concerning the position.

Scope of Review
This review consisted of an analysis and evaluation of the subject position by a team of

Classification Analysts (Gail Thompson, Irene Ogunyemi and Barbara Martin) which
consisted of the following:

" the Position Description Questionnaire (PDQ) and supplemental position information

dated and submitted 9/16/96;

" the class specifications for Senior Accountant (#2000505) and Senior Finance

Analyst (#2003505);

" Team Two's review/analysis of subject position information;

Comparison to similarpositions;

Review of the organizational charts affecting the subject position; and,

Position history records and related classification files.

Summary of Work
As described in the PDQ, this position reports to the Accounting Services Manager and
is essentially responsible for monitoring the Department's accounting processes and
controls to ensure accuracy and timeliness of financial information and reports;

overseeing the review and reconciliation of all financial accounts and sub-systems;

informing management of accounting problems and errors; recommending solutions

and assisting in major system implementation and audit of post implementation to

ensure the system is working properly; advising management and staff on the most
complex departmental finance situations and problems; and, on a continuing basis,

analyzing and evaluating the financial health of the Department.

NO TE: For a more complete listing of the subject position's responsibilities, see the

Position Description Questionnaire (PDQ), dated 918195 and submitted for purposes of
this review.
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Background:
The DAS Skills based Pay Pilot Program was designed to compensate DAS
employees for the acquisition of skills deemed particularly valuable to the department.
DAS identified two groups of employees, one in Financial Planning and one in

Management Planning who would be appropriate candidates for the pilot. An inter-

departmental committee developed three skill sets, one for the Financial Planning
group, one for the Management Planning group and one that was common to both

groups. For each skill identified by the committee, a number of discrete levels were
distinguished and descriptors for each of the levels were developed. Once the skills

sets were completed, DAS and 'Personnel wrote an ordinance that implemented the

pilot and successfully moved it through the City Council to be enacted into legislation as
Ordinance #117240, signed by the Mayor on August 2, 1994.

According to the provisions of the ordinance the intended life span of the pilot project

was three years from the date of implementation, and will end effective June 30, 1997.
The following review, analysis and recommendation is based on the duties and
responsibilities reflected in the Position Description Questionnaire for allocation to

become effective 7/1/97.

Analysis:

Based on the above information, the duties and responsibilities of the subject position

were compared to the class specifications for Senior Accountant and Senior Finance

Analyst.

The class specification for Senior Accountant describes positions that perform

professional accounting functions and tasks. Positions allocated to this title interpret

and make major decisions affecting the balance of the department's financial statement

and/or consult on the adequacy of internal controls and accounting procedures; and
have supervisory authority or lead responsibility over a special program, project, and/or
an accounting function.

The class specification for Senior Finance Analyst describes positions that coordinate
and lead in the development, preparation, defense and monitoring of

division/department operating budgets or capital improvement project budgets or

financial management of grants and/or capital programs. Positions allocated to this title

conduct financial research and analysis on financial/budgetary impacts and

implications, and policy or operational changes; and oversee financial/budgetary

reporting and monitoring activities.

Recommendation:

Therefore, based on the above evaluation, we conclude that the preceding duties

statement indicates that Position No 081533 fulfills the basic conditions requisite for

allocation to the Senior Finance Analyst classification, and further recommend that the

subject position be allocated to that title. The effective date of this action should be July

1, 1997 which reflects the date the position completes its participation in the

Department's Skills Based Pay Pilot Program.



PERTINENT ALLOCATION FACTORS, Report No. 97-1365 Page No. 4

ADDENDUM to Report 97-1265

Departmental management and the subject incumbent, David Tran, in Position

#081533, appealed the recommended classification determination of Senior
Finance Analyst. It is the opinion of management and the incumbent that the
work being performed is comparable to that of work performed by other Senior

Management Systems Analysts within the City.

A Reconsideration Hearing was scheduled and held on July 22, 1997, whereby,
additional information was presented in support of this request. After careful

review and consideration of the information presented at the Reconsideration

Hearing, the Board determined that the work performed by Position #081533, is

at the same level, range and scope of that performed by other Senior

Management Systems Analyst positions within the Department and throughout
the City.

The determination of the Reconsideration Board is that the subject position be
reclassified, to the title of Senior Management Systems Analyst, effective July 1,

1997 which reflects the date the position completes its participation in the

Department's Skills Based Pay Pilot Program.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

PERSONNEL DIVISION

CLASSIFICATION DETERMINATION-REPORT.

PQSIIIQN 12ENTIFI-CATM

Ordinance Title:

Position Number:

Bargaining Unit,

Remarks:

Housing &
a

m
p

;

Human Services

Juman Services Cc)ordinal,,--)rr Assistant

030

Classification Title: Human Services Coordinator

Ordinance Title:

Bargaining Unit:

Human Services Coordinator

030

Current Salary: $14.51 - $16.88

Range- 24.5A

Recommended Salary: $16.57 -- $19.29

1,Remarks See next page for pertinent allocation information

1 QUIABJENI SIAIUS

"'Cur"

~
.i
'

lrmand,~:~d

Range: 28.OA

I X ) Regular [ ] Probationary [ I Temporary (exam required,

V"ended

Authority. Personnel Rule

[ X 12.3.100 [ 12.3.200 1 12.3.300

Remarks:

Recommended: sAfication/Cornpensation Analyst(s)

Approved: Edie Jorgensen La. Classification/Compensation Supervisor

Lidia Santiesteba lassification/Compensation Director

Sarah Welc Personnel Director
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This review was conducted by members of Class/Comp Team I consisting of Jimmy

Woo, Curt Funk and SharonLee Nicholson. SharonLee Nicholson wrote the report.

aouMa gf Reauml and Position Idantifigafign

Position No. 021963, submitted for review by the Housing &
a

m
p

; Human Services Director,

was received on May 28, 1997. The request came as a result of the Division of Family

&
a

m
p

;

Youth Services program reassessment and reorganization. A new unit was created

for participant orientation and placement in the Summer Youth Employment Program.

Fgaltim Histoy

Position No. 021963 was created in the 1987 budget as a "Program Assistant." In

1990, the title was changed to "Human Services Coordinator, Asst." Additional specific

position history can be obtained in the Records Management Unit of the Personnel

Division.

&amp;oDe f Ryiew

This report is a result of the following research and review:

* Class Specifications for the Human Services Coordinator series;

* Position Description Questionnaire (PDQ) signed by the incumbent on May 20, 1997;

* Position record card for Position No. 021963;

* Such internal information and documentation that is applicable to this review.

Ummafy-of WQrk

Prior to reorganization, the work unit to which this position is assigned performed

orientation, placement, payroll and client data input. To improve processing and reduce

costs, the functions were separated. A new unit under the direction of the subject

position was organized to handle only orientation and placement for the Summer Youth

Employment Program (SYEP).

This position is responsible for coordinating the administrative processes necessary to

support the placement and orientation of SYEP program participants. These processes

*(requiring about 60% of the position's time) include

* training the administrative staff and youth supervisors,

* planning and assigning tasks to the staff,

* performing all accounting tasks related to a scholarship fund (about

$200,000 annually)

* monitoring the SYEP fiscal and program information systems to ensure

proper accounting, recording and disbursement of funds.

gA=UmnI%daw*pt%7-128?



A review of the relevant class specifications indicates that the expanded work of this

position is beyond the scope of its current classification (Human Services Coordinator,

Assistant). According to Class Spec No. 3001503, Assistant Human Services

Coordinators assist in performing program support activities in the human service area.

Assistant Human Services Coordinators work under general supervision performing

work of more limited scope with well defined procedures. In comparison, the subject

position is responsible for ensudng that the program support activities are carried out.

As such, this position is expected to oversee the work of one administrative employee

and six Youth Supervisors. Therefore, the Assistant level is not appropriate for the

reorganized body of work.

The journey level of this series, Human Services Coordinator, was also reviewed for

classification of this position. According to the specification, positions at this level

"Assess the need for and conduct training on program operations oractivities
. . .

".

Employees in this class interpret and apply guidelines appropriate to the program

operations. They are expected to work independently and discuss only the unusual

problems or special tasks with supervisors.

About 60% of this position's work falls into the journey level class; therefore, the

current class of Assistant Human Services Coordinator is no longer appropriate. After

comparing the work of Position No. 021963 to class specifications for both the Assistant

Human Services Coordinator and the Human Services Coordinator we believe it most

closely resembles the Human Services Coordinator class.

Racmimendatian

Based on our review of this position, we recommend that Position No. 021963 be

reclassified to Human Services Coordinator. The effective date of this action should be

May 20, 1997, the date of the Position Description Questionnaire submitted for this

review.



CITY OF SEATTLE
EXECUTIVE SERVICE,

DEPARTMENT
CLAS

June 25, 1997

IFICATION DETERMINATION REPORT

Report No.: 97-13112

POSITION IDENTIFICATION

Department:

r1n*Qifin=finn Tiflas

Ordinance Title:

Position Number:

Bargaining Unit:

R-ECOMMENDED ACTION

Muni Court

Administrative Specialist 11

Administrative Specialist 11-MC

011442

&
a

m
p

;

019698

040 Current Salary: $14.00 - $15.66 (Range: 22.513

I

Classification Title: Court Clerk

Ordinance Title: Court Clerk

Legislation Required: Yes

Bargaining Unit: 040 Recommended Salary: $13.73 - $15.94(Range:23.OA)

Remarks See next page for pertinent allocation information

I INCUMBENT STATUS

incumbent: VACANT

Current Standing: NA

Recommended Standing: NA

In recommended standing, incumbent status is:

[ ] Regular; [ ] Probationary: ]Temporary.

Authority: Personnel Rule

I ] 2.3.100; [ ] 2.3.200; [ ] 2.3.300.

I
Remarks: This action is effective June 25,1997.

r"

Recommended: Team 2 ~L. ~
- Classification/Compensation Analyst(s)

Approved: John Pearson Classification/Compensation Supervisor

Lidia Santiesteb HVEZ Classification/Compensation Director

Sarah WelchL-fgff-,/ Personnel Director



City of Se. t I e

Worman. B. Rice, Mayor

Executive Services Department

Dwight D. Dively, Director

July 16, 1997

TO: Kenneth J. Klimusko, Court Administrator

Municipal Court Department

FROM: Lidia Santiesteban

Classification/Compensation

SUBJECT: Supplement to Report No. 97hfi2

Classification Determination Report No, 97-1312 retitled Position No. 011440
from Administrative Specialist 11 to Court Clerk. The classificat o,i q review was
conducted as a result of a request by departmental management to review the
position's duties based on changes in the scope of work and the flexibility in work
distribution and assignment.

Communication from your department, July 16, 1997, however, indicates that the
position number was listed incorrectly on the PDQ submitted with the initial

request (see attached memo). Therefore, in order to correct the report, it is

recommended that:

Position No. 011440 be amended to Position No. 011442.

The amendment is processed in memo form because Report No. 97-1312 has
been approved and distributed.

'-f'g
00,

1

'~7

Approved: Sarah Welch, Personnel Director
'

Date:

/io

Attachment

cc: Dean Barnes, Personnel Manager
Lydia estrada

Personnel Records

File

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.wo.us

~n equa~employment opportunity, affirmative action employer. Accommodations for people with disabilities provided on request.
18%,



The Municipal Court of Seattle

Kenneth I Klimusko

Court Administrator

To: Lidia Santiesteban

Director, Classification/Compensation

From: Kenneth Klimusko

Court Administrator

Date: June 20, 1997

Re: Position Description Questionnaire - Court Clerk

RECI-EIVED

CLASS/Cov,,p

I
JUN 2 3 Q7

6bO Third Avenue, Room I 10

Seattle, WA 98104-1852

4 F11 C01684-8707

Attached is an Abbreviated Position Description Questionnaire (PDQ) for the position of

CourtClerk. The current positions (numbers 019698 and 011440) are classified as

Administrative Specialist 11's. Due to changes in work assignments and duties, the Court is

requesting that these two positions be reclassified to Court Clerk. The reclassification of the

positions will allow more flexibility in work distribution and the assignment of individuals for

relief coverage at the court clerk level.

Your assistance in reviewing the Abbreviated PDQ as quickly as possible is greatly

appreciated. If you have any questions concerning the PDQ, please contact Dean Barnes,

Human Resources Manager, at 4-5652.

FAX: (206) 233-0056 ken.kiimL,-~ko(~ci.scattle.wa.us



City of Seattle

Persomel Department

ABBREVTAT,F,n
POSITION DESCRIPTION QUESTIONNA. 0, 1- A Q

This form is to be used for vacant or 29~y~qsitionsl, onl

DEPARTMENT/DIVISION: Seattle Municipal Court

EFFECTIVE DATE:

POSITION PURPOSE: Maintain legal record (paper and computer) of court proceedings.
Supervise data entry and customer staff assigned to individual courtrooms. Monitor court case
loads to ensure uniform settings to balance calendars. Interpret and summarize court proceedingsand judicial orders for other

Municipal Court units and other government agencies. Assist unit
supervisors and senior clerk with special projects and by researching, documenting and correcting
errors. Also: _aee Court Clerk Class Level

Descriotion.

POSITIONNUMBER: 019698 and 011440','~11

DATE REQUESTED: June 18, 1997

CLASSIFICATION REQUESTED: Court Clerk

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

Duties and Responsibilities Statements % of Time
I Listen to court proceedings, interpret them and then summarizethe 20%

intended judicial action, order or directive onto the official record of
proceeding. In addition to writing the narrative of court proceeding,
ensure that all necessary forms, motions, briefs, etc., are properly prepared
when appropriate and are included in the correct case file. Update case
information in Municipal Court Information System (MCIS) for distri-
bution to other divisions of the Court and to other agencies such as SPD,WSP and DOL

Relieve court staff for rest breaks and lunch and assist clerks in high 20%
volume courts. Cover for clerks on vacation or in other assignments,

Research and correct errors and problems that are brought to manage- 20%
ment's attention through in-court docket review by judges and the
MCIS produced management reports.
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4. Exercise authority delegated by the judge by responding to, solving 10%
or recommending solutions to problems or questions from other court

departments, outside agencies, defendants, attorneys, witnesses and

victims.

Supervise the data entry and customer service staff assigned to 5%
courtroom and review data entry accuracy. Learn and implement new
procedures to conform with new laws, policies or judicial directives.

Interpret and explain previous judicial actions and docket entries for 5%
judges, prosecutors, defense attorneys, defendants, witnesses, victims

and other interested parties. Send written notice ofjudicial action

when
appropriate to other government agencies.

T Review court files prior to court to determine if all pertinent documents 5%
are available. Determine which cases require subsidiary reports, such as
Probation status reviews, and obtain them from the correct department.

Maintain chain of evidence for further prosecution if case is appealed, 2%
by seating, signing and returning it to the evidence room or locker.

9. Monitor and test recording equipment used to record court proceedings. 2%

10~ Maintain files of briefs, motions, writs, and affidavits for use by the Court. I %

POSITION ALLOCATION CRITE.RIA:

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

Record the legal record of court proceedings; act as liaison with judges, attorneys, other agencies
and the public.

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

Same as Duty #1.

Duty 43, a [ ] primary [x] secondary duty, is described in the class specification as:

Employees bear extreme accountability for their work and the significance of its impact.
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Duty 44, a [x] primary secondary duty, is described in the class specification as:

Employees work with considerable independence and often, on their own initiative, must interpret
guidelines and policies.

Duty #5, a [ ] primary [x] secondary duty, is described in the class specification as.

The work involves recognizing the various
processes or actions that can be taken in a court

proceeding. Position includes leadership and direction of subordinate staff,

Duty #6, a [x] primary secondary duty, is described in the class specification as:

Act as liaison with judges, attorneys, other agencies' and the public.

Duty 97, a [x] primary [ ] secondary duty, is described in the class specification as:

Maintain files and file documents necessary to track proceedings.

Duty 98, a [x] primary [ ] secondary duty, is described in the class specification as:

Work requires specific knowledge and training on courtroom procedures and processes and
relevant legal terminology.

Duty #9, a [x] primary [ ] secondary duty, is described in the class specification as:

Employees record the legal record of court proceedings.

Duty #10, a [x] primary [ ] secondary duty, is described in the class specification as:

Maintain files and file documents necessary to track proceedings,



Abbreviated PDQ
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I REASON FOR THE REQUESTED CHANGE:

The Court is requesting that these two Administrative Specialist 11 (ASH) positions be reclassified
to relief court clerk positions to provide additional relief coverage at the court clerk level.

Currently, the Court has two (2) relief court clerk positions. Relief clerks are needed to. cover
absent court clerks who are on vacation, absent due to sick leave or away at training. There are
15 court clerk positions.

Additionally, court clerks are assigned to cover for supervisors who are on vacation or on special
assignment. There are four supervisor positions.

In addition to providing vacation, sick leave, and out-of-class
coverage, these two relief clerks are

utilized to provide rest and lunch breaks for court clerks, as mandated by FLSA and the labor
contract.

Further relief coverage is needed in "high volume, courts, where the number of cases and the
speed at which hearings are held requires two court clerks to work in tandem to keep up with the
judge and prosecutor. Currently, there are four "'high volume" courts and a fifth is likely due to
the new court schedule, which is effective on July 7, 1997.

An additional reason for requesting two new relief clerks is to provide relief coverage at night,
especially in the jail courtroom where there is only one court clerk. This one clerk must, in a high
volume court, work alone with only an ASH and work study employee available for support.
Rest breaks and overtime for this one court are problematic. For example, overtime for this court
was $10,580 for April 1995 through April 1996.

In April of 1996, the court reorganized its Court Services Unit. One result of this reorganization
was the addition of two more court clerk-type positions to this unit. One of these court clerks is

responsible for Intake operations, which occur mostly at night. The other position is the Court's
Master Jury Trial Coordinator, who is responsible for the jury trial calendar and trial court

assignments. Neither of these positions came to Court Services with any relief positions. As a
result, when one of these clerks is on vacation or out sick, we must assign one of our two relief
clerks to cover them. This further exacerbates bur relief capability.

Two relief court clerks are insufficient. To provide all of the
necessary coverage, we are forced

to frequently use supervisors to cover or we must assign ASH employees to cover on an out-of-
class basis. An example of this cost to Court Services is that supervisors are away from their own
jobs for an inordinate amount of time and the out-of-class assignments of ASH personnel result in
vacancies at that level, causing backlogs in data entry, and/or outside court clerk's offices being
left unattended.

In 1997, all Administrative Specialist I (ASI) employees were reclassified to ASHs. The PDQ
used to support this reclass has little to distinguish it from the court clerk PDQ. And, the salary
of the ASH is now only nominally less than that of a court clerk. Given the fact that the ASH and
court clerk positions are now reasonably close in duties and salaries, the Court would Eke to
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teclassify the two vacant ASII positions to court clerks and increase our relief capacity, increase
our flexibility in assigning personnel, and decrease the amount of time supervisors are away from
supervisory duties and decrease the amount of overtime and out-of-class pay.

Supervisor or I~equester Signature

(" - I ~ -~'?

Date

6-EY7
Date

(FOR PERSONNEL DEPT USE ONLY)

Position Number: Title:

Approved as Requested: Yes No

Other Recommended Action:

,reo-

Persooel Analyst Supervisor

rsonnel Analyst --L"~
k

Date

V-2- j -) Y7

Date

ProcessWbvPDQ
219196



CITY OF SEATTLE

EXECUTIVE SERVICES DEPARTMENT
PERSONNEL DIVISION

Date: July 16, 1997

POSITION IDENTIFICATION

Report No..,

1%

Department, Par'ks and Recreation

Classification Title: Laboratory Technician I

Ordinance Title: Laboratory Technician [no Roman numeral]; underfilled as Bio-

Technician

Position Number: 018397 Current Salary: $17.22 - 20.04 (Lab Tech); 12.73 - 14.77

Bargaining Unit:

CLASSIFICATION DETERMINATION REPORT

030

(Bio-Tech)

Range: 29.OA (Lab Tech); 21.OA (Bio-Tech)

Remarks: Ordinance title of Laboratory Technician is obsolete and not to be used for new

transactions; it is in SALT file but not in printed Salary Schedule. This report recommends its

elimination.

ENDED ACTION

Classificaticri Titie: Laboratory Technician I

Ordinance Title: Laboratory Technician I

Bargaining Unit: 030 Recommended Salary: $12.73 - 14.77

Legislation Required: Yes Range: 21.OA

Remarks See next page for pertinent allocation information. Also see companion Salary

Report #97-1366.

FINCUM f -STATUS,

Incumbent*

Current Standing, l3io-Technician (probationary)

Recommended Standing: Laboratory Technician I

In recommended standing, incumbent status is:

I I Regular I X ] Probationary Temporary (exam required)

Authority: Personnel Rule

[
X 1 2.3.100;

Remarks:

I ] 2.3.200; [ ] 2.3.300

r,
y I

Recommenueu: lean,

Approved: Edie Jo

Sarah Welch --,A-

Lidia Santiesteban

ClassificationlCompensation Analyst(s)

assification/Compensation Supervisor

lassification/Compensation Director

Personnel Director

g:\groups\cc\team 1\97-13 55.doc



,ON FACTORS -,Report No: 97-13

This report is a Classification Project cleanup action, which will implement actions that

inadvertently were not fully implemented in the project. The project adopted a class

specification Laboratory Technician I and reclassified a position to that title, but the title

was never established as an ordinance title, nor was a salary ever assigned to the title.

Background
The Classification Project (report 7350004 - Supplement) reclassified Parks Department
Position Number 018397 from Bio-Technician (non-represented, salary range 21.OA) to

Laboratory Technician 1, and adopted a class specification for Laboratory Technician 1.

This reclassification was on ordinance 117427, effective 1/2/91. However, that

ordinance also should have created the ordinance title of Laboratory Technician I and

set a salary for it. The ordinance did not do this, however, and there never has been an

ordinance title of Laboratory Technician 1. After passage of ordinance 117427, the

ordinance title of the subject position was changed (incorrectly, but based on

incomplete information in the ordinance) to Laboratory Technician [with no Roman

numeral]. Thus the position is properly classified as Laboratory Technician
1,

but it is

budgeted at the incorrect ordinance title of Laboratory Technician. Because the

ordinance did not properly include all the necessary actions, Parks has continued to

underfill the position as a Bio-Techni6ian, at range 21.OA.

The distinction between Laboratory Technician I and Laboratory Technician [no Roman

numeral] is important. Laboratory Technician is an existing non-represented ordinance

title at range 29.OA, but it is "gray-shaded" in the Salary and Title ("SALT") File, and is

not in the printed 1997 Salary Schedule; it is an obsolete title that should not be used

for new transactions. Laboratory Technician is actually the old ordinance title of the

superviso of the subject position. The supervisor position (# 015810) was reclassified

from Laboratory Technician to Laboratory Technician 11 in the project. As a

single-incumbent title, the salary for Laboratory Technician 11 remained the same as for

Laboratory Technician [no Roman numeral] - 29.OA. (See next paragraph for an

explanation of project salary-setting protocols.) All actions related to this supervisory

position were properly implemented by ordinance 116120 - that is, the position was

reclassified, the title was created, and a salary was set for the title.

To confuse matters, the project class report for the Laboratory Technician
I shows a

recommended salary of range 29.OA. This is clearly an error. Range 29.OA is the same

salary as Laboratory Technician and Laboratory Technician 11 (the supervisor of the

subject position). When a new title was created in the project, the salary for that title

was the mode (most frequent occurrence) of the salaries of all positions allocated to the

new title. When there is only one position involved, the most frequent occurrence is

also the only occurrence, and the salary for the new title should be the same as the

salary for the old title. Only one position (the former Laboratory Technician) was

allocated to the then-new title of Laboratory Technician 11; therefore, the salary for

Laboratory Technician 11 was set at range 29.OA, the same as that for Laboratory
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Technician. By the same token, only one position (Bio-Technician at range 21.OA) was
allocated to the title of Laboratory Technician 1. According to project salary-setting

protocols, the salary for Laboratory Technician I should be the same as that for Bio-

Technician - range 21.OA. A related salary report (# 97-1356) will formally recommend
this salary.

In summary, the subject position is correctly allocated to the class of Laboratory
Technician 1; however, there is no ordinance title or salary for Laboratory Technician 1.

The position is in Parks's budget as a Laboratory Technician [no Roman numeral],
which is an obsolete ordinance title; and it has continuously been underfilled as a Bio-

Technician.

Recommendation

Based on the above, we recommend the following actions:

The ordinance title of Laboratory Technician I should be created, with a salary of

range 21.OA, effective as of the Classification Project effective date of 1/2/91. (A
separate but related salary report -- #97-1356 -- will formally recommend this

action.)

The ordinance title of the position should be changed from Laboratory Technician to

Laboratory Technician 1, effective 1/2/91.

The subject position should remain classified as Laboratory Technician I as of

1/2/91.

The ordinance title of Laboratory Technician [with no Roman numeral] should be
deleted from the Salary and Title File upon passage of legislation implementing this

report.

gAgroups\cc\team 1\971355.doc



City of Seattle Pers, -.nel Department

Norman B. Rice. Mayor Sarah Welch, Personnel Director

October 29, 1995

Donald L. Briscoe

Business Representative

I.F.P.T.E., Local
1.

7

2900 Eastlake Avenue, E., Suite 300

Seattle, WA 98102

Subject: Arbitration Awardf

33))

Dear Mr. Briscoe:

-/Parks and Recreation (992-

I am in receipt of the Final Arbitration Award of the Appeals Examiner regarding the above-

referenced grievance. Arbitration of this grievance has been in accordance with the Classification

Project Memorandum of Agreement between the City of Seattle and Local 17. The Award upholds

the grievance, and directs that the involved positions (#009817 and #0 16422) be reclassified to

Special Events Scheduler. effective June 8. 1992. (1 note that you also received a copy of the

Appeals Examiner's Award.)

This award will be placed on the next quarterly ordinance for consideration by the City Council, and

we are closing our file on this grievance.

Sincerely,

9-0~ azxl

John McArty
Labor Negotiator I

JM:pirn

cc: Miriam Israel Moses, Appeals Examiner

Jan Craft, Parks

Lidia Santiesteban, Classification/Compensation Unit

H:92-33.ves

An equal employment opportunity - affirmative action employer

12th. Foor Dexter Horton Butiding Teleohone Device for the Deaf and

10 Second Avef~ue the Hearing Im
'

paired (TDD)

Seattle. WA 98104-1,793 684-7888

1~1 - ~ -I
~
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BEFORE THE CLASSIFICATION PROJECT APPEALS EXAMINER
I GRIEVANCE ARBITRATION SUMMARY AND AWARD

The International Federation of

Professional and Technical Engineers,

Local No. 17

on behalf of

Pos. No. 009817

Pos. No. 016422

Grievants

GRIEVANCE NO.: 92-033

STEP 3 FILED: 6/22/92

CASE OPENING DATE: 9/11/95

SUMMARY, OPINION,

AND AWARD
EFFECTIVE DATE: 6/8/92

This group grievance was received by the Office of the Appeals Examiner on June 9, 1994. It is one of

a group
of grievances that has been designated for arbitration by the Classification Project Appeals

Examiner under the Memorandum Of Agreement reached between the City of Seattle, hereafter referred

to as the City and the 'International Federation of Professional and Technical Engineers, Local No. 17,

hereafter referred to as the Union. The original Memorandum Of Agreement was signed on June 14, 1993

and amended by both parties on September 1, 1994. This grievance was opened for review by the Appeals

Examiner on September 11, 1995, having been previously reviewed by the Classification/Compensation

Unit, on behalf of the Personnel Department, with the resultant determination, issued in Classification

Determination Report No. 118-92X, that grieved position 009817 should be classified as an Administrative

Specialist 11, and that grieved position 016422 should be classified as an Administrative Specialist 1. The

Parks Department contested this determination and the grievance was removed from the Step 3 process.

The Union alleges a violation of Article 9 Section 5 and Article 11, Sections 1 and 3 of the collective

bargaining agreement. The remedy the Union seeks is to have both of the grievants' positions reclassified

to, and compensated as Scheduling Coordinators or other higher level classification.

L, JURISDICTION:

The Classification Project Appeals Examiner has jurisdiction to review those grievances which meet the

criteria established Section I(E)&amp;(G) and Section VI(A)&amp;(B) in the Protocol and Procedures adopted by

the Classification Project Advisory Panel and the Department of Personnel.

Section I(E) of the Protocol requires that, for adjudication by the Appeals Examiner, the classification is

one of a set of grievances that the I.F.P.T.E., Local 17 has agreed to submit to the Examiner, in lieu of

established grievance procedures andlor filing for arbitration.

Section I(G) states that, for adjudication under the Classification' Project, an appeal must be based on an

"appealable
issue." Appealable issues are, in this section, further defined as "the allocation of a position

to a class.
" Such is the nature of this grievance.

Having been identified as one of the grievances slated for adjudication by the Examiner, in amordance with

Sections I(E)&amp;(G) and Section VI(A)&amp;(B) of the Protocol; and the Memorandum of Agreement between

the City and the I.F.P.T.E., Local 17, this grievance meets the criteria established for review and by the

Examiner.
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ii. RULES OF REVIEW:
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This review is performed under the guidelines established in Section VI of the Protocol an Procedures, as

well as in accordance with Section VI of the adopted changes to the Memorandum of Agreement between

the City and the Union, which -state in part:

The City and the Union have agreed to refer unresolved outstanding classification grievances filed

through March 9, 1994, to the Classification Project Appeals Examiner for final review and

recommendation to the Personnel Director. The agreed upon list of unresolved grievances shall

be process as follows: ,

Grievances identified for arbitration shall be submitted without further Personnel

Department review directly to the Appeals Examiner.

The Appeals Examiner's review and recommendation shall be based on 1) the effective

date of the grievance will be determined in accordance with Article 6 of the collective

bargaining agreement in effect on the date the grievance was filed; and 2) applying the

City's class specification in effect at the time the grievance was filed.

Section VI(l) of the original Memorandum of Agreement states.

Grievances submitted after l/l/91 will be reviewed utilizing Classification Project class specs,

Grievances submitted prior to 1/2/91 will be reviewed utilizing pre-project class specs.

Article 6 - Grievance Prgg_~~dre of the Collective Bargaining Agreement states in part:

Step 4 If the grievance is not settled at Step 3, either of the signatory parties to this Agreement

may submit the grievance to binding arbitration.

In connection with any arbitration proceeding held pursuant to this Agreement...

1. The arbitrator shall have no power to render a decision that will add to, subtract from,

aiter, change, or modify the terms of this Agreement, and his[/her] power shall be limitedI

to the interpretation or application of the express terms of this Agreement, and all other

matters shall be excluded from arbitration.

Section I of the Memorandum of Agreement states in part:

It is agreed that a Classification Project Appeals Examiner shall not create new titles or

classification specifications in resolving any outstanding differences related to current Classification

Project recommendations.
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As stated in the Rules of Review, grievances submitted after 1/2/91 must utilize the specifications adopted
for use in the Classification Project. The Union requests reclassification of these positions to Scheduling
Coordinator or higher; however, there was no such title and specification among those adopted for use in
the Classification Project. Therefore, this title may not be awarded in this grievance because the grievance
was filed on June 22. 1992, which makes it subject to the Class Project titles and specifications.

Further, the Rules of Review prohibit the Examiner from creating new titles or classification specifications
in resolving any outstanding differences, and the Examiner may not render a decision that will add to,

subtract from, alter, change, or modify the terms of the collective bargaining agreement. This means that

the Examiner cannot order the development of a new title or classification. Rather, the Examiner's

authority in the arbitration of this grievance is limited to recommending that positions be allocated to

classification specifications and titles that have been adopted for use in the Classification Project.

It must also be noted that the two positions in this group appeal do not perform identical work and have

not submitted a joint PDQ. Rather, their duties differ to some degree, and each has presented an individual

PDQ, which has been accepted by the City as true and accurate descriptions of each's duties.

The grievants in this case are primarily responsible for scheduling the use of Seattle Parks Department
facilities. For Position No. 016422, the scheduling work primarily involves scheduling
the Department's 32 picnic areas and the surrounding facilities, such as softball fields and tennis courts,

in relation to the picnic reservation. She issues permits, generates weekly schedules, collects receipts of

about $75,000 per year, and initiates work orders based her evaluation of the facilities.

For
,

while the purpose of work, and job functions of scheduling the use of Parks

Department facilities are extremely similar to those of
,

the types of activities scheduled

encompass a somewhat broader range. Ms. coordinates the permit processes for 205 fields,

100 gyms and.classrooms, 8 pools, and 154 tennis courts with the facilities office of the Seattle School

District. She also acts as liaison between the Parks Dept. and the assigning secretaries of two softball

associations to schedule umpires for approximately 65 leagues, 4,000 games and 10 tournaments. She is

responsible for the accounting and deposit of permit fees totaling over a half-million dollars annually.

The Personnel Department has classified these employees at the Administrative Specialist 11 level, which

is compensated at Range 22.OB. Prior to the implementation of the Classification Project titles and

specifications, there was a specification and title called Parks Athletic Fields Scheduler, that was adopted
as Title No. 4121.4. The same title, now listed in the SALT file as No. 4050.7, appears in the Salary
Schedule at Range 23.OB. While there is one position (No. 015446 - as of 12/5/86) currently allocated to

this title, it was not adopted for use in the Classification Project. As such, no Project specifications were

developed for it and, therefore, no duties may be compared to it. The Personnel Department confirms that

no plans for the development of a Class Project specification and title are contemplated. Therefore it

cannot be considered for the purposes of this grievance, in accordance with the Rules of Review. Since

there was a title and specification prior to the Project, however, it may be this "Scheduler" title to which

the grievants and the Union refer in their request for reclassification.
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Currently, these positions are classified as Administrative Specialists II. The rationale provided by the

Classification and Compensation Unit, however, acknowledges that the nature of the duties performed is

not typical of the Administrative Specialist series. As it states:

The requested title of "Scheduling Coordinator" does not exist within our current titling system.

However, the bodies of work performed by both grievants are administrative support in nature.

Although the major duties of the positions are specialized and atypical of office support work,
their work is in support of a special program that is within the concepts of administrative

support work [emphasis added] .
The skills required to perform the work are comparable to those

required for the administrative support series.

The Class Summary for the Administrative Specialist 11 states the following:

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

manae,ement or perform specialized tasks in support of a special function or program. These

positions assign, review and evaluate the work of subordinate staff. Representative duties at this

level include: preparing and reviewing standard and special reports; preparing program documents

.and inter-departmental forms; monitoring progress of departmental projects and workloads;

preparing and maintaining spreadsheets and similar computer support activities; training and

advising employees on office procedures and in performing specialized tasks.

Comparing the analysis to the summary results in a sort of "square peg in a round hole" classification.

It is inherently self contradictory to determine that the major duties of a given position are "atypical of

office support work" and then classify the position in an office support series because "the skills... are

comparable.
" While it may be true that the required skills are comparable, there are a wide variety of

classifications that contain essentially identical [two years of clerical support experience] skills and training.

The larger issue to be resolved in this grievance is not whether the grievants' work can be "fit" into the

Administrative Specialist II class, but rather, whether the Administrative Specialist Il class is the MQgt

apj2rQl2riate for the duties, responsibilities, and purpose of the work performed by the aggrieved employees.

The Class Summary section of the draft specification for Parks Special Events Scheduler states:

Position in this class, under general supervision, coordinate the scheduling of special events at

Parks Department facilities. In addition to the actual scheduling, the work involves reviewing

special use permits, determining compatibility of events with facilities, and meeting with users and

groups to explain fees, insurance, performance bonds, laws and ordinances, and other regulations.

This is almost a precise rendering of the duties and responsibilities of the grievants, but the most

compelling statement in the draft specification appears in the Distinguishing Characteristics section:
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This is a stand-alone class in the Office and Clerical Occupations group. It differs from jobs in the

Administrative Specialist series in that it entails more specialized knowledge and duties related

to permit processes, Parks rules and regulations, [emphasis added] and coordination with the

public.

The Distinguishing Characteristics section of the draft specification goes on to state that:

Assignments And work activities are performed under general supervision with special tasks

reviewed by the supervisor. Guidelines include City ordinances, departmental policies and

procedures, regulations governing the sue of specific facilities, Special Use permit processes and

regulations, and sound principles of customer service when dealing with the public. Positions in

the class apply judgment in determining the applicability of certain facilities for specific uses, and

explaining and defending decisions to the public.

list of activities, that respond to Question No. 14 on the PDQ of record states, in part:

35% Acts as the Departmental liaison with the Facilities office of the Seattle School District for

scheduling, and when necessary rescheduling, of School District and Parks facilities... _receives

application forms from School District for Parks facilities, assigns permit numbers, and logs in

ail pertinent information; issues application forms for School District facilities; receives

pei-inits from School District [emphasis added] ... ... meets monthly with School District

regarding any School/Parks issues; maintains records of all documents received; enters all pertinent

records and information into a... data base; generates statistical data on... facilities usage....

30% Acts as liaison between Parks Department staff and the American Softball Association (ASA) and

the United States Slowpitch Softball Association (USSSA).... Duties include receiving league

schedules from all leagues; verifying schedules... scheduling of these games onto a computer....

20% Accounts for and deposits all scheduling office monies collected by permit fees for over one half

million dollars annually ... ...
trains Department employees on cash handling procedures; generates

statistical data on banking for the Department's Annual Report and budget preparation.

list of activities that respond to Question No. 14 on her PDQ of record states, in part:

40% Programs and issues picnic permits for the Departments [sic] 32 picnic shelters for approximately

1600 picnics annually; evaluates the spacial compatibility of the... event with available facilities.

12% Collects and receipts approximately $75,000 in annual fees for all programmed picnics; collects

and records deposits for keys issued for all prograrnmed picnics; process refund requests....

15% Reviews all class roll sheets and league detail sheets generated at 25 recreational facilities,

Citywide Adult Sports program and 2 Sailing programs for Departmental and Volunteer

Coordinator use. .... Forward the class roll sheets and league detail sheets to accounting;

authorizing them to transfer city funds to 28 Advisory Council funds totaling $327,000.00 annually

(1991 figures).
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12% Maintains and reconciles records of all rental fees and forms received from 28 facilities (over
1,000 per year), forwarding results to the accounting department.

Looking at the duties and responsibilities of both grievants, and comparing them to the specif cati n1 0 for

Administrative Specialist 11 and the draft specification for Parks Special Events Scheduler, it is clear that

the -most appropriate classification is that of the Events Scheduler because it almost perfectly describes the

types of duties assigned to the grievants in this case. Especially indicative of this is the previously quoted
distinguishing characteristic of the Events Scheduler which establishes this class as different from the

Administrative Specialist series becaust~ of utilization of the more specialized knowledge related to pgrmit
processing and Parks rules and rQgulations. These are, in fact, precisely the, specialized skills utilized by
the grievants in the performance of their duties. Therefore, given the choice between the AS-H and the

Events Scheduler, there is no question that the Parks Special Events Scheduler is the most appropriate
classification for the duties and responsibilities of both grievants' positions.

Noting that the Class Specification and Title for Parks Special Events Scheduler (Schematic No. 4051704)
have not yet been adopted for use, the following Summary Decision and Determination is based on the

draft title and specification, which are slated for adoption in the near future. This determination is

contingent on the adoption of this specification, retroactive to 1/2/91, without any substantive changes from
this draft.

V. SUMMARY DECISION:

On June 22, 1992, the Union formally grieved the classification of the subject positions, at the Step 3 level,

alleging that they should be classified as Scheduling Coordinators. The City accepted a PDQ for each

grievant, [Ms. ~, signed on 2/20/92, and Ms. on 2/24/92] as a true statement of their job
duties. The Classification and Compensation Unit reviewed the duties of both positions and, in Report No.

118-92X, found that the Administrative Specialist series was most appropriate. Ms. was
recommended for classification at the AS-11 level and Ms. was recommended for reclassification

to the lower AS-1 level. The Parks Department objected to the findings of the report, and the grievance

was removed from the expedited Step 3 level.

Subsequent to the filing of this grievance, the title of Parks Special Events Scheduler, with a related draft

specification was developed for review. Assuming acceptance by all interested parties, the title and

specification would be adopted retroactive to 1/2/91 and are, thus, available for use in the Classification

Project. Proposed for adopted at salary range 24.5A, the Events Scheduler is specifically differentiated

from the Administrative Specialist series in that it requires specialized knowledge of the permit process and

of the Parks Dept. rules and regulations. The draft specification is an almost precise fit to the duties and

responsibilities of the grieved positions.

Therefore, accepting the caveat that there will be no substantive changes to the draft specification prior to

its adoption, it is clear that this title and specification are the most appropriate of those available for use

in the Project, for the duties and responsibilities of the grievants' positions. Therefore, the grievants should

be reclassified to this Parks Special Events Scheduler as soon as the specification and title are adopted.
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Their reclassification should be made retroactive to June 8, 1992, which is ten days prior to the date of the

filing of this grievance. There is, however, no evidence in the file that the incumbents in this position filed

appeals in the Classification Project. Therefore, this reclassification will not supersede the Project
reclassification of these positions to Administrative Specialist II. Rather, this grievance award is to be
considered as a subsequent reclassification action.

The City did not violate Article 9, Section 5, when it did not classify these position to the title of Parks
Special Events Coordinator. because the Project specifications and title did not exist at the time that the

Project allocations and subsequent grievance review were performed. The City did not violate Article 11,
Sections I and 3 when it did not compensate the aggrieved employees for work performed out-of-class,
because the salary range for the proposed title and specification had not been adopted for use in the
Classification Project at the time that the grievance was filed. However, in that the specification, title and
salary range have been proposed for adoption, the retroactive compensation due to the aggrieved employees
for the work that they have performed during the Project's retroactive period is made a part of this award.

VI. AWARD DETERMINATION OF THE APPEALS EXAMINER:

Therefore, based on the information contained in the Grievance File, the specifications adopted for the

Administrative Specialist series, the proposed specifications for the Parks Special Events Coordinator class,,

the pertinent sections of the collective bargaining agreement between the City of Seattle and the I.F.P.T.E.,
Local 17, the Memorandum of Agreement between the City and the Union, and the Protocol and
Procedures adopted for the Classification Project, it is the determination of this office that this grievance
be accepted; that the aggrieved employees prevail, and that the subject positions be reclassified to Parks

Special Events Scheduler, upon its adoption in the Classification Project, effective June 8, 1992.

Submitted to the Director

October 13, 1995

R EC E IV E D

or"'T 13 1995

DIRE

DIRECTOR REMANDS [ I

Date

Classification Project Appeals Examiner

Sarah Welch

Personnel Director

The joint agreement of the Appeals Examiner and the Personnel Director is final, 'conclusive and binding upon the

City, the Union and the employee. This review completes the administrative procedures available to the grievant.
Should the grievant believe that additional information might result in a different determination, a requestfor a new
review may be submitted to the Personnel Department under its standard procedures. No further review through the

Classification Project will be conducted.
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CLASSIFICATION DETERMINATION REPORT
7/29/97
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POSITION IDENTIFIgATION

Report No.,

Department: Seattle Center

Classification Title: Administrative Support Assistant

Ordinance Title: Administrative Support Assistant- BU

Position Number: 022618 Current Salary: $11.82 -$13.26

Bargaining Unit: 035
(Salary Range 18.013)

RECOMMENDED ACTION

Classification Title: Admissions Personnel Dispatcher

Ordinance Title: Admissions Personnel Dispatcher

Bargaining Unit: 035 Recommended Salary: $13.26- $14.77

Legislation Required: Yes
(Salary Range 21.OB)

Remarks See ne page for pertinent allocation information

INCUMBENT STATUS

Incumbent:

Current Standing: Administrative Support Assistant

Recommended Admissions Personnel Dispatcher

Standing:

In recommended standing, incumbent status is:

[X] Regular [ ] Probationary Temporary (exam required)

Authority: Personnel Rule

[ ] 2.3.100 [ ] 13.200
[ 12.3.300

Remarks: Per Article 9.713 of contract between Logal 17 and the City of Seattle.

Recommended: -Team, /Mlassi
,

fication/Compensation Analyst

Approved: -.Edie JoMgl~sen ~z Classificati on/Compensation Supervisor

Lidia Santiesteban Classification/Compensation Director

Sarah Welc Personnel Director
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This
'

review was conducted by a team of Classificatio n/Com pensatio n Analysts
consisting of Sharon Lee Nicholson, JimmyWoo, and Curt Funk. The report was
prepared by JimmyWoo.

Source of Reguest/Position Identification:

This position was reviewed as a result of a request from Seattle Center management.
They are requesting th~is position be reclassified to an Admissions Personnel

Dispatcher. This position is located in Seattle Center's Event Production Division-

Admissions Unit which is responsible for scheduling admissions services for events
which occur on the Seattle Center campus.

Position HigigM

A complete history of this position may be found in the Personnel Records Unit.

Scope of Review:

Review of this position consisted of analysis of the following:

Position Description Questionnaire (PDQ) submitted for this review;
Class Specification Nos. 4050003 Administrative' Support Assistant and 9202004
Admissions Personnel Dispatcher;

Position file contents; and

Corroboration among a team of Classification Analysts

Surnma[y of Work

The primary purpose of this position is to receive and fulfill the requirements of Events
Service Orders by dispatching ticket takers, door attendants, splitters, ushers and door
guards to service events. The position determines the discreet positions to service an
event; produces a staffing list based on union/seniority issues, notifies staff with

acknowledgment and confirmation of shift; maintains records of events and staffing
levels for future reference; tracks individual employee hours worked; and recommends
service level adjustments based on prior experience.

NOTE: For a more complete listing of the subject position's responsibilities, see the

Position Description Questionnaire (PDQ) submitted for this review and included
in the position file.

Analysis:

This position was created in the 1989 Budget as an Administrative Support Assistant to

serve as a receptionist; provide general information regarding parking and monorail
services; screen and refer complaints to appropriate staff; process monthly parking
receipts and permits; prepare deposit tickets and related statistical reports; type letters,

memos and reports; maintain filing systems; and distribute section mail.
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During negotiations with Local 6, a series of restructuring changes was agreed upon
between the union and the City including the elimination of some positions, reduction of
others to part-time, and the reclassification of the subject position to accommodate
some of the workload restructuring.

Whereas the subject position's former duties and responsibilities as an Administrative
Support Assistant entailed providing a variety of routine office support functions

including typing, reception, filing, compiling reports and completing simple calculations,
it is evident that the body of work performed by the subject position has experienced a
significant change in its function, whereby its body of work is now analogous to that of
the Admissions Personnel Dispatcher class.

Positions in the Admissions Personnel Dispatcher classification receive Events Service
Orders, establish schedules and dispatch admissions personnel to ensure adequate
staff coverage for Seattle Center events; ensure assignments are in compliance with
union agreements, seniority guidelines, availability and certification requirements; and
recommend to Event Service Representatives alternate work schedules to meet client

needs, for cost considerations, and to meet event specifications.

Recommendation:

Based on the above duties and responsibilities of this position, the classification of
Admissions Personnel Dispatcher is recommended. This action is effective June 2,

1997, which represents the date the position description questionnaire was signed and
approved.



CITY OF SEATTLE
PERSONNEL
DMSION

L~a~tw- -6/3/97

CLASSIFICATION DETERMINATION REPORT

POSITION IDENTIFICATION

Department: Seattle Public Utilities

Classification Title: Unclassified

Ordinance Title: Administrative Support Assistant - BU

Position Number: 022940

Bargaining Unit: 035 Current Salary: $11.82 - $13.26 (Rangel 8.013)

RECOMMENDED ACTION

Classification Title: Administrative Specialist I

Ordinance Title: Administrative Specialist I - BU

Bargaining Unit: 035

Legislation Required: Yes Recommended Salary: $13.01-$14.51 (Range20.513)

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent:

Current Standing: Administrative Support Assistant

Recommended Standing: Administrative Specialist I

In recommended standing, incumbent status is:

]Regular Probationary
[

X
] Temporary (exam required)

Authority: Personnel Rule

[ 12.3.100 2.3.200
[
X

]
2.3.300

Remarks: Per Article 9.7C of the Local 17 Bargaining Agreement

Recommended:

Approved:

Steven Aspiras Sr. Classification/Compensation Analyst

John Pearson CI ass ification/Compensation Supervisor

Rel2ort No.:,_97-1279

Lidia Santiesteba lassification/Compensation Director

Sarah Personnel Director
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Source of Reguest/poslition Identification:

This position was reviewed as a result of a request from departmental management.
The position is located in the Water Quality Division, Regulatory Compliance
Section/Resource Management of SPU. This section ensures that Seattle's water

meets federal and state water quality regulations.

Position History:

A complete history of this position may be found in the Personnel Records Unit.

Scope_of Review:

Review of this position consisted of the following:

" Position Description Questionnaire (PDQ) submitted for this review;

" Class Specification Nos. #4050003/Administrative Support Assistant and
#4050004/Administrative Specialist 1;

Position file contents;

Comparison to similarpositions;

Review of the organization unit affecting the subject position;

and related classification files.

Summarv of Work

The primary purpose of this position is to provide the full range of general
administrative support to the Regulatory Compliance Section and to the Water
Treatment and Inspection Services staff at the Water Quality Lab. Duties include

responding to customer complaints and inquiries regarding water quality, and preparing
reports and other correspondence.

NOTE: For a more complete listing of the subject position's responsibilities, see the

Position Description Questionnaires (PDQs) submitted for this review and
included in the position file.

Analysis-

Review of the Administrative Support series confirmed that positions allocated to the

Administrative Support Assistant (ASA) level perform a variety of routine office support
functions such as typing, data entry, receptionist, posting information, proofing

documents, completing simple calculations, compiling reports, filing and retrieving

documents and operating a variety of office equipment. The contacts of an ASA are

primarilywithin the department and with the public regarding routine matters.

In comparison the Administrative Specialist I (AS 1) can be characterized as performing
the full range of administrative support functions for high level management or

performing specialized tasks in support of a special function or program. An AS I is
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typically expected to understand the work processes, procedures and regulations of the
assigned program area, and/or demonstrate a proficient level of expertise in office

operations and equipment. The contacts are with other departments or outside
agencies and the general public for the purpose of obtaining factual information,

explaining office policies and responding to routine complaints.

The duties and responsibilities described in the PDQ submitted for this review are
consistent with those outlined on Class Specification #4050004/Administrative
Specialist 1. Per the PDQ the subject position works relatively independently in an
outlying location with little backup available and (1) answers Water Quality Lab calls,

providing information on distribution system water quality problems, responding in

writing or verbally to customer complaints and routing them to appropriate staff for

follow-up, responding to questions regarding typical water quality
,

and routing more
specific water quality questions to appropriate Regulatory Compliance Section staff (2)
enters payroll data in Seattle Financial Management System (SFMS), checks
timesheets for accuracy and completeness and makes necessary corrections, ensures
that timesheet corrections are made and submitted properly, and (3) provides editing,

formatting, and proofreading services in the course of preparing finished copy,
including reports on analysis of drinking water, letters and other documents.

Recommendation:
Based on evaluation of the duties and responsibilities of position #022940, the
appropriate allocation is Administrative Specialist I - BU. This action should be
effective January 1, 1997, as part of the reorganization and the date when the position
was officially assigned to the Regulatory Compliance Section/Water Quality Lab.



CITY OF SEATTLE
PERSONNEL
DIVISION

Date: 7/807

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Numbers:

Bargaining Unit:

CLASSIFICATION DETERMINATION REPORT

Report No.: 97-1324

Seattle Public Utilities

Finance Analyst

Finance Analyst

#020556,#023248,#022191

030 Current Salary: $20.04 - $23.35 (Range 33,OA)

RECOMMENDED ACTION

Classification Title- Senior Finance Analyst

Ordinance Title: Senior Finance Analyst

Bargaining Unit: 030

Legislation Required: yes Recommended Salary: $22.88-$25.70(Range 35.5A)

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent:

Current Standing: Finance Analyst

Recommended Standing: Senior Finance Analyst

In recommended standing, incumbent status is:

[ ] Regular [ ] Probationary

Authority: Personnel Rule

[12.3.100

Remarks:

Recommended,

Approved:

[12.3.200

[X] Temporary (exam required)

[XI 2.3,300

Steven
AspirasitAlClassification/Compensation Analyst

John Pearson, &amp;I --Classification/Compensation Supervisor
. V

'~

Lidia Santiestebai%lassification/Compensation Director

Sarah Welcwi~~
j

Personnel Director
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Source of ReguestlPosition Identification:

These positions were reviewed as a result of a request from departmental management
in response to their expansion of budget duties and responsibilities. The changes
occurred with the centralizing of budgeting functions into one specialized Budget
Section in the merger/reorganization that created the Seattle Public Utilities (SPU).

Position Nos. 020556, 023248, and 022191 are located in the Budget Section of the
Finance and Administration Division of SPU. This new section is responsible for

developing budgets, developing overhead rates and cost allocations, advising on and
providing budget/financial analysis, participating in the development of new financial

systems, loading adopted budgets into the accounting system, and monitoring
operating budgets and capital improvement project budgets.

Position History:

A complete history of these positions may be found in the Personnel Records Unit.

Scope of Review:

Review of these positions consisted of the following:

" Position Description Questionnaires (PDQ) submitted for this review;

" Class Specification Nos. 2003505/Senior Finance Analyst and 2003504/Finance

Analyst;

" Comparison to similar positions;

" Review of the organization unit affecting the position;

" and related classification files.

Surnma[y of Work

The primary purpose of each of these positions is to be responsible for one of the five

branch budgets of SPU. The two remaining branch budgets are each overseen by an
existing Senior Finance Analyst. Each Branch has a unique set of budgeting issues.

Budget work for each branch is a full time assignment for the subject positions. Review
of the PDQs verified that 40% of their duties is devoted to advising on and providing

budget/financial analysis, e.g., preparing monthly variance reports of expenditures,

analysis of the relationships among accounting (statements of cash flows), rates

(quarterly variance report), and budget reports to monitor cash and establish the

relationship between the budget and rate views of SPU financial conditions;

investigating budgetary impacts of operational changes; maintaining complex
spreadsheets; and researching expenditure patterns through the use of SFMS
downloads of financial data. Another 30% is spent assisting in the development of the

SPU budget and CIP, including the mid-biennium reviews; assisting branches and
divisions in developing their submittals, reviewing submittals, and preparing
recommendations on spending requests for management. Division budgets are all in

the multi-milliondollar range. These positions also spends 15% monitoring operating

budgets and capital improvement projects.
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The Class Summary for Senior Finance Analyst states:

Coordinates and leads in the development, preparation, defense and monitoring of

division/department operating budgets or capital improvement project budgets or

financial management of a multi-department grant or capital program. Conducts
financial research and analysis on financial/budgetary impacts and implications, and
policy or operational changes. Oversees financial/budgetary reporting and monitoring
activities.

I

The Class Spec also distinguishes the Senior Finance Analyst by two or more of the

following: 1) supervision of technical support positions; 2) lead responsibility for

preparing a department's or division's operating budget, or department's capital

improvement budget; 3) responsibility for conducting a variety of independent financial

research and analysis projects of a technically demanding nature.

NOTE: For a more complete listing of the subject position's responsibilities, see the

Position Description Questionnaires (PDQs) submitted for this review and
included in the position file.

Analysis:

As a result of the consolidation of SED/SWD, these positions are comparable to two

positions that were reclassified to Senior Finance Analyst in the 97/98 Budget process.
The SPU Budget Section is now staffed with two Senior Finance Analyst and the three

subject positions for a total of five (5) positions. They are all involved in the

development of the department's budget, and CIP, including the mid-biennium reviews.

As previously noted, these positions assists divisions in developing their submittals,

reviewing submittals and preparing recommendations on spending requests for

management; giving advice on and providing budget/financial analyses, such as:

preparing monthly variance reports of O&amp;M and CIP expenditures; performing analysis
of the relationships among accounting (statements of cash flows), rates (quarterly
variance report) and 'budget reports to monitor cash and establish the relationship

between the budget and rate views of SPU financial condition; investigating budgetary
impacts of operational changes such as productivity projects; maintaining complex
financial spreadsheets such as the CIP cash flow, and researching expenditure

patterns, etc.

The duties and responsibilities described in the PDQs submitted for this review are
consistent with those outlined on Class Specification #2003505/Senjor Finance Analyst
as well as being comparable to the two positions previously reclassified to the Senior
level.

Recommendation:

Based on evaluation of the duties and responsibilities of position's #020556, #023248
and #022191, it is recommended they be reclassified to Senior Finance Analyst. This

action should be effective January 1, 1997, to coincide with the expansion of

budgeting duties and responsibilities that occurred when the merger/reorg took effect.



CITY OF SEATTLE
PERSONNEL
DMSION

CLASSMCATION DETERAUNATION REPORT

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

Seattle Public Utilities

Forest Maintenance Worker asgnd Sr. Forest Mtc. Worker

Forest Maintenance Worker, Senior

011958

019 Current Sala
: $17.53 - $ 18.92 (Range27.5C)

RECOMMENDED ACTION

Classification Title: Equipment Maintenance Crew Chief

Ordinance Title: Equipment Maintenance Crew Chief

Bargaining Unit: 009

Legislation Required: yes Recommended Salary: $21.03 - $22.75 (Range n/a)

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent:

Current Standing: Forest Maintenance Worker, Senior

Recommended Standing: Equipment Maintenance Crew Chief

In recommended standing, incumbent status is:

[ ]Regular Probationary [X Temporary (exam required)

Authority: Personnel Rule

[ ]
2.3.100 2.3.200 [X 2.3.300

Remarks:

Recommended: Steven Aspiras

Approved: John Pearson

.
Classification/Compensation Analyst

lassification/Compensation Supervisor

Lidia Santiest6bar42t~Classification/Compensation Director

Sarah Wel&amp;L~-. Personnel Director

.1,
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Source of Reguest/Position Identification:

This position was reviewed as a result of a request from department management.
Because of a reorganization of work, both the responsibility and the number of

subordinates has increased, furthermore, a salary compression problem has been

created by the reclassification of one subordinate position from Laborer to Senior

Grounds Equipment Mechanic. This reclass resulted from a Local 1239 Grievance.

The subject position is located in the Operations Section/Watershed Management
Division, at Cedar Falls. This section is responsible for maintaining over 550 miles of

logging roads in the North Fork Tolt and Cedar River Watersheds, and maintaining

shop, office and grounds at the Cedar Falls Headquarters.

Position Histo[y:

A complete history of this position may be found in the Personnel Records Unit.

Scope of Review:

Review of this position consisted of the following:

" Position Description Questionnaire (PDQ) submitted for this review;

" Class Specification No. 9103007IForest Maintenance Crew Chief (FMCC);
" Class Specification No. 91030051 Senior Forest Maintenance Worker (SFMC);

" Class Specification No. 8101506/Equipment Maintenance Crew Chief (EMCC);

" Report 96-889;

Meeting w/ the Watershed Management Director;

Review of the organization unit affecting the position,

and related classification files.

Summant of Work

The primary purpose of this position is to supervise subordinate staff; requisition

materials, rental equipment and supplies for all staff at Cedar Falls; process and

monitor invoices for B contracts and Direct Vouchers; assist in coordinating

maintenance of fleet, vehicles and heavy construction equipment; 'schedule installation

and maintenance of radio equipment; and coordinate proper disposal of hazardous

materials.

NOTE: For a more complete listing of the subject position's responsibilities, see the

Position Description Questionnaires (PDQs) submitted for this review and

included in the position file.

Analysis:.
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Analysis:

This review is not a union grievance, but generated by Department management as a

classification/salary compression problem caused by the outcome of a grievance filed

by Local 1239 on behalf of a subordinate position. The Department also stipulated that

this review is also due to an increase in responsibilities and an expansion of duties.

Due to expanding programs in the Operations Section at Cedar Falls for road

maintenance and improvements, it became necessary to have a position work in the

shop repairing small equipment. The reclassified position reports to the subject

position.

Review and comparison of the duties and responsibilities of the subject position to the

class specifications for the SFMW, FMCC and EMCC was conducted and a short

synopsis of the characterisfics of each class is as follows:

Senior Forest Maintenance Worker: Participates in a lead capacity in a variety of

skilled and semi-skilled work in forest, road and facility maintenance, fire suppression,

and reforestation on watershed lands.

Forest Maintenance Crew Chief: Supervises, organizes, directs, plans and inspects the

work of forest maintenance crews engaged in the protection and maintenance of

watershed lands.

Note: A current Explosive User's Permit issued by the Washington State Department of

Labor and Industries is listed under Licensing and other requirements for both of these

titles.

Eguipment Maintenance Crew Chief: Plans, organizes and directs the activities of a

crew in the repair and maintenance of general grounds and facility maintenance

equipment. A EMCC supervises the SGEM and the Grounds Equipment Mechanic in

the repair of general grounds and facility maintenance equipment such as small gas-

powered engines and hand tools, mowers, tractors, refrigerators, pressure washers,

pumps or similar equipment. Under examples of work the Class Spec also listed the

following: coordinates with other crafts for assistance and schedules jobs accordingly;

requisitions materials, supplies and equipment; reviews defective equipment reports

and sets priorities for job assignments; and inspects job sites to estimate costs and

compiles material lists; locates sources for unusual equipment or parts.

The duties and responsibilities described in the PDO submitted for this review are most

similar to those outlined on Class Specification #8101506/Equipment Maintenance

Crew Chief. The subject position is responsible for: ordering supplies for staff at

Cedar Falls which includes Watershed Inspectors, office personnel and Forest

Maintenance Crews; keeping all purchase records, comparing invoices with each

purchase order, making sure invoices are routed for proper payment; renting heavy

equipment; coordinating with the Executive Services Department (ESD) maintenance

shops for repair of heavy equipment and vehicle fleet; coordinating with ESD
communication shop for installation and removal of two way radios and cell phones;
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Recommendation:

Based on evaluation of the duties and responsibilities of position #011958 it is

recommended this position be reclassified to Equipment Maintenance Crew Chief. This

action should be effective May 13, 1996, to coincide with the initial date of Report 96-

889. This effective date resolves the salary compression issue that was created when

subordinate position #011954 was reclassified to Senior Grounds Equipment Mechanic

at a salary higher ($17.88 - 19.29) than subject position #011958 ( $17.53 - 18.92).

Note: The subject incumbent's out-of-class assignment has no bearing on the

reclassification of this position.
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MEMORANNDUM OF UNDERSTANDING

By and Between

THE CITY OF SEATTLE
SEATTLE CITY LIGHT DEPARTMENT

and the

INTERNATIONAL BROTHERHOOD OF ELECTRICAL WORKERS, LOCAL 77

Appliance Repair Services Unit/Journeyworker Assigned toTechnical Metering Section

The City of Seattle and Seattle City Light Department (hereinafter referred to as the Employer), and the

International Brotherhood Of Electrical Workers, Local 77 (hereinafter referred to as the Union) agree to

the following provisions. These agreements will effect phase two of the redeployment of Appliance

Services positions provided the jointly recommended redeployment plan is approved for implementation

by the Seattle City Council.

Transfer/redeployment of positions: Nine Appliance Electricians in the Appliance Repair

Services Section will be transferred to the Technical Metering Section and their positions

reclassified to Meter Electrician. The actual number of employees transferred will depend on

the number of employees remaining when the transfer is effected. Initially, these positions will

be filled by offering them to Local 77-represented employees in the Appliance Repair Section

starting with the most senior employee until the positions are filled or all employees have had

the opportunity to be appointed. Seniority for this purpose will be established based on

cumulative service credit in Appliance Repair Services in Appliance Electrician/

Dispatcher/Crew Chief titles. However, one of the remaining positions in Appliance Repair

Services will need to be filled by an employee who has the necessary EPA class II certification

for CFC handling. If the job offer process does not result in an employee remaining in

Appliance Repair Services with the necessary certification, the least senior of those employees

with the certification will be assigned to remain in Appliance Repair Services.

2. New job title of Journeyworker assigned Meter (JAM): All employees appointed to the

transferred positions will be appointed to the new job title of Journeyworker assigned Meter at

the 100% rate.

Bidding to headquarters or crews: For this purpose, a Journeyworker Assigned Meter will

combine service as an Appliance Electrician/Dispatcher/Crew Chief with service as a

Joumeyworker Assigned Technical Metering.

3. Training and subsequent employment opportunities in Technical Metering

A. Employees in this title will be trained to perform Technical Metering work, including

otation to the Lab. Stephanie Myers and John Hansen will instruct the Journeyworkers in

Meter work by using a task list on which they will then check off an employee's

competency in each area of Meter work. Ms. Myers and Mr. Hansen may request

additional trainers designated by them and the Employer will make every effort to

reasonably support such requests.

Appliance Repair Services/Technical Metering Memorandum of Understanding

Page I



During the training period, Joumeyworkers will work along with Meter Electricians. After

training and as an employee successfully demonstrates performance ofjob functions, the

employee may be assigned field work and will perform it in the same manner as work is

assigned to and performed by Meter Electricians, under the direction of a Meter

Electrician Crew Chief.

I
. Training for Journeyworker Assigned Meter (JAM) shall be on-the-job with the stated

purpose of successfully performing the full range of district work of Meter

Electricians.

2. The on-the-job training plan for JAM(s) will be developed by John Hanson and

Stephanie Myers during the second quarter of 1997.

3. A training criteria will identify a list of specific tasks from the fiill range of district

work of Meter Electricians. This list will be the basis of an on-the-job training plan

for JAM(s). The criteria and the on-the-job training plan will be provided to the

Labor/Management Subcommittee prior to commencement of training.

4. John Hansen and Stephanie Myers will train JAM(s) and verify their successful

performance of the identifiedjob tasks. As JAM(s) successfAly demonstrate

performance (sign-off by trainer(s)) of these tasks, the tasks will be included in their

daily work assignments (see attached Job Tasks).

B. An employee in this title will not be eligible for assignment to an audit crew and wil I not

be eligible to compete for a Meter Electrician Crew Chief position.

C. City Light will schedule written and working exams for Meter Electrician every six

months for three consecutive years, or until all JAMs have taken, and passed the test,

whichever comes first, starting three months from the date that all the designated

Appliance Electricians have been transitioned to Joumeyworker Assigned Me-ter.

Employees who do not pass the Meter electrician examination shall remain JAMs. An

employee in the job title of Journeyworker assigned Meter who successfully passes both

the written and working exams for Meter Electrician will be appointed to a Meter

Electrician title beginning with the next pay period start date. When appointed as a Meter

Electrician, an employee will begin earning service credit in thatjob title. After such

appointment, a Meter Electrician will be eligible to apply and compete for Meter

Electrician Crew Chiefpositions provided they otherwise meet the minimum

qualifications..

D. All schooling and training that is offered to Journey Meter Electricians will be offered to

all Joumeyworkers Assigned Meter.

4~ Work Schedules: The current hours of work and work schedules available to Journey Meter

Electricians will be available to Joumeyworkers Assigned Meter. However, for training

purposes, the Journeyworkers Assigned Meter will work the same hours/schedule as their

trainer.

The job titles Electrician, Appliance (100% rate); Crew Chief, Electrician Appliance (1115%);

Appliance Repair Services/Technical Metering Memorandum of Undentanding
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and Dispatcher, Electrical Appliance Service (106%) will remain in the contract at the

percentage rates currently designated. These will be the job titles and relative pay rates

applicable should the Employer begin appliance repair services again with its own employees,

INTERNATIONAL BROTHERHOOD OF THE CM OF SEATTLE
ELECTRICAL WORKERS, LOCAL 77

;g ~-/ s9ZI-c?Iq
G. David Hutchihs

I / Dfite Sarah Welch, Personnel Director

Business Representative

Date

Carol Laurich, Labor Negotiator 11 Date

SEATTLE CITY LIGIIT

met-fmou

Appliance Repair Services/Technical Metering Memorandum of Understanding
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"ity of Seattle Executi Services DepartmentC
J
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Personnel Division

MEMORANDUM

DATE: July 23, 1997

_.alvffift~.

avffimmlffimh~

Vil

Salary Rt:~port #96-1053 A

TO: Sarah Welch, Personnel Director

. VIA: Lidia Santiesteban, ClassificationlCompensation Director

FROM: Team ?,,,Classification &
a

m
p

;

pensation Unit

(G f#4mpson and lre~xdgunyemi)

SUBJECT: Salary Recommendation
for'the,

new title of Utility Accounts Supervisor

This report was prepared in conjunction with Classification Report #96-1053

recommending the development of a new title of Utility Accounts Supervisor. The

purpose of this salary report is to establish a salary range for the new title.

Backqround

According to Departmental management Position 012131 has been reassigned a

considerable amount of work that was previously handled by the manager. The subject

position has also become responsible for assuring the accuracy of accounting entries.

for the three utilities including coordinating changes to utility credit accounts; preparing

accounting figures for three utilities; and reconciling system balances and correcting

outages.

Analysis

Based on information received from management and the PDQ, it was determined that

Position #012131 is essentially responsible for supervising, directing, reviewing, and

evaluating the work of subordinate staff responsible for auditing accounts for water,

wastewater and solid waste customers who have small commercial and/or residential

accounts. Duties include: overseeing all components of the Utility Credit Program for

water, drainage, wastewater and solid waste credits; processing payments, returned

checks, refunds, transfers, customer account statements, miscellaneous charge

summaries, write-offs and distribution of billing system reports.

From this review we determined that the work of the subject position is substantially

different from that assigned to positions within the Accounting Technician, Accounts

Control/Validation and Combined Utilities Billing Supervisor class series.



Saiary Recommendation

Report #96-1053A

July 1, 1997

Page 2

The work of the Accounting Technician Supervisor class, is described as overseeing the

work of subordinates performing accountingfunctions and tasks associated with the

mpintenance and updating of accounts records. Positions assigned to the Accounts

ControllValidation Supervisor class, plan, organize, instruct, monitor performance and

provide problem solving guidance to subordinate employees providing billings to utility

customers. Whereas, positions within the Utility Accounts Svpervisor class oversee the

work of subordinates involved in performing auditing of customer accounts, to insure

resolution of billing complaints and inquires.

Internal Salary Comparison

The title of Utility Accounts Supervisor was created in the 1991 Classification Project at

Salary Range 28.5A. However, according to our records this title was not legislated in

the Classification Project, nor were incumbents formally allocated.

Conclusion and Recommendation

We therefore recommend, based on our review and analysis that the salary for the new
title of Utility Accounts Supervisor be established at Range 28.5A ($16.88 - 1915).

I concur with the recommended salary range for the title listed above.

&amp;~IxLq

Sarah Welch, Personnel Director Date

CCT2.gt



DATE- August 29, 1997

TO- Linda Yuen Leong

FROM: Lidia Santiesteban, Classification/Compensation Director

SUBJECT: Effective Date for Utility Accounts Supervisor Title

The effective date for the creation of the tile Utility Accounts Supervisor at salary Range 28-5A Should be
December 7, 1995 to coincide with the effective date of Classification Report #95-690 which allocated two
positions to this title.
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City of Seattle Executive Services Department

Personnel Division

MEMORANDUM

DATE: July 16,1997

TO: Sarah Welch, Personnel Director

VIA: Edie Jorgensen lassification/Compensation Supervisor

Lidia Santiesteban, Classification/Compensation Director

FROM: Team 1, Classification
&

a
m

p
;

Compensation Unit

(Sh~ronl_ee
Nicholson, Jimm o, Curt Fu-',)

SUBJECT: Salary Recommendation for Laboratory Technician I

(Salary Report # 97-1356)

This report recommends the creation of the ordinance title of Laboratory Technician 1,

at salary range 21,OA. This is a ciassification project cleanup action; the title and salary

should have been created in the context of the Citywide Classification Project, but

inadvertently were not. Please refer also to Classification Report #97-1355, which is a

companion piece to this salary report, for more information on the subject position that

is affected by these actions.

Backaround

The Classification Project (report 7350004 - Supplement) reclassified Parks Department

Position Number 018397 from Bio-Technician (non-represented, salary range 21.OA) to

Laboratory Technician
I,-

and adopted a class specification for Laboratory Technician 1.

This reclassification was on ordinance 117427, effective 1/2/91. However, that

ordinance also should have created the ordinance title of Laboratory Technician I and

set a salary for it. The ordinance did not do this, however, and there never has been an

ordinance title of Laboratory Technician 1.

Only one position (a Bio-Technician) was allocated to the Laboratory Technician I class.

As mentioned above, an ordinance title of Laboratory Technician I should have also

been created at the same time, and a salary set for the title. According to project

salary-setting protocols, when a new title was created in the project, the salary for that

title was the mode (most frequent occurrence) of the salaries of all positions allocated to

the new title. When there is only one position involved, the most frequent occurrence is

also the only occurrence, and the salary for the new title should be the same as the

salary for the old title. Because only one position (Bio-Technician at range 21.OA) was



Salary Report # 97-1356
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allocated to the title of Laboratory Technician
1, the salary for Laboratory Technician I

should, be the same as that for Bio-Technician - range 21.OA.

Because of the incomplete nature of the classification project actions related to the titleof Laboratory Technician
1, the Parks Department has filled the subject position on anin-lieu-of basis as Bio-Technician (range 21.OA) '

Thus
establishing the ordinance titleof Laboratory Technician

1, also at 21.OA, will not have any financial impact on any ofthe position's incumbents since 1/2/91.

Regommendation
Based on the above, we recommend that the ordinance title of Laboratory Technician

Ibe created, at salary range 21.OA. As a classification
project action, this should beeffective as of the standard project effective date of 1/2/91.

I concur with the recommended salary for the title listed above.

Sarah Welch. Personnel-Director Date

&amp;cVeam I ~sa Ireptks971356
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City of Seattle Executive Services Department
Personnel Division

MEMORANDUM

DATE: June 10, 1997

TO: Sarah Welch, Personnel Director

VIA: Edie Jorgensec~Classification/Compensation Supervisor
Lidia Santiesteban, Classification/Compensation Director

FROM: Team 1, Classification &
a

m
p

;
Compensation Unit

(Sharon Lkq4cholson, Jimmy Woo, Curt Funk)I

SUBJECT: Salary Recommendation for Municipal Government Intern - Int

(Salary Report # 97-1292)

This report was prepared in response to a request from the Executive Services
Department (ESD), Personnel Division, Special Employment Programs Unit. ESD is

requesting a higher salary rate for the title Municipal Government Intern - Int

-gir-gund

Interns are students who perform paid work. for the City as part of their education.
Interns are temporary workers; thus all intern titles have the suffix "- Int" (intermittent).
Intern titles are budget titles but not class titles', there are no class specifications for

intermittent-only titles, There are two titles in the Salary Schedule that are used for
interns who are college students: The title Cooperative Intem - Int is used for student
interns who are college undergraduates, and the title Municipal Govemment Intem - Int

is used for what is known as "uppergraduates" - i.e., graduate students in a master's

program (although the title is also sometimes used for an undergraduate college senior
with work experience).

Both of these intern titles have the same rate of pay -- $12-06 per hour (plus applicable
temporary workers' premiums).

In a stakeholders' meeting with Class/Comp Team 1, the Manager of the Special
Employment Programs presented on behalf of the department the following rationale for
an increase in salary for Municipal Government Intern - Int.: Both of the college intern
titles pay the same rate. While there is no recruiting difficulty for either title, it is

considered that the bodies of work performed by Municipal Government Interns are
considerably more complex, and of more service to the City, than those performed by
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Cooperative Interns. The pay rate is comparatively low -- the intern rate of $12.06 is 95
cents per hour LM than what an intermittent Administrative Specialist I Vould make.w
And finally, many students who perform Municipal Government internshi~s have had
significant professional work experience in their respective fields, gained after attaining
their bachelor's degree and before starting graduate school,

The department proposes a rate of $17.53 per hour as the salary fdt MunicipalGovernment Intern. This is the bottom step of range 29.5A, which may bd"cionsidered
as an entry or trainee salary level for professional jobs involved in ---government
administration; for example, Budget Analyst Trainee is at range 29,5A.

The review team concurs that the salary for Municipal Government Inte&amp;i- should be
greater than that of Cooperative Intern; and that the salary should reflect the real work
performed by the Municipal Government Interns, and the experience they~ bring to the
job.

Recomm%ndAti-on
Based on the above, we recommend that the salary for the title Municipal- Government
Intern - Int be changed to $17.53 per hour. The effective date should be~ August 6,
1997, as suggested by the Special Employment Programs Manager. This date is at the
beginning of a pay period, it is close to the beginning of a school year, and it gives the
department sufficient time to notify other departments of the pending increase'. -

I concur with the recommended salary for the title listed above.

(5-lc~-WOI:7
Sarah Welch, Personnel Director Date

gkc6teaml ~salrept~s971292
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CITY OF SEATTLE
EXECUTIVE SERVICES DEP4RTNff-NW

PERSONNEL DIVISION

N

CLASSIFICATION DETERMINATION REPORT.

Department: Parks and Recreation

Classification Title: Volunteer Supervisor

Ordinance Title: Volunteer Supervisor

Position Number: 023062

Bargaining Unit: 030

Remarks-

OMMENE

C
.

I

.

assif
.

i

.

cati~~
.

Titl S: Volunteer Programs Coordinator

Ordinance Title: Volunteer Programs Coordinator

Bargaining Unit: 030

Legislation Required: Yes

Current Salary. $16.27 - 16.88

Recommended Salary: $16.57 - 19.29

Range: 28.OA

Remarks See next page for pertinent allocation information

F
~

BENT AT ~43:INCUM ST U

Incumbent:

Current Standing: Volunteer Supervisor

Recommended Standing: Volunteer Programs Coordinator

in recommended standing, incumbent status is: No change in status

[ ]Regular ( ] Probationary I I Temporary (exam required)

Authority: Personnel Rule N/A

[ ] 2.2.200(A);

Remarks:

Recommended: ~Jleteam I Classification/Compensation Analyst(s)

Approved: Edie Jorgensen ~_,Classification/Compensation Supervisor

Lidia Santiesieb'a&amp;14L7,'Iassification/Compensation Director

Sarah Welch
I

Personnel Director

---j

g~\g, oups~cc\&amp;eam I \97-1169.doc



The purpose of this report is to implement an action that had been clearly been

intended by the citywide classificaiton project, but which was inadvertently not

implemented.

Upon review of the position file, a draft classification report from the classification

project was discovered; this report recommended that the position be reclassified from

its current title of Voiunteer Supervisor to Volunteer Programs Coordinator, effective

1/2191 (the standard effective date of the classification project). The class specification

of Volunteer Programs Coordinator was created in the classification project, and a

number of positions allocated to it. It is clear from the above-mentioned report that the

subject position also had been intended for allocation to Volunteer Programs

Coordinator, but was overlooked. There is no class specification for the position's

current title of Volunteer Supervisor, and this is the only position with the title of

Volunteer Supervisor. Discussion with Parks Human Resources and with the current

incumbent confirm that the duties of the position are consistent with the class

specification of Volunteer Programs Coordinator, and have been since 112/91.

Accordingly, we recommend that the subject position be reclassified to Volunteer

Programs Coordinator effective 1/2/91; and that the existing ordinance title of Volunteer

Supervisor be abolished.

g: \graups\cc\Leam I \971239.doc
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City of Seattle Executive Services Department

Personnel Division

MEMORANDUM

DATE: 07/16/97

TO: Lidia Santiesteban

.

- A-,

FROM: Edie J-orgen'set

SUBJECT. Correction of error in identifying position number

In doing some research today, I discovered an error which resulted in the incorrect

reclassification of a position. The position of Recreation Program Specialist (023591) in the

Department of Parks and Recreation, rather than a Principal Systems Analyst (023951) in the

Municipal Court was reclassified to Director X

The MCRC report apparently had the position number transposed, and that position number

carried forth into legislation, Ordinance 118561, the First Quarter 1997 Reclassification

Ordinance.

Please authorize correction of this error by re-legislation in the Third Quarter Reclassification

Ordinance. The legislation action was a clerical error and in no way reflected the action intended

in the MCRC Report. I will prepare the appropriate wording to reflect the correcting actions for

inclusion in the ordinance.

Recommended: Edie Jorgensen Classification/Compensation Supervisor)

,7
Classification/Compensation Director

Lidia Santiesteban

Sarah Welc Personnel Director

3 qclnO I

CITY Oil: SEATTLE

JUL 19) 1997

Personnel Director's Office
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CITY OF SEATTLE
EXECUTIVE SERVICES
DEPARTMENT
PERSONNEL DIVISION

CLASSIFICATION DETERMINATION REPORT
Date: ay. 8,19

PQ~ITIQN IDEN'rl.FICA
....

DON

See next page for pertinent allocation information

Department: Housing and Human Services

Classification Title: Counselor

Ordinance Title: Counselor

Position Number: 022753

CORRECTED REPORT

Bargaining Unit: 030 CurrentSalary: $16.88-$19.65IRannow Mal
L--.

I fih~GUMWEIN.Q L Q--AGTlQN.

Classification Title: Systems Analyst

Ordinance Title: Systems Analyst

Legislation Required: Yes

Bargaining Unit: 034 Recommended Salary: $20.19. - $23.59 (Range:

I

Remarks

I
INCUM NT STATUS

Incumbent:

Current Standing: Programmer Analyst (11-0 Counselor)

Recommended Standing: Systems Analyst

In recommended standing, incumbent status is:

[ ]Regular; ~

[ I Probationary: [X] Temporary.
Authority: Personnel Rule

2.3.100; [ ] 2.3.200;
[XI 2.3.300.

LRemarks- "Correct!id Report

Approved:

Report o.: 96-905A

NA)

Classificat-iri/Compensation Analyst(s)

John Pearson I
'

Classification/Compensation Supervisor

lassification/Compensation Director

Sarah Welchpj!~~,,,,~ Personnel Director



52urganf Request and Positigmidgn-tifigation:

This position was reviewed as a result of a Departmental request. Position #022753 is

located in the Information Systems Unit, Aging Division of the Housing and Human
Services Department. The Unit is responsible for managing the design, development,
implementation and maintenance of the department's information systems; and for

providing departmental data processing users with support for hardware and software.

pggitlon

A copy of the position's history can be accessed via its Position History filed within the
Personnel Division's Records Unit.

5cope of Eteview-

This review was conducted by Class/Comp Team 2, consisting of Barbara Martin, Irene

Ogunyemi, and Gail Thompson. The review of the subject position included analysis of
the following:

+ Position Description Questionnaire (PDQ) submitted for this review;

* Team Two's review/analysis of subject position information;

Programmer Analyst class specification #2100004, Systems Analyst class

specification #2100504 and Management Systems Analyst class specification
#2350004;

Comparison to similar positions;

Review of the organizational charts affecting the subject position;

Position history records and related classification files.

Summary gf Wgork

The essential purpose of this position is to design, develop, implement,. and maintain
the department's information systems; and to provide user support for all software and
hardware in the department.

Note: For a more complete fisfing of duties and responsibilities, please refer to the

Position Description Questionnaire submitted for this review and included in the position
file.

Analysis;

The position is budgeted as a Counselor and being filled in-lieu-of as a Programmer;
and the departmental request is for the subject position to be reclassified to

Management Systems Analyst (M$A). 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.

The. Management Systems Analyst classification is not appropriate for the subject
position because according to the PDQ submitted for the request, 75% Of the time, the
subject position develops multi-user database applications, provides network and
technical support, gathers information about the need for new/modified data base
applications; analyzes the requirements for new systems; designs the data model, user-
interface and report layouts; and troubleshoots hardware and software configuration
problems. These duties and responsibilities are consistent with those outlined on the
Systems Analyst class specification #2100504, which is the journey level within the
Systems Analyst Group. The Class Summary for the journey level reads: "Positions in
this class perform the full range of system design, development, implementation and
maintenance activities related to data processing systems; and provide technical advice
and support to users in the proper use of hardware and/or software."

We have determined from our analysis that the subject position actually performs
functions such as evaluating existing data structure, creating structure and defining
rules, analyzing the requirements for new systems; designing the data model, user-
interface and report layouts; and troubleshooting hardware and software configuration
problems, thus working in the technical capacity required for the Systems Analyst
series. Conversely, the requested Management Systems Analyst serie's is responsible
for establishing the flow of information, determining how and to whom it will travel,

interfacing with users and systems analysts to design an organizational system that
achieves maximum efficiency from an operational perspective, which is not the purpose
of the subject position. Therefore, the appropriate allocation for the body of work of the
subject position is Systems Analyst.

Based on the evaluation of the duties and responsibilities of position #022753, we
recommend that the subject position be'reclassified to Systems Analyst. This action
should be effective January 1, 1996, which represents the date management said
incumbent assumed the duties and responsibilities of this position via a memo dated
September 5, 1996.
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Seattle Public Utilities

MEMORANDUM

DATE: August 13), 1997

TO: Linda Yuen-Young

FROM: Raj Manhas, Branch Executive

Field Operations Branch-SPU

RE: Water Operations Director Position 9025408

Seattle

Public Udlities

This is to confirm that the Seattle Public Utilities sup orts the proposed action to reduce
I

p

the salary of the Water Operations Director from range 47.OA to 45.5A. The prior

incumbent, Barbara Wright vacated the position in April, 1997. We advertised the

position at the lower level, and made a job offer within that range. ThenewWater

Operations Director, Judith Cross will report on August 1.9. 1997



October 22, 1996

PERSONNEL DEPARTMENT
CLASSIFICATIONI/COMPENSATION ANALYSIS FOR

MANAGEMENT COMPENSATION REVIEW CONLMITTEE

Expedited Review for 1997 Budget

POSITION IDENTIFICATION:

Department (1996).- WTR

Department (1997). SPU

Position: Water Operations Director (0 11753) Abrogated

Position Number: 025408 (New) 1997 Budget Log Number: WTR169

Current Salary Range: 47.OA

Requested Title: Water Operations Director

Requested Salary: 47.OA

CLASS/COMP RECOMMENDATION: (See next page for details and analysis.) ,

Recommended Title: Director X11 I

Recommended Salary Range: 45.5A (see recommendation notes) Group:

Effective Date: 1/1/97

Legislation Required? Yes, position abrogated and created

MCRC APPROVAL:

MCRC approves as recommended above.

k-'MCRC approves as follows:

Title: AvIaAU 0
Salary Range. Group:

Effective date:

Signature of MCRC Representative:

Date of MCRC Approval: --!~01
1 -1 K.



MCRC --Director X1. later Operations Director

October 22, 1996

Page 2

BACKGROUND/SOURCE OF REQUEST:
This position is currently in the City's management compensation group of exempt

director-level positions, with its salary subject to review and approval by the

Management Compensation Review Committee (MCRC). The position is also targeted

for inclusion in the Accountability Pay for Executives (APEX) Program, which is

scheduled for adoption in early 1997. When adopted, the APEX Program will

implement a broad-band pay structure that is quite different from the, current pay

structure for other City positions (including the current management compensation

positions). Pending the adoption of APEX, the MCRC has asked the

Classification/Compensation Unit to review a number of management compensation

positions which might have their duties and responsibilities changed by the extensive

City reorganization in the 1997 Budget, and to recommend, where appropriate, any

64current-system" salary changes that should be put into place until APEX is adopted.

This position is in that group.

ANALYSIS:

Through 1996, the former position directed the Water Systems Services Division which

included Operations Information, Fleet and Warehouse Management and Customer

Service. In 1997, this position will have additional responsibilities including the

oversight of an $18 million budget, safety and training programs,, workload planning,

an apprenticeship program and coordination with other governmental agencies,

contractors and the public.

Per the SPU Director, the incumbent in this position was given a salary range increase

from 45.5A to 47.OA to come to the City. Even at range 47-OA, the incumbent

accepted a reduced salary to accept the position over 3 years ago. The department

wishes to keep the position at the current title and salary rate of 47.OA and once the

position is vacated, changed back to the requested 45.5 when the present incumbent

leaves the position. Using the current job groupings for the recommendations to

MCRC, the present salary range of 47.OA would cause a compression problem with

the proposed salary of 48.5A for the new Branch Executive (Field Operations), The

Branch Executive's abrogated position was the Dep Supt./Capital Improvements- Water

at range 50.5A

RECOMMENDATION-.

The review team's proposed recommendation is range 45.5A, Group 5 as shown on the

cover page of this report. Based on the request of the Superintendent to keep the

current salary of 47.OA for the current incumbent, the Department should request a

new review (if 47.OA is continued) when the position becomes vacant.

SA:a\mcrc\wtropdir



MCRC --Director XI,_
,

Nater Operations Director)

October 22, 1996

Page 3

The review team's mission in this review is to make interim recommendations based on

the job groupings of the current system. The recommendation of Group 5 would place

this position with other Directors in the City system such as a Fleet Services Director,

Customer Relations Director, Facilities Management Director, Facilities Maintenance

&amp; Development Director, and Watersheds and Transmission Director.

Submitted by the Classification/Compensation Review Team

Approved:

Llix.
'dia Santiesteban D te Tirn Croll Date

assification/Compensation Director Personnel Services Administrator

SA:a\mcrc\-,Wopdir
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City of Seattle

Norman B. Rice, Mayor

Executive Services Department

Dwight D. Dively, Director

July 9, 1997

TO~ Lidia Santiesteban, Class/Com
,P--Director

71-

7

FR: Norma McKinr~ey',,,Employee Services'Director

via Sarah.V I el DirectorVe ch

R E.- Request for Position Exemption

I'm requesting that Position #00025018 be exempted from Civil Service on the
basis of the confidential nature of the relationship with the appointing authority

regarding citywide employee EEO issues. I agree with your prior

recommendation to reclassify this position in the Third Quarter ordinance from
Personnel Analyst Supervisor to Manager V. and I consider this exemption of

equal import.

This position fully meets the requirements for civil service exemption. It is one of

the most highly confidential positions in the entire City of Seattle in that it is

charged with doing the most confidential, complex EEO investigations and
reporting results to the department director of the department in which a
complaint is filed. The position provides support for the Mayor's Affirmative

Action Task Force which is chaired by the Deputy Mayor and as such is

responsible for conveying the Mayor's Diversity agenda to the Department
Heads who sit on this important Task Force. I am happy to provide you with any
more details to support your evaluation of this position for inclusion in the next

city-wide exemptions ordinance.

APPROVED:

Sarah Welch, Personnel Director

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.wo.us

An equa~employment opportunity, affirmative action employer. Accommodations for people with disabilities provided on request.
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ORDINANCE

2

3

4

5

AN ORDINANCE establishing titles, retitling, reclassifying, an4--setting

compensation for certain positions in various City departments; creating
new titles and salaries in various City departments;,,creating a new title and
salary in various City departments resulti n g1K0m,.,;6iass ifi cation

reconsiderations subsequent to the adopt!'Oin of -the 1997 Budget; salary
recommendation for an existing title; reoingi,reclassifying and fixing

compensation for certain position in various City departments pursuant to

the Classification Project and provision$rof Ordinance #115359 and
Resolution #27544; correcting a po 'i ton- number as shown on Ordinance
#118561; correcting a title as sh non Ordinance #118661; retitling and

setting compensation for
certai i~position in City department as

recommended by the Manage Compensation Review Committee;
amending S.M.C. 4.13.010 by~ vote of the Council to exempt additional

position from the class ified,.--s'ervices; and providing payment therefor.

BE IT ORDAINED BY THE CITY'~,bF SEATTLE AS FOLLOWS:

SECTION 1. RECLASSIFYING AND RETITLING OF POSITIONS. As

recommended by the -Personel Director in Classification Determinations specified and

attached hereto, po,sitio in certain City employing units are hereby retitled, or

e

otherwise adjust ed, eff; ctive as noted in respective Classification Determinations as

shown below:

CITY UaHT

positiod (#018462) of Administrative Specialist I-BU retitled to Administrative
J

J,

Specialist II-BU (Report #97-1286).

1 position (#015811) of Civil Engineering Specialist, Assistant III retitled to Civil

22

23

24

25

26

27

28

29

30

I

Engineerifig Specialist, Associate (Report #97-1322).

position (#017207) of Civil Engineering Specialist, Assistant III retitled to Civil

Engip ering Specialist, Associate (Report #97-1323).

1 position (#019222) of Administrative Specialist I-BU retitled to Administrative

ecialist 11-BU (Report #97-1326).

1 position (#020114) of Accounting Technician II-BU retitled to Executive

Assistant (Report #97-1332).

1 position (#012605) of Accounting Technician II-BU retitled to Administrative

Staff Assistant (Report #97-1333).

I
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5

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

Planning and Development Specialist 11 (Report #97-1336).

1 position (#018300) of Planning and Development Specialio,
v

,

fretitled to

Technician II-BU (Report #97-1335).

1 position (#022932) of Research and Evaluation Aide retitled to Accounting

2 positions (#013001, #013676) of Power Structu
/11

Mechanic Cr
-'

Chief andTAS ew

Power Structures Mechanic retitled to Communicati .0s Electrician ll',('Report #97-1381).

ENGINEERING (Seaftle Public Utilities)

1 position (#0 19609) of Systems An,-
,

yst, Assistant,0 -retitled to Management

Systems Analyst, Entry (9/7/97-12/31/99~, Management Systems Analyst (effective

1/1197) (Report #96-678A).

EXECUTIVE (Office of EqqnoM~Developm~ 6"nt)

1 position (#024523) of'rinance A~nlalyst retitled to Finance Analyst, Senior

(Report #97-1278).

EXECUTIVE SERVICES

1 position (#9,0689) of"Accountant retitled to Management Systems Analyst

(Report #971213)

1 posit q (#024573) of Personnel Specialist retitled to Training Development

and Progra 'Coordinator (Report #97-1277).

1
~6siti'on

(#0 11287) of Finance Analyst-DAS retitled to Finance Analyst, Senior

(Repoql#97-1284).

~ 1 position (#010751) of Parking Meter Collection Supervisor retitled to Manager

III

~Report #97-1297).

zo 1 ;+1 wnognoo -F AA ; i + 4,; C! ; I; [it 1.1FUQ %J"
k I V lit ".D 10 VV PULa ~L , et t ed to Ad, , OnISLradve 01aH

24
nalyst (Report #97-1341).

25
1 position (#019073) of Management Systems Analyst, Senior retitled to

26 1

. . . _
ivianagement bysierns Anatyst ziupervisor kr%eport iiiv 7 -134 7).

27

28

29

30

1 position (#025018) of Personnel Analyst Supervisor retitled to Manager V

(Report #97-1359).

2
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10

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

1 position (#081533) of Finance Analyst - DAS retitled to Management Systems

Analyst, Senior (Report #97-1365).

HOUSING AND HUMAN SERVICES

1 position (#021963) of Human Services Coordinator,, sistant retit-16d to Human

2 positions (#011442, #019698) of Ad-ninis*trative Specialist 11-MC retitled to

Services Coordinator (Report #97-1287).

MUNICIPAL COURT

Court Clerk (Report #97-1312).

PARKS AND RECREATION

1 position (#0 18397) of Laboratibry Technician retitled to Laboratory Technician I

(Report #97-1355).
1J,

2 positions (#009817, #q,16422) of Administrative Specialist 11-BU retitled to

Parks Special Events Sche4dler (Grievance Award of the Classification Project Appeals

Examiner #92-033, signed" by the Personnel Director 10/18/95).

SEATTLE CENTER

I position (#Ci~2618) of Administrative Support Assistant-BU retitled to

Admissions Pers6nnel Dispatcher (Report #97-1340).

SEATTLE PLIOLIC UTILITIES

1 position (#022940) of Administrative Support Assistant-BU retitled to

Administ~,Aftive Specialist I-BU (Report #97-1279).

An~,

1?

Apositions (#020556, #023248, #022191) of Finance Analyst retitled to Finance

st, Senior (Report #97-1324).

1 position (#011958) of Forest Maintenance Worker, Senior retitled to Equipment

Paintenance Crew Chief (Report #97-1325).

+1
SECTION 2. NEW TITLES AND SALARIES. As recommended by the

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

the date shown in respective reports, letters, or memoranda of understanding.

Department Title Sala!y Range/Rate

City Light Journeyworker $24.04 hourly rate (Memo of

Assigned Meter Understanding, effective 3/19/97).

3
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I

Seattle Public Utility Accounts

Utilities Supervisor

28.5A (Salary Report #96-1053A,

effective 12/7/95).

3

4

5

6

7

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

SECTION 3. CLASSIFICATION PROJECT, NEW TITOE AND SALARY.- As

recommended by the Personnel Director, the following 04 and salary,r6te is
Ayl

established for the Classification Project, effective a
6

f January.2 1991.

Der)artments Title Sala!yl-;Range/Rate

Parks and Laboratory Technician 1 j" 21'.OA (Salary Report #97-1356)

Recreation

SECTION 4. SALARY RECOMMENDATION. As recommended by the

Personnel Director, the salary for th9461lowing title is hereby changed, as of the

effective date of August 6, 1997.

Title Old Salarv New Sala!y

Municipal Government Intern $12.06 per hour $17.53 per hour

Intermittent (Salary Report #97-1292)

SECTION 5. C~ASSIFICATION PROJECT. As recommended by the Personnel

Director in mater
.

ial4ttached hereto, the following position in certain City employing

unit is hereby retided, or otherwise adjusted, as noted in the respective Classification

Determination,o'as shown below. As part of the Classification Project, this action is

pursuant to,,
,

rovisions of Ordinance #115359 and Resolution #27544.I-P

PARKS ANISID RECREATION

position (#023062) of Volunteer Supervisor retitled to Volunteer Programs

COOOd'inator (Report #97-1239).

SECTION 6. CORRECTIONS TO ORDINANCE #118561

It is hereby confirmed that position #023951 in the Municipal Court is the correct

position to be retitled from Principal Systems Analyst to Director X by Ordinance

118561. (Ordinance 118561 inadvertently listed the position number as 023591; that

position is a Recreation Program Specialist in the Parks Department, and shall be

unaffected by the actions of Ordinance 118561 and this current ordinance.)

4
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SECTION 7. TITLE CORRECTIONS. The following is submitted to correct an

2

3

4

6

7

8

9

10

11

incorrect ordinance title shown in Section I of Ordinance #118561.

Title/Position Number Correct Title/ 'I

Department As Shown (Ord #118561) Position Number titled To,

Housing and Programmer Analyst Counselor Systems Analyst

Human Position #022753 Position #02?11,53

Services (Report #96-905) (Report #96`-905A)

SECTION 8. MANAGEMENT COMPENSATION REVIEWCOMMITTEE TITLE

RECOMMENDATION. As recommended by the,Management Compensation Review
A.

Committee (MCRC), the following position is reby reduced back to original review

salary range, effective April 4, 1997.

Department Title/Position Number/ New Title/Position Number/

Former Sala!y 110i'rige New Sala!y Range

Seattle Public Water Operat!Phs Director Director X11

"4-;1;4-', 0 ; ; 4fr%e)r,--An0
01-2 V"Zo L U FUZOMU" U/-J'+LJO

10 11 ff
I

I

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

Salary Range 47.OA Salary Range 45.5A

(MCRC Report dated 1/6/97, see recommendation notes, page 2)

SECTION 9. EXEMPT POSITIONS, As recommended by the Personnel

Director in response to, requests from customer departments to render certain positions

in employment exer7pt from the classified service, S.M.C. 4.13.010 (known as the

Y

Exemptions Ordi nde), Section G, is hereby amended as follows:

Employing U Titles of Exempt Positions

G. Executiyp" Services Accounting Services Director

Administrative Services Director

Administrative Services Deputy Director

Administrative Staff Assistant (PosNo. 025346)

Architectural Services Director

Building Operations Director

Classification Director

Communications and Network Services Director

Compliance Manager/Deputy Director

Computer Services Manager

Contracting Division Director

Contracting Services Administrator

Data Processing Applications Director

5
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Debt Management Coordinator

Director I

Director IV

Director VI I I

Director X

Director XI I

Economist-Dept. of Financq,,'

Emergency Preparedness./Aorinnistrator

Employee Services Adaiihistrator

Employment Service.~ Director

Finance Director

Fleet ServicesD
I.-

)fector

Hearing Examiber Deputy
Y

Informatio
,

n $ystems Director-Ad min istrative Services

InvestMeOfficer

lnvestmip.nt Officer, Assistant

taborfielations Director

Ma Ogement Planning and Support Director

Mdna-ger V-4025018

,Manager
V1 11-4011162

Municipal Facilities Administrator

PPS Replacement Project Director

Personnel Director

Personnel Services Administrator

Planner, Senior

Planning Director, Assistant

Policy Development Director

Purchasing Manager

Risk Manager

Strategic Technology Planner

System Services Director

Technology Officer, Chief

Telecommunications Director

Treasury Director

Vehicle Maintenance Director

6
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SECTION 10. The heads of respective departments affected by ~"4`bcrdinance

are hereby authorized to use unexpended and unencumbered fun49'accumulating in

their respective 1997 Budgets to pay the compensation auth ed hprein.

SECTION 11. Any act consistent with the ority an0'prior to the effective

date of this ordinance is hereby ratified and cqyffirmed.

SECTION 12. This ordinanceX,-.,hall take effect and be in force thirty (30) days

from and after its approval by the. ayor, but Jf not approved and returned by the Mayor

within ten (10) days after preo~ ntation, it shall take effect as provided by Municipal

1997, and signed by me in open session inday of /
1,

1.

2

PASSED two-thirds (213's) vote of the members of the City Council the

authentication, f its passage this day of ,1997.

President
.... .....

of the City Council

20
Approved by me this_ day

1

1997.

Mayor

23

24

25

26

27

28

29

30

Filed by me this day of
,

1997.

City Clerk

(SEAL)

7
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From: Linda Yuen-Leong (Linda Yuen-Leong)

To: Sea-Leg.CLERK.JPIPPIN, SEA-LEG.Councill

&
am

p; Central S ...

Date: 10/6/97 2:43pm

Subject: 3rd Quarter Class/Comp Ordinance -Reply -Reply

Judith, Thanks for your quick response and your invaluable advise. Your

expertise is appreciated.

Hatt, I'll hand deliver the replacement pages to you this afternoon of the

following: 1) 3rd Qtr Ord {7 pages); 2) Attachment C of 'Non-Project Costing'

summary {6 pages); and, 3) a replacement disc with the electronic revised file

for City Clerk's office.

Please pull the 3 costing sheets from 'Attachment BI: 1) City Light/Report

#97-1286; 2) Executive Services Dept/Report #97-1284; and, 3) Seattle Public

Utilities/Report #97-1279.

Thank you! Sorry for the inconvenience and extra work this has caused.

Please call me if you have any questions.

Again, both of your assistance is greatly appreciated.

Linda, RSD Personnel Class/Comp, 4-7970.

Judith Pippin 10/06/97 01:31pm

Linda, the ordinance can be amended in committee. You can provide Matt with

replacement pages for the affected text, the committee will entertain a motion

to amend the referred ordinance, it will pass, Matt will draw a line through

the old pages and place them face down in the back of the jacket (under the

ordinance), and insert the new pages with amended language.

Matt will write on the jacket "passed as amended" so that when we prepare the

full council agenda we can list that as the committees report.

Please call me if there are other questions. JP

L
Linda Yuen-Leong (Linda Yuen-Leong) 10/06/97 11:14am

TThe 3rd Qtr Ord has been on the Personnel, organization and Performance

Committee (POPC) for the 10/1/97 meeting for discussion, and they will vote on

it in their next POPC meeting on the 10/15/97.ci

There are 3 items on the 3rd Qtr Ord that had been legislated on the 2nd Qtr

Ord #118686 which we were inadvertently listed again on the 3rd Qtr Ord.

Councilmember Chong, Matt, and the POPC are aware of these mistakes. Matt

referred us to check with you if we can simply amend (corrected replacement

pages) these mistakes out of the current ord and provide you with replacement

pages or do we need to redo it entirely for the 10/15 POPC meeting?

Your advice is appreciated. Please let me know ASAP when I can bring over to

You or Matt the corrected replacement pages. Thank you!

Linda, ESD Personnel Class/Comp, 4-7970

CC: SANTIEL, JORGENE
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TIME AND .11 STAMP

SPONSORSHIP

THE ATTACHED DOCUMENT IS SPONSORED FOR FILING WITH THE CITY COUNCIL BY

THE MEMBEWS) OF THE CITY COUNCIL WHOSE SIGNATURE(S) ARE SHOWN BELOW:

FOR CITY COUNCIL PRESIDENT USE ONLY

COMMITTEE(S) REFERRED TO:

PRESIDENT'S SIGNATURE

----------- -- ................. .



City of Seattle

Norman B. Rice, Mayor

Executive Department - Office of Management and Planning

Judy Bunnell, Director

September 3, 1997

The Honorable Mark Sidran

City Attorney

City of Seattle

Dear Mr. Sidran:

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

REQUESTING
DEPARTMENT: Executive Services Department

SUBJECT: AN ORDINANCE establishing titles, retitling, reclassifying, and settinj

compensation for certain positions in various City departments-, creating neW ti

f
~

and salaries in various City departments; creating a new title and
sair-, in various

City departments resulting from classification reconsiderations subseqmmt to the

adoption of the 1997 Budget; salary recommendation for an existing title; retitling,

reclassifying and fixing compensation for certain position in various City

departments pursuant to the Classification Project and provisions of Ordinance

# 115359 and Resolution #27544; correcting a position number as shown on

Ordinance #118561; correcting a title as shown on Ordinance #118561; retitling

and setting compensation for certain position in City department as recommended

by the Management Compensation Review Committee; amending S.M.C. 4.13.0 10

by a 2/3 vote of the Council to exempt additional position from the classified

services-, and providing payment therefor.

Pursuant to the City Council's S.O.P. 100-0 14, the Executive Department is forwarding this

request for legislation to your office for review and drafting.

After reviewing this request and any necessary redrafting of the enclosed legislation, return the

legislation to OMP. Any specific questions regarding the legislation can be directed to Monica

Power at 684-8076.

Sincerely,

Norman B. Rice

Mayor

by

JUDY BUNNELL
Director

h:\admin\legis\la,,~@goffl,,,&amp;*icipaI Building, 600 Fourth Avenue, Seattle, WA 98104-1826

Tel: (206) 684-8080, TDD (206).684-8118, FAX: (206) 233-0085

An equal- ~,RWFopporlhunify~ affirmative action employer. Accommodations for people with disabilities provided on request.

*I&amp;

41.0
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Affidavit of Publication

I~IR ANC IN

The undersigned, on oath states that he is an

authorized representative of The Daily Journal of Commerce, a

daily newspaper, which newspaper is a legal newspaper of general

circulation and it is now and has been for more than six months

prior to the date of publication hereinafter referred to, published in

the English language continuously as a daily newspaper in Seattle,

King County, Washington, and it is now and during all of said time

was printed in an office maintained at the aforesaid place of

publication of this newspaper. The Daily Journal of Commerce

was on the 12th day of June, 1941, approved as a legal newspaper

by the Superior Court of King County.

The notice in the exact form annexed, was published in regular

issues of The Daily Journal of Commerce, which was regularly

distributed to its subscribers during the below stated period. The

annexed notice, a

C, T 0 T . I -18 7 6, G,
-

-I I ~

was published on

11/13

The amount of the fee charge(I for t)ye)foregoing publication is

the sum of $

Notary Public for the State of Washington, /

r Wing in Seattlees~
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