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AN ORDINANCE establishing titles, reallocating, reclassifying, redesignating,

retitling, and setting compensation for certain positions in various City

departments; creating new titles and salaries in various City departments;
correcting titles and position numbers as shown on Ordinances #118913,
#118970 and #118780; amending S.M.C. 4.13.010 by a 213 vote of the Council to

exempt additional positions from the classified service and to delete certain

positions from the Exemptions Ordinance; and providing payment therefor.

7 11

BE IT ORDAINED BY THE CITY OF SEATTLE AS FOLLOWS:

8

10

SECTION 1. REALLOCATING, RECLASSIFYING, REDESIGNATING AND

RETITLING OF POSITIONS. As recommended by the Personnel Director in

Classification Determinations specified and attached hereto, positions in certain City

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

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

13 shown below:

14 CITY LIGHT

15 1 position (#018985) of Administrative Specialist I-BU reclassified to Assistant

16 Systems Analyst (Report #97-1149A).

17
1 position (#020224) of Administrative Support Assistant-131-1 reallocated to

18 Administrative Specialist 11-BU (Report #97-1436A).
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I position kffU 101-44) 01 VVorkloau Manning and Scheduling Analyst reclassifled

to rower Analyst k epon:?F98--1679),

24

25

26

11

i position (;;UZZU;JJ) OT z:iystemS Analyst, benior redesignated Executive 2 (C;/(;

Log #98-1118).
11

11

EXECUTIVE - formerly Office of Management and Planning (City Budget Office)

1 position (#025762) of Executive 2 redesignated Executive 3 (C/C Log #98-

27

28

29

30

EXECUTIVE SERVICES

1

1719).
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2 positions (#020407, #020797) of Training Development and Program

Coordinator reclassified to Training and Education Coordinator, Senior (Report #97-

1454).

3 positions (#010917, #019103, #023841) of Personnel Records and Information

Specialist reallocated to Assistant Personnel Analyst (Report #97-1508A).

1 position (#019837) of Personnel Records and Information Supervisor

compensation adjusted (Report #97-1509A).

1 position (#010891) of Public Relations Specialist reallocated to Public

Relations Specialist, Senior (Report #98-1663).

1 position (#024955) of Manager III reallocated to Systems Analyst, Senior

(Report #98-1673).

2 positions (#017371, #024657) of Personnel Specialist, Assistant reallocated to

Personnel Specialist (Report #98-1674).

1 position (#014284) of Carpenter, Senior reallocated to Carpenter Crew Chief

(Report #98-1683).

1 position (#023838) of Accounting Technician III reclassified to Accountant

(Report #98-1685).

1 position (#011227) of Public Relations Specialist, Senior reallocated to Public

Relations Supervisor (Report #98-1705).

1 position (#010447) of Administrative Specialist I-BU reallocated to

Administrative Staff Analyst (Report #98-1706).

2 positions (#018344, #025344) of Workers' Compensation Claims Technician

reclassified to Workers' Compensation Specialist (Report #98-1711).

6 positions (#0 1600 1, #0 17409, #0 17411, #024063, #024477, #025343) of

Workers' Compensation Claims Specialist reclassified to Workers' Compensation

Analyst (Report #98-1712).

2 positions (#020184, #021137) of Workers' Compensation Claims Specialist,

Senior reclassified to Workers' Compensation Analyst, Senior (Report #98-1713).
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1 position (#013943) of Phototypesetter reclassified to Graphic Arts Designer

(Report #98-1724).

1 position (#023516) of Personnel Analyst, Senior reclassified to General

Government Strategic Advisor 1 (Report #98-1725).

1 position (#011005) of Automotive Maintenance Crew Chief reallocated to

Shops Operations Supervisor (Report #98-1728).

1 position (#011155) of Station Maintenance Machinist reallocated to Automotive

Mechanic (Report #98-1729).

1 position (#011213) of Sign Painter/Upholsterer reallocated to Metal Fabricator

(Report #98-1730).

HOUSING AND HUMAN SERVICES

1 position (#024020) of Executive 1 redesignated Executive 2 (C/C Log #98-

1717).

LAW

1 position (#023902) of Programmer Analyst retitled to Systems Programmer

Analyst (Report #98-1860).

LEGISLATIVE

1 position (#024225) of Legislative Records Supervisor redesignated

Management Systems Analyst, Senior (Report #98-1639A).

MUNICIPAL COURT

1 position (#023953) of Municipal Court Marshal redesignated Municipal Court

Marshal, Senior (Report #98-1672).

NEIGHBORHOODS

1 position (#023943) of Systems Programmer Analyst reclassified to Systems

Analyst (Report #97-1285A).

PARKS AND RECREATION

I position (#023187) of Graphic Arts Designer reallocated to Graphic Aide

(Report #95-683).
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I position (#020480) of Programmer Analyst retitled to Systems Programmer

Analyst (Report #98-1868).

1 position (#016358) of Manager III reallocated to General Government Manager

2 (Reconsideration Determination Memo dated 3/30/98).

POLICE

1 position (#022976) of Administrative Support Assistant-BU reclassified to

Administrative Specialist I-BU (Report #97-1611 A).

I position (#018205) of Accounting Technician I-BU reclassified to Accounting

Technician 11-BU (Report #98-1714).

SEATTLE CENTER

1 position (#022100) of Janitorial Crew Chief-SC reallocated to Operations Crew

Chief-SC. (Report #97-1536A),

1 position (#022095) of Office Assistant-BU reallocated to Computer Assistance

Technician (Report #97-1621).

1 position (#008927) of Landscape Supervisor reallocated to Operations Crew

Chief-Seattle Center (Report #98-1677).

1 position (#023832) of Programmer Analyst retitled to Systems Programmer

Analyst (Report #98-1870).

SEATTLE PUBLIC UTILITIES

1 position (#016685) of Executive Assistant, 1 position (#022197) of Water

Service Inspector, Chief, 1 position (#012118) of Credit and Collection Supervisor,

Assistant, and 1 position (#011855) of Water Services Supervisor reclassified to Utilities

Manager 2 (Report #97-1267).

1 position (#021180) of Administrative Specialist I-BU reallocated to

Administrative Specialist 11-BU (Report #97-1595).

1 position (#024670) of Systems Analyst I reallocated to Systems Analyst

(Report #97-1655).

2 positions (#023065, #025309) of Environmental Analyst, Associate reallocated

to Environmental Analyst, Senior (Report #97-1680).
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I position (#008764) of Civil Engineering Specialist, Associate reclassified to

Civil Engineering Specialist, Senior (Report #98-1632).

1 position (#012096) of Administrative Specialist III-BU reallocated to

Administrative Staff Assistant (Report #98-1681).

1 position (#008721) of Civil Engineering Specialist, Assistant reallocated to Civil

Engineering Specialist, Associate (Report #98-1698).

1 position (#011719) of Accounting Technician 11-BU reallocated to Material

Controller (Report #98-1758).

1 position (#023093) of Programmer, Senior retitled to Systems Programmer

Analyst (Report #98-1861).

TRANSPORTATION

1 position (#023259) of Transportation Planner, Assistant reclassified to

Transportation Planner, Associate (Report #97-1393A).

3 positions (#0 11217, #018174, #020200) of Programmer Analyst retitled to

Systems Programmer Analyst (Report #98-1871).

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/

agreement.

Department
Construction

and Land Use

Executive Services

Department

Executive Services

Department

Executive Services

Department

Executive Services

Department

Title

Code Compliance

Analyst

Personnel Records and

Information Supervisor

Workers' Compensation

Specialist

Workers' Compensation

Analyst

Workers' Compensation

Analyst, Senior

New Sala!y Rate (1997)

Range 34.OA

Effective December 29, 1997

(Salary Report #97-1625)

Range 37.5A

Effective January 2, 1997

(Salary Report #97-1509A)

Range 29.OA

Effective January 1, 1994

(CSC Appeal #98-03-001)

Range 33.OA

Effective January 1, 1994

(CSC Appeal #98-03-001)

Range 35.5A

Effective January 1, 1994

(CSC Appeal #98-03-001)
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SECTION 3. TITLES AND POSITION NUMBERS CORRECTION. The

following are submitted to correct titles and position numbers as shown in Ordinance

#118913 and Ordinance #118970.

Ordinance #118913:

Department
ESD

Department

City Light

Seattle

Public

Utilities

Title As Shown Correct Title

General Government Manager 2 Manager 2, Exempt
Position #025018 Position #025018

Title Position # Corrected Position #

Utilities Manager 2 Position #021989 Position #021973

Systems Analyst, Position #024340 Position #024240

Senior

(Report #97-1517)

Ordinance #118970:

Department Title As Shown Correct Title

Transportation Bridge Operations Crew Chief Bridge Operations General Supervisor

Position #018761 Position #018761

(Report #98-1666)

SECTION 4. CORRECTIONS TO ORDINANCE #118780.

Seattle Transportation position #008845, Utilities Manager 2 which was

inadvertently assigned to both Seattle Transportation and Seattle Public Utilities by

Ordinance #118780, is hereby restored to Seattle Transportation. This inadvertent

assignment of this position to Seattle Public Utilities by Ordinance #118780 is hereby

nullified.

SECTION 5. EXEMPT POSITIONS. As recommended by the Personnel

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

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

Exemptions Ordinance), Subsections E, F, G, and Q, is hereby amended as follows:

Employing Uni Titles of Exempt Positions

E. Construction and Special Projects Facilitator (PosNo. 0213481
Land Use

Executive Administrative Staff Analyst (SPO)

Administrative Staff Assistant (OED)
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Administrative Staff Assistant (OCR)

Administrative Staff Assistant (OIR)

All directors of offices in the Executive Department

All positions in the Office of the Mayor, ((exeept

GIeFiea! P96itiGRG Glassified iR the GffiGe AssistaRt a

b Director IV (OCR)

6 Director Vill (SPO)

Director for Education
7

Enforcement Manager (OCR)

8
(

GeReFal GevemmeRt MaRaqeF 2 (9120)))

9 Intergovernmental Relations Coordinator (OIR)

International Community Programs Coordinator (OIR)
10

International Specialist, Chief (OIR)

11
Policy and Management Analyst (SPO)

12 G. Executive Services Administrative Staff Assistant (PosNo. 025346)

Communications Director
13

14
Compliance Manager/Deputy Director

Computer Services Manager

15 Debt Management Coordinator

16 Director I

Director Vill

17

Economist--Department of Finance

18
Investment Officer

19 Investment Officer, Assistant

20 1

((MaRaq8F V (PesNe. 026918)))

21
((MaRageFVIII #911462))

Planner, Senior

22
Policy and Management Analyst

23 SFMS Project Specialist I

24

13

SFMS Proiect Specialist 11

Strategic Technology Planner

%J t-N A A r", f -F 0 1

r- U I ! L't-1 I I UH ZsLI CIL VI-7 t-%Z:~ LCIHL W HOC; U V jul__

26 11
Administrative Staff Assistant (PosNo. 006333)

All nositions included in the Public Safetv ivil

/_ I

9R
uirector v

29 Police Department Clinical Psychologist

30
Warrant Officer

Service
11

7



Norma McKinney/Lidia Santiesteban

2Q98.doc

June 17,1998

Version: 1

1

4

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

Warrant Officer, Senior

Warrant Officer, Supervisor

SECTION 6. The heads of respective departments affected by this ordinance

are hereby authorized to use unexpended and unencumbered funds accumulating in

their respective 1998 Budgets to pay the compensation authorized herein.

SECTION 7. The heads of respective departments are authorized to fill such

positions subject to civil service and personnel rules and law.

SECTION 8. Any act consistent with the authority and prior to the effective date

of this ordinance is hereby ratified and confirmed.

SECTION 9. 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

.,-I-

10 day of ( '~ SA~~
,

1998, and signed by me in open session in

authentication of its passage this I day of

",% VW ",

Approved by me this 0-
,

1998.

h. P)

Filedbyrnethis I.,) dayof

(SEAL)

Mayor

30



2nd Quarter Reclassification Ordinance

Amendments

1) Amendment to Page I of Ordinance

0 Corrects a clerical error for a position number in the City Budget Office

2) Amendment to Fiscal Note - Estimated Expenditure Impacts

Estimated one-time costs adjusted from $756, 141 to $926,649 to reflect costs

through 12/31/98

On-going annual costs - adjusted from $427,935 to $416,662 due to an error in

reporting savings as costs

3) Amended Attachment B

Reflects changes to estimates to one-time and on-going costs for each individual

position

4) Amended Attachment C

0 Summary of costs by department reflecting changes to one-time and on-going costs



ATTACHMENT A



City of Seattle

?'aW Sche~ 1,
TA uor

Executive Services Department

Dwight D. Dively, Director

MEMORANDUM

DATE: June 17, 1998

TO: Jill Nishi

Legislative Assistant, Legislative Department

FROM: Lidia Santiesteban

Classificatio n/Corripen sati o'n' Director

SUBJECT: Additional information on the Second Quarter Reclassification

Ordinance
-

Subsequent to the July 15 Finance

&
a
m

p
;

Budget Committee meeting, our staff revised

the costing for the quarterly ordinance to reflect the information you requested on
behalf of the Council Members. The factors included, and protocols for the costing

estimates were spelled out in the transmittal memo for the Second Quarter

Legislation package. Generally, they include top step to top step comparisons and

add 16.56% for certain standard or statutory benefit costs (mainly FICA, Retirement

and Medicare.) Actual medical/optional benefit values, actual employee steps,

overtime costs, premium pays, etc., are not included in these estimates.

In the new costing estimates, we evaluated the cost of implementing the individual

actions through the end of 1998, and thus the costs will reflect a higher amount as

they cover additional months. Prior costing estimates had been done through the

month of the scheduled Council meeting for consideration of the legislation. Also,

the year-to-date Implementation Costs and On-Going Costs were moved on the

chart to the final two columns in order to be more clear to the readers (Amended
Ordinance Attachment B.)

The year-to-date columns reflect the roll-up costs from prior quarterly ordinances.

Since you requested a change in the presentation of costing estimates, we re-

computed the First Quarter costs in order to have a relevant starting figure. This

resulted in the discovery of two errors, which have been corrected. The revised First

Quarter Implementation costs are reflected in the Revised Attachment C, and

amount to an additional $108,138. The revised First Quarter On-Going costs reflect

a reduction of $12,168 (Amended Ordinance Attachment C.)

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

Tel: (206) 684-7664, TDD: (2061684-7888, Fax: (206) 684-4157, http:/www.ci.seattle.wa.us

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



Jill Nishi, Legislative bvpartment

.July 24, 1998

Page 2

The new Implementation and On-Going cost for the Second Quarter Reclassification

0~665-nce amount to $926,649---~nd $416,662 respec ively. Implementation costs
. . ........

reased by $170,508 over the origina report; On-Going costs decreased by
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err-ora-st-h-,e-,-*F,, irs-t- Quarter-:a saving had been

reported as a cost; in addition, a report was removed from implementation on this

ordinance at the request of DGLU.)

You had additional questions about 1995 and 1996 effective dates/retroactive dates

for several of the actions. I explained that there could be several reasons that an

effective date was so distant. Although departments are advised to inform the

Personnel Director when duties or responsibilities change, there is no specific time

frame during which this must occur. In other situations, employees may believe they
have "changed duties" and file a request for review somewhat after-the-fact. This

does not always come promptly to us as the department has internal procedures or

reviews they might want to conduct. In these cases, in accordance with our rules

regarding classification, the effective date is largely determined by the date

management advises us that the duties had changed. In other cases, a review may
be done as a result of the formal grievance process, but resolution of all the issues

may require any classification action to be on hold.

A request had been made to separately identify the costs associated with the

Information Technology positions on the ordinance, and the costs associated with

Civil Service Commission rulings or settlements. Separate summary reports are

attached (Memo Attachment I and 2.)

You requested some explanation or rationale for the Workers' Compensation
settlement that is implemented on the ordinance by three reports. The Personnel

Director's office provided the attached explanation (Memo Attachment 3.)

In my absence, staff have contacted the other Committee members and have set up

a briefing on July 30, Thursday, from 4-5 p.m., as you suggested, to go over costing

or general classification practices and processes.

We have included a proposed amended Page 1 for the ordinance to correct the

position number identified for one report (Amended Ordinance Page 1.) We have
also included the Amended Fiscal Note reflecting recalculations discussed above

,(Amended Fiscal Note.)

LS:ej:lyl

c: Mary Denzel, Central Staff, Legislative Department
Barbara Gangwer, ESD City Budget Office

Norma McKinney, ESD Personnel Director

Attachments

V
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Fiscal Note

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

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

revenue, and FTE impacts of the legislation.

Department: Contact Person/Phone: CBO Analyst/Phone:

ESD, Personnel Division, Linda Yuen Leong/684-7970 Barbara Gangwer/615-0768

Class/Comp Unit Lidia Santiesteban/386-9081

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

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

departments; creating new titles and salaries in various City departments; correcting

titles and position numbers as shown on Ordinances #118913, #118970 and #118780;

amending S.M.C. 4.13.010 by a 2/3 vote of the Council to exempt additional positions

from the classified service and to delete certain positions from the Exemptions

Ordinance; and providing payment therefor.

Summary,of the Legislation: Section I includes positions recommended for

reallocation, reclassification, redesignation and retitling. Section 2 recommends new
titles and salaries in various City departments. Section 3 corrects titles and position

,numbers as shown in Ordinances #118913 and #118970. Section 4 corrects a title as

shown in Ordinance #118780. Section 5 amends the Exemptions Ordinance #118786,

by adding a new title and group of positions while also eliminating several obsolete

titles.

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

applicable): See Attachment A, Sections 1 through 5: individual classification

determillation reports and memorandum.

Sustainability Issues (related to grant awards). None

Estimated Expenditure Impacts: See Attachment C.

One-time $926,649, an estimated cost through 12131/98.

On-going $416,662, annual on-going (12 months) cost at 1998 rates.

Estimated Revenue Impacts: None.

Estimated FTE Impacts: None.

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

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

A, Sections 1 through 5 and the Attachment C (Second Quarter 1998 - Non-Project

Costing by departments.
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City of Seattle

Executive Services Department

Dwight D. Dively, Director

Paul Sch-111, Mayor

MEMORANDUM

DATE: June 17,1998

TO: Honorable Sue Donaldson, President

Seattle City Council

Aftn: Barbara Gangwer

City Budget Office

FROM:

Dwight ely, Dire-ctaK 'Wma McKinne

Executive Services Department Pdrsonnel Director

SUBJECT: Proposed Legislation - Second Quarter 1998 Reclassification Ordinance

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

salary changes recommended by the Personnel Director during the Second Quarter of

1998.

Section 1 includes positions recommended for reallocation, reclassification,

redesignation and retitling. Section 2 recommends new titles and salaries in various

City departments. Section 3 corrects titles and position numbers as shown in

Ordinances #118913 and #118970. Section 4 corrects a title as shown in Ordinance

#118780. Section 5 amends the Exemptions Ordinance #118786, by adding a new

title and group of positions while also eliminating several obsolete titles.

AttachmentA contains referenced classification/compensation report

recommendations and other documentation as indicated in the ordinance,

Attachment 8 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:

Persopnol Division, Dexter Horton Building, 7 10 Second Avenue, 12th Floor, Seattle, WA 98104-1793

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

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



Honorable Sue Donaldson, President

Seattle City Council

June 17, 1998

Page 2

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

the cost is estimated through the month/year of anticipated legislation.

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 1998 matching

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

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

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

1998, as well as departmental and Citywide 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, Classifi cation/Co mpensation Director, at 386-9081. Your

approval of this ordinance is respectfully requested.

DD/NM:lsI

Attachment: Second Quarter 1998 Reclassification Ordinance

c: Councilmember Martha Choe, Chair

Finance and Budget Committee, Legislative Department
ESD Personnel Division Administrators
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City of Seattle Execucive Services Department

Personnel Division

Memormdum

DATE: 04/09/98

TO: Linda Yuen Leong

FROM: Carla Coward

SUBJECT: Correction to position # for 2 nd
quarter 1998 ordinance

S1

The initial manager allocation ordinance #118780, legislated

position (#010445) correctly as a Manager 2, Exempt. Then OMP's abolishment

ordinance #118912, came along and inadvertently changed the position to General

Government Manager 2. Since the OMP ordinance supersedes the Manager ordinance

we need to correct the title back to Manager 2, Exempt.



From: John Pearson

To: JORGENE, LEONGL

Date: 3/27/98 9:48am

Subject- Error on Exemptions ordinance

Our most recent Exemptions ordinance erroneously listed the title

Administrative Staff Assistant as an exempt title in the Police Department.
There is only one exempt Administratiove Staff Assistant in the Police

Department and that is position # 006333 which was reclassified from the

exempt title Administrative Secretary and which reports directly to the Police

Chief. Other Admministrative Staff Assistants in the Police Department are not

exempt and continue to be included in the classified service. Please make this

correction on the next quarterly ordinance. Thanks.

CC: cosccml.SPD-4.Howard Patricia, cosccml.SPD-3.Corbi ...



%C."ity of Seattle Executive Services Department

Personnel Division

MEMORANDUM
DATE: June 2, 1998

TO: Norma McKinney, Acting Personnel Director

VIA: Lidia Santiesteban, Class/Comp DirectoO

Edie Jorgensen, Class/Comp Superviso ~y

FROM: Carl Swanson, Class/Comp Analys

Susie Hansen-Farrell, Class/Comp Analyst

4

SUBJECT: Recommendation for exemption 98*-1881

The Executive Department has requested an addition to the exemptions from the

Civil Service system. This memorandum is to recommend the inclusion of the

exemption from the Civil Service system for the Office Assistant and Accounting

Support class series in the Mayor's Office. Currently all other staff in the Mayor's

Office are exempt per SMC 4.13.010 (F).

There are three criteria for exemption. This request meets the criteria for

exemption under (2) below:

1. Positions "requiring a particularly high degree of professional responsiveness

and individual accountability;" or

2. Positions "requiring a confidential or fiduciary relationship with the appointing

authority;" or

3. "Judicial positions requirinq insulation as a third branch or government."

The rationale for this exemption is that the Mayor's Office staff have access to

the highest levels of information. They may draft,
'

format, produce and file

briefing papers related to confidential issues. Because of their proximity to the

Mayor and his or her other staff, they often overhear debate and discussion on

proposals on programmatic concepts long before the Mayor's Office is ready to

share that debate and discussion publicly. Any breach of confidentiality on the

part of these staffpersons could have a significantly detrimental effect on the

Mayor's ability to govern effectively. Because of this need for confidentiality, we

believe that these remaining classes should be made Civil Service exempt.

The following positions in the Office Assistant or Accounting Support series in

the Mayor's Office are recommended for exemption from Civil Service:



Position number Class title Incumbent

010409 Administrative Specialist 11

024574 Administrative Specialist 11

017271 Administrative Specialist If

010418 Administrative Specialist 11

(017270)Administrative Specialist 11

Approvedl
No~ma McKinney

Mayoexmp.doc
98-1881
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CITY OF SEATTLE

PERSONNEL DEPARTMEI

CLASSIFICATION DETERMINATION REPORT

6a
: A0.11 IS 1998'

POStTION IDENTIFIQATION

Department, City Light

Classification Title: Administrative Specialist I

Ordinance Title: Administrative Specialist I - BU

Position Number: 018985

Bargaining Unit: 035 Current Salary.- $13.01 - 14,51 (Range: 20.513)

Z_-
RECOMMENDED ACTION

Classification Title'. Assistant Systems Analyst

Ordinance Title: Assistant Systems Analyst

Legislation Required: Yes

Bargaining Unit: 034 Recommended Salary: $17.53 - 20.44 (Range: NIA)

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent:

Current Standing: Administrative Specialist I

Recommended Stan ding: Assistant Systems.Analyst

In recommended standing, incumbent status is:

[
X ] Regular Probationary ]Temporary

Authority: Personnel Rule

23100 2.3.200 2.3.300

Remarks: Per Article IX, Section 7(b2) of the Local 17 Bargaining Agreement

Gradual Accreditation of duties - several organizational changes

Recommended:
-
ream B Classification Analyst(s)

U-1)
V I

Classification Supervisor
Approved: Edie Jorgensen

Lidia Santiesteba

Norma McKinne

Classification/Compensation Director

Acting Personnel Director

14, 9 A



1149A

997, at the request of Local 17. Their

ed to the title of Assistant Systems

Administrative -Specialist Ill. This

recommendation was appealed and a Reconsideration Hearing was held in lieu

of arbitration on March 23, 1998. The Reconsideration Board consisted of

Beverly Yapp, Human Resources Manager of Housing and Human Services,

John Pearson, ClassificationlGampensation Supervisor and Lidia Santiesteban,

Classification/Compensation Director.

Additional information and documentation, including a revised PDQ, were

presented at the Reconsideration Hearing, According to the revised PDQ, when

this position transferred into the Information Technology Division the body of work

changed. Systems administration tasks and user support functions in the

operation and maintenance of the Utility's E-mail and scheduler applications, and

voice and data communication support were assigned. Departmental

management states that as a result of the change in duties, there has been a

progressive increase in both technical and administrative tasks and

responsibilities and a reduction in clerical tasks.

The duties and responsibilities performed by this position are best characterized

within the class specification of Assistant Systems Analyst. This class

specification was recently submitted for adoption, A copy of the class

specification will be added to the subject position file once it is adopted.

Recommendation

The Reconsideration Board carefully reviewed and considered the information

presented and agreed that the subject position is performing work beyond that

initially indicated. The Board's recommendation is that the subject position be

reclassified to the title of Assistant Systems Analyst. The effective date of this

action is December 18, 1996, which is 15 working days prior to the date of filing,

in accordance with Article 6, Section 7 of the Collective Bargaining Agreement.

gpgfi ~n
If implemented on the 1998 First Quarter Ordinance, the maximum estimated

cost of implementing this action would be $51,697.39. This figure includes any

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

cost for this action would be $14,432.27. The calculations are based on the

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

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

any affected employee will vary.



CITY OF SEATTLE

PERSONNEL DEPARTMENT
CLASSIFICATION DETERMINATION RE-PORT

Daw~ March 5, 1998

POSITION-JR-ENTIE ICAT-10N

Department: City Light

Classification Title: Administrative Support Assistant

Ordinance Title: Administrative Support Assistant-BU

Position Number: 020224

Bargaining Unit: 035 Current Sala

1%

Repo~l No-, 97-1436A
.......... -

: $11.82 - 13.26 (Range: 18.OB)

Classification Title: Administrative Specialist 11

Ordinance Title: Administrative Specialist 11 -BU

Legislation Required: Yes

Bargaining Unit:

Remarks

035 Recommended Salary: $14.00 - 15.66 (Range: 22.5B)

See next page for pertinent allocation information

1Mr-HMRPNT S A US

Incumbent:

Current Standing:

Recommended Standing:

Administrative Support Assistant

Administrative Specialist 11

In recommended standing, incumbent status is:

[ ] Regular [ ] Probationary X
I Temporary

Authority: Personnel Rule

2.3100 2.3.200 [X ]
2.3.300

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

Recommended:

Approved:

Team B =

Norma McKin

Lidia Santiesteban

Edie Jorgensen

Classification Analyst(s)

Classification Supervisor

Classification/Compensation Director

Acting Personnel Director



PERTINENT ALLOCATION FACTORS - Report No.: 11 436A P -3 q e

Addendum (Loa #1590) ReDort #97-1436A
. .......... .

This position was reviewed in the 1998 Budget, and the recommended allocation

was Administrative Specialist 1. This recommendation was appealed by the

department, and a Reconsideration Hearing was held on December 17,1997, The

Reconsideration Board consisted of Lidia Santiesteban, Classification/Compensation

Director, and Edie Jorgensen and John Pearson, Classification/Compensation

Supervisors.

Additional information, in support of the Department's initial request, was presented

at th-e hearing. According to departmental management the subject position

prepares and assists the Generation Supervisors with budgeting and workload

forecasting. It also perforrns multipie tasks such as updating the database;

p~-eparing- daily time reports of P_rnployees (electrical, mechanical and joint crafts

labor unions); providing inventory tracking; preparing orders for powerhouse

materials, equipment and supplies; operating two-way radios and a multi-phone

system; and arranging for personnel training and travel.

The Reconsideration Board also requested additional information from the

Department, which was received February'19,1998. Based on this documentation

and th at received at the Dece mber Hearing (including a new PDO ffiat 6xpanded on #76

dutiesj, the Reconsideration Board concurs that the subject position is performing

work at a higher leve'l than initially indicated.

Recommendation

The Reconsideration Board recommends the subject position be reallocated to the

title of Administrative Specialist II. This action is effective January 1, 1998, to

coincide with the implementation of the 1998 Budget.

Costing

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

cost of implementing this action would be $3,407.28. This figure includes any

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

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

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

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

employee will vary.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date. 12115197

POSITION

Report No 97-1588

DENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

City Light

Associate Civil Engineer

Associate Civil Engineer

021431

034 Current Salary: $22.26 - $25.97 (Range: N/A)

RECOMMENDED ACTION

Classification Title:

Ordinance Title:

Legislation Required:

Bargaining Unit:

Remarks

Senior Civil Engineer

Senior Civil Engineer

Yes

032 Recommended Salary: $25.00-$29.10 (Range:N/A)

Effective date: November 12, 1997

INCUMBENT STATUS
Incumbent: Vacant

Current Standing: N/A

Recommended Standing: N/A

n recommended standing, incumbent status is:

[ ] Regular; [ ] Probationary:

Authority, Personnel Rule

[ 12.3.100; [ ] 2.3.200;

Remarks:

Recommende.d: Team B65CA Classification/Compiensation Analyst(s)

Edie iorgensene~,-_ ~~sification/Compensation SupervisorApproved:

Lidia Santiesteba?ie"Cfassification/Compensation Director

Sarah We Personnel Director

AONK

90



crry OF SEATTLE PERSOM4EL DEPARTNETW

ClassificationlCompensation Unit

ABBRENIATED
POSITION DESCRIPTION QUESTIONNAIRE..

(Thisform is to he usedfor vacantpaOtions andlor requests resultingfrom.-reorganizati,o,n,s)

DEPARTMENT/DIVISION: Light/Engineering Services Division

POSITION NUMBER:~ 02143
1-

. DATE REQUESTED: October 24, 1997 EFFECTIVE DATE: November 12, 1997

CLASSIFICATION REQUESTED: Civil Engineer, Senior

POSITION PURPOSE: Create a lead designer who can mentor subordinate staff in the planning, design and

construction of major O&amp;M and CIP projects. This person must be abl e to apply PE

Stamp and sign project documents. This will provide a logical career progression in

the civil discIpline -,vhich now does not exist.

POSITION SUT NMMARY: L,se the fohlowing space to summarize the essential duties and responsibilities assigned to the

position. Bricf.,,v describe thework- using action words.

Duties and Responsibilities Statements % of Time

50

Coordiriates/leads/reviews the preliminary/final designs and construction of the most complex

Civil, Structural, Hydrologic type of projects dealling with City light's Generation,

Transmission, Substation and Distribution facilities.

2. Mentors and trains less experienced professional civil engineers in developing the skill and 5

knowledge base of the Civil Engineering Unit.

Assists the Supervisor in the budget process and planning and monitoring ofthe group's work 10

4.

load.

Takes the lead in developing the technical scope of work, interview and selection, and review 10

of the work performed by outside consultants.

5. Meets with in-house engineering disciplines and clients in the planning, development and

maintenance of new projects and existing facilities.

6. Prepares and/or reviews a variety of reports, correspondence and official documents.

7. Participates in and/or leads in the selection and hiring of subordinates. (No performance

appraisals.are done by this person).

SEATDQ.DOC



POSITION ALLOCATION CRITERIA:

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

Positions in this- class may supervise and/or serve as project engineers/managers on the most technically complex,

Yi ible and/or high. priority projects or programs, These projects require a high level of technical profi iciency as

we-H as coordination and administrative responsib,lity. Most positions require the ability to coordinate the efforts

of a multi-discipline, inulti-agency project ;,earn to complelte a defined assignment or CIP.

Duty No. 2 - A primary 1:1 secondary duty, is described in the class specification as:

Positions in tl-~s advanced level class require an extensIve knowledge of the principles, practices and procedures

of civil andconsmiction engineering, including the methods, materials, equipment and techniques used in civil

engineering, construction and inspection; and. extensive knowledge and ability to perform civil engineering

deso-ii, This class may lead or supervise protessionals and technicians or serve as a technical expert in a civil

en. gineering specialty area.

Duty No. 33 - A [I primary X secondary duty, is described in the class specification as:

Prepares budlGets, workload forecasts, project vanance reports, and progress reports. Supervises activities of a

design team in the Dreparation of prelliminary and 'long range plans, schedules, estimates, budgets, detail final

construction plans, specifications, and agreements.

I

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

Serves as the technical expert in an engineering specialty area. Monitors the work of consultants, prepares and

administers consultant and construction contracts, moru'lors contract progress, and reviews invoices for approval.

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

Supervises activities of a. design team in the preparation of prelinuinary and
'

long range plans, schedules,

estimates, bLidgets, detail final construction plans, specifications, and agreements.

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

Prepares a variety of reports, correspondence and official documents.

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

Participates in the selection and hiring of subordinate positions.

SENPDQ.DOC



REASON FOR THE REQUESTED CHANGE:

The Unit requires an increased level of technical expertise in order to provide the knowledge and skills of a lead

designer capable of performing the most complex civil engineering design work, guiding and mentoring
subordinate staff, and coordinating and reviewing work products from consultants. This designer/lead in charge

of the civil design must be able to apply the PE stamp to project documents. At this time a clear, logical career

progression is missing within the Unit, this reclassification will resolve that issue.

'L'Supervisor or Requester Signature

Department Head Signature

52-
Date

SENPDQ.DOC



....... . ..
. .........

zPOSITION NUMBER: TITLE:

APPROVED AS REQUESTED: M-fes 0. No

OTHER RECOMMENDED ACTION:

Personnel Anal~st Supervisor SignatUre

SEWPDQ.D0C

Date

4



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

PO-SITI.O.N IDENTIFICATION

1%

Department:

Classification Title:

Ordinance Title:

City Light

Workload Planning and Scheduling Analyst

Workload Planning and Scheduling Analyst

Position Number: 013222

Bargaining Unit: 030 Current Salary: $19.29 - 20.85 (Range: 30.OC

Classification Title:

Ordinance Title:

Legislation Required:

Power Analyst

Power Analyst

Yes

Bargaining Unit: 032 Recommended Salary: $22.26 - 25.97 (Range: NIA)

See next page for pertinent allocation information

Incumbent:

Current Standing: Workload Planning and Scheduling Analyst

Recommended Standing: Power Analyst

fn recommended standing, incumbent status is:

[
X ] Regular

Authority: Personnel Rule

[ ]
2.3100

Remarks: Gradual Accretion of duties

Recommended: Team E~ Classification Analyst(s)

Approved: Edie Jorgensen Classification Supervisor

Lidia Santiesteba "Classification/Compensation Director

Norma McKinneXDdyz,,Acting Personnel Director



PERTINENT ALLOCATION FACTORS

Position Identification And Source Of Regues

Position #0131222 is located in the Power Management Division of the City Light

Department. This position is being reviewed as a result of a departmental

request.

BACKGROUND
Departmental management feels that an inequity has occurred within the work

unit, because of the increasing workload demands and requirements caused by

the electric industry deregulation. The subject position was transferred into the

Resources Administration Unit five years ago, and as a result the range and scope

of duties have increased from training, to sharing the full workload with two Power

Analysts. To correct this inequity, management is proposing that the subject

position be reclassified to the title of Power Analyst.

Scope of Review:

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

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

+ the Position Description Questionnaire (PDQ) dated December 3, 1997;

* class specifications in the Workload Planning and Scheduling Analyst and

Power Analyst class series;

* a comparison to similar positions;

* organization chart affecting the subject position;

* position history records and related classification files.

SummamofWprk
The subject position is essentially responsible for performing technical, statistical,

mathematical and economic analyses of power issues to support management

and Senior Power Analysts, and for producing various reports.

NO TE Fora complete Ilsfing of the subject posItIon ~ msoonsIbIlItles, see Me Positlon Description

Questionnaire (PDO), dated December 3, 1997, and submitted forpurposes of tbls review

Analysis:
This position is currently titled Workload Planning and Scheduling Analyst.

Positions in the Workload Planning and Scheduling class prepare, plan and

schedule capital improvements, maintenance work orders and projects, and work

forecasts for work crews. In comparison, a Power Analyst performs duties related

to strategic planning, operations planning, hydrological and other forecasting, and

economic analysis. Analysis of this position supports the choice of the Power

Analyst class series.



PERTINENT ALLOCAT~ON FACTORS - Repart No- 98-10'

The Power Analyst class series consist of three levels (assistant, journey, senlol).

These levels are distinguished from one another by the complexity of assignments

and the type of supervision received. Assistant level positions work under

general supervision, performing fn-q such as compiling data and

other statistical StUdies related to energy resources, forecasts, generation and

use. Journey level positions work under limited supervision and are

responsible for performing the AdLW of power analyst duties, such as strategic

planning, operations planning, econornic analysis, hydrological and other

forecasting. Positions within this level act as a technical specialist and work on the

more complex issues and analysis, and may serve as a project leader. Senior

level work is also performed under limited supervision. Positions in this class

meaw projects and/or s technical staff, develop economic and statistical

models, perform the most complex analyses, and direct technical studies and

consultant contracts.

The PDQ submitted for this review indicate that the subject position is expected to

work independently, and to rotate and share responsibilities with two other Power

Analysts assigned to the work unit
'

.

This review shows that the body of work

assigned to the subject position has evolved from that typically performed by

Workload Planning and Scheduling Analysts, into that performed by other Power

Analysts, specifically within the work unit,

Re.c.oMmendation

It is therefore recommended that this position be reclassified to the title of Power

Anal'yst. This action should be effective December 3, 1997, the date management

signed the PDQ.

Costln!g

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

cost of implementing this action would be $8,307.28. This figure includes any

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

for this action would be $12,460.92. The calculations are based on the difference

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

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

affected employee will vary.



03/20/98

EXECUTIVE SERVICES DEPARTMENT, PERSONNEL DIVISION

APEX MARKET GROUP ALLOCATION
EXECUTIVE COMPENSATION REVIEW COMMITTEE

POSITION IDENTIFICATION:

Department'. City Light

Current Job Title: Systems Analyst, Senior

Current Incumbent:

Position Number: 00022933

Current Salary Range Top Step: $57,900 (range 37.5A)

Requested Market Group: Requests inclusion in APEX at mkt group 3

ECRC DECISION.,
----------- -

ECRC approves as follows:

Market Group: 2 (lnteriMJ_

Effective date: 3/23/98

Authorized To Compensate In Adjo~p"
-

Mark~~o?p: Yes - G

Signature of ECRC Representative

Date of ECRC Approval: 3/20/98

ANALYSIS: This position is currently in the classified service as a Senior

Systems Analyst. It was not evaluated for inclusion in either the. Manager or

Strategic Advisor programs. City Light is requesting inclusion in APEX at market

group 3. The attached materials include a JSQ, a memo from City Light, and a

letter documenting a job offer to the incumbent from a California firm, The

attached memo states that City Light would like to place the employee at a base

pay of $90,000 per year in order to retain him.

It is evident that this is an important position with a highly-qualified incumbent;

however, the position does not meet the criteria for inclusion in APEX -

especially not at market group 3, which contains the highest-level technology

positions except for the Chief Technology Officer. The ECRC decided to include

the position in APEX Market Group 2, with authorization to pay in the adjacent

Market Group 3 (top step $107,267). The ECRC has made this decision as an

interim allocation until the implementation of the Information Technology
Broadband in the summer of 1998, at which time the position will be

appropriately reallocated.

CF:H\apexetc\reports\c103-98 C/C log #98-1718



03/19/98

EXECUTIVE SERVICES DEPARTMENT, PERSONNEL DIVISION

APEX MARKET GROUP ALLOCATION
EXECUTIVE COMPENSATION REVIEW COMMITTEE

POSITION IDENTIFICATION:

Department: Executive -- OMP

Current Jo b Title: Executive 2

Current Incumbent:

Position* Number: 00025680

Current Salary Range Top Step: $87,273

Requested Market Group, Requests change to rnkt group 3

ECRC DECISION:

ECRC approves as follows:

3

Effective date: 1/1/98

Authorized To Compensate In Ad

Signature of ECRC Representative:,

Pate of ECRC Approval:

ng Market Group:

~/20/98

ANALYSIS: This change in market group reflects a shift in organizational

priorities by the Mayor. The position has assumed regional strategic significance

with increased impact on the City's objectives affecting the City's overall

transportation program and Regional Transo't Authority r--artnership.

CF:H\apexetc\reports\rta03-98 C/C log #98-1719



CITY OF SEATTLE
EXECUTIVE SERVICES
DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

POSITION IDENTIFLCAT j0N

Department: Executive Services - Personnel Division

Classification Title:
Training Development and Program Coordinator

Ordinance Title: Training Development and Program Coordinator

Is

Bargaining Unit: .030 Current Salary: $18.55 -$21.67 (Range: 31.OA)

Position Numbers- 020407

&
a

m
p

;

020797

Classification Title.

Ordinance Title:

Legislation Required:

Bargaining Unit:

Remarks

Senior Training and Education Coordinator

Senior Training and Education Coordinator

Yes

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

See next page for perti nent allocation information

Training Development and Program Coordinator

Recommended Standing: Senior Training and Education Coordinator

In recommended standing, incumbent status is:

0 Regular; Probationary: X
] Temporary.(audit required)

Authority. Personnel Rule

2.3.100; [X] 2.3.200; ] 2.3.300.

Remarks:

Incumbents:

Current Standing:

Recommended: Team AT, 0, Classification/Compensation Analyst(s)

Approved: Edie JoLUensen Classification/Compensation Supervisor

Lidia Santiestebaze~Classification/Compensation Director

Personnel Director



IPERTINENT ALLOCATION FACTORS - Re

nd Position Identification:

These positions were reviewed as a result of a request from departmental

management. Position #s 020407

&
a

m
p

;

020797 are located in the Employee Development
Unit, Personnel Division of the Executive Services Department. This Unit is responsible
for training, development and diversity programs throughout the City; ensuring overall

consistency and direction to departmental training efforts; and for implementing
programs and initiatives that are top priorities of the Mayor's Office.

Position Histo!y:

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

Sco, je -qf Review.,

This review was conducted by Class/Comp Team A, consisting of Irene Ogunyemi and
Susie Hansen Farrell. The review of the subject position included analysis of the

following:

Position Description Questionnaire (PDQ) dated 11/2/95 and submitted for this

review;

Informational interview with position incumbents; -

Comparisons of class specifications in the Training Development and Program
Coordinator and Training and Education Coordinator class series;

Team A's reviewianalysis of subject position information;

Comparison to similarpositions;

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

Rackground.-

The Personnel Director has requested a review of these positions, alleging that the
position incumbents have been performing higher level duties outlined in the submitted
PDQ effective June 12, 1995. These duVes include acting as lead to other training

professionals and administrative support staff; making programmatic decisions and
troubleshooting staff challenges to relieve the manager of critical assignments; and
functioning as coaches/advisors to. other staff.

'

SuMMa[Y
-

The essential purpose of these positions is to plan, design, implement, evaluate, and
manage a wide variety of Citywide training programs; provide leadership to training

professional and support staff; and provide technical assistance and consultation to City
staff and management.



PERTINENTALLOCNI WN FACTORS - Report No: 97-1454

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.

Anallvsis:

To appropriately allocate these positions, the duties and
I

responsibilities as outlined in

the submitted PDQ were reviewed and compared to class specifications in the Training
and Education Coordinator class series, specifically, Senior Training and Education

Coordinator, and Training Development and Program Coordinator class specification.

The Training Development and Program Coordinator class specification describes

positions that assess and forecast Citywide training needs, and plan, design,
implement, evaluate and manage a wide variety of Citywide training programs.
Employees allocated to this class elicit cooperation and compliance from other City

departments on overall Citywide training programs, policies, and procedures. The
subject positions perform the duties outlined above in addition to providing lead
direction to other training professionals and administrative support. Therefore, the

subject positions' body of work is not consistent with the Training Development and
Program Coordinator class specification.

Conversely, the Senior Training and Education Coordinator class specification

describes positions that serve as the primary training resource to management,
divisions, and employees of a major department. They also serve as lead to other

training professionals and administrative support staff. Employees allocated to this

class plan, coordinate, administer, and evaluate the training function for a Citywide

program or a major department, and design and implement a variety of training

programs and projects.

From our review of the submitted PDQ and informational interview with the position

incumbents, we found that the subject positions plan, design, implement, evaluate and
manage a wide variety of Citywide training programs; oversee the work of training

professional and support staff in a lead capacity; and provide techn
'

ical assistance and
consultation to City staff and management Cjty%~vide. According to departmental

management ".....The incumbents in these positions act as lead workers making
programmatic decisions and troubleshoot staff challenges to relieve the manager for

critical assignments...." The duties and responsibilities of the subject positions are
consistent with the class specification for the Senior Training and Education
Coordinator.

Recommqndatiory,

Having reviewed the duties and responsibilities of the subject positions, we recommend
the subject positions be reclassified to Senior Training and Education Coordinator,
effective November 2, 1995, according to departmental management.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

Date. 04/15198

CLASSIFICATION DETERMINATION REPOPT

POSITION IDENTIFICATION

Department-
Classification Title:

Ordinance Title,

Position Number:

Bargaining Unit:

RECOMMENDED ACTION
Classification Title-

Ordinance Title:

Legislation Required.-

Bargaining Unit.

Remarks

Executive Services

Personnel Records and Information Specialist

Personnel Records and information Specialist

010917,019103.023841

.030 Current Salary: $14.77-$17.22 (Range:. 25.OA)

Assistant Personne! Analyst

Assistant Personnel Analyst

Yes

030 Recommended Salary* $15.94-$18.55 (Range: 27.OA)

See next page folp-
pert:inent

allocation infol.-mation

Report No- 97-1508A

............... ..........

INCUMBENT STATUS
Incumbent,

Current Standing- Personnel Records

&
a
m

p
;

information Specialist

Recommended Standing: Assistant Personnel Analyst

I
In recommended standing, incumbent status is:

[ ] Regular; [ ] Probationary: [ X
] Temporary.

Authority-, Personnel Rule

[ ] 2.3.100; [ ] 2.3.200;

Iemarks. Effective dateis january 1; 1997

Recommended: Team 1as.

Approved:

[ X ] 2.3,300.

- Classification/Compensation Analyst(s)

Edie Jorgensen Class ifi cati on/Co m pensation Supervisor

Lidia Santiestebarl~~'.1,IW41assification/Compensation Director

Norma McKinnkyl Acting Personnel Director



- ---------- -
. ..........

Source of Rpquqs~ and Position Identification.

These p
I

ositions were reviewed as a result of a request from the Personnel Division,

HRIS unit.

Position History:

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

Records Unit. These positions are "he only positions using the Personnel Records

&
a

m
p

;

friFormation SpedONst (FIR&amp;I Spec) tittie. 71.is tifle was created in 1991, and the

posifions,vvere then reclassified from, Office 7echnican IL This resulted in a salary

grade, increase from 22.5 to 25.0.

Scope of Review:

This rev
'

iew was conducted by Carl Swanson, Classification Analyst assigned to

Team 1. The review of the subject positions included analysis of the following:

* the Position Description Questionnaire (PDQ) submitted for this review;

* Team I's reviewhanalysis of subject positions information;

* information gaVlered through un-sife interviews with the incumbents and supervisor;

* class specifications for the subject class and other classes used for comparison;

+ review of the organizational charts, affecting the subject positions;

* position history records and related classification files.

Surnnna!y of Work.

The essential purpose of these positions is to perform on-line and on-site reviews of

citywide Out-Of-Class and other person:r1lel transactions and correction of personnel

transactions data as necessary; respond to

(
,
,
' uestions regarding personnel transactions

and recommend solutions; prepare layoff and! seniority lists; gather information in

response to Public Disclosure requests; respond to routine HRIS/Client Server Series

(C,S.'S`~ questions in a "help desk" manner; and develop and document business

pnocedures and/or conduct training related to CSS business rules for HRIS users:

0 performing on-site and on-line revievvs of Out-Of-Class and other personnel

transactions by checking required authorizations, other requirements and payroll

documentation;

solutions to Citywide departmental HR staff regarding transactions

including appointments, salary, service credit, positions, employment, and vacation

accrual;

creating ad hoc reports in response to requests for information from various

sources;

producing layoff lists;

providing information in response to requests under the Public Disclosure law;

maintaining (updating) the Position Tracking System as positions are created and

abrogated;

assessing, verifying and incorporating requests for changes to CSS tables;

responding to routine questions from CSS users. and refer others to HRIS staff;



_------- -------------- _.- -.,- - __
~-:al on C,'~S bus~.:-,~~,`-~- ~"iC6 aod pracUces.

Note: For a more complete listing of duties and responsibilities, please refer to the

Position Desctiption Questionnaire submitted for this review and included in the position

file.

Analysis:

class conqgpts:

PERSONNEL RECORDS AND INFORMATION SPECIALIST

Positions in this class resea,rch, im'erpfet and advise personnel and payroll

representatives and departmienta'! managernent about the proper application of rules,

contracts, legal decisions, and systems in order to facilitate the processing of personnel

and payroll transac'~ion documents. and develop and maintain manual and automated

records and information systems.

In January of 1997, the Records and Information Manager position (010901) was

abrogated, changing the reporting reiatio'nship of the supervisor position. The

Persor-liniel Records and Information Supervisor now reports to the HRIS Project

Director. The P&amp;Rl Specialists continue to repolt to the P&amp;RI Supervisor. With this

change in reporting relationship and with the impact of the 1-11RIS upon the~ Records and

Information u nit, the subject positions have expe~ ienced some changes in terms of job

responsibilities and the work processes. The essential reason for being remains the

same.

One of the primary impacts of HRIS/CSS on this unit is the change in processing

personnel actions. This has gone from being a "pre-audit" to a "post-audit" function.

Whereas the P&amp;Rl Specialists formerly reviewed Employee Service Record (ESR)

(per-sarrel transaction) forms from City departments prior to entry into the

perE~on ne Vpayroll system, they now review only those actions which are identified after

the fact as an exception. This has greatly reduced that workload upon the incumbents.

It has also eliminated ti-,.e ald paper E-SR forms, Now personnel transactions are

d-m,ct::v entered on-line by C'~~;ty
CJepa: Iments. It should be noted that the P&amp;RI

--y
of new hire and reappointment transactions.Specialists still do the review and enti

This change in process has required the incumbents to become fully proficient in

understanding the new HRIS/CSS system "business rules" which dictate the manner in

whiCh Ulie transactions can be. n-lade, just as they once did with the old PPS system.

procedures and collectiveThe, knowledge requirement ofpersonnel policies.

bargairling agreements remains unchanged.

The subject positions have been ass:gn.ed a new responsibility with regard to Out-Of-

Class (OOC) assignments. Periodicaily, and with advance notice, they go on-site to the

operating departments to verify that their OOC assignments have been enacted in

confon-nance with City record keeping procedures. The P&amp;Rl Specialists review the

O&amp;C forms and any backup in the departments' files, checking for signatures, etc. A



- - - ----------------- ...... ----------------- - - - ----------- -----------------

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

t h e m.a te, r o rde r. I i e y a ie i.n this review to aSslure tha

-g ix appropriateness of the action as u,-h as that the procedure has L-,enreview;::

followed. Any actions which are found to be out of compliance are noted in a report to

the Personnel Director and the affected department.

As before, the P&amp;RI Specialists produce ad hoe reports from an automated system.

This is often in response to a requt-:~st from a departmental HR staff member, from staff

in the ESD Personnel Division or in response to a request for information under the

Public Disclosure law.

The subject positions also respond to questions from departments on the CSS in a

"help desk" fashion. Routine questions are responded to, and others are referred to

system specialists in the HRIS unit,

When the Personnel Records and Information Specialist class was established in 1991

it was- specifically written to address the duties and responsibilities of the subject

pcs~6ons. Naturally it was closely tailored to the work being done by the subject

positions. Therefore it d1d very good job of representing the kind and level of work

assig,ned, That class specification provided for manual and automated record keeping.

Since then, ma, uai record keeping has been essentially discontinued, with the use of

the HRIS/CSS automated record keeping function.

The salary report (#13-91) comparisons and analysis remain valid today. While a

different computer system is now operational and has affected some of the

responsibilities and work processes of these positions, the overall kind and level of work

is consistent with the job class specification and the salary grade placement.

Out-Of-Class "auditing" is an additional duty, but it is not of a significantly higher level

which would support any change in classification or salary grade placement.

Recommendation:

Based on the duties and responsibilities assigned, we recommend that these positions

remain classified as Personnel Records and Information Specialists,

Addendum:

A reconsideration hearing was held on March 12, 1998. The reconsideration panel

consis,ted of Udia Santiesteban, Classification and Compensation Director, and two

Pe-rsonnel Analyst Supervisors, John Pearson and Edie Jorgensen. Additional

information was received from the positions' incumbents and their immediate supervisor

as well as their second level supervisor. This information provided clarification as to the

full scope of the out-of-class auditing responsibilities, CSS table maintenance and HRIS

Help Desk responsibilities, as well as the positions' responsibilities for participation in

Salary Implernentation Planning Committee meetings. It was the determination of the

panel that the subject positions be reallocated to Assistant Personnel Analyst, effective

January 1, 1997, the date the duties changed.



VERITNEN I 1"'AUVORS.-

If impk-,.rnented on the 1998 First Quarter Ordinance, the maximum estimated Clost of

impleme:nting this action would be $15,375.36 This figure includes any current and

retroactive (if applicable) cost fn~ this action, The ongoing annual cost for this action

wo,uld be $9,710.75. The cal:cuiations are based on t" e difference between the top

steo of th_- current w, d vhe recornr-,,ended salary range and includes statutory benefits

(F1"'A, etc.). The aCtUal amount ~iyab'e to any alffected employee will vary,



City of Seattle Executive Services Department
Personnel Division

W MMEMORANDUM
DATE: June 10, 1998

TO: Norma McKinney, Personnel Director

VIA: Lidia Santiesteban, Class/Comp Director

Edie Jorgensen, Class/Comp Supervisor,

U
FROM: Carl Swanson, Classification/Compensation Analysw-5

SU BJECT: Salary Report 97-1509A, Addendum to 97-1509,

Personnel Records

&
a
m

p
;

Information Supervisor

A reconsideration hearing was held on June 5, 1998. The panel consisted of

Lidia Santiesteban, Class/Comp Director, Wayne Sepolen, the human resources

manager for DCLU, and Bill Kolden 'he human resources manager for City Light.

The position incumbent and her supervisor presented additional information

regarding the duties of the Personnel Records

&
a
m

p
;

Information Supervisor.

The panel determined that the subject position did not meet the criteria for

inclusion in the Managers and Strategic Advisors program. They also

determined that the position was not performing the duties of a Management
Systems Analyst, Senior. The title of Personnel Records

&
a
m

p
;

Information

Supervisor continues to be an appropriate nomenclature. It was suggested that

a comparison be made to another one-position class, the Legislative Records

Supervisor.

The Legislative Records Supervisor position/title was recently reviewed and the

salary grade confirmed at 331.0A. A reconsideration hearing was then held and
new information was presented to the panel. The panel's determination was to

reclassify the position to Management Systems Analyst, Senior, (salary grade

37.5A),

Sufficient similarities exist between the Legislative position and the Personnel

Records and Information Supervisor to provide for a comparison. Both positions

involve citywide records staffifunction supervision and are increasingly involved

in information technology matters. The Legislative position is the Webmaster for

the City Clerk's office and is responsible for the maintenance of a variety of city

records.

Referente Log #98-1905



This position, as Webmaster, makes City records electronically accessible to the

public and City staff, via the City Clerk's web page. The position is involved not

only with records, but with the processes that affect them.

The Personnel Records

&
a

m
p

;

Information Supervisor is responsible for the

development of a position control module for HRIS/CSS, in addition to providing

for the electronic maintenance of City personnel records. This position also

coordinates the salary implementation planning process for the Personnel

Division.

Both positions supervise similar size staff and oversee functions with Citywide

impact. Both require skills in supervision and the use of information technology,

particularly as it affects records management. It is recommended that the

Personnel Records

&
a
m

p
;

Information Supervisor now be set at the same salary

grade as the Legislative position, 37.5A, effective January 2, 1997, the date the

duties changed.

Costing
If implemented on the 1998 Second Quarter Ordinance, the maximum estimated

cost of implementing this action would be $28,091.82. This figure includes any
current and retroactive (if appficabfe) cost for this action. The ongoing annual

cost for this action would be $17,742,20. The calculations are based on the

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

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

any affected employee will vary.

Date: Z - // -fC

I 971509A.doc

Reference Log #98-1905
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CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title,

Report No-

Executive Services Department

Public Relations Specialist

Public Relations Specialist

Position Number: 010891

Bargaining Unit: 030

RECOMMENDED ACTION

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

See next page for pertinent allocation information

Classification Title: Senior Public Relations Specialist

Ordinance Title: Senior Public Relations Specialist

Legislation Required: Yes

Bargaining Unit:

Remarks

I-NCUMBENT STATUS

Incumbent:

Current Standing: Public Relations Specialist

Recommended Standing: Senior Public Relations Specialist

In recommended standing, incumbent status is:

[ ] Regular Probationary

Authority: Personnel Rule

[ 12.3100

Recommended:

Approved:

[ 12.3-200

Team 2

8-1663

Current Salary: $17.22 - 20.04 (29.OA)

[ X 12.3,300

[ X ] Temporary

Classification Analyst(s)

Edie Jorgensen
-- u Classification Supervisor

Lidia Santiesteban Classification/Compensation Director

Norma McKinnpjyW Acting Personnel Director

9



P051TION IDENTIFICATION AND SOURCE OF REQUEST
Position #010891 is located in the Director's Office within the Executive Services

Department. It is being reviewed as a result of a departmental request.

BACKGROUND
Management states that the level of influence and sensitivity concerning media

relations assigned to this position increased with the creation of the Executive

Services Department on January 1, 1997.

S..C.0F.E. OF REVIEW
This Ireview was conducted by Gail Thompson, a Classification Analyst assigned to

Team 2. The review consisted of analysis and evaluation of:

* the Position Description Questionnaire (PDQ) dated September 19, 1997;

+ class specifications and position files in the Public Relations Specialist class

series,,

* matrices for Strategic Advisor;

* organization unit affecting the subject position;

* pos:tion history records and related classification files,

POSITION HISTORY
Position #010891 was reclassified from Personnel Analyst to Public Relations

Specialist in the 1997 Budget. It is responsible for the planning, development,

preparation, evaluation and distribution of a variety of public relations, public

information and marketing materials for internal and external audiences, and other

public information activities.

SUMMARY OF WORK
This position is essentially responsible for communicating the department's official

public position and for working on a variety of departmental and Citywide projects. It is

also involved in high-profile Citywide programs, and is a key member of the Executive

Services Director's Office, This position is expected to clarify and resolve technical

and policy issues as they arise.

Specific tasks include:

Newsletter (35%)..............

coordinating the Citywide Encompass newsletter including the editorial board,

photographer, schedules, policies and procedures; determining headlines,

layout, graphic design, printing and distribution; researching, writing and

editing articles.



PERTINENT ALLOCAMN

-Communication 35%)

establishing and implementing communications and media relations

policies and programs for the department; developing guidelines,

standards, principles and methods for respondmg to the media and the

public; serving as the spokesperson for all media inquiries regarding

departmental issues; coordinating departmental responses with the

Mayor's Office, City Council, City departments and other jurisdictions.

)FOcy (15%)

coordinating responses to public disclosure requests, policies and plans for

media and citizen access to the City's trunked radio communications;

representing the department on an inter-departmental team investigating

the feasibility of making all the City's material safety data sheets available

on-line; and proposing policies governing the release of information,

MAQ~0&amp;7q (10%)

performing market research to develop promotional materials and

communication plans; serving as technical advisor to internal staff

Web SIte (5%)............

establishing policy, setting structure, determining appropriate information,

coordinating placement of material, developing criteria, leading a divisional

team, and troubleshooting problems.

Review of the body of work assigned revealed that Public Relations Specialist is

the most relevant class series. Positions in this class series plan, develop,

prepare, distribute and/or evaluate a variety of public relations or involvement

programs and materials; and participate in the planning, development, and

implementation of marketing strategies or public involvement plans for

departmental projects and programs. This class series consists of three levels

and they are distinguished from one another by their respective degrees of work

difficulty and responsibility.

NO 7E, For a COMPlete AStil7g Of #76 subject positlon ~ responsibilities, see tl7e Position DescrIption

Questionnake (PDO), dated September 19, 1997, and submItted forpulposes of this

,ravlew



ANALYSIS

Review of the PDQ and internal information revealed:

1. that Citywide activities assigned to this position resulted from the consolidation

of'several administrative functions and duties with the creation of the new
Executive Services Department,

2. that the subject position is responsible for performing internal Citywide

information dissemination functions for the employeebodyof the City (Ze.,

coordInatIng t17e newslettar, respondIng to InquIl-les ffiataffectprimarily ffie Operatlons of ffie

Executive Services DepaltR~eno.

3. that the Mayor's public information staff continues to be responsible for

disseminating information to the public., external constituents, and the media

regarding Citywide issues,

Departmental management and the subject incumbent asked that the work of

this position be reviewed using the Strategic Advisor Matrix. The concept is as

follows:

Strategic Advisors for the City of Seattle serve as key advisors to

senior officials, or make recommendations that help shape significant

QAY
...
pOicies or programs, or represent the City in strategic arenas,.............

vq -Iout having full accountability for managing resources to achieve

specific outcomes.

Rather than helping shape City policies, this position is responsible for reporting

on City policies. In cases of communications policy development, the position's

responsibility is limited to Department policies.

It is clear from the above review that the concept for Strategic Advisor does not

appropriately represent the body of work assigned to the subject position.

However, the work described in the Public Relations Specialist class series does

characterize the work of the subject position. The concept of work from the

class specifications is as follows:

Positions plan, develop, prepare, distribute and or evaluate a variety of public

relations or involvement programs and materials; and participate in the

planning, developing and implementing of marketing strategies or public

involvement plans for departmental projects and programs. This class series

consists of three levels, journey, seniorandsyoervlsor, and they are distinguished

from one another by the sensitivity of the program, and upon their respective

degrees of work difficulty and responsibility required.



The duties of the subject position as outlined above, make it clear that the work

is beyond the journey level. Work at the journey level typically involves the less

controversial public programs, public involvement issues or public relations

problems. In comparison, work at the senior level entails coordinative and lead

responsibilities, and the work requires greater discretion due to assignments of a

more controvers~al nature. The supervisor level is distinguished from the senior

by its supervisory role over subordinate staff.

:
I

:
The duties and responsibilities assigned to the subject position correspond with

those characterized in the class specification of Senior Public Relations

Specialist. Positions allocated to this class function as the department's expert,

performing duties such as counseiing staff in methods of responding to media

inquires or interviews; developing and recommending policies, procedures and

objectives for community and media relations; preparing, editing, designing and

coordinating production of a variety of public information materials including

newsletters. They are also expected to be involved in sensitive and/or

controversial projects and programs, and to serve as spokesperson or primary

MC1111-1.0 source for a City department.

RECOMMENDATION
It is recornmended based on the above review that Position #010891 be

reclassified to the title of SeniorPubic Relations Speclallst, This is effective

January 1, 1997, the date the position transferred into the Executive Services

Department.

Costing

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

cost of implementing this action would be $12,755.00. This figure includes any

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

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

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

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

any affected employee will vary.



CITY OF SEATTLE
EXECUTIVE SERVICES

DEPARTMENT
S

CLASSIFICATION DETERMINATION REPORT

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

Department: Executive Services

Ciassification Title: Manager

Ordinance Title: Manager III

Position Number: 024955

. .................... -- .......

POSITION IDENTIFICATION

Ordinance Title- Senior Systems Analyst

Legislation Required: Yes

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

Classification Title: Senior Systems Analyst

RECOMMENDED ACTION
- - - -- ------ --- .... ........ ---- --- - ---

Remarks:

---------- - ....... ....... -- -----

INCUMBENT STATUS

See next page for pertinent allocation information

Incumbent:

Current Standing: Manager III

Recommended Standing: Senior Systems Analyst

In recommended standing, incumbent status is:

[ ]Regular; Probationary: [X] Temporary (exam required)

Authority: Personnel Rule

[ ] 2.3.100; 2.3.200; [X] 2.3.300.

Remarks:

Recommended: Team A J442 ~~ Class ification/Compensation Analyst(s)
ff I t

Approved: Edie Jorgensen Classification/Compen sation Supervisor

Lidia Sa ntieste b anivra assificatio n/C ompe nsatio n Director

i~iing Personnel Director
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Auest and Position Identification:Sow,qe pf Re

This position was reviewed as a result of a departmental request. Position #024955 is

located in the Human Resource Information System (HRIS) Unit, Personnel Division of

the Executive Services Department. This work unit is responsible for developing,

modifying and managing the City's Human Resource Information System.

Position Histo!y:

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

Records Unit.

Note: In 1992, the subject incumbent was assigned to the HRIS Project in the pocket

occupied by position #010901, which was abrogated in the 1997 budget.

Position #024955 was created 1/1/95. In 111197, the subject incumbent was
moved into that position, without change in duties.

Background:

The subject incumbent ceased performing the duties of Manager of the Records and
Information Management Unit in 1992. According to the information provided on the

submitted PDQ, the subject incumbent was assigned to the HRIS Project in 1992, first,

as a project lead, and subsequently as the human resources functional lead. And, was
forma~':v transferred to the HRIS Project as part of the original project development team

on 3/15/93. During thia, projectim
'

p!ernentation, the subject incumbent developed

requirements, learned the new Client Server Series (CSS) software, wrote functional

s ecifications, set up and tested the human resources functionality in CSS. Thep

subject incumbent also reviewed teichnical specifications, tested modifications, wrote

user procedures and training mate.rials, and trairied new HRIS users.

After the implementation of HRIS in November 1995, the subject incumbent assumed
addit:or.al duties which were more tec:-:,,--,,Ical in nature. Management contend that the

manager titles are going to be deleted from the City's class/comp system, therefore, the

rev:lew was requested for the purpose of determining the current body of work and its

appropriate classification before the system change occurs. -

gipppe of Review:

This review was conducted by Class/Comp Team A, consisting of Susie Hansen Farrell

ar,d Irene Ogunyemi. The review of the subject position included analysis of the

following:

* Position Description Questionnaire (PDQ) dated 2/4/98, and submitted for this

review;

* Matrices for Strategic Advisor;

+ Comparison to class specifications within the Management Systems Analyst, and

Systems Analyst class series;
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+ Team A's review/analysis of subject position informat.ron;

* Comparison to similar positions (#s 024956

&
a

m
p

;

023501);

+ Review of the organizational charts affecting the subject position;

+ Position history records and related classification files.

Summary of Work:

The essential purpose of this position is to customize vendor software to meet City

requirements, implement software upgrades and write programs to solve system

problems. Also, this position is expected to support new business procedures or

provide new system functionality; act as the City's HRIS security administrator; and

manage the System Investigation Request function. In addition, the position is

expected to work with non-technical users to identify needs, translate functional

requirements into technical specifications and use a variety of tools and languages to

write programs.

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.

APq!Y.P.!.S:

As stated in the submitted PDQ, a change has occurred. The department reque
I

sted a

classification review to determine if the position might belong in the Strategic Advisor

program or in some other classification.

The duties and responsibilities as described in the submitted PDQ were reviewed by a

team of class/comp analysts for inclusion in the Strategic Advisor Program. Strategic

Advisors for the City of Seattle serve as key advisors to senior officials, or make
recommendations that help shape signifirant Citypolicies or program

,

or represent the

City in strategic arenas, without having, full accountability for managing resources to

achieve specific outcomes. The review and the point factor rating revealed that this

concept is not appropriate to the subject position, therefore, it does not belong in the

Strategic Advisor Program. The subject position's duties and responsibilities were then

compared to class specifications within the Management Systems Analyst (MSA), and

Systems Analyst (SA) class series.

MSAs can be characterized as providing advice and service to management on specific

operational and administrative processing and reporting systems by analyzing data

gathered, developing information and considering all available solutions and
alternatives. They are responsible for establishing the flow of information, determining
how and to whom it will travel, and interfacing with users and SAs to design an

organizational system that achieves maximum efficiency from an operational

perspective. Conversely, the SA series provides the technical expertise to allow the

MSA to consider the full range of solutions. The SA provides technical support to

a-ssure fhat the automated aspect of the "'system" is functioning optimally both

systematically and through the user employing it. SAs perform functions such as



__ ---------------------------- _ ......... ---------- _
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vj~,-~:mg code, vT`-,; q %twork links through pronrarr-matic

functions, etc.

From our review and comparison, we found that the subject position is relied upon to

develop and desigin specifications, write -programming code and use application tools to

mainlain, modify and enhance the Citywide HRIS based. on routine maintenance

requ~re-ments, problem identJfication and new requirements. Based on our findings, we
conck,jdled that the subject position's work is systems related.

Having resolved that the subject pos`ion's body of work is systems related, what needs

to be determined is the level of responsibility. There are five levels within the SA series,

rand thev are distinguished from one ancth er by their respective degrees of work

diffiCulty and re-sponsibility. For the
piu,

'

oose of this review, the class specifications for

SA and Senior SA Were reviewed.

Positions allocated to the title of SA 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. Positions allocated to the title of Senior SA, on the other

hand, perform the more complex or technical projects and may serve as project lead.

Since the subject position coordinates and leads projects to maintain, modify and

ICenhance the HRIS, develops technical spe-c"ications and writes programming codes,

this piaices the work of the subjec-A position above the SA level. We also found from our

evaluation and analysis that the scope and complexity of the subject position's work are

consistent with those outi'ned on Class Spec No. 2100505/Senior SA. This class spec
descr~lbes positions that plan, devei,-.)p, coordinate and analyze data processing

systerns to determine feasibility and practicaility of requested service; diagnose system
fai'lure to isolate source of problern between equipment, system software and

application pro-grams; and may coordinate and/or serve as lead to subordinate staff.

Subsequently, we compared the position's work to that of other Senior SA positions

within the Unit, and found them to be similar in scope and complexity.

Rec ummendation:

Since this comprehensive analysis revealed that the subject position belongs in the

Systems Analysts class series, we recommend position #024955 be reallocated to the

title of Senior Systems Analyst, effective I/l/97, according to departmental

management.

Since the Manager III and the Senior Systems Analysttitles both have the same pay

range, the implementation of this action will result in no additional cost to the

1-1deparh-erf.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

Executive Services Department (ESD)
Personnel Specialist, Assislant

Personnel Specialist, Assistant

017371,04-4657

030 Current Salary: $14.77 - $17.22 (Range: 25.OA)

RECOMMENDED ACTION
Classification Title~

Ordinance Title:

Legislation Re quired:

Bargaining Unit:

Remarks

INCUMBENTSTATUS
Incumbent.

Personnel Specialist

Personnel Specialist

Yes

030 Recommended Salary: $18-55-$21.67 (Range:31.OA)

Seenext page for pertinent allocation information

Current Standing: Personnel Specialist, Assistant

Recommended Standing: Personnel Specialist

In recommended standing, incumbent statLIS iS:

[] Regular;

Authority. Personnel Rule
Probationary: . [ X

] Temporary,

2.3.100;
1 [ ] 2.3.200; X ] 2.3.300.

emarks: Effective date is January 1, 1997

Recommended: Team

Approved: Edie Jorgensen ~;

Classification/Compensation Analyst(s)

Passification/Compensation Supervisor

Lidia Santiesteban-,',"'-Ciassification/Compensation Director

Sarah Welc Personnel Director



Source of Reauest and Position Identification:

These positions were reviewed as a result of a request from the employees. The

positions are located in the Pe-,,-sonnel Division, Human Resource Services. The

incumbents have submitted one PDQ for both positions.

Position Histo!y:

D;-:~,failed historical data of the positions can be accessed via the Personnel

Division's, Records Unit, Position # 017371 was created effective January 1,

1979~ by the 19-17 9 budget, The im-'Urnbert has been in the position since August

19, 1,987. Position # 024657 was created effect;ve March 23, 1994, 'OV

Emergency (RFC 10-94. The. incumbent has been in the position since May 18,

1994.

§cQ-p of Review:

This review was conducted by Carl Swanson, Classificat-iorl Analyst assigned to

Tearn R. The review of the subject position included analysis of the following:

* the Position Description Questionnaire (PDQ) submitted for this review;

* Team B's review/analys~s of subject positions information;

+ cornnarison to slimilar positions-,

* review of the organization chart afflecting the subject positions;

* positions' history records and related classification files.

Summary of Work:

The essential purpose of these positions is to coordinate employment activities,

mronitor the sele,::~tion process, provide direction to staff, interpret and explain .

collective bargaining agreertnents and PersonnelRules and regulations, and act

as benefits coordinators.

Duties include:

Coordinating persor nel and employment activities for ESD, providing technical

assistance to staff regarding selection procedures; developing and writing job

announcements, exam rnaterials and correspondence; reviewing and revising

interview questions; serving as a rater or... written exams and interview panels,

Coordinating benefits by enrolling employees in benefit plans, resolving

complaints, counseling employees, completing employer's statements for

LTD, GTL, and AD&amp;D claims; and reconciling rnonthly medical and dental

statements;



- ------- I
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FACTORS -

--1...... I .......... - ---- _:

Monitoring ESD's compliance with EEO and Affirmative Action goals,

determining if selective referralis required when filling a position, upda-fing

ESD's Afftmative Action Profile; and

Interpreting and explaining collective bargaining agreements and Personnel

Rules and regulations.

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.

class concepts:

PERSONNEL SPECIALIST

Positions in this class perform varied, independent profess.onal work in the

personnel unit of an operating departnient using basic knowledge of public

personnel management concepts, methods, practices and procedures and

famiiiaritv with the organizational design, major program elements and

occupational chai-acteristics of the department served.

This is the first level beyond the Trainee class of professional work in an

operating department and represents the first level of independent responsibility

for professional progra '
rn activities, problems and issues as they typically occur at

the operating (non-central agency) level. Positions in this class are distinguished

from Senior Personnei Specialist !n that they are not responsible for the full

administration of specialized programs or functions, nor for the implementation
and administration of an entire personnel program. in a smaller department or

office.

These Mo positions became part of the new Executive Services Department,
created by merging the Personnel Department, the Department of Administrative

Services (D)AS), and the Finance Department, effective January 1, 1997.

Position # 017371 was in DAS and position # 024657 was in the Finance

Department. With the consolidation of three departments into one, the duties and

responsibilities of the existing HR staff members were changed.

The subject positions took on the responsibility for coordinating the employment
function, coordinating benefits, monitoring compliance with EEO and Affirmative

Action goals, interpreting and explaining collective bargaining agreements,

investigating complaints relating to employment activities-and recommending
decisions, and reviewing reclassification requests. These are duties which reflect

a ~evel of responsibility which exceeds the class concept of Personnel Specialist,

Assistant, and are more appropriate to Personnel Specialist.



. .. ....... --- ........ - ------------ -- --- - - - - ...... .... ...
. .................................................

Based on the duties and responsibilities assigned, we recommend that these

Posit"ons be reallocated to Personnel Specialist, effective January 1, 1997, the

date t'he duties Changed.

If implemented on the 1998 Second Quarter Ordinance, the maxim;Um estimated

cost of '..'rnplernenting this action would be $34,295.92, This figure includes any
current and retroactive (if appifc,abfle) cost for thiH.,: action. The ongoing annual

cost for this action would be $"!,(360,58. The -ai-uiations are based on the

dii*, erence beMeen' the top step of hle current and the recommended salary

range and includes statutory benefits (FiCA, eic.). The actual amount payable to

any affected employee~ will vary.
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CITY OF SEATTLE

EXECUTIVE SERVICES

DEPARTMENT
CLASSIFICATION DETERMINATION REPORT

POSITION IDENTIFICATION

Department. Executive Services

Classification Title: Senior Carpenter

Ordinance Title: Senior Carpenter

. . .....................

Position Number: 014284

Bargaining Unit: 017 Current Salary: $19.48-$20.29 (Range: n1a)

.RE-C-O-MMENDED ACTION

Clas-,i M cation Title: Carpenter Crew Chief

Ordinance Title: Carpenter Crew Chief

Legislation Required: Yes

Bargaining Unit: 017 Recommended Salary: $20.65-$22.35 (Range: n/a)

Remarks

INCUMS.E.N.T-STATU-S

Incumbent:

Current Standing:

Remarks: Reallocation

Senior Carpenter

Recommended Standing: Carpenter Crew Chief

In recommended standing, incumbent status is:

]Regular; Probationary: X Temporary (audit required).

Authority: Personnel Rule

2.3.10 0; 2.3.200; X 2.3.300.

Recommended: Team A

Approved: Edie Jor

Lidia Santiesteban,

See next page for pertinent allocation information

Classification/Compensation Analyst(s)

Classification/Compensation Supervisor

~' Classification/Compensation Director

Personnel Director
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Source of Request and Position Identification:
- -------- --------------- --- ..... . .............

This Position was reviewed as a result of a request from the department. Position

#014284 is located in the Ma,nteanance Unit of ESD. The unit is responsible

for perforr-ning :routine miaint-enance., preventative maintenance, and emergency work for

over 100 buildings.

Scope of Review:

This review was conducted by Class."Comp Team A, consisting of Irene Ogunyemi and

Susie Hansen Farrell. The review of the subject position included analysis of the

fo I I o 1,v I n g:

* Position Description Questionnaire (PDQ) dated April 14, 1997, and submitted for

this review;

+ Tearr-~ A's review/analysis of subject position information;

* Class.fication specifications for Seniol, Carpenter and Carpenter Crew Chief;

+ Rev';ew of the organ~izationa~l chart affecting the subject position;

+ Position history records and related classification files.

The essenfial' purpose of this positkon Is to supervise seven carpenters in the Carpenter

Shop. T he posifion schedules work, provides instruction, establishes and maintains

Iwork priorities, determines maintenance requirements, and provides estimates of work

to terlants and others as well as prepanng and m:onitoring the u-nit's budget.

Note~ Por a more complete fisling of duties and responsibilities, please refer to the

Position Description Questionnaire subrnitfed for this review and included in the position

rile.

!~n-alysis:

C~ass sp-ecifica-tions for Senior Carpenter and Carpenter Crew Chief were reviewed for

th.is anaiysis. Positions in these tv.,o classes perform generally the same duUes, with

one rnajo-r difference: the Senior -!ass leads the work of carpenters, while the Crew

Chief provides the ful'; range of supervision, including scheduling and evaluating the

wark of subordinates, 'T'he Crew '-h'ef also has respons, bility for preparing and

monitoring the unit's budget.

This position spends 25% of the work time maintaining reports, records, timesheets,

and job time input on electronic repair orders; 20% of the time supervising seven

employees, Tidu6ng performance evaiuatlon; 7% providing instruction; 15%

establishing and m9fritaining work- priorities and scheduling work. Since these duties

corn-prise the majority of the position's duties (over 65%) and are duties ordinarily

perforrned, by a supervisor, this position can be- said to be funcdoning as a supervisor.

As such, the position matches the class spec for tine Carpenter Crew Chief.



I-- ............................. ..................... - ........ -.- .... ---l-,

......................... - --------- ...........

Recommendation:

As this position is performing the duties of a Carpenter Crew Chief (in the form of

supeNision of carpenters and budget responsibilities), we recommend that the position

be -ailocated to that title effective January 2, 1997, as advised by Labor Relations, and

because this is the date the position assumed the new duties.

Costin -*g,

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

imp!ementing this action would be $7,938.16. This figure includes any current and

retroactive cost for this action. The ongoing annual cost for this action would be

$5,013,57. The calculations are based on the difference between the top step of the

current and the recommended salary range and includes statutory benefits (FICA, etc.)

The act~~al amount payable to any affected employee will vary.



2,'X,

CITY OF SEATTLE
EXECUTIVE SERVICES

DEPARTMENT

I

. 1%

Report No- 98-1685

POSITION IDENTIFICATION

Department: Executive Services

Classification Title: Accounting Technician III

Ordinance Title: Accounting Technician III

Position Number: 023838

Bargaining Unit: 030 Current Salary: $15.36-$17.22 (Range: 25.013)

REPOMMENDED ACTION
-----------

Classification Title: Accountant

Ordinance Title: Accountant

Legislation Required: Yes

Bargaining Unit: 034 Recommended Salary: $16.57-19.29 (Range: N/A)

CLASSIFICATION DETERMINATION REPORT

See next page for pertinent allocation

INCUMBENT STATUS

Incumbent:

Current Standing., Accounting Technician III

Recommended Standing: Accountant

In recommended standing, incumbent status is:

[ X ] Regular;

Authority. Personnel Rule

[ ] 2.3.100;

[ ] Probationary: [ ] Temporary.

[ X ] 2.3.200;

Remarks: Gradual accretion of duties

Recommended:

Approved:

Team A

Lidia Santiesteban

Edie ensen

I ] 2.3.300.

Classification/Compensation Analyst(s)

Classification/Compensation Supervisor

Class ification/Compen sation Director

Acting Personnel Director
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Spurg", Rpq~Lest and Posiflr~r, Idpritification-

This position was reviewed as a result of a request from the department. The

department states that the duties of this position have changed to accommodate the

needs of the department. Pos."ion #023838 is located in the Special Accounting Unit of

the Accounting Services Division. The unit is responsible for providing high quality

financial information to all customers, ensuring that the City meets its financial and legal

responsibilities, providing leadership in accounting and financial reporting, and ensuring

efficient utilization of City resources applied to accounting and financial reporting.

Scope of Review-

This review was conducted by Class/Comp Team A, consisting of Irene Ogunyemi and
Susie Hansen Farrell. The review of the subject position included analysis of the

following:

* Position Description Questionnaire (PDQ) dated January 27, 1998 and submitted for

this review;

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

+ Classification specifications for Accounting Technician I I I and Accountant;

* Review of the organizational chart affecting the subject position;

+ Position history records and related classification files;

+ Comparison to similar positions.

Surnmarv of Work:

The essential purpose of this position is to review vouchers and general ledger entries

prepared by various small City departments 'Lo ensure accuracy, proper accounting

practices and adherence to the City's policies and procedures; monitor billings to other

City departments for timely payments; design and develop analytical accountinglools

using a combination of queries from the financial management system, downloads of

accounting data, and use of Word and Excel applications for analysis and problem

solving; and Citywide accounting functions including budget monitoring, cash

reconciliation, reports, and research and analysis of accounting problems and

formulation of solutions.

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:

Class specifications for Accountant and Accounting Technician III were used in the

following analysis. The class specification for Accountant states that these positions

perform a variety of professional accounting functions, including auditing, monitoring,

researching and recommending revisions to accounting procedures and operations.

These positions may analyze and prepare cash flow forecasts and financial reports,



audit and reconcile accounts in the general ledger, monitor and control accounting

activities in the recording of financial transactions, verify and review accounting

transactions and make appropriate corrections, and prepare variance reports.

The Accounting Technician III engages in the maintenance and preparation of

accounting records and files and performs all maintenance operations and procedures

pertaining to a complex set of accounts. They may coordinate, prepare and review

reports; research and resolve difficult billing inquiries; assist in the implementation of

new procedures; and coordinate and lead in the maintenance of control records. Both

Accounting Tech III and Accountant positions can be expected to monitor the work of

subordinates.

The duties of the position under review clearly fit the Accountant class spec more

closely than that of the Accounting Technician Ill. The position's responsibilities include

reviewing vouchers and general ledger entries from small departments for adherence to

accounting practices and City policies; reconciling Citywide cash transfers in/out and

cash receipts/disbursements and ensuring that all accounts are in balance before

month end; identifying variances, determining the cause (system error, payroll error,

manual error, etc.), determining what action is needed to rectify the errors and then

making the journal entries for corrections; and reviewing and interpreting budget

ordinances pertaining to budget revisions and inputting authorized amounts into budget

control spreadsheets for each department, along with entering budget actions into the

general ledger and balancing the budget reports with budget review spreadsheets.

These duties are clearly beyond the scope of the Accounting Technician Ill, who

performs more of a records maintenance function.

Recommendation:

As this position is performing duties comparable to those described in the Accountant

class specification, we recommend this position be allocated to the Accountant title

effective January 27, 1998, the date the PDG was signed.

Costing:

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

implementing this action would be $2,938.78. This figure includes any current and

retroactive cost for this action. The ongoing annual cost for this action would be

$5,037.91. The calculations are based on the difference between the top step of the

current and the recommended salary range and includes statutory benefits (FICA., etc.).

The actual amount payable to any affected employee will vary.



CITY OF SEATTLE

PERSONNEL DEPARTMENT
CLASSIFICATION DETFRIVIINATION REPORT

-,ate, February

POSITION IDENTIFICATION

Report 98-1 05

6

Department: Executive Services Department

Classification Title: Senior Public Relations Specialist

Ordinance Title: Senior Public Relations Specialist

Position Number* 011227

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

RECOMMENDED ACTION

Classification Title: Public Relations Supervisor

C rdinance Title: Public Relations Supervisor

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $21.67 - 25.23 (35~0A)

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent:

Current Standing: Senior Public Relations Specialist

Recommended Standing: Public Relations Supervisor

In recommended standing, incumbent status is:

[ ] Regular [ ] Probationary

,Authority., Personnel Rule

[ X ] Temporary

[ ]
2.3100

[ 12.3.200 [ X ] 2.3.300

l'b"'

Recommended: Team 2P Classification Analyst(s)
L.;

Approved: Edie Jorgensen Classification Supervisor

Lidia Santiesteban'T
~

Classification/Compensation Director

Norma McKinv4VActing Personnel Director



POSITION IDENTIFICATION AND SOURCE OF REQUEST

Position #0112,27 is located in the Director's Office within the.Executive Services

Department. It is being reviewed as afesult of a departmental request.

BACKGROUND

Departmental management states that with the creation of the Executive Services

Department on January 1, 1997 the following occurred:

the level of influence and sensitivity concerning media relations assigned to

this position increased,

this position was assigned full supervisory duties over a part-time Senior

Public Relations Specialist.

SCOPE OF REVIEW

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

+ the Position Description Questionnaire (PDQ) dated September 19, 1997;

+ class specifications and position files in the Public Relations Specialist class

series;

+ matrices for Strategic Advisor;

+ organization unit affecting the subject position;

+ position history records and related classification files.

POSITION HISTORY

Position #011227 was last reviewed in the Classification Project of January 2,

1991 and at that time classified to the title of Senior Public Relations Specialist.

Duties consisted of: planning, designing, laying out and coordinating a variety of

marketing, promotional and outreach strategies and activities. The position was

also responsible for writing, researching, analyzing and assisting staff on issues

assigned by the division and department directors.

SUMMARY OF WORK
This position is currently responsible for communicating the department's official

public position and for working on a variety of departmental and Citywide projects.

It is a[-so involved in high-profile Citywide programs, and is a key member of the

Executive Services Director's Office. This position is also expected to clarify and

resolve technical and policy issues as they arise.



Review of the PDQ revealed that Public Relations Specialist is the, most relevant

class series. Positions in the Public Relations Specialist class series plan,

develop, prepare, distribute and/or evaluate a variety of public relations or

involvement programs and materials; and participate in the planning,

development, and implementation of marketing strategies or public involvement

plans for departmental projects and programs. This class series consists of three

levels and they are distinguished from one another by their respective degrees of

work difficulty and responsibility.

NO TE~ For a complete llstlng of the subject posItion ~g resoonsibillties, see ffie Position DescrIption

Questionnaire (PDO), oaled September 19, 1997, anal submItted forpurposes of#Vs

revlew

ANALYSIS

Review of the PDQ and supporting documentation revealed the following:

that Citywide activities assigned to this position resulted from the

consolidation of several administrative functions and duties with

the creation of the new Executive Services Department;

that the subject position is responsible for performing internal

pioyCitywide information dissemination functions for the _@m

of the City (Z e., coordinating #7e newslettei, responding tc inquiries ffiat affect

primarily ffie operations of the ExecutIve Selvices Deoal-tment),-

that the Mayor's public information staff continues to be

responsible for disseminating information to the public, external

constituents, and the media regarding Citywide and

4. that the subject position is responsible for supervising a part-time

Senior Public Relations Specialist

Departmental management and the subject incumbent asked that the work of

this position be reviewed using the Strategic Advisor Matrix. The concept of

Strategic Advisor is as follows:

Strategic Advisors for the City of Seattle serve as key advisors to

senior officials, or make recommendations that help shape

significant City policies or programs, or represent the City in

strategic arenas, without having full accountability for managing
resources to achieve specific outcomes.



The above characterization clarifies that the.assigned body of work does not

appropriately represent the concept for Strategic Advisor, in that it does not serve as a

key advisor for the City of Seattle, nor does it help shape significant City policies. The

position, however, is involved with internal issues that can effect the City's entire

employee body. However, the Public Relations Specialist class series, does

characterize the work of the subject position. The concept of work from the class

specifications of the series is as follows:

Positions plan, develop, prepare, distribute and or evaluate a variety of

public relations or involvement programs and materials; and participate in

the planning, developing and implementing of marketing strategies or public

involvement plans for departmental projects and programs, This class series

consists of three levels, journey, senlar anal superlisor, and they are distinguished

from one another by the sensitivity of the program, and upon their respective

degrees of work difficulty and responsibility required.

The duties of the subject position as outlined above, indicate that the work is beyond
the journey and senior levels, Work at the journey level typically involves the less

controversial public programs, public involvement issues or public relations problems,

and the senior level entails coordinative and lead responsibilities, and the work

requires greater discretion due to assignments of a more controversial nature, The

supervisor level is distinguished from the senior by its supervisory role over

subordinate staff.

RECOMMENDATION

The duties and responsibilities assigned to the subject position correspond with those

characterized in the class specification of Public Relations Supervisor.

Positions allocated to this class are responsible for supervising the personnel and

operations of a unit involved in the design, development, production and distribution

of public information materials, public involvement programs/projects and in the

development and implementation of promotional marketing and outreach strategies

and activities. It is therefore recommended, based on the above review, that Position

#0 11227 be reclassified to the title of Pubic Relations Supervisor, This action is

effective January 1, 1997, the date the position transferred into the Executive

Services Department.

COSTING

If implemented on the 1998 Second Quarter Ordinance, the maximum estimated cost

of implementing this action would be $7,244.53. This figure includes any current and

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

would be $4,575.49. The calculations are based on the difference between the top

step of the current and the recommended salary range and includes statutory benefits

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



CITY OF SEATTLE
EXECUTIVE SERVICES

DEPART"M-NT
CI-ASSIFICATION DETERMINATION REPORT

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

Data:

POSITION I.D-ENTIFICATION

Report No,, 98-170

Department: Executive Services

Classification Title: Administrative Specialist I

ordinance Title: Administrative Specialist I -.BU

Position Number: 010447

Bargaining Unit: 035 Current Salary: $13.01-$14.51 (Range., 20.5A)

RECOMMENDED ACTION

Classification Title: Administrative Staff Analyst

Ordinance Title: Administrative Staff Analyst

Legislation Required: Yes

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

[Remarks

INCUMBENT STATUS

See next page for pertinent allocation

Incumbent: Vacant

Current Standing, N/A

Recommended Standing: N/A

in recommended standing, incumbent status is: N/A

[ ]Regular; [ ] Probationary: Temporary.

Authority: Personnel Rule

f ] 2.3.100;

Remarks: Realloe'ation

A -rmecommullOw rucl

Approved: Edie Jo[2ense

Lidia Santiesteba

I ] 23.200; [ 12-3.300.

Class ification/C ompe nsation Analyst(s)

Classification/Compensation Supervisor

Classification/Compensation Director

Personnel Director
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Source of Reguest.and Position Identification:

This position was reviewed as a result of a request from the department. Position

number 010447 was originally located in the budget office of the Administrative

Services Department. The position has been vacant since May of 1996, and is being
transferred to the Technology Division because of their need for administrative support.

Scope of Review:

This review was conducted by Class/Comp Team A, consisting of Irene Ogunyemi and
Susie Hansen Farrell. The review of the subject position included analysis

r4

following:

* Position Description Questionnaire (PDQ) dated. March 9, 1998 and submitted for

this review;

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

* Classification specifications for Administrative Staff Assistant, Administrative Staff

Analyst, and Executive Assistant.

+ Position history records and related classification files;

+ Comparison to similar positions in ESD and other departments.

Summa!y of Work:

This position will report to the Technology Division Director and provide analytical

support on division-level work management and scheduling issues and other division

projects. The main duties will consist of preparing and maintaining the division

workplan; budget planning and preparation, including coordination with others;

preparation of division responses to requests from other units, departments and

agencies; preparation of the unit's emergency response plan; space planning; and

serving as division personnel officer.

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.

Ana!ysis:

The Technology Division has accrued a number of additional responsibilities and the

Division Director is in need of administrative support. This vacant position, if

reclassified, will provide that support.

Class specs for Administrative Staff Assistant, Administrative Staff Analyst, and
Executive Assistant were reviewed for this analysis. An Administrative Staff Assistant

(AS Assistant) performs general administrative functions 'and assists in the coordination

of department projects and programs. An Administrative Staff Analyst (AS Analyst)

provides general administrative and analytical support to a small department or a large

unit of a department. An Executive Assistant performs the more complicated and
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difficult administrative problems,
'

issues and tasks in the areas of budget and personnel

for a small department or a division of a large department.
.

The position under review will, according to the PDQ, spend 20% of the time preparing

and maintaining the division's workplan, including budget planning and coordination

with other units, and 10% of the time in budget preparation and management. An AS
Analyst coordinates the preparation of the unit's budget, develops workload forecasts,

budget goals and objectives and program plans, and coordinates the budget

preparation with other units. An AS Assistant monitors and manages the unit's budget
The position will spend 20% of the time preparing division responses to requests from

other depai~rnents, agencies, and the Mayor's office. An AS Analyst prepares or

manitors the preparation of correspondence, answers questions ... or other requests for

information from sources outside the unit or division. Fifteen percent of the time will be

spent on preparing and maintaining the Division's emergency response plan. In

comparing this duty to other positions, we found that ESD's department-wide

emergency plan is developed, prepared and updated for management review by an AS

Analyst. The next two duties listed on the PDQ, preparing division weekly and other

reports, and space planning, are pefformed in other divisions of ESD and in other

departments by an AS Assistant, The remainder of the time is spent serving as the

division's personnel officer, providing position control, recruiting, and reporting to HR
andPersonnel. An AS Assistant coordinates and participates in a variety of personnel

related activities. An Executive Assistant handles the more involved personnel actions,

such as grievances and personnel problems; and also participates in the development
and coordination of training programs, affirmative action, and performance appraisal

policies, which are duties beyond the scope of this position.

From the above analysis, it is apparent that the majority of the duties (at most, 65%)
fall within the class spec for Administrative Staff Analyst.

Recommendation:

Since the majority of the duties of this position fall within the class specification for

Administrative Staff Analyst, we recommend that this position be reallocated to that title

effective March 9, 1998, the date the PDQ was signed.

Costing:

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

cost of implementing this action would be $12,550.16. This figure includes any
current and retroactive cost for this action. The ongoing annual cost for this

action would be $21,514.55. The calculations are based on the difference

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

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

employee will vary.



CITY OF SEATTLE
EXECUTIVE SERVICES
DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

1998

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number.

Bargaining Unit:

Report No,-. B-1711

Executive Services

Workers' Compensation ClaimsTechnician

Workers' Compensation Claims Technician

018344 and 025344

030 Current Salary: $15.36 -$17.86 (Range: 26.OA)

RECOMMENDED ACTION

Classification Title: Workers' Compensation "pecialist

Ordinance Title: Workers' Compensation Specialist

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $17.22 - $20.04 (Range:

I

Remarks: Per stipulation and order CSC Appeal No. 98-03-001

INCUMBENT STATUS

Incumbent:

Current Standing:

Recommended Standing:

Workers' Compensation Claims Technician

Workers' Compensation Specialist

29.OA)

In recommended standing, incumbent status is:

[ X ] Regular;

Authority-, Personnel Rule

[ X ] 2.3.100;

[ ] Probationary: [ ]Temporary.

[ ] 2.3.200; [ 12.3300.

Remarks: Title and salary change.

Recommended:
-

Irene Ogunyemi

Approved:

Classification/Compensation Analyst

Class ification/Compensatio n Supervisor

lassification/Compensation Director

Acting Personnel Director
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Spume of Reguest and P,_-?sliflon Identification:

These positions were reviewed as a result of Civil Service Commission stipulation and

order CSC Appeal No. 98-03-001. Position numbers 018344, and 025344 are located

in the Workers' Compensation Unit, Personnel Division of the Executive Services

Department. The Workers' Compensation Unit is responsible for administering the

City's Workers' Compensation Program in compliance with state law, labor contracts,

and City ordinances in a responsible and cost-effective manner.

Position_b

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

Records Unit.

Scope of Review:

This review was conducted by Irene Ogunyemi, a Class ification/C ompen satio n Analyst

assigned to Team A. The review was based on the Civil Service Commission

Stipulation and Order CSC Appeal No. 98-03-001 - and analysis of the Position

Description Questionnaire (PDQ) dated October 8, 1997.

Summary of Work:

The essential purpose of these positions is to evaluate and investigate industrial

insurance claims involving medical treatment only (no time loss) for City employees who

are injured on the job and determine eligibility for benefits; review medical records and

other information to determine when claims can be closed; prepare disability pay
worksheets and enter time loss information int:) the database; and examine claims for

possible subrogation opportunities.

Note: For a more complete listing of duties and responsibilities, please refer to the Position

Description Questionnaire dated 1018197, and included in the position file.

Analvsis:

According to the Civil Service Commission Stipulation and Order CSC Appeal No. 98-

03-001, the said positions will be retitled in a new class series to be called Workers'

Compensation Analyst . ...... The Workers' Compensation Analyst series shall have

three levels, including Workers' Compensation Specialist, Workers' Compensation

Analyst, and Workers' Compensation Analyst, Senior ......

The duties and responsibilities as outlined in the PDQ dated 10/8/97 were reviewed and

compared to the class specification for Workers' Compensation Specialist. The

classification specification for Workers' Compensation Specialist states Positions in this

class ... evaluate, review and process injury and occupational disease claims
...

to

determine claimant's eligibility for Workers' Compensation benefits and ensure those

benefits are received. Prepares disability pay worksheets, tracks claim and time loss



informat,':m; composes correspondence-, processes medical invoices ... answers

inquiries regarding payment. The review found that the scope and complexity of the

subject positions'work are consistent with those outlined on Class Spec No.

2452003/Workers' Compensation Specialist.

Recommendation:

Therefore, based on the Stipulation and Order CSC Appeal No. 98-03-001, 1

recommend that the subject positions be retitled to Workers' Compensation Specialist.

I also recommend that position #s 018344 and 025344 be allocated to the new title of

Workers' Compensation Specialist, effective January 1, 1994.

!qqs-tilm-

If implemented on the '1998 Second Quarter Ordinance, the maximum estimated cost of

implementing this action would be $55,741.51 This figure includes any current and
retroactive (if applicable) cost for this action. The ongoing annual cost for this action

would be $10,611.25. The calculations are based on the difference between the top

step of the current and the recommended salary range and includes statutory benefits

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



CITY OF SEATTLE
EXECUTIVE SERVICES

DEPARTMENT
CLASSIFICAT[Oz*4 DETERMINATION REPORT

RP-4tTION IDENTIFICATION-- ........... . ...... -

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

Executive Services

See Exhibit A

See Exhibit A

See Exhibit A

030 Current Salary: $17.86 - $20.85 (Range- KOA)

RECOMMENDED ACTION

Classification Title: See Exhibit A

Ordinance Title: See Exhibit A

Legislation Required: Yes

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

Remarks: Per stipulation and order CSC Appeal No. 98-03-001

INCUMBENT STATUS

Incumbent:

Current Standing:

Recommended Standing:

See Exhibit A

Workers' Compensation Claims Specialist

Workers' Compensation Analyst

In recommended standing, incumbent status is:

[
X

] Regular; [ ] Probationary: Temporary.

Authority: Personnel Rule

[ X 2.3.100; 2.3.200;

Remarks: Title and salary change.

Recommended: lrene02unjemi &amp;IL Classification/Compensation Analyst

Approved: Edie J2Mensen,_ Classification/Compensation Supervisor

Lidia Santiesteban Uassification/Compensation Director

Norma Mc~q~ffif Acting Personnel Director
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. .. ..........

Source of Reguest and Position Identification-

These positions were reviewed as a result of Civil Service Commission stipulation and

order CSC Appeal No. 98-03-001. Position numbers 017411, 016001, 024477,

025343, 024063 and 017409 are located in the Workers' Compensation Unit, Personnel

Division of the Executive Services Department, The Workers' Compensation Unit is

responsible for administering the City's Workers' Compensation Program in compliance

S ff iwith state law, labor contracts, and City ordinances in a responsible and co t-e fect ve

manner.

Position Histo!y:

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

Records Unit.

Scove of Review:

This review was conducted by Irene Ogunyemi, a Classification/Compensation Analyst

assigned to Team A. The review was based on the Civil Service Commission

Stipulation and Order CSC Appeal No. 98-03-001; and analysis of the Position

Description Questionnaire (PDQ) dated October 8, 1997~

SummanLqtWork-

The essential purpose of these positions is to manage workers' compensation claims

involving time loss for City employees who are injured on the job by determining

eligibility for benefits, arranging for appropriate treatment, and coordinating the

employee's return to work. This requires a thorough knowledge of Washington State

Industrial Insurance laws, City ordinances and policies, labor contracts, ADA, and an

understanding of medical diagnoses, treatments, and related disabilities.

Note: For a more complete listing of duties and responsibilities, please refer to the Position

Description Questionnaire dated 1018197, and included in the position file.

Analysis:

According to the Civil Service Commission Stipulation and Order CSC Appeal No. 98-

03-001, the said positions will be retitled in a new class series to be called Workers'

Compensation Analyst. . - ~ ~

The Workers' Compensation Analyst' series shall have

three levels, including Workers' Compensation Specialist, Workers' Compensation

Analyst, and Workers' Compensation Analyst, Senior......

The duties and responsibilities as outlined in the PDQ dated 10/8/97 were reviewed and

compared to the class specification for Workers' Compensation Analyst. The class

specification for Workers' Compensation Analyst states Positions in this class

investigate, compile, analyze and interpret medical and injury documentation and a

variety of rules, statutes, ordinances and legal precedents to determine claimant's
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eligibility for Workers' Compensation benefits and ensure benefits are received. The

review found that the scope and complexity of the subject positions' work are consistent

with those outlined on Class Spec No. 2452004ANorkers' Compensation Analyst.

These positions are expected to manage workers" compensation claims involving time

loss for City employees who are injured on the job by determining eligibility for benefits,

arranging for appropriate treatment, and coordinating the employee's return to work.

Recommendation:

Therefore, based on the Stipulation and Order CSC Appeal No. 98-03-001, 1

recommend that the subject positions be retitled to Workers' Compensation Analyst. I

also recommend that position #s 017411, 016001, 024477, 025343, 024063 and

017409 be allocated to the new title of Workers' Compensation Analyst, effective

January 1, 1994.

Costing:

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

implementing this action would be $242,671.49 This figure includes any current and

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

would be jjf~ ~O6.5~9. The calculations are based on the difference between the top

step of the current and the recommended salary range and includes statutory benefits

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



EXHIBITA

Date: March 18, 1998

Department:

Report #98-1712

Executive Services

RECOMMENDED CLASSIFICATION TITLE: Workers' Compensation Analyst

RECOMMENDED ORDINANCE TITLE: Workers' Compensation Analyst

.RECOMMENDED SALARY: $20.04 - $23.35 (Range: 33.OA)

Incumbent: Position number: 016001

Current Classification Title: Workers' Compensation Claims Specialist

Current Ordinance Title: Workers' Compensation Claims Specialist

Incumbent: Position number: 017409

Current Classification Title: Workers' Compensation Claims Specialist

Current Ordinance Title: Workers' Compensation Claims Specialist

Incumbent-

Current Classification Title:

Current Ordinance Title:

Position number: 017411

Workers' Compensation Claims Specialist

Workers' Compensation Claims Specialist

Incumbent: Position number: 024063

Current Classification Title: Workers' Compensation Claims Specialist

Current Ordinance Title: Workers' Compensation Claims Specialist

Incumbent., Position number: 024477

Current Classification Title: Workers' Compensation Claims Specialist

Current Ordinance Title: Workers' Compensation Claims Specialist

Incumbent: Position number: 025343

Current Classification Title: Workers' Compensation Claims Specialist

Current Ordinance Title: Workers' Compensation Claims Specialist



CITY OF SEATTLE

EXECUTIVE SERVICES
DEPARTMENT

CLASS71CATION D77TERMINATION REPORT

pril 1" 19S"3 Report No,-. 98-1713

I

POSITION IDENTIFICATION
I

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

RECOMMENDED ACTION

Executive Services

Workers' Compensation Claims Specialist, Senior

Workers' Compensation Claims Specialist, Senior

020184 and 021137

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

I
Classification Title: Workers' Compensation Analyst, Senior

Ordinance Title:

Legislation Required:

Bargaining Unit:

Remarks:

Workers" Compensation Analyst, Senior

Yes

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

Per stipulation and order CSC Appeal No. 98-03-001

INCUMBENT STATUS

Incumbent:

Current Standing: Workers' Compensation Claims Specialist, Senior

Recommended Standing: Workers' Compensation Analyst, Senior

In recommended standing, incumbent status is:

[ X ] Regular; Probationary: ]Temporary.

Authority: Personnel Rule

[ X ] 2.3.100; 2.3.300.

Remarks. Title and salary change.

Recommended: Irene 02unyemi Cla s ificatio n/Corn pens ation Analyst

Approved: Edie JMensen Classification/Compensation Supervisor

Lidia Santiestebano assification/Compensation Director

Acting Personnel DirectorNorma
McKinn=
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Source 9f Request-andPositign-Ldqn-fificatlow.

These positions were reviewed as a result of Civil Service Commission stipulation and

order CSC Appeal No. 98-03-001. Position numbers 020184 and 021137 are located in

the Workers' Compensation Unit, Personnel Division of the Executive Services

Department. The Workers' Compensation Unit is responsible for administering the

City's Workers' Compensation Program in compliance with state law, labor contracts,

and. City ordinances in a responsible and cost-effective manner.

Positio[I HistoipL:L__

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

Records Unit.

Scopeof Review.

This review was conducted by Irene Ogunyemi, a Classification/Compensation Analyst

assigned to Team A. The review was based on the Civil Service Commission

Stipulation and Order CSC Appeal No. 98-03-001; and analysis of the Position

Description Questionnaire (PDQ) dated October 8, 1997.

Summary of Work

The essential purpose of these positions is to manage workers' compensation claims

involving catastrophic, life-impacting conditions; supervise claims specialists and claims

technicians; and assist the unit manager with policy development,

Note: For a more complete listing of duties and responsibilities, please refer to the Position

Description Questionnaire dated 1018197, and included in the position file.

Analvsis:

According to the Civil Service Commission Stipulation and Order CSC Appeal No. 98-

03-001, the said positions will be retitled in a new class series to be called Workers'

Compensation Analyst. .... _ The Workers' Compensation Analyst series shall have

three levels, including Workers' Compensation Specialist, Workers' Compensation

Analyst, and Workers' Compensation Analyst, Senior......

The duties and responsibilities as outlined in the PDQ dated 10/8/97 were reviewed and

compared to the class specification for Senior Workers'Compensation Analyst. The

class spec for Senior Workers' Compensation Analyst states Positions in this class

investigate, compile, anaWe and interpret complex and controversial medical

documentation and a variety of rules, statutes, ordinances and legal precedents to

determine claimant's eligibility for.Workers' Compensation benefits; ensure benefits are

received, and provide supervision to subordinate staff.
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1-iie review found that the scope and c-.impley',:ty of the subject positions' work are

consistent with those outlined on Class Spec No. 24520051Senior Workers'

Compensation Analyst. These positions are expected to investigate, compile, analyze
and interpret complex and controversial medical documentation and a variety of rules,

statutes, ordinances and legal precedents to determine claimant's eligibility for Workers'

Compensation benefits; ensure benefits are received; and provide supervision to

subordinate staff.

Recommendation:

Therefore, in accordance with the Stipulation and Order CSC Appeal No. 98-03-001, 1

recommend that the subject positions be retitled to Senior Workers' Compensation

Analyst. I also recommend that position #s 020184 and 021137 be allocated to the new
title of Senior Workers' Compensation Analyst, effective January 1, 1994.

Costing:

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

implementing this action would be J§gZ16.50 This figure includes any current and

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

would be ILDQ9.27. The calculations are based on the difference between the top

step of the current and the recommended salary range and includes statutory benefits

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



CITY OF SEATTLE
EXECUTIVE SERVICES

DEPARTMENT
CLASSIFiCATION DETERMINATiON REPORT

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number-

Bargaining Unit:

See next page for pertinent allocation

RECOMMENDED ACTION

Classification Title: Graphic Arts Designer

Ordinance Title: Graphic Arts Designer

Legislation Required: Yes

Bargaining Unit: 004 Recommended Salary: $16.57-$19.29 (Range: N/A)

Remarks

INCUMBENT STATUS
.. ................. - ... ... . ..... ..............

Incumbent:

Current Standing: Phototypesefter

Recommended Standing: Graphic Arts Designer

In recommended standing, incumbent status is:

[ X ] Regular;

Authority: Personnel Rule

[ ] 2.3.100;

Remarks, Reclassification

Approved:

Executive Services

Phototypesetter

Phototypesetter

013943

004 Current Salary: $14.00-$16.27 (Range: 23.5A)

[ ] Probationary:

[ X ] 2.3.200;

Edie JoLgensen

Lidia Santiesteba

Norma McKinryV

[ ] Temporary.

[ ] 2.3.300.,

Classification/Compensation Analyst(s)

Classification/Compensation Supervisor

Classification/Compensation Director

Acting Personnel Director
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Source of Reauest and Position Identification:

This position was reviewed as a result of a requ-,.st from the department. Position

number 013943 is located in the Graphic Arts unit of the Executive Services

Department, which is responsible for designing, creating, illustrating and producing a

variety of printed materials (brochures,~ newsletters, flyers, advertising); presentational

m-e,dia displays/exhibits, flip charts, visual aids); and promotional materials (T-shirts,

patches, mugs, stickers), They also act. as creative advisors and production

consultants for other departments and groups.

Scope of Review:

This review was conducted by Susie Hansen Farrell, Classification Analyst assigned to

Team 1. The review of the subject position included analysis of the following:

+ Position Description Questionnaire (PDQ) dated March 3, 1998 and submitted for

this review;

* Reviewlanalysis of subject position information;

* Classification specifications for Phototypesetter and Graphic Arts Designer;

* Review of the organizational chart affecting the subject position;

* Position history records and related classification files; and

+ Comparison to similarpositions.

Summaty of Work-

The essential purpose of this position is to design, produce and ready for print or

electronic publishing all nature of communication materials for City departments, for

both internal and external use.

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.

Background:

According to the PDQ, this position works as a member of a team of graphics arts

designers to produce a variety of printed material used by City departments. Because

of the advent of desktop publishing. typesetting per se no longer exists, and this

position performs the same duties as the other graphic arts designers in the group.

Analysis:

The class specifications for Phototypesetter and Graphics Arts Designer were used in

this analysis. A Phototypesetter prepares typeset textual segments of pamphlets,

brochures, newspapers, formal reports, forms and other publications. A Graphic Arts

Designer designs, illustrates, coordinates and prepares various graphic arts materials

for a department.
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This position meets with clients and advises them of available communications options

which can be designed to effectively reach the customer's audience. The position

performs the full range of design and layout per the client's requirements. This involves

determining placement of graphic elements and type, and choosing type fonts, ink

colors, and paper stock. The position also creates illustrations, logos, maps and digital

scans of other artwork and photographs,

Recommendation:

The position has assumed the full range of design, illustration, preparation and

consultant duties as performed by positions allocated to the Graphic Arts Designer

classification. Therefore, it is recommended that this position be reclassified to the title

of Graphic Arts Designer effective March 3, 1998, the date the PDQ was signed.

Costing:

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

implementing this action would be $4,287.50. This figure includes any current and

retroactive cost for this action. The ongoing annual cost for this action would be

$7,349.99. The calculations are based on the difference between the top step of the

current and the recommended salary range and includes statutory benefits (FICA, etc.).

The actual amount payable to any affected employee will vary.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

Date. 05104198 Report No.: 98-17 21 %5

POSITION IDENTIFICATION

Department: Executive Services Department

Classification Title: Personnel Analyst, Senior

Ordinance Title: Personnel Analyst, Senior

Position Number: 023516

Bargaining Unit: 030 Current Salary: $22.08hr - $25.70hr

. ................ -- ...............

RECOMMENDED ACTION

Classification Title: General Government Strategic Advisor I

Ordinance Title: General Government Strategic Advisor I

Legislation Required: Yes

Bargaining Unit: NA

'I Remarks

INCUMBENT STATUS

Incumbent:

Recommended Salary: $21.33 hr.- $28.79 hr.

Copy of PDQ is affached.

Current Standing: Personnel Analyst, Senior

Recommended Standing: General Government Strategic Advisor I

In recommended standing, incumbent status is: NA
[ ]Regular; [ ] Probationary;

Authority: Personnel Rule

2.3.100; 2.3.200;

Recommended:

Approved:

CLASSIFICATION DETERMINATION REPORT

Carla H. Coward

Lidia Sanfiesteban

John Pearson

[ ]Temporary.

12.3.300.

Class/Comp Analyst

Class/Comp Supvervisor

Class/Comp Director

Personnel Director
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gjQl;f~Cg OF REQUEST

This position was reviewed as a result of a request from the Executive Services

Department (ESD). This request is supported by management based on an accretion

of responsibility over the past one to two years. Over that period the Personnel

Director increasingly relied on the Policy Unit and this position to take on program

design and change initiatives due to capacity or workload limits in the various specialty

units of the division. This accretion is due in large part to immediate needs that develop

to serve the customer departments or the Executive and Legislative offices. To be

responsive, this position has needed to operate more broadly and in more complex,

sensitive areas than originally planned. Since this position was intimately involved in

the program design and enabling legislation and allocation for the Strategic Advisor

classification and compensation programs, it was inappropriate to involve this position

at that time. It is requested that any reclassification action on this position be effective

on the program implementation date of January 7, 199&amp;

ANALYSIS AND RECOMMENDATION

Scope of Review: The position was reviewed by a team of class/comp analysts

for inclusion in the Managers or Strategic Advisor Program. The point factor analysis

yielded 230 points in the Manager point factor system and 450 points in the Strategic

Advisor point factor system. Strategic Advisor 1 is the most appropriate allocation due

to the position 's strong advisory and policy role. The points for each dimension are

listed below.

Point Factor Dimensions:

Program Policy Technical BudgeV

Fiscal

Human

Resources

Communications Matrix

Med[75 Med/175 Limited/0 Limited/O Limited/O High/100 High/100
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Recommendation:

Based on the duties and responsibilities, we recommend that this position be

designated as a General Government Strategic Advisor 1, effective on the program

implementation date of January 7, 1998.



CITY OF SEATTLE
EXECUTIVE SERVICES
DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Report No,: 98-172~~

Pn-qlTlc)N I ENTIFICATION
--- ------------------------------- . .......

Department: Executive Services

Classification Title: Automotive Maintenance Crew Chief

Ordinance Title: Automotive Maintenance Crew Chief

Position Number: 011005

Bargaining Unit: 009

RECOMMENDED ACTION

Current Salary: $21.03 - $22.75 (Range: N/A)

Classification Title: Shops Operations Supervisor

Ordinance Title: Shops Operations Supervisor

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $23.35 - $25.23 (Range- 35.OC)

See next page for pertinent allocation information

INCUMBENT STATUS R

Incumbent:

Current Standing: Automotive Maintenance Crew Chief

Recommended Standing: Shops Operations Supervisor

In recommended standing, incumbent status is:

[ ]Regular;

I

Authority: Personnel Rule

[ ] 2.3.100;

Remarks:

[ ] Probationary: [ X ] Temporary (exam required).

[ ] 2.3.200;

Recommended: Team I Z~~ 2~

Lidia Santiesteban

[ X ] 2.3.300.

Classification/Compensation Analyst(s)

Classification/Compensation Supervisor

~lassification/Compensation Director

Norma McKinneyM,/ Personnel Director
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Source of Reguest and Position Identification:

This position was reviewed as a result of a departmental request. Position #011005 is

located in the Fleet Services Division of the Executive Services Department. This work

unit is responsible for in-service work of in-house vehicle.

Position Histo!y:

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

Records Unit.

Scope of Review:

This review was conducted by Irene Ogunyemi, a Class/Comp Analyst assigned to

Team 1. The review of the subject position included analysis of the following:

* Position Description Questionnaire (PDQ) dated 3/27/98, and submitted for this

review;

+ Review and comparison of class specifications for Automotive Maintenance Crew

Chief/#8102006 and Shop Operations Supervisor1#8102307;

* Review/analysis of subject position information;

* Review of the organizational charts affecting the subject position;

* Position history records and related classification files.

SummaU of Work:

The essential purpose of this position is to coordi hate the new vehicle/equipment in-

service operation; supervise a Fleet Services vehicle maintenance shop engaged in the

maintenance and repair of conventional and specialized motor vehicle equipment; and

to supervise, plan, schedule, coordinate and evaluate the work of subordinates.

Note: For a more complete listing of duties and responsibilities, please refer to the Position

Description Questionnaire submitted for this review and included in the position file.

Analysis:

A change in duties has occurred according to the submitted PDQ. To appropriately

classify position #011005, its duties and responsibilities were reviewed and compared to

class specifications for Automotive Maintenance Crew Chief and Shop Operations

Supervisor. The work of the two classes is characterized as follows:

Automotive Maintenance Crew Chief: Positions allocated to this class plan, organize

and direct the work of a crew in the fabrication, repair and maintenance of a variety of

motorized vehicles and automotive equipment.



'FRAINVA I ALLOCAI ION UA(-JOW~`-, -

Shop Operations Supervisor: Positions allocated to this class supervise a motor

vehicle maintenance shop engaged in themaintenance and repair of automotive

equipment.

The review revealed that the Automotive Maintenance Crew Chief is no longer.

appropriate for the subject position. The focus of the subject position has changed from

directing the work of a crew in the fabrication, repair and maintenance of a variety of

motorized vehicles and automotive equipment to supervising a Fleet Service vehicle

mai;-:f,enance shop, It was found that the duties and responsibilities as described in the

PDQ and submitted for this review are consistent with those outlined in class

specification for Shop Operations Supervisor.

According to the outlined duties and responsibilities on the submitted PDQ, 100% of the

subject position's time is spent supervising a Fleet Service vehicle maintenance shop.

The duties include supervising, planning, scheduling, coordinating, and evaluating the

work of subordinate staff in the daily operations of vehicle maintenance and repairs.

This position also schedules and coordinates work between several Fleet Services

shops. It prepares estimates, work orders, billing documents and 'writes weekly reports

on the shop activities. In addition, the position updates customers on job status,

estimated completion times, inspects work for quality and resolves complaints.

Recommendation:

Therefore, based on the above analysis, I recommend the subject position be allocated

to the title of Shop Operations Supervisor, effective 3/27/98, the date the department

signed the PDQ.

Costing:

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

implementing this action would be $-3-,_52-0.86. This figure includes any current and

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

would be ~%-Q;LS.76. The calculations are based on the difference between the top

step of the current and the, recommended salary range and includes statutory benefits

(FICA, etc.). The actuai amount payable to any affected employee will vary.



CITY OF SEATTLE

EXECUTIVE SERVICES DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

- --------- -
RECOMMENDED ACTION
-- ..... .............................. --- ... -- - ------- -
Classification Title: Automotive Mechanic

Ordinance Title: Automotive Mechanic

Legislation Required: Yes

Bargaining Unit: 009 Recommended Salary: $19.45 (Range: NIA)

Remarks See next page for pe~tifflent af!ocation information

INCUMBENT STATUS
- - --------- ---- - -----------------

Incumbent- NA vacant

Current Standing: NA vacant

Recommended Standing: NA vacant

n recommended standing, incumbent status is:

Regular; ]Probationary: ]Temporary.

Authority: Personnel Rule

[ ] 2.3.100; [ ] 2.3.200; [ ] 2.3.300.

Remarks:

Recommended:

Approved:

Classification/Compensation Analyst(s)

Edie Jorgensnfi~L Classification/Compensation Supervisor

assification/Compensation Director

I---

cting Personnei Director
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S,,-;urce J ReQuest and Pos!tIon Identification:

This position was reviewed as a result of a request from the department. The position

is located in the Fleet Services Division, Vehicle Maintenance Services, Charles Street

Vehicle Maintenance Shops. The position is currently vacant.

Position-HIgLOW

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

Records Unit.

Scope of Review:

This review was conducted by Carl Swanson, Classification Analyst assigned to

Team 1. The review of the subject position included analysis of the following:

* the Position Description Questionnaire (PDQ), dated March 27, 1998, submitted for

this review;

* Team 1's review/analysis of subject position's information,,

* comparison to similar positions;

+
;

review of the organization chart affecting the subject position;

+ position' history records and related classification files.

Summa of Work:

The essential purpose of this position is to inspect, diagnose, and repair City equipment

and vehicles.

Duties include:

* performing routine preventive maintenance of City equipment and vehicles',

* maintaining records of equipment repairs, chargeable time and materials;

* making repairs in the field as required;

* performing inspections to determine the serviceability of vehicles and equipment;

and

* road testing equipment and making quality control checks of repairs.

Note: For a more complete listing of duties and responsibilities, please refer to the

Position Description Questionnaire submitted for this review and included in the position

file.
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Analysis:

class concepts:

AUTOMOTIVE MECHANIC

Positions in this class inspect, diagnose, repair and perform maintenance work on City

owned vehicles and equipment. This is the second of four levels in the Automotive

Mechanic Group. The Automotive Mechanic is distinguished from the Apprentice in that

positions in this class complete routine repairs and perform preventative maintenance

independently.

This position meets the class concept for the requested Automotive Mechanic class

because the job duties are focused on the maintenance and repair of City vehicles and

equipment.

Recommendation:

Based on the duties and responsibilities assigned, we recommend that this position be

reallocated to Automotive Mechanic, effective with the passage of the Ordinance.

Costing

The implementation of this action will result in no additional costs to the department.
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EXECUTIVE SERVICES

DEPARTMENT
'CLASSIFICATION DETERMINATION REPORT- ----- . ......
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PO.S.I.TION IDENTLFICATION

Department: Executive Services

Classification Title: Sign Painter/Upholsterer

Ordinance Title: Sign Painter/Upholsterer

Position Number: 011213

Bargaining Unit: 010

RECOMMENDED ACTION

Classification Title: Metal Fabricator

Ordinance Title: Metal Fabricator

Legislation Required: Yes

ReportNo,', 98-17,30

Current Salary: $19.60 - $20.37 (Range: n1a)

Bargaining Unit: 014 Recommended Salary: $20.43 - $20.96 (Range: n/a)
I

See next page for pertinent allocation information

N UMBENT STATUS
. .... ----------------- --
Incumbent: Vacant

Current Standing: n/a

Recommended Standing: n/a

In recommended standing, incumbent status is: n/a

[ ]Regular; [ j Probationary: ]Temporary.

Authority: Personnel Rule

[ ] 2.3.100;

Remarks:

Recommended:

Approved:

[ ] 2.3.300.

Classification/Compensation Analyst(s)

Classification/Compensation Supervisor

Classification/Compensation Director

Acting Personnel Director

[ ] 2.3.200;
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Source of Re uest and Position Identification:

This position was reviewed as a result of a request from the department. Position

number 011213 is located in the Vehicle Maintenance unit of the Fleets Services

Division of ESD. The unit performs metal fabrication, welding, repairs and modifications

on vehicles, equipment, machinery and buildings, both in the shop and in the field,

Pqppa of Review:

This review was conducted by Susie Hansen Farrell, Classification Analyst assigned to

Team 1. The review of the subject position included analysis of the following:

* Position Description Questionnaire (PDQ) dated March 27, 1998 and submitted for

this review;

* Review/analysis of subject position information;

* Classification specifications for Sign Painter/Upholsterer and Metal Fabricator;

* Review of the organizational chart affecting the subject position;

* Position history records and related classification files;

# Comparison to similar positions.

Summa!y of Work:

The essential purpose of this position is the fabrication and maintenance of vehicles,

equipment, machinery and buildings. The position performs skilled welding, brazing

and soldering; fabricates and repairs precision parts and assemblies; performs repairs;

and performs preventative maintenance.

Note: For a more complete listing of duties and responsibilities, please refer to the

.~, -..,7 Description Questionnaire submitted for this review and included in the position
" ""n

file.

Analysis:

According to managerrient, there has been a significant increase in the need for in-

house vehicle in-service work, In the past, much of this work has been contracted out;

however, due to a decline in the number of local vendors who are capable of providing

this service in a timely and cost-efficient manner, it is the intent to bring a substantial

amount of this work in-house. The reclassification of this position will help to provide

the additional staffing needed to assume this body of work. If other positions are also

reclassified as requested (a total of three), a new unit will be created to provide in-

service maintenance.

The position is currently underfilled with an Auto Mechanic Apprentice in lieu of a Sign

Painter/ Upholsterer. The Auto Mechanic Apprentice is not performing the body of work

assigned to this position and will be moved to another vacant pocket once the position

is filled.
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The Class spec for Sign Painter/Upholsterer states that these positions operate

upholstery sewing machines to make and repair a variety of objects; and also lay out,

paint, silkscreen, and hand letter a variety of signs, vehicles and equipment. The class

spec for Metal Fabricator states that these journey-level positions perform and lead

other workers in the fabrication and maintenance of vehicles, equipment, machinery

and buildings.

The PDQ states that the body of work assigned to the position includes welding,

brazing, silver and lead soldering; fabricating and repairing precision parts and

assemblies for machinery; fabrication of parts that are obsolete and no longer available

through commercial sources; performance of scheduled and emergency field repairs at

various. job sites; and preventative maintenance,

The body of work described in the PDQ clearly matches the class spec for Metal

Fabricator.

Recommendation:

Because the Metal Fabricator class spec accurately describes the body of work

assigned to this position, it is recommended that position number 011213 be allocated

to that title effective March 27, 1998, the date the PIDQ was signed.

Costing:

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

implementing this action would be $837.62. This figure includes any current and

retroactive cost for this action. The ongoing annual cost for this action would be

$1,435.93. The calculations are based on the difference between the top step of the

current and the recommended salary range and includes statutory benefits (FICA, etc.),

The actual amount payable to any affected employee will vary.
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EXECUTIVE SERVICES DEPARTMENT, PERSONNEL DIVISION

APEX MARKET GROUP ALLOCATION
EXECUTIVE COMPENSATION REVIEW COMMITTEE

POS~TION IDENTIFICATION:

Department: Housing and Human Services

Current Job Title: Executive 1 (pre-APEX title was Program Support Dir)

Current Incumbent:

Position Number: 00024020

Current Salary Range Top Step: $76,778

Requested Market Group: Requests change to mkt group 2

ECRC DECISION:

~EcRc approves as follows:

Market Group- 2

Effective date: 1/7/98

Authorized To Compensate In Adjoiq~ng Market Grou
111%~

Signature of ECRC Representative:
4

Date of ECRC Approval: 3/20/9

ANALYSIS: This position was initially placed in Market Group I upon

implementation of the APEX program (1/7/98). Upon further review, the ECRC
has deterrmi J that "he appropriate placement is in Market Group 2. The

position clearly has majorinternal impact, serving as both the chief financial

officer and the personnel director of DHHS, as well as heading the technology

and information systems function. Further review by the ECRC indicates that the

position has a more significant external impact than was previously recognized.

The position oversees 125 programs involving $114 million from 70 fund

sources. Overseeing the block grant program and external funding sources

demands a higher level of competencies that are more consistent with other

APEX positions in Market Group 2. Accordingly, the ECRC recommends

placement in group 2, effective with the implementation of APEX (1/7/98).

CF: H\apexetc\reports\dhhs3-98 C/C log #98-1717



CITY OF SEATTLE
PERSONNEL DEPARTMr-NT

CLASSIFICATION DETERMINATION REPORT

Classification Title-

Position Number:

Bargaining Unit:

Law

Programmer Analyst

Programmer Analyst

023902

RECOMMENDED ACTION

Classification Title: Systems Programmer Analyst

Ordinance Title: Systems ProgrammerAnalyst

Legislation Required: Yes

JV-ft

112)

Bargaining Unit: 030 Recommended Salary: 18.37 - 21.42 (Range: NIA)

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent:

Current Standing: Programmer Analyst

Recommended Standing: Systems ProgrammerAnalyst

In recommended standing, incumbent status is:
-

[ X ] Regular [ ] Probationary ]Temporary

Authority: Personnel Rule

X 12.3. ": 00 2.3.200 2.3.300

Remarks: Refitling of Position

Recommended: SchemAtic Team Classification Analyst(s)

Approved: Classification Supervisor

-1-1

Classification/Compensation Director

Norma McKinney C-,AcfCng Personnel Director



Position Identification And Source Of Ri~%Lest

The Position 023902 was retitled to the classification title of Programmer Analyst

during the final phase of the City's Classification Project. Through an error the

intended title Systems Programmer Analyst was inadvertently shortened to read

"Programmer Analyst" .
We are now correcting the error. The classification title

of Programmer Analyst was revised to Systems Programmer Analyst on April 24,

1996, and we are now retitling positions still titled Programmer Analyst to the

corrected title Systems Programmer Analyst.

Recommendation
We recommend the following:

that the subject position be retitled to the title of Systems Programmer Analyst,

with no change in the employee
.

s incumbency status.

that the effective date should reflect the date the position was reclassified to

the title of Programmer Analyst (September 27, 1994).

Costing

There are no cost associated with implementing the above action.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date. 06/01198 Report No.: 98-1639A

POSITION IDENTIFICATION

Department, Legislative

Classification Title- Exempt
Ordinance Title: Legislative Records Supervisor

Position Number: 024225

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

RECOMMENDED ACTION
Classification Title: Management Systems Analyst, Senior

Ordinance Title: Management Systems Analyst, Senior

Legislation Required: Yes

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

Remarks Effective date: January 6, 1998

INCUMBENT STATUS
I
incumbent-

Current Standing: Legislative Records Supervisor

Recommended Standing: Management Systems Analyst, Senior

n recommended standing, incumbent status is: Exempt
( ] Regular; Probationary: ]Temporary.

IlAuthority: Personnel Rule

[ ] 2.3.100; 2.3.200; 2.3.300.

Remarks:

Recommended: '/Tearn
1,!L5 Classification/Compensation Analyst(s)

Approved: Edie Jorgens Classification/Compensation Supervisor

Lidia Santiesteba ssification/Compensation Director

Norma McKinn Acting Personnel Director
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This position was reviewed as a result of a request from the employee. This

position is located in the City "'Ierk's Office. The incumbent has submitted an

MP.DQ in consideration for placement in the Manager and Strategic Advisor

program.

Position Histo!y:

Detailed historical data of the position can be accessed via the Personnel

Division's Records Unit. This position was created effective January 1, 1993, by
OrdinanGe # 116440. This was at the time of a reorganization due to the City

Clerk's Office moving from the Comptroller's Office to the Legislative Department.
The incumbent has been in the position since May 10, 1993.

Scope, otReview-.

This review was conducted by Carl Swanson, Classification Analyst assigned to

Team 2, in consultation with another Personnel Analyst and a Senior Personnel

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

+ the Manager Position Description Questionnaire (MPDQ) submitted for this

review;

+ Interviews with the position incumbent and supervisor;

* Team B's reviewlanalysis of subject position information;

* comparison to similar positions;

+ Manager and Strategic Advisor matrices;

* review of the organization chart affecting the subject position;

* position history records and related classification files.

Summary of Work:

The essential purpose of this position is to oversee the records and information

,services function of the City Clerk's Office.

Duties include:

Configuring and maintaining full text information retrieval system

(BRS/Search) used for providing access to records filed with the City Clerk

and to other information resources; serving as "Webmaster" for the City

Clerk's World Wide Web server;

Performing analysis and programming tasks for database design, input and

editing screens, display and printing formats and user interface screens;

Implementing, maintaining and modifying automated indexing, classification

and retrieval system for official documents filed with the City Clerk;
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* Performing daily indexing and cross referencing functions, including correction

of existing entries which are incorrect or incomplete;

" Maintaining the electronic thesaurus for subject indexing of information held by

the City Clerk's Office;

" Planning the flow of documents and allocating facilities to provide maximum

storage capacity and quickest retrieval and filing of documents and

references;

" Identifying and correcting problems affecting retrieval and accurate filing of the

City Clerk documents;

" Planning and overseeing the microfilming of documents kept by the City Clerk;

" Overseeing receipt and processing of records (claims, agreements, bonds,

deeds and easements);

" Implementing standards and measures of performance;
" Conducting annual performance evaluations for information services staff;

" Training employees to properly use and maintain the indexing system,

authority file, and the automated system;
" Training employees in providing reference services, ensuring thorough

understanding of the Seattle Municipal Code, the City Charter and other key

ordinances;

" Maintaining and updating policies and procedures governing Information

Services;

" Assuming responsibilities of the Division Head in the absence of the City

Clerk, assisting in preparation of the division budget particularly as it relates to

the Information Services Unit,

" Managing the timely service of reference requests from the public, City

officials and employees; and

Providing assistance to clients in locating and using information resources.

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:

class concepts:

LEGISLATIVE RECORDS SUPERVISOR
This is an exempt, one-position title. There is no class specification. However,
the MPDQ that was submitted details the current duties and responsibilities of the

job. The Legislative Records Supervisor reports to the City Clerk.



STRATEGIC ADVISOR
Strategic Advisors for the City serve as a key advisors to senior officials, or make

recommendations that help §hape significant Ci!y.policies or programs, or

represent the City in strategic arenas, without having full responsibility for

managing resources to achieve specific outcomes.

MANAGER
A Manager for the City is an employee who is identifiably accountable for

translating City and departmental objectives into specific outcomes in the areas of

policy, programs, and service delivery, through effective utilization of the City's

human, financial, and other resources.

In contrast, a supervisor is responsible for overseeing the day to day operation of

the work unit; planning, organizing, coordinating,
schelduling,

assigning and

reviewing the work of subordinates; preparing the unit s budget for review and

approval; hiring, disciplining, firing, training, approving vacation and sick leave

and evaluating work performance.

The review of the MPDQ and interviews with the incumbent and supervisor reveal

that this position more closely meets the concept of supervisor, rather than

Manager or Strategic Advisor. This position is responsible for the day to day

operation of the work unit, provides input to upper levels of management, and

participates in recommendations, but does not have policy, program and budget

authority. The nature of the work is a combination of records and information

supervision, database development, and automated records access oversight.

The job is a mix then, of information technology duties and supervisory

responsibilities.

This position is part of the City Clerk's management team and operates in a

collaborative manner with the City Archivist and the City Clerk. The responsibility

for policy and program development, budget development, and managerial

direction, as well as overall program accountability, remains with the City Clerk.

.Based on input from the supervisor of the subject position, the Legislative

Records Supervisor was specifically reviewed to see if placement in a data

processing/IT class was appropriate. A position which was discussed, and which

appears most appropriate for comparison in the Legislative Department, appears

to be position #024222, Management Systems Analyst, Senior. The Legislative

Records Supervisor serves as the back up for #024222. Note that this

responsibility is not reflected in the MPDQ, but was addressed in the interviews.

The PDQ for #024222 was written by management and submitted in 1993, when

the position was created.- The duties are all related to computer hardware, and

software applications.
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That PDQ states that 20% of the job is devoted to providing "te"-,-hnical support for

the UNIX-based SEARCH system [emphasis added] that is part of the, cleik's

division. This may involve operating the computer, establishing and maintaining

communications linkages, and trouble-shooting the software. This staff person

might also be able to implement a new or modifted SEARCH system if the current

system's flaws cannot be fixed.
"

These duties appear to be inconsistent with our

understanding of the actual current responsibilities of #024222 and those of the

subject position. The MPDQ for the Legislative Records Supervisor states that

25% of its duties are information systems administration, including configuring

and maintaining the full text information retrieval system, BRS/Search.

This inconsistency may be because both of these positions were created at the

same time. The first, and only, incumbents were both hired in May of 1993. The

1998 MPDQ for the Legislative Records Supervisor details how that position has

evolved since 1993. In the last five years, the MSA Senior job has quite possibly

changed as well. It is often challenging to write a position description for a new

position. Management must try to define a job which does not yet exist, and try to

anticipate how the position will evolve. Once the position is filled, the incumbent

may have a considerable effect on the direction of the position.

The role of position #024222, to "maintain, trouble shoot, and repair personal

computers; plan and develop software applications; provide technical support for

the UNIX based SEARCH system; and plan and manage installation and

operation of the department LAN", appears to support classification as a

Management Systems Analyst, Senior. The greater scope and complexity of

department-wide responsibilities would move this position above the journey level

MSA, to the Senior level. Conversely, the Legislative Records Supervisor, which

devotes a portion (25%) to systems work for one division, as opposed to the

department-wide responsibilities of position #024222, would understandably be

classified at a iower level. Based on the information presented, the existing job

title and salary grade are appropriate.

Recommendation:

Based on the duties and responsibilities assigned, we recommend that this

position continue to be titled Legislative Records Supervisor. No change is

recommended.

Costing

The. implementation of this action will result in no additional cost to the

department.
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Addendum.11-og #98-18831

A reconsideration hearing was held on May 29, 1998. The reconsideration panel

consisted of Lidia Santiesteban, Class/Comp Director, Edie Jorgensen,

Class/Comp Supervisor, and Laurie Depew, Senior PersonnelAnalyst.

Additional information was presented by the incumbent, his supervisor, (City

Clerk Judith Pippin), Legislative Department Administrative Services Director

Alan Kurimura, and Pat Grace from the Seattle Public Library.

The panel ~ determined that Management Systems Analyst, Senior, is the most

appropriate class for this position. Management Systems Analyst, Senior,

positions serve as project manager or lead over system design, development and

implementation projects involving considerable scope, complexity and long term

commitments; analyze and evaluate the effectiveness of management controls,

channels of communication, operating procedures, organization and flow of work;

devise Jefficient methods of accomplishing work and recommend solutions to

resolve problems.

The scope and complexity of this job have increased over the last five years.

Information technology has had a substantive impact on this position. The

computer related duties have expanded and include making City records

electronically accessible to City staff and the general public via the Internet using

the City Clerk's Web page. Some duties related to the BIRS Search software

have been shifted from the Legislative Department MSA Sr. position (#024222)

as well. These changes, combined with the work.of reviewing and modifying

operating procedures and the organization and flow of work relating to

improvements in ordinance processes, is sufficient to support reclassification to

Management Systems Analyst, Senior. This action is effective January 6, 1998,

the date the MPDQ was signed.

Costing

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

.cost of implementing this action would be $6218.29. This figure includes any

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

cost for this action would be $10,659.92. The calculations are based on the

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

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

any affected employee will vary.



CITY OF SEATTLE

EXECUTIVE SERVICES

DEPARTMENT
CLASSIFICATION DETERMINATION REPORT

Febn~arv 20,199
...........

POSITION IDENTIFICATION
- --- - - -------

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

RECOMMENDED ACTION

Classification Title:

Ordinance Title~

Legislation Required:

Bargaining Unit:

Remarks:

Municipal Court

Pt - -

Municipal Court Marshal

023953

030

Exempt

Municipa

Yes

Cu

190ft,

1190

Report No,, 98-1672

ent Salary: $16.57 -$19.29 (Range: 28.OA)

Court Marshal, Senior

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

The recommended effective date of this action is February 18,

1998, according, to departmental management. Abbreviated

PDQ is attached,

INCUMBENT STATUS

Incumbent: Vacant

Current Standing: Vacant

Recommended Standing: N/A

In recommended standing, incumbent status is: N/A

[ ]Regular; [ ] Probationary:

Authority., Personnel Rule

[ ] 2.3.100;

Remarks,

Recommended: Team A

[ ] 2.3.200;

[ ] Temporary.

[ ] 2.3.300~

Class ification/C orn pensation Analyst(s)

V

.~M~nsen Classification/Compensation SupervisorEdie JoApproved:
A

Lidia S a ntiesteba I assifi cati on/C o mpens ati on Director



ABBREVIATED
POSITION DESCRIPTION QUESTIONNAIRE

(This form is to be used for vacant positions and/or requests resulting from reorganizations)

DEPARTMENT/DIVI SION: Municipal Court of Seattle

POSITION NUMBER:- 023953

DATE REQUESTED: February 2,1998

CLASSIFICATION REQUESTED: Court Marshal,. Senior (Sargeant)

POSITION PURPOSE: -Supervises the activity of the Jail Transport Court Marshals

(including Intermittent Marshals) who provide law enforcement functions and prisoner

transport for the Court. Schedules, plans, and coordinates their work; plans and directs

personnel activities including payroll, training, performance evaluation, disciplinary action,

and problem solving. Develops policies and procedures.

PURPO_,9E OF THE WORK UNIT (One or two line description)

Provides the low enforcement functions for all Municipal Courts including theescorting of

in-custody defendants to and from jail and processing out-of-custody defendants, and
direct intervention with arrests in potentially violent incidents. Provides the Court and

building security to ensure safe environment for the public, defendants, and Court

employees.

POSITION SUMMARY:
Use the following 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
. Supervise Court Marshals who provide law enforcement and prisoner transport

functions. Provide prisoner transport coverage, as needed. Provide assignments

and 2ian daily schedules, coordinating lunch and break coverage.

60%

Insure shift, relief and vacafti coverage. Prepare payroll. 10%
3. Prepare semi-annual performanCe reports

.

10%
4. Develop 2olicies and Procedures related to Court Security and Prisoner Transport. 10%
5. Assist the other Court Marshai, Senior (Sergeant) as needed. 5%
6. Act as Su2ervising (ChieD Marshal during absences. 5%
7~



POSITION ALLOCAVON GrecITERIA

Duty #1, a [ x] primary [ ] secondary duty, is described in the class specification as-_Supervising

and schedules of Marshals to ensure defendants are properly escorted to appropriate

courtrooms.

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

marshals to ensure coverage of all courtrooms to ensure safety of courtrooms.

Duty #3, a primary [x ] secondary duty,Js described in the class specification as:_prepare

reports for number of defendants appearing for court and others as needed.

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

with the Supervising Marshal, reviews and recommends policies and procedures for the transport

of defendants,

Duty #5, a [ primary [x ] secondary duty, is described in the class specification as:-as needed

Duty #6, a [ primary [x ] secondary duty, is described in the class specification as.-as needed

Duty #7, a primary secondary duty, is described in the class specification as:

Duty #8, a primary secondary duty, is described in the class specification as:



REASON FOR REQUESTEU CHANGE:

R Stal Signature

(FOR PERSONNEL USE ONLY)

Position Number: 0,Q5153

Title:

Approved as Requested: Yes No

Other. Recommended Action:

Ordinance this change wil be

included:

ZZL

Date

Date

Date

lea, rl

4 el

Date

Date:

Approximate cost of implementation: 51 .2 cr Staff Initials: -A

Supervisor or Requester Signature



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETE R P01 NATION REPORT

Date, April 1, 1998 Report No,,

POSITION IDENTIFICATION

Department:
Classification TItie:

Ordinance Title:

Position Number:

Bargaining Unit,

Neighborhoods

Administrative Specialist I

Administrative Specialist I

023943

030

-85A

Current Salary: $13.01 - 14.51 (Range: 20.513)

RECOMMENDED ACTION
Classification Title: Systems Programmer Analyst (effective.- May f5, 1997)

Ordinance Title, Systems Programmer Analyst (effective.- May 15, 19,97)

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $18.37 - 21.42 (Range: N/A)

Remarks See next page for pertinent allocation information

Classification Title: Systems Analyst A, 1, 1997)

Ordinance Title, Systems Analyst (effective August 1, 1997)

Legislation Required: Yes

Bargaining Unit: 034 Recommended Salary: $20.19 - 23.59 (Range-, N/A)

Remarks See next page for pertinent allocation information

INCUMBENT STATUS
.- ---------------------------- -
Incumbent:

Current Standing: Administrative Specialist I

Recommended Standing: Systems Analyst

In recommended standing, incumbent status is:

[ j
2.3100 [ X 12.3.200 [ ]

2.3.300

Authority: Personnel Rule

X Regular Probationary

Remarks:

Recommended: Tearr

Temporary

Classification Analyst(s)

Edie Jorgensen /11

'
_,Classification SupervisorApproved:

i

'0 L-~

Lidia Santiesteb4 lassification/Compensation Director

Norma McKinneyA,;,,"Acting Personnel Director



Addendum -og_#R8-1732) Report #97-1285

This position was reviewed on June 6, 1997, at the request of the Neighborhoods

Department. Their initial request was for the position to be reclassified to the title

of Management Systems Analyst, Entry (recentlyretitled to Management SystemsAnalyst

Assistano. The recommended allocation, however, was to the title of Systems

Programmer Analyst. Departmental management appealed this recommendation.

A Reconsideration Hearing was held on April 1, 1998, in response to the appeal.

At the Hearing, additional information was presented to the Board in support of the

Department's request. According to management the subject position is

responsible for the following tasks:

providing hardware/software technical support;

database development and management;

local area network administration;

E-mail administration;

management of a tracking application.

According to departmental management the work of the subject position evolved

from a learning mode to independently performing the full range of Systems

Analyst work. The work developed in the following manner:

1) May 15, 1997

In a teaming mode the position worked closely with the Senior Systems

Analyst performing tasks such as troubleshooting system hardware/software,

developing applications, and providing assistance to system users.

2) August 1, 1997

The position began working independently performing tasks such as

troubleshooting and resolving systems hardware/software problems in several

remote locations, and providing backup support to the Senior Systems Analyst.

The Reconsideration Board consisting of Classification/Compensation Supervisors,

Edie Jorgensen and John Pearson and the Class ification/Com pensation Director,

Lidia Santiesteban, carefully reviewed and considered the information presented,

They agreed that the subject position is performing work beyond that initially

indicated. Their recommendation is: 1) the position be reclassified to the title of

Systems Programmer Analyst, effective May 19, 1997; and 2) effective August 1,

1997, the position be reclassified to the title of Systems Analyst.
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COSTING

If implemented on the 1998 Second Quarter Ordinance, the maximum
estimated cost of implementing this action would be $5,281.29. This figure

includes any current and retroactive (if applicable) cost for this action. The

ongoing annual cost for this action would be $5,281.29. The calculations

are based on the difference between the top step of the current and the

recommended salary range and includes statutory benefits (FICA, etc.).

The actual amount payable to any affected employee will vary.



CITY OF SEATTLE
PERSONNEL

DEPARTMENT
CLASSIFICATION DIF-TERMINATTON REPORT

POSITION IDENTIFICATION

Department: Parks and Recreation

Classification Title: Graphic Arts Designer

Ordinance Title: Graphic Arts Designer

Position Number: 023187

Bargaining Unit: 004

RECOINIMENDED AC-HON

Classification Title: Graphic Aide

Ordinance Title: Graphic Aide

Current Salary: $16.15-18.80

Bargaining Unit: 034

Legislation Required: Yes Recommended Salary: $11.52-13.38 (Range 19.OA)

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent:

Current Standing: Graphic Arts Designer

'Recommended Standing: Graphic Aide

In recommended standing, incumbent status is:

X
I Regular Probationary Temporary (exam required)

Authority: Personnel Rule

12.3.100 2.3.200 X
]

2.3.300

Remarks:

Recommended:
-- Curt Funk Lj~~ Classification/Compensation Analyst(s)

. Approved: John Pearson LL Classification/Compensation Supervisor

Lidia Santiesteba Classification/Compensation Director

q

Norma McKinne- Personnel Director



ALLOCATION FACTORS - Report No. 95-683 Page

Sourrm of Reilucd2asition Idotification

This review was conducted as a result of a request from the Parks Department.
The subject position of this review is position # 023187, a Graphic Arts Designer

position which is located in the Life Sciences and Exhibits section of the Seattle

Aquarium.

EQSWMziA= ~

The position was created on 1/l/90 as a Graphic Aide. In the Citywide
Classification Project, the position was reclassified from Graphic Aide to Graphic
Arts Designer by Ordinance 118090 (the First Quarter classification ordinance of

1996). The action was implemented in early 1996 but, consistent with other

Classification Project actions, the reclassification was retroactive to the project

effective date of 1/2/91.

Scave of Revim
This classification review consisted of a review of the materials prepared by the

Parks Department in support of the reclassification; a review of all Classification

Project records and actions affectin
'g,

this position (including PDQs and appeal-

related materials); a meeting with the Aquarium Director and Parks Human
Resources staff; a meeting with a Senior Biologist and the manager of Exhibits at

the Aquarium; review of class specifications created in the Classification Project;

reviews of the duty statements for the position (prepared by Aquarium
management); and reviews of Parks Department comments on the draft class

specification (prepared by Class/Comp) of Graphic Aide.

Anal
*

From a management perspective, the Parks Department does not require that the

subject position function as a journey-level Graphic Arts Designer. The

department's intention is to restructure the position's duties so that it will function

as an assistant-level position rather than as a journey-level Graphic Arts Designer.

Based on these duties, the departineia's request is that the position be reclassified

back to its former title of Graphic Aide. The Parks Department prepared, a list of

duties that they want this position to perform; these duties are at a lower level than

the joumey-level class of Graphic Arts Designer. Class/Comp used these duties as

the basis for preparing a class specification for the existing ordinance title of

Graphic Aide.

The duties that the Parks Department will assign to this position are definitely not

at the same level as the journey-level duties described on the Graphic Arts

Designer class specificaiton. The duties of the subject position will include

perforrning segments (such as layout and placement) of larger projects, as opposed
to having start-to-finish responsibility for the larger projects. The position may
complete smaller-scope projects, such as signs, basic brochures, and flyers. The
position will assist the work of a Graphic Arts Designer by following instructions

for completion of smaller projects or segments of larger projects. Vendor contacts
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will usually be at the direction of the supervisor. All of these duties are in direct

contrast to those of the Graphic Arts Designer, who has full responsibility for a

wide range of projects, primary contact with vendors, and determines style,

format, and illustrations in cases where specific guidelines do not exist.

The body of work to be assigned to this position describes aide- or assistant-level

duties. These duties are clearly related to the graphic arts, and are clearly

distinguishable from the duties of the journey-level Graphic Arts Designer class.

Accordingly, we have prepared a new class specification of Graphic Aide, as a

lower level in the Graphic Arts Designer class series.

Conclusion

Based on the above, we recommend that the subject position be reclassified to the

existing ordinance title of Graphic Aide, and that class specification #7051003 for

Graphic Aide be adopted. As a "downgrade," the effective date should be 30 days

after the passage of the authorizing legislation.

HAW0RDATA\CLSRPTS\C95-683.D0C

/cf



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

I

Date,

POSITION IDENTIFICATION
------------ ___

11 Department: Parks

Ordinance Title: Programmer Analyst

Position Number: 020480

.Bargaining Unit: 030 Current Salary: 18.37- 21.42 (Range: N/A)

Classification Title: Programmer Analyst

Remarks See next page for pertinent allocation information

Bargaining Unit: 030 Recommended Salary: 18.37 - 21.42 (Range: N/A)

Legislation Required: Yes

Classification Title: Systems Programmer Analyst

Ordinance Title: Systems Programmer Analyst

Current Standing: Programmer Analyst

n recommended standing, incumbent status is:

Recommended Standing: Systems Programmer Analyst

f X 1 Rewlar

11 Authority: Personnel Rule

[ X 12.3.100

[ ] Probationary [ ]Temporary

Classification Analyst(s)

Remarks, :Retifling-of. Position

Recommended: ($chdmatic Team

Approved:

Classification/Compensation Director

Norma McKinr:~_-y
c-'

Acting Personnel Director

rson -Classification Supervisor



Fq§~jfion Identification And Source Of Request

The Position 020480 was retitled to the classification title of Programmer Analyst

during the final phase of the City's Classification Project. Through an error the

intended title Systems Programmer Analyst was inadvertently shortened to read

"Programmer Analyst" .

We are now correcting the error. The classification title

of Programmer Analyst was revised to Systems Programmer Analyst on April 24,

1996, and we are now refitling positions still titled Programmer Analyst to the

corrected title Systems Programmer Analyst.

Recommendation
We recommend the following:

that the subject position be retitled to the title of Systems ProgrammerAnalyst,

with no change in the effective employee's incumbency status.

that the effective date of this action should reflect the date the position was

reclassified to the title of ProgrammerAnalyst (January,-2, 1991).

Costinglu
There are no cost associated with implementing the above action.



City of Seattle Executive Services Department

Personnel Division

Memorandum

DATE: 03/31198

TO: Linda Yuen Leong

FROM: Carla Coward ~P/
SUBJECT: Additions and Corrections for 2 nd Quarter 1998 Ordinance

Add:

The following classified service position has been evaluated and allocated to the

Manager classification system effective January 7, 1998.

Department Old Title New Title Pos. #

Parks

&
a
m

p
;

Recreation Manager III General Government Manager 2 016358
N,

Corrections:

The following position was a duplicate entry on the initial manager allo'cation,6rdinance

#118780 (see pages 8

&
a
m

p
;

9). The same posiiton # is listed uride-rSPU and

Transportation. Please delete the following entry..9,n..Pag`6 9:

Department

SPU

q
A

Position # SV
5~61

Utilities Manager 2 008845 q

The following position was put on 4t" quarter 1997 ordinance #118913 (pp,ge,-1-2yas a

non-exempt title. Exemptions ordinance #118786 made this pQ, t exemp pt rior to

the the 4" quarter ordinance being enacted. Please correct
,

f1he following title.,

Department Old Title

ESID Genera~1,0Qv6fnment Manager 2

Correct Title
.

Pos, #

Manager 2, Exempt 025018



City of Seattle Executive Services Department

Personnel Division

Memorandum

DATE: March 30, 1998

TO- Ken Bounds, Superintendent
Parks and Recreation

FROM: Lidia Santiesteban

Classification/Com pen,

SUBJECT: Manager or Strategic Advisor Reconsideration Determination

Attached is the reconsideration determination report for Manager III, position #016358.

Please be advised that there will be no further reconsideration of this classification

determination by the Personnel Division.,

If the incumbent disagrees with the Personnel Director's decision they may appeal in

writing to the Civill Service Commission within 20 days of receipt of this report.

If you have any questions, please contact Carla Coward at phone number 684-7878.

cc:

Joan Miller

Curt Green

File



City of Seattle Executive Services Department
Personnel Division

MANAGER

&
a

m
p

; STRATEGIC ADVISOR
RECONSIDERATION PANEL RECOMMENDATION

Position Identification:

Department: Parks and Recreation

Current Classification Title: Manager III

Position Number: 016358

Current Salary Range: $49,653 - $57,900 (annual $)

Incumbent:

Initial Allocation:

Designation: Manager

Pay Zone: 2

Total Points: 477

I Occupational Group: Purchasing, Contracts

&
a
m

p
;

Risk Management

Reconsideration Hearing -Panel Recommendation: (See nextpage foranalysis.)

Designafion~ Mar)-ager

Pay Zone. .22

Occupational GrOLIP: C,-

Point Factor Dimensions:

Pay Range: 1'5S2J324 - V1 70,43(a~-T~Uall

Program Policy Technical Budget/

Fiscal

Human

Resources

Communications Matrix

Med/120 Med/107 Low/47 Med/93 Low/43 Med/87 Med/80

Approved:

ia SaIntiesteban Dke- Sarah Welch

lassification/C orn pen satio n Director Personnel Division Director



Manager &
am

p;

Strategic Aavisor Reconsideration, Panel Recommendation
03123198

Page 2

Request:

This position was initially allocated by our consultants to Purchasing Contracts

and Risk Management, Manager 2, with a total point factor score of 477. The

incumbent requested a reconsideration of this allocation and received a hearing

on September 9, 1997, This hearing resulted in an increase in the point factor

score to 577, which still places the position in pay zone 2. The incumbent then

exercised her right to appeal this decision to the Civil Service Commission.

The first pre-hearing conference of the incumbents appeal to the Civil Service

Commission was held on December 17, 1997. As a means to settle the issue,

the Classificatio n1co mpe nsation Director offered to hold a new reconsideration

panel review of the original request, which the incumbent agreed to.

The incumbent originally requested a change in pay zone from 2 to 3 and at the

new hearing, held on December 22, 1997, verbally requested the panel consider

a change in the occupational group from Purchasing, Contracts

&
a
m

p
;

Grants to

General Government.

The new reconsideration panels recommendation to the Personnel Director was
remanded for further information, A written statement of the incumbents scope
of work was obtained frorn her supervisor and subsequent comments from the

incumbent. A comparison to similar positions within the Parks Department was
made, resulting in the following analysis:

Analysis:

The Panel reviewed the reconsideration request and supplemental information

along with the initial MPDQ submitted. This information plus what was gleaned

from the hearing was used to re-rate the position.

The Program dimension was changed from a low/60 to a
'

medium/120. The

Panel feit that this rating would give credit for providing recommendations for the

development of significant programs in the Parks Department, such- as the

concession programs and for the management of a wide variety of contracts for

varied public use.

The Policy dimension remained the same at medium/1 07. The Panel felt that

this score already takes into account the development, recommendation and

implementation of policies that have an impact on operations and services.



Manager &
am

p;

Strategic Aavisor Reconsideration Panel Recommendation

03/23/98

Page 3

The Technical dimension remained the same at low/47. The intent of this

dimension is to give credit for the responsibility for technical expertise, in a

technological or scientific discipline, such as information technology or a hard

science, such as biology. The position was given credit for dealing with highly

analytical and legal issues.

The Budget/Fiscal dimension remained the same at medium/93. The Panel felt

that the medlurn score already gives credit for managing a units budget and the

revenue generated by the various contracts this position manages.

The Human Resources dimension remained the same at low/43. This position

directly supervises a four staff. The panel felt that it was more appropriate to

give credit for the indirect management of concession contracts in the Matrix

dimension.

The Communications dimension remained the same at medium/87. The Panel

felt that the medium score gives credit for representing the department on a

variety of issues before external constituencies and the resolving of troublesome

issues.

The Matrix dimension was changed from a low/40 to a medium/80. The panel

felt that this was where credit should be given for monitoring outside concession

contracts and in the development of and participation in multi-tasked work

groups.

Recommendation:

Six hundred points are needed to place this position in pay zone three. The new

reconsideration panel recommends that the point factor score remain at 577,

which still places the position in pay zone two.

The panel concurs with the request to change the occupational group to General

Government.

H:Rhpanel.doc



CITY OF SEATTLE
EXECUTIVE SERVICES
DEPARTMENT

Date:
z_-
-Aprfl 9,1998

CLASSIFICAT!0H DETERMINATION REPORT

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

Police

Administrative Support Assistant

Administrative Support Assistant -BU

022976

035 Current Sala

ReportNo.:

RECOMMENDED ACTION

Classification Title: Administrative Specialist I

Ordinance Title: Administrative Specialist I -BU

Legislation Required: Yes

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

Remarks See addendum regarding reconsideration determination.

I

jN!ZWM.BENT STATUS

Incumbent:

Current Standing: Administrative Support Assistant -BU

Recommended Standing: Administrative Specialist I -BU

In recommended standing, incumbent. status is:

[ X ] Regular; [ ] Probationary:

Authority: Personnel Rule

[ ] 2.3.100; [ 12.3.200;

[ ]Temporary.

[ ] 2.3.300.

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

City of Seattle and Local 17.

Recommended: Team

Approved: Edie JoEgensen

Lidia Santiesteban

Norma McKin

Classification/Compensation Analyst(s)

Class ification/C ompe n satio n Supervisor

AZ
lassification/Compensation Director

Acting Personnel Director
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Source of Reques and Position Identification:

This position was reviewed as a result of a departmental request. Position #022976 is

located in the Community Crime Prevention Section, Community Policing Bureau

Division of the Police Department. This work unit provide a wide range of crime

prevention services to community members in the residential and business areas of the

City, Schools, Youths, and Parents.

Position HistoEy-.

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 A, consisting of Susie Hansen Farrell

and Irene Ogunyemi. The review of the subject position included analysis of the

following:

* Position Description Questionnaire (PDQ) dated 12/4/95 and submitted for this

review;

+ Review and comparison to class specifications for Administrative Support

Assistant/#4050003 and Administrative Specialist IM 4050004;

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

+ Comparison to similar positions',

+ Review of the organizational charts affecting the subject position and;

+ Pooition history records and related classification files.

Summary of Work:

The essential purpose of this position is to provide routine clerical support to the

Community Crime Prevention Section to include telephone coverage; providing

information to the public; picking up and distributing mail; and basic clerical duties of

copying, filing, mailing etc.

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 submitted PDQ for the subject position was reviewed and compared to the duties

of the Administrative Support series. The class specifications within the Administrative

Support class series describes positions that perform a variety of clerical support tasks,

or specialized tasks to support a specific function or program. The series contains six

.levels that are distinguished from one another by their respective degrees of difficulty,

responsibility, accuracy required and the types and nature of contacts.
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Review of the Administrative Support series confirmed that posi'dons allocated to the

Administrative Support Assistant (ASA), the second level in the Administrative Support

series, perform a variety of routine office support functions such as typing data entry,

.

posting information, proofing documents, completing simple calculations,reoeptionist.

compiling reports, filing and retrieving documents and operating a variety of office

equipment. The contacts of an ASA are primarily within the department and with the

public regarding routine matters.

In comparison, the Administrative Specialist I (AS 1),
the third level in the Administrative

Support series, 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 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.

C nclusion

The duties and responsibilities as described in the PDQ and submitted for this review

are consistent with those outlined in class specification #405003/ Administrative

Support Assistant. Therefore, based on the above review and comparison, we found

that the subject position's body of work is commensurate with the Administrative

Support Assistant level.

Recommendation:

Therefore, based on the above review and comparison, the review team found the

subject position's current classification to be appropriate for the body of work being

performed, and thus recommend position #022976 remain allocated to Administrative

Support Assistant classification.

Costin -

The implementation of this action will result in no additional cost to the department.

ADDENDUM to Report #97-1611 (Reconsideration Assignment Tracking #2B-1 7331

The Reconsideration Hearing was held on April 7, 1998, and attended by the incumbent

of position #022976, management representatives from Police Department, the

Reconsideration Board (Class/Comp Director, Lidia Santiesteban, Class/Comp

supervisors, John Pearson and Edie Jorgensen) and Irene Ogunyemi, Class/Comp

analyst representing Team A. At that time, management and the position incumbent

presented detailed information of the position's duties and responsibilities, specifically,

in three major areas. The information focused on the scope, complexity and
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independent judgment exercised in these areas in the daily operations of the position's

work to support the Community Crime Prevention Section.

Receptionist and telephone coverage for the Community Crime Prevention

Section.

In this area, the position is responsible for responding at the first attempt to phone calls

rather than routing the calls to other staff, (high pressured, high volume calls) which are

diverse in nature, could be of sensitive nature andlor from irate callers. Management
confirmed that the depth of knowledge required to handle these sensitive and often

complex issues is paramount to this position. The subject position is required to

research the issues in question (i.e. crime statistics for a specific area or obtain an

update on the status of a sex offender) to be able to respond to a customer's inquiry;

thus, necessitating increased judgment on the subject position.

Seattle Police Department Sex Offender Program.

The position is an active participant and a voting member of the Sex Offender Oversight

Committee, which meets on a monthly basis. The position has the lead in community

notilFications of sex offenders. Management stated that the notification is a critical

component of this program, and the position has the sole responsibility c. determining

the size of the geography, and who receives notification; to include: bulletin

notfications, letters to the community, community notification packets (i.e. Block Watch

capt'ains, schools, recreation centers, day care facilities, libraries, etc), and responding

to citizen's inquiries which may be generated from these mailings,

Support Staff.

Management reiterated that the subject position performs the full range of

administrative support functions including: preparing correspondence, processing

section mail, and providing administrative support to the Community Crime Prevention

Section and to three special committees - Community Police Academy, Mid-Managers

Forum, and Beyond the Badge, (to include developing handouts, notebooks, etc.). The

position is also expected to be proficient at various computer softwares.

Based on the scope, complexity and independent judgment the subject position utilizes

in the day to day work, in support of the Community Crime Prevention Section, the

Reconsideration Board determined that the body of work performed by the subject

position is consistent with the level, scope and complexity of the work outlined in the

class specification for Administrative Specialist 1. Positions assigned to this class are

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.

In light of the additional information, the Reconsideration Board recommends that the

sulbJect position be reclassified to the title of Administrative Specialist 1, effective

3121195, as requested by the department.
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If implemented on the 1998 Second Quarter Ordinance, the maximum estimated cost of

implementing this action would be $10,179.26. This figure includes any current and

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

wouid be $3,042.
.

The calculations are based on the difference between the top

step of the current and the recommended salary range and includes statutory benefits

(RCiA, etc.). The actual amount payable to any affected employee will vary.



CITY OF SEATTLE

EXECUTIVE SERVICES
DEPARTMENT

Dkte~ Apr

CLAWFICATION Dr-TERMINATION REPORT

99

PO-SITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

I

Police

Accounting Technician I

Accounting Technician I-BU

018205

035 Current Salary: $13.01 - $14.51 (Range: 20.5B)

R-E-G.0-MMENDEDACTION

Classification Title: Accounting Technician 11

Ordinance Title: Accounting Technician ll-BU

Legislation Required: Yes

Bargaining Unit: 035 Recommended Salary: $14.00 - $15~66 (Range: 22.513)

Remarks., See next page for pertinent allocation information

-I.N.C.UMBENT STATUS

Incumbent:

Current Standing: Accounting Technician I-BU

Recommended Standing: Accounting Technician ll-BU

In recommended standing, incumbent status is:

[ X ] Regular; [ ] Probationary: Temporary.

Authority: Personnel Rule

2.3.100; 2.3.200; 2.1300.

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

the City of Seattle and Local 17.

Recommended: Team A Classification/Compensation Analyst(s)

Approved Edie Jo.Wensen '71; Classification/Compensation Supervisor

Lidia Santiesteban /WC lassifi cati on/Co mpens ation Director

Norma McKtnn4Aqf,,,' Acting Personnel Director
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Source of Reguest and Positilor Identification:

This position was reviewed as a result of a request by the Police Department. Position

#01820.5 is located in the Accounts Payable Unit, Fiscal Section of the department.

This work unit is responsible for managing the receipt and disbursement of all Police

Department funds, specifically, the Accounts Payable and Purchasing areas.

Background:

Review of the organizational chart revealed that the subject position is one of a six-

member Accounts Payable and Purchasing team consisting of a Senior Accountant

(who supervises the Unit), two Accounting Technician Ills, two Accounting Technician

Ils, and one Accounting Technician 1. Management allege that in 1995, five positions in

the Accounts Payable Unit were upgraded one position level. The subject position was

upgraded from Accounting Support Assistant to an Accounting Technician
1, despite the

fact that the position performs the same body of work as the two positions in the unit

that were upgraded from Accounting Technician I to Accounting Technician II.

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 A, consisting of Susie Hansen Farrell

and Irene Ogunyemi. The review of the subject position included analysis of the

following:

* Position Description Questionnaire (PDQ) dated 11/21195, and submitted for this

review;

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

* Comparison to class specifications in the Accounting Technician series;

+ Comparison to similar positions in the unit (005041 &
a
m

p
;

023024);

+ Review of the organizational charts affecting the subject position;

+ Position history records and related classification files.

Summary of Work:

The essential purpose of position #018205 is to provide Accounts Payable and

Purchasing functions to the Police Department. Specifically, the position is responsible

for ordering and coordinating the purchasing process of supplies and services;

reviewing, researching and analyzing invoices for payment; and evaluating and

preparing journal entries for interfund payments.

Note: For a more complete listing of duties and responsibilities, please refer to the Position

Description Questionnaire submitted for this review and included in the position file.
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Anallygis:

The department is alleging that the subject position is performing work at a higher level

than its current classification. Therefore, to appropriately classify the subject position,

its duties and responsibilities as outlined in the submitted PDQ were reviewed and

compared to the class specifications in the Accounting Technician series. The work of

these classes is characterized as follows:

Accounting Technician 1: Positions at this level perform various accounting functions

and tasks associated with the maintenance and updating of a set of accounting records.

Assignments involve carrying out one or more segments in the maintenance of a

complete set of accounts or accounting records such as payroll, accounts payable,

accounts receivable, purchasing, etc. Duties involve posting entries, updating

accounts, balancing accounts, processing and,reviewing documents or forms,

generating reports or assisting in the preparation or reconciliation of trial balances.

Accounting Technician II: Positions at this level perform the full range of accounting

records maintenance activities of an assigned accounting area or set of records i.e.

payroll, accounts receivable, accounts payable, purchasing or other accounting

functions, Duties involve performing all operations and established methods

independently according to departmental procedures.

Accounting Technician III: Positions at this level serve as lead worker over

Accounting Technician positions engaged in the maintenance and preparation of

accounting records and files and perform all accounting records maintenance

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

records.

Our review found that the subject position spends 49% of its time processing all of the

accounts payable activity for the department. The process entails researching and

verifying the invoice amounts to resolve billing discrepancies or disputes; and

independently making decision and compiling information for the preparation of

expenditure reports.

Another 25% of its time is spent receiving, auditing and reconciling invoices from

various Interfund accounts for supplies and services provided by other City

departments: reviewing monthly US West communication invoices to identify that unit

charges are billed accordingly (also acting as the Telephone Coordinator for the

Department; receiving and assigning authorization codes of Police Personnel for long

distant calling capabilities); and counting, verifying and reconciling Evidence money,

(may exceed $70,000 in cash) with the Police Incident Report.

The final 26% of the position's time is spent making purchasing decisions on behalf of

the Department. The activity entails evaluating purchase requests for supplies ordered,

and determining which purchasing method will be utilized, whether it be Direct Voucher

(which has a limit of $1,000.00), B-Contract (which has a limit of $10,000.00) or Direct

Voucher Exceptions (which has no limit and may exceed $30,000.00).
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Compa6son:

From our review and comparison, we found that the subject position's duties and

responsibilities are beyond the level of Accounting Technician I because it performs the

full range of multiple, complex tasks under minimal supervision, whereas, the

Accounting Technician I performs work under continual supervision with assignments

reviewed to ensure accuracy and compliance with departmental procedures. We also

found that the subject position's duties and responsibilities are not at the level of the

Accounting Technician III because it does not serve as a lead over Accounting

Technician positions.

We concluded from our evaluation that the subject position now performs at the level of

Accounting Technician 11 because it performs multiple complex and responsible

accounting support tasks, solving special problems, making reliable decisions,

reconciling ledger transactions and discrepancies, independently researching and

analyzing facts, and presenting findings upon which important or costly decisions could

be made. Its job duties require handling complicated tasks where the cost of correcting

errors would be substantial in either time or We also compared the duties and

responsibilities of the subject position to the two Accounting Technician 11 positions in

the unit, and we found the level of work to be comparable.

Recommendation:

Based on the above comprehensive evaluation, we recommend the subject position be

reclassified to the title of Accounting Technician 11, effective 12/11/95, as requested by

the department.

cqg[m

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

implementing this action would be $7,378.39. This figure includes any current and

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

would be $2,798.84. The calculations are based on the difference between the top

step of the current and the recommended salary range and includes statutory benefits

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



CITY OF SEATTLE

EXECUTIVE SERVICES

DEPARTMENT
CLASSWICATION DETERMINATION REPORT

Date. April 13, 1998

POSITION IDENTIFICATION
I

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

I

Department:
-

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

Seattle Center

Janitorial Crew Chief

Janitorial Crew Chief - SC

022100

Report, No,' -1 536A

019 Current Salary: $15.94 - $17.22 (Range: NIA):

RE-C-ONMENDED ACTION

Classification Title: Operations Crew Chief - SC

Ordinance Title: Operations Crew.Chief - SC

Legislation Required: Yes

Bargaining Unit: 019 Recommended Salary: $19.26-$20.81 (Range: N/A)

Remarks This rerport (see addendum) is in response to a reconsideration,

andsupersedles ttLyart #97-1536.

I INCUMBENT STATUS

I

Incumbent:

Cu rrent Standing: Janitorial Crew Chief

Recommended Standing: Operations Crew Chief - SC

I

In recommended standing, incumbent status is:

]Regular; Probationary: [X ] Temporary exam required.

I

Authority: Personnel Rule

[ ] 2.3.100; [ ] 2.3.200; [ ] 2.3.300.

Remarks: Per Article 4 Appendix "j"of collective bargaining agreement between the
I

City of Seattle and Joint Crafts Council.

Recommended: Team A
&amp;dL

Approved:

Lidia Santiestebanf--

Classification/Compensation Analyst(s)

Classification/Compensation Supervisor

-C
I

'Classification/Compensation Director

Acting Personnel Director
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Source of R~tqUeSt and Position Identification:
........... -.-

This position was reviewed as a result of a request from the department. Position

#022100 is located in the Technical Facilities Management unit of the Seattle Center.

The u-nit, is responsible for providing janitorial support, dining room support, and laborer

support to events and ~'acilitles at the Seattle Center.

Position-BlAtgm

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

Records Unit.

Apope of Review,

This review was conducted by Class/Comp Team A, consisting of Irene Ogunyemi and

Susie "Hansen Farrell. The review of the subject position included analysis of the

following:

* Position Description Questionnaire (PDQ) datea October 6,.1997 and submitted for

this review;

* Team A's reviewlanalysis of subject position information;

* Comparison to similar positions;

* Comparison of classification specifications for Janitorial Crew Chief and Operations

Crew Chief - SC.1

+ F~eview of the organizational charts affecting the subject position;

+ Position history records and related 6assification files.

Summa of Work:

guidance and direction toThe essential purpose of this position is to provide planning.

work crews who perform cleaning and maintenance work to a variety of facilities at

Seattle Center. The positiol-, also works as part of the Operations Crew Chiefs team in

planning, coordinating and carrying out activities in support of major events, and has

!b1lity for management of a unit budget.re, sp o P, s

Note: For a more complete listing of duth-7,3 and responsibilities, please refer to the

f

Position Description Questionnaire submi, ted for this review and included in the position

file
.

Analysis:

Thi's review was requested because of a change in assigned duties since the last

review. Management states that the position has accrued expanded responsibilities

which were previously assigned in an overtime capacity to other employees.

This position is one of four working
'

in the Technical Facilities Management unit. The

other three positions are classified as Operations Crew Chiefs. According to
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management, the duties of this position have gradually expanded because duties that

were formerly assigned as overtime to one- of the three Operations Crew Chiefs are

now being assigned to this position in an effort to control costs and still provide the high

level of customer service expected of this unit.

Class specifications for Janitorial Crew Chief and Operations Crew Chief - SC were

used for comparison purposes in determining the best match of duties. The class

specs for Janitorial Crew Chief state that positions in this class organize, supervise,

direct, and inspect the work of janitorial crews engaged in cleaning City buildings

and related facilities (emphasis added). On the other hand, positions in the

Op.-rat~ons Crew Chief - SC class plan, schedule, direct and supervise the work

activit:es of subordinate staff involved in the set up and change over for events, as

well as the maintenance of Seaftle Center facilities (emphasis added). rBoth class

specs s4ate that these positions are first line supervisors within the series. A first line

supervisor is expected to plan, organize, schedule and coordinate work assignments;

hire, promote, discipline and fire employees (or make appropriate recommendations);

do performance evaluations; and approve vacation and sick leave.

A PDQ for the Operations Crew Chiefs working in this unit was done in 1990. This

PDQ stated that these positions supervise far-lility lead workers, maintenance laborers,

utility laborers, laborers, a senior janitor, jan:'tcors, and temporary employees working as

Laborers. The PDQ submitted for the Janitorial Crew Chief position states that the

position supervises janitors, dining room attendants, laborers, and intermittent

employees working in these titles. A telephone call to the acting supervisor for this

position revealed that the laborers supervised by this position are intermittent only -

there are no regular laborers assigned to this position.

The duties listed on the PDQ are discussed below:

PDQ - 25% Plans and schedules to address the needs of Seattle Center clientele,

which requires a full understanding of event schedules to ensure

adequate staff is available to meet demands. The position works closely

with event booking and servicing staff to prepare buildings before events,

maintain therr~ during events, and restore them after events. The position

also works closely with Operations Crew Chiefs and the unit manager to

coordinate effots between set-up/move-out crews and the'deaning

operations to minirnize downtime.

Examples of work in the class spec for Janitorial Crew Chief include plan and schedule

alljaniton'al work activities involving work prioritization and assignments based on

chan~,Iing work activities and available staff. Prepare workload forecasts....

PDQ - 15% Assigns leads and crews to a variety of locations and. tasks based on

need. Provides full oversight to the hiring and staffing levels of the unit

and is responsible for final decisions on hiring applicants for work in the

unit. Performs performance appraisals for subordinates. Delivers training
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to staff on technical processes and procedures, and on issues of conduct

and team interaction. Approves time off and monitors sick leave usage,

As stated above, a Janitorial Crew Chief schedules work performed by janitorial crews

led by Lead Janitors; instructs in and enforces proper work safety practices and

procedures; and is responsible for employee performance evaluations. A supervisor is

also expected to handle issues related to discipline, and hire and promote employees.

PDQ-10% As part of the Expanded Leadership Team, participates in cross-functional

planning teams to address diverse issues and coordinate planning efforts

for new equipment and supp'ies to maximize cross-unit utilization and

efficiency.

A Janitorial Crew Chief has interdepartmental contacts for the purpose of scheduling

work activities, coordinating activities or resolving problems and complaints. These

positions also research and purchase custodial equipment and supplies.

PDQ - 20% Coordinates, schedules and directs the work of the dining room

aftendants. Develops programs responsive to the resident vendor and event

planners. Provides and makes hiring decisions. Coaches staff on

performance issues, performs evaluations and schedules time off.

A Janitorial Crew Chief schedules work activities for and sets priorities of subordinate

staff and instructs staff on safety techniques and proper use of equipment. A

supervisor is also expected to hire, promote and discipline employees, and train and

evaluate subordinates.

PDQ - 15% Work as part of the Operations Crew Chiefs team to support major events.

This includes directing activities of laborers series staff as well as janitors

and dining room attend-ants, and working as the "duty" Operations Crew

Chief. This must be done duFing all cultural festivals and involves

supervising large staffs of employees in a variety of venues. The position

is also responsible for resPonding to emergent needs and to faciljtate~

changes to the schedule of activities, .ncluding realigning staff and

equipment resources to ensure the, event schedule is adhered to.

The above duties fall within the class specification for Operations Crew Chief - SC
because the intermittent laborers supervised by the position during this time are

performing event set-up and tear-down activities. It was confirmed by the acting

supervisor that the position is currently being paid out of class for the performance of

these duties,

PDQ - 15% Responsible for budgetary management over a unit budget in excess of

$1 million, including determining and projecting the requirements for the

-unit to provide accurate and detailed requests for budget preparation,

providing justification for variances from prior years' budgets, assessing

operational impacts of the budget as approved and notifying management
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o,r those impacts, and exp.-tinding the budget in a manner which secures

maximum service for minimal outlay. The position is also held

accountable for allocation of overtime and cost control.

The Janitorial Crew Chief is responsible for monitoring approved budgets. An

Operations Crew Chief - SC assists in budget preparation.

Summary:

This position is performing some duties outside +he scope of the Janitorial Crew Chief

class specification. Based on the discussion of duties above, it appears that up to 30%

of the duties may fall within the class specification for Operations Crew Chief - SC.

While Team A agrees that it would be easier to assign work and streamline the

operations of the unit if this position were the same title as the others, this position is

not performing the majority of the duties assigned to an Operations Crew Chief - SC.

One of the major functions of the Operations Crew Chief (and one that clearly

distinguishes it from the Janitorial Crew Chief) is the supervision of staff involved in the

set up and change over for events. This position --,:;ts as lead for positions doing this

work a.pproximately 15% of the time. (it cannot be called supervision as the employees

are ir-fermif-tent and, therefore, do not receive performance evaluations, require the.

schedi-l'ing of vacation, etc. which are the functions of a supervisor). The major

function of this position is still basically the supervision of crews engaged in cleaning

the City's facilities. Until other duties exceed 50%, the Janitorial Crew Chief title is the

more appropriate one for this position's body of work.

Recommendation:

We find that the majority of the duties of this position fit the Janitorial Crew Chief class

specification; therefore, we recommend the subject position remain in that classification.

Costing:

This action will result in no additional cost to the department.

ADDENDUM to Report #98-1536 (Reconsideration Assignment Tracking #21-1735

The Reconsideration Hearing was held on April 10, 1998, and attended by the

incumbent of position #022100 (Walter Heyman), John Cunningham (HR Manager) and

Robert Nellams (Deputy Director) management representatives from Seattle Center,

the Reconsideration Board (Class/Comp Director, Lidia Santiesteban; Class/Comp

supervisors, John Pearson and Edie Jorgensen) and Irene Ogunyemi, Class/Comp

analyst representing Team A. Management ascertained that the position's duties and

res
'

nonsibilities were not adequately communicated in the submitted PDQ. Therefore,

they requested the Reconsideration Hearing to properly and clearly articulate the scope

and complexity of the position's duties and responsibilities.
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The -ariq'itional infounation provided by Seattle Cenier management focused on the set

up of the Seattle Center Campus and how the laborers (both regular and intermittent)

are assigned to the various facil'ifies at the Campus, supervisory duties, and budget

preparation.

Management stated that the Operaflons Crew Chiefs-Seattle Center work as a cross-

fun-ctiona~' t(-,,a;-n, and the subiect position works full-timie as part of this team performing

I.-he sarnc-.~ duties. The laborers for the Seattle Center are all assigned to one low org

under tileTechnicall Facilities Management. From there, laborers are assigned, to

Operations, (""rew Cl--:~efs-Seaftle G'enter, depending on the event. (Laborers are not

assigne,d
pc,,,,:-, anently to a Particular Operations Crew Chief-Seattle Center (OCC-SC),

neither do they have a steady assignment, nor continuity of assignment).

The subject position is responsible forthe~ management of all activities and events in

. i
-'he,--'enter House. Responsibility includes mnove in of crews for the events and

Festivals. Th's position plans and scl-ieduies the cleaning work of the offices, and

,,,

ns the kaborers to various kocations for work. It makes decisions regarding workassig

assignment and vacation schedule, ~,based on the event at hand, in conjunction with the

other t~-,,ree OCC-SC); recommands disciplinary actions for staff; and performs other

supervisory duties.

Manage;rnent reiterated that the position is responsible for the accurate and detailed

rea,:
iest ~air the laborers' (Dinning Room Attendants and Janitors) budget preparation.

ojecting for salary, equipment,idget. responsibility includes deterrnin-fng 3-d pr

uniformis, etc. for a budaet of one rnH';on dollars. The subject position also has the

respon sib i

"i-ty
for providing justification fur vafiances from prior years' budgets,

assr-Fsing operational impacts of the budget as approved, and notifying management of

t'hose ~3rnpacts.

Based on the scope, complexity and responsibilities of the subject position's duties, the

R,eco n s:d oration Board determined that the body of work performed by the subject

position is consistent with the level, scope and complexity of the work outlined in the

cl-aiss specri"ication for OCC-SC. Therefore, the Reconsideration Board recommends

that th e sij~iject position be allocated to the title of Operations Crew Chief-Seattle

Center, effective 10/2/97, the date position incumbent signed the, PDQ.

Costing:

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

implementing this action would be $~1.~04. This figure includes any current and

retroactive (if appficabl'e) cost for this action. The ongoing annual cost for this action

Would be ~8,7'34.24. The calculations are based on the difference between the top

step -of t:',:e curent and the recommended salary range and includes statutory benefits

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



CITY OF SEATTLE

EXECUTIVE SERVICES

DEPARTMENT
C1--A','-;SIFICAT10N DETERMINATION REPORT

Datw March 6,1993 Report No- W-1621
... ........ . .. "I--.

POSITION-IDENTI-FICATION

Department, Seattle Center

Classification Title: Office Assistant - BU

Ordinance Title* Office Assistant - BU

Position Number: 022095

Bargaining Unit: 035 Current Salary: $9.94 - $11 .59 (Range: 14.5A)

Classification Title: Computer Assistance Technician

Ordinance Title: Computer Assistance Technician

Legislation Required: Yes

Bargaining Unit: 004 Recommended Salary: $14.28-$16.57 (Range: 24.OA)

Remarks See next page for pertinent allocation information

11 INCUMRENT STATUS

Incumbent: Vacant

Current Standing: n/a

Recornmend9d Stand--j. n/a

n recommended standing, incumbent status is: n/a

[ ]Regular;

Authority: Personnel Rule

[ ] 2.3.100;

Remarks:

[ ] Probationary: [ ] Temporary.

[ ] 2.3.200; [ ] 2.3.300.

Recommended: Team A -JU-,itw Classification/Compensation Analyst(s)

Approved: Edie JoLQensen Classification/Compensation Supervisor

Lidia SantiestebarL~r" ClassificatiOn/Compensation Director

Personnel Director
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Source of Reauest and Position Identification:

This position was reviewed as a result of a request from the department. The review

was requested because the position formerly responsible for these duties was given

more responsibility and subsequently reclassffied; however, the need for someone to

perform these duties still exists. Position #022095 is located in the Computer Services

Unit of Seattle Center, which provides computer services for the entire department,

including design, building, maintenance and upgrading.

Position "iAlLoM

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 A, consisting of Irene Ogunyemi and

Susie Hansen Farrell. The review of the subject position included analysis of the

following:

Position Description Questionnaire (PDQ) dated December 8, 1997 and submitted

for this review;

+ Team A's review/analysis of subject position information;

+ Comparison to similar positions;

* Comparison of classification specifications for Computer Assistance Technician,

Office Assistant, and Senior Computer Operator;

Review of the organizational charts affecting the subject position;

Position history records and related classification files.

Surnmarv of Work:

-rhe essential purpc-,e t 'this position is to insta:1 new software and upgrades,

troubleshoot computer problems, make network connections and setups, repair pcs and

printers, and provide instruction and consultation to end users.

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:

This a part-time position which is currently vacant. Management has need of aposition

that will provide computer maintenance services to the department, including setting up

new computers for end user and installing the software necessary to operate the

equipment. Class specifications for Office Assistant, Senior Computer Operator and,

Computer Assistance Technician were compared for this review.



The class spec for Office Assistant states that these positions perform one or a few

routine/repetitive office support functions such as filing, sorting, photocopying, opening

and so~-ting mail. The position under review will install computer software, troubleshoot

problems and perform repairs. Therefore, the Office Assistant clearly does not reflect

the scope of duties required for this position.

A Senior Computer Operator performs a broad range of technical work in the operation

of large scale, mu Iti-prog rammed computer systems, including operating computers and

equipment in the daily processing of application programs; monitoring the functioning of

the systems, programs and equipment; and diagnosing and resolving program and

equipment malfunctions. The position processes production application jobs, performs

backups, stages and runs application programs. As this position is more focused on

the operation of computers and on system-related repairs and problems rather than the

maintenance, installation, and setup of individual user pcs, this classification does not

accurately reflect the duties of the sul~ject position.

Positions in the Computer Assistance Technician class act as a resource to computer

users by performing a wide range of technical work which includes installing hardware

and software, diagnosing user problems and performing necessary repairs, and

:
1providing user training in a variety of applications. This class spec matches the duties

which will be performed by the position under review,

Recommendation:

Because the duties described in the class spec for Computer Assistance Technician

match those which will be performed by the subject position, we recommend the subject

position be allocated to the title of Computer Assistance Technician effective December

5: 1997, the date the PDQ was signed by management.

Costing:

If imp._--,nented on the 1998 Second QuartE,'r Or~" ice, the maximum estimated

cost of implementing this action would be $8,080.13. This figure includes any
current and retroactive (ifappllcable) cost for this action. The ongoing annual cost

for this action would be $12,120.19. The calculations are based on the difference

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

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

employee will vary. (Note:, This is a half-time position.)



CITY OF SEATTLE

EXECUTIVE SERVICES

DEPARTMENT
CLASSIFICATION DETERMINATION REPORT

J.Date: April 14,1998

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

Seattle Center

Landscape Supervisor

Landscape Supervisor

008927

019 Current Salary: $20.21 - $21.85 (Range: N/A)

RECOMMENDED ACTION

Classification Title: Operations Crew Chief-Seattle Center

Ordinance Title: Operations Crew Chief-Seattle Center

Legislation Required: Yes

Bargaining Unit: 019 Recommended Salary: $19.26-$20.81(Range: NIA)

Remarks: See next page for pertinent allocation information

INC U-M.B.E.NT STATUS

Incumbent:

Current Standing: Landscape Supervisor

Recommended Standing: Operations Crew Chief-Seattle Center

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: Team A 12L

Approved: Edie JoLUensen 9

Lidia Santiesteban

Classification/Compensation Analyst(s)

Classification/Compensation Supervisor

Class ifi cati on/C o.mpe nsation Director

Acting Personnel Director



1-l"JINEN1 ~()N ~--AC MRIN 9

Source of Recuest ard Position Identificat,on:

This position was reviewed as a result of a request from the department. Position

#008927 is located in the Technical Facility Management Unit of the Seattle Center.

This work unit provides the labor staff and the maintenance for event production and

activi~ies of the Seattle Center.

ga,pKgrgund,

An entirely changed set of duties has been assigned to position #008927 due to the

restructuring of the Technical Facilities Management unit. This is done to further lower

the pyramid of control, and to enhance the operation of the Maintenance Management

System. The department is requesting the title of Operations Crew Chief-Seattle Center

for the said position. Because the title requested will result in a reduction in the

compensation level of the subject position if reclassified, the department ascertained

that it is their understanding that the position incumbent will be "incumbency" rated until

such time as the Operations Crew Chief-Seattle Center pay rate catches up to the pay

rate of the title of Landscape Supervisor, position incumbent's current title.

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 A, consisting of Susie Hansen Farrell

and Irene Ogunyemi. The review of the subject position included analysis of the

following:

* Position Description Questionnaire (PDQ) dated 2/3/98, and submitted for this

review;

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

* Review and comparison to class specifications for Landscape Supervisor/#7002007

and Operations Crew Chief - Seattle Centerf#9051407;

* Comparison to similar positions;

* Review of the organizational charts affecting the subject position;

+ Position history records and related classification files.

Summa!y of Work:

According to the PDQ dated 2/3/98, and submitted for this review, the essential

purpose of this position is to control the scheduling of intermittent staff; to supervise

crews; and to monitor and track crews' attendance, allowances, skills development, and

training.
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Note: For a more complete listing of duties and responsibilities, please refer to the Position

Description Questionnaire submitted for this review and included in the position file.

Analysis:

Management contends that in an effort to streamline the department's operations and

deliver seamless service to its clients in a highly competitive business environment, it is

deemed necessary to revise position #008927, The said position has been assigned

new duties, thus resulting in a classification review..

To appropriately classify the subject position, the newly assigned duties as outlined in the

submitted PDQ were reviewed and compared to class specs for Landscape Supervisor

and Operations Crew Chief - Seattle Center. The work of these classes is characterized

as follows:

Landscape Supervisor: Positions in this class plan, organize, supervise, and provide

technical direction for landscape installation, special landscape maintenance programs,

and park maintenance.

Operations Crew Chief - Seaftle Center: Positions in this class plan, schedule, direct,

and supervise the work activities of subordinate staff involved in the set up and change

over for events, as well as the maintenance of Seattle Center facilities.

We found from our review that the title of the Landscape Supervisor is no longer

appropriate to the duties being performed by the subject position. The focus of the work

being performed by the subject position has change form planning, organizing,

supervising, and providing technical direction for landscape installation to planning,

scheduling, directing, and supervising the work activities of subordinate staff involved in

the setting up and changing over for events, as well as the maintenance of Seattle Center

facilities. These duties are more clearly reflected in the class spec for Operations Crew

Chief-Seattle Center.

Recommendation:

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

reallocated to Operations Crew Chief-Seattle Center. This classification action should

become effective thirty (30) days after the passage of the ordinance since it represents a

classification downgrade for the subject incumbent.

Costing,.

The implementation of this action will result in no additional cost to the department.



CITY OF SEATTLE
PERSONNELDEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date., May 19,1998 Report No.~ 98-1870

POSITION IDENTIFICATION

Department: Seattle Center

Classification Title: Programmer Analyst

Ordinance Title: ProgrammerAnalyst

Position Numbe 023832r:

Bargaining Unit: 030 Current Salary: 18.37- 21.42 (Range: N/A)

R~E.Q.QMMEXDEQ
...
ACT-1-0-N

Classification Title: Systems Programmer Analyst

Ordinance Title: Systems Programmer Analyst

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: 18.37 - 21 .42 (Range: NIA)

Remarks See next page for pertinent allocation information

Incumbent:

Current Standing: Programmer Analyst

Recommended Standing: Systems Programmer Analyst

In recommended standing, incumbent status is:

[
X

] Regular

Authority: Personnel Rule

[ ] Probationary

[ X 12.3.100 1 12.3.200

Remarks, Retitling Position

I Recommended: U Schematic Team

Approved:

ia San

[ ]Temporary

]
2.3.300

Classification Analyst(s)

Classification Supervisor

Classification/Compensation Director

Acting Personnel Director



Position identification AW Souroe,Of .Request

The Position 023902 was retitled to the classification title of ProgrammerAnalyst

during the final phase of the City's Classification Project. Through an error the

intended title Systems Programmer Analyst was inadvertently shortened to read

"Programmer Analyst" .
We are now correcting the error. The classification title

of Programmer Analyst was revised to Systems Programmer Analyst on April 24,

1996, and we are now retitling positions still titled ProgrammerAnalyst to the

corrected title Systems Programmer Analyst.

Recommendation
We recommend the following:

that the subject position be retitled to the title of Systems ProgrammerAnalyst,

with no change in the employee's incumbency status.

that the effective date of this action should be the date the position was

I

reclassified to the title of ProgrammerAnalyst (September 27, 1994).

Costing

There are no cost associated with implementing the above action.



CITY OF SEATTLE
PERSONNEL
DMSION

Date: 4/15/98I

CLASSMCATION DETERMINATION REPORT

Report No.: 97-1267

.POSITION IDENTIFICATION

Department: Seattle Public Utilities

Classification Title: See Exhibit A

Ordinance Title: See Exhibit A

Position Number: See Exhibit A

Bargaining Unit: NA Current Salary: NA

~ REC.OMMENDED ACI~ION

Classification Title: Utilities Manager 2

Ordinance Title: Utilities Manager 2

Bargaining Unit: NA

Legislation Required: yes

Remarks

r7r,
UiViur- 1 0 1 /A I U0

Incumbent:

Recommended Salary:$25.20 - $34.02 hr.

Copy of PDQ is attached.

See Exhibit A

Current Standing: See Exhibit A

Recommended Standing: Utilities Manager 2

In recommended standing, incumbent status is:

[ ] Regular Probationary Temporary (exam required)

Authority: Personnel Rule

[ ]
2.3.100 2.3.200 2.3.300

Remarks:

Recommended: Steven Aspiras
&lt;_4~1 Sr. Classification/Compensation Analyst
60,F-

Approved.- Classification/Compensation Supervisor

Lidia Santiestebgn ~fVC[assification/Compensation Director

cting Personnel Director
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Source of.9muest/Position Identification:

These positions were reviewed as a result of the classification recommendations being

held in abeyance during the 1997 Budget review. As no new titles were to be created,

subsequent reviews, draft revised class, specifications, reports, market surveys and

recommendations were completed. However, market data did not find any similar

matches. Data gathered and information given by the Director of the Utilities Services

Teams has led to these positions being considered included in the Manager/Strategic

Advisor Program.

AnAlysis and Recommendation

Scope of Review: These positions were reviewed by a team of class/comp analysts

for inclusion in the Managers or Strategic Advisor Program. The point factor analysis

yielded 400 points in the Strategic Advisor point factor system and 575 points in the

Manager point factor system. Manager 2 is the most appropriate allocation due to the

positions' program role and the salary advantage it affords the positions, The points for

each dimension are listed below.

Point Factor Dimensions:

P rogram
Tporicy

Technical BudgeV
Fiscal

Human
Resources

Communications Matrix

Med/12( Low/47 Low/47 MedI87 Med/87 Med/80

Recommendation:

Based on the duties and responsibilities, we recommend that these positions be

designated as Utilities Manager 2, effective January 7, 1998, the effective date of

Ordinance 118850. Concerning the 1997 Budget, these positions should receive out-

of-class pay retro-actively to January 1, 1997 at the Manager V level. This level is

closest to and under the Utilities Manager 2 ($25.02) beginning step.



CLASSIFICATION DETERMINATION

REPORT NO.: 97-1267

RECOMMENDED ORDINANCE TITLE:

RECOMMENDED ORDINANCE TITLE:

Incumbent:

Position NO: 016685

Current Classification Title:

Current Ordinance Title:

Current Status'. Reg

Remarks:

Incumbent:

Position NO: 022197

Current Classification Title:

Current Ordinance Title:

Current Status: Reg

Remarks:

Incumbent:

NO. 012118

Current Classification Title:

Current Ordinance Title:

Current Status: Reg

Remarks-

Incumbent:

Position NO.: 011855

Current Classification Title:

Current Ordinance Title:

Current Status: Reg

EXHIBIT A

RECOMMENDED SALARY:. ($25.20 - $34.02)

Utilities Manager 2

Utilities Manager 2

Department: Seattle Public Utilities

Current Salary: 23.78 - 27.73 (Salary Range 37.5A)

Unclassified

Executive Assistant

Recommended Status: NA

Department:
I

Seattle Public Utilities

Current Salary: 19.65 - 22.88 (Salary Range 32.5A)

Water Service Inspector asgnd Chief Water Service Inspector

Water Service Inspector, Chief

Recommended Status: NA

Department: Seaftle Public Utilities

Current Salary: 17.86 -20.85 (Salary Range 30.OA)

Unclassified

Credit

&
a
m

p
;

Collection Supervisor, Asst

Recommended Status: NA

Department: Seattle Public Utilities

Current Salary, 20.04 - 23.35(Salay Range 33.OA)

Unclassified

Water Services Supervisor

Recommended Status: NA



CITY OF SEATTLE
PERSONNEL
DIVISTON

1444: L/5/98

CLASSIFICATION DETE ATION REPORT

_BMort No.: 97-159=5

PO&amp;STION IDENTiFICATION- ... .......... -'-
Department: Seattle Public Utilities

Classification Title: Office Assistant asgnd Adminstrative Specialist I

Ordinance Title: Administrative Specialist I - BU

osition umber: 021180

Bargaining Unit: 035 Current Salary: $13.01 - $14.51 (Range 20,5B)

RECOMMENDED ACTION

Classification Title: Administrative Specialist 11

Ordinance Title, Administrative Specialist II - BU

Bargaining Unit: 035

Legislation Required: Yes Recommended Salary: $14.00-$15.66 (Range22.5B)

Remarks See next page for pertinent allocation information

!NCUMBENT STATUS

Incumbent:

Current Standing~ Administrative Specialist I - BU

Recommended Standirc Administrative Spec',alist 11 - BU

In recommended standing, incumbent status is:

[ ]Regular [ I Probationary [
X

] Temporary (exam required)

Authority: Personnel Rule

12.3.100 2.3.200 X
]

2.3.300

Remarks: Per Article 97C of the Local 17 Bargaining Agreement

Recommended:

Approved:

Steven Aspira!~±- Sr. Classification/Compensation Analyst

Edie Jorgensen '~~6 Classification/Compensation Supervisor

assification/Compensation Director

Acting Personnel Director



LEtEfRITINENT ALLO(;ATION FACTORS - 7-1595 P

Source of Reguest/Position. Identification:

This position was reviewed as a result of a Branch reorganization and subsequent Step

3,grievance filed by Local 17 alleging that the subject position is working as an

Administrative Specialist It or other higher classification. The position's duties were

changed based on the reorganized Resource Development Division, that expanded

from 'a staff of 10 to a staff totally 24. This Division is composed of professional staff

who manage the planning and development of water, drainage, and wastewater capital

improvement projects, plus who monitor and oversee the implementation of Seattle

Public Utilities' Capital Improvement Program. Staff in this division work in

collaboration with all other divisions/branches of SPU as well as with the Mayor's

Office, OMP, City Council, Purveyors representatives, Regulatory Agencies, other

governmental agencies, and community representatives.

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

ScoRe of Review:

Review of this position consisted of the following:

* Position Description Questionnaire (PDQ) submitted for this review;

* Class Specifications No, 40500041Administrative Specialist I;

* Class Specifications No. 4050005/Administrative Specialist 11;

* Position file contents;

* Comparison to similar positions;

* Review of the organization unit affecting the subject position;

* and related classification files.

Summa!y of Wor
The primary purpose of this ~ -isition is to act as the primary administrative suppor -

taff

of the Director of Resource Development Division, encompassing a large range of

activities such as handling complex scheduli,, ~ assignments invc'.,~Mg city - 11' outsie, 1

agency participants and elected officials, performing administrative research, and

coordinating collection of data, reports, and request for information. Acts as liaison for

the Resource Development staff and staff of state offices, the Mayor's Office, King

County Council, City Council, the Director of SPU, Branch Executive of Resource

Management, and other outside agencies. Implements office procedures where none

exist and maintains a policy and procedures manual available to the division.

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 Specialist I (AS 1) level perform the full range of general administrative

support duties or several specialized clerical tasks in a program. An AS I is typically

expected to understand the work processes, procedures and regulations of the
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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.

An Administrative Specialist 11 performs the full range of administrative support duties

for high level management or specialized tasks in support of a special function or

program, e.g., prepares/reviews standard or special reports; prepares program

documents, interdepartmental forms; monitors progress of dept. or project workload;

prepares/maintains spreadsheets and similarcomputer support activities. 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, while sensitive issues and

problems are referred to management.

The duties and responsibilities described in the PDQ submitted for this review are

consistent with those outlined on Class Specification #4050005/Administrative

Specialist 11. Per the PDQ the subject position supports the division director and other

division staff. Work requires the handling of complex planning documents, consultant

bids and contracts related to complex issues and reports and some of the City's most

important projects, including the Tolt project, Cedar River pipeline project, the Seattle-

Tacoma Intertie project and retrofitting of water and sewer pipelines for the City of

Seattle. The Supervisor of the subject position also states that this empl oyee receives

limited supervision. Routine work assignments are carried out without the involvement

of the supervisor and special work assignments are communicated and then carried out

usually with little additi-nal supervision needed.

Recommendatinn-

Based on evaluation of the duties and responsibilities of position 4021180, it is

recommended this position be reallocated to Administrative Specialist 11 - BU. This

action should be effective 9-23-97, which is fifteen days prior to the filing of the

grievance.

COSTING
If implemented on the 1998 First Quarter Ordinance, the maximum estimated cost of

implementing this action would be $1,865.89. This figure includes any current and

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

would be $2,798.84. The calculations are based on the difference between the top

step of the current and the recommended salary range and includes statutory benefits

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



CITY OF SEATTLE
PERSONNEL
DI"SION

CLASSIFICATION DETERMINATION REPORT

POSITION WNTIFICATTON

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

Seattle Public Utilities

Unclassified

Systems Analyst I

024670

034

REC0',%'1MFNDED ACTION

Classification Title: Systems Analyst

Ordinance Title: Systems Analyst

Bargaining Unit: 034

Current Salary: $17.53 - $20.44 (Range 29.5A)

Legislation Required: yes Recommended Salary: $20.19 - $23.59 (Range N/A)
I

Remarks

INCVNIBENT STATUS

Incumbent:

Current Standing: Research &amp; Evaluation Assistant - BU

Recommended Standing: Systems Analyst

In recommended standing, incumbent status is:

I I Regular Probationary

Authority: Personnel Rule

[ 12.3.100 2.3.200

I
X

I Temporary (exam required)

[
X 12.3.300

Remarks: Per Article 93C of the Local 17 Bargaining Agreement

Recommended:

Approved:

Steven Aspiras

Edie JoESensen

Senior Classification/Compensation Analyst

Classification/Compensation Supervisor

Classification/Compensation Director

ersonnel Director
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Source of Reguest/Position Identification:

This position was reviewed as a result of the increased demand for GIS Products and

Services from SPU business units, as well as the demand for GIS services coming from

other City departments and from outside the City. Due to the volume, complexity and

tight turnaround times, it was essential that the incoming work requests and daily work

flow within the group be closely monitored. Management formed a team of analysts

and cartographers dedicated to the provision of GIS products and services to other City

departments, outside businesses, other government jurisdictions and private citizens.

These changes impacted the demands on the subject position's technical, analytical

and interpersonal skills.

The subject position is located in SPU's Geographic Systems Section that provides GIS

products and services to a wide range of customers: City departments, private

businesses, the public, and other governmental agencies. Geographic Systems is also

responsible for the maintenance and administration of the City's Central Geographic
Data Base as well as for SPLIs GIS functions. The subject position is being filled as a

Research

&
a
m

p
;

Evaluation Assistant I In-Lieu-Of (ILO) a Systems Analyst I position.

Position Hjstory:
I

A cornplete 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. 2003303/Research and Evaluation Assistant;

" Class Specification No. 2100004/Systems Analyst;

" Comparison to similarpositions;

" Organizational charts;

" and position file contents.

SummaLiL of Work:

The primary purpose of this'position is to provide mission critical functions in support of

Citywide GIS needs as well as support in realizing the goals of the Geographic

Systems work plan. The subject position acts in a high-profile capacity as GIS services

liaison with City departments, citizens, and other public and private agencies, providing

a critical link between the non-GIS user community and the in-house GIS technical

staff. Specific tasks include:

" Design and analysis for new GIS projects - develop database design and

implementation methodologies.

" Software support for the creation of custom map products.

" Act as initial point of contact to both internal and external GIS customers regarding
available services and products.

" Work with supervisor to allocate resources and prioritize incoming work requests.

" User support - education and training.
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" Provide technical support in the use of ARC/info software, knowledge of computer

equipment and systems.

" Software support and data input supervision for on-line Products and Services

tracking systems.

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

Position Descilption Questionnaires (PDQs) submitted for this review and

included in the position Me.

Analysis:

A Research

&
a

m
p

;

Evaluation Assistant, under general supervision, performs moderately

difficult research and statistical or program evaluation analysis. Work involves

analyzing and evaluating data, and preparing analytical and narrative reports or reports

in a spreadsheet format that provides information on program status. In comparison a

Systems Programmer, under general supervision, designs, develops, codes, tests, and

debugs computer programs and enhancements to existing programs according to user

specifications and requirements and prepares technical and user documentation on

program design and use.

Positions in the requested title of Systems Analyst (SA) provide technical support to

ensure that the automated aspect of the "system" is functioning optimally both

systematically and through the user employing it. SAs perform functions such as

writing code, writing formulas, establishing network links through programmatic

functions, etc. They apply technical expertise and software specific knowledge to

maximize overall efficiency through the development and use of automated systems as

part of continuing and evolving solutions to the achievement of organ izational goals.

The duties and responsibilities described in the PDQ submitted for this review are

consistent with those outlined on Class Spec No. 2100004/Systems Analyst. The

Class Summary 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." In comparison, the subject position's responsibilities range

from building and maintaining new GIS applications, to building new map products, to

ad hoc training and education of City employees and the general public. As a primary

point of contact for City departments seeking GIS products and services, this position is

required to act daily in a lead analyst capacity by finding creative ways to use GIS

technology to satisfy the mapping and analysis needs of both internal and external

clients. By facilitating better access to the City's GIS through a skilled, key point of

contact, City departments have the potential to save hundreds of hours of staff time in

the production of maps and the performance of spatial analysis. Additionally,

management states that the sale of GIS products and services to the public and private

organizations as well as other government agencies is a significant revenue source

and directly sustains the GIS Products and Services unit.
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SPU management feels an inequity currently. exists as the subject position's current

responsibilities exceed the job description of Research and Evaluation Assistant.

Additionally, they feel the responsibilities are at least equal with others within the

Geographic Systems Sections Products and Services Unit and GIS Section as a whole.

Recommendation:

Based on evaluation of the duties and responsibilities of position #024670,
1

it is

recommended this position be reclassified to Systems Analyst. This action shou d be

effective October 30, 1997, to coincide with the date the incumbent and immediate

supervisor signed the PDQ.

Costing:

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

implementing this action would be $7,027.52. This figure includes any current and

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

would be $7,666.38. The calculations are based on the difference between the top step
of the current and the recommended salary range and includes statutory benefits

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



CITY OF SEATTLE
PERSONNEL
DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Numbers:

Bargaining Unit:

5

RECO-NINIENDED ACTION

Classification Title: Senior Environmental Analyst

Ordinance Title: Senior Environmental Analyst

Bargaining Unit: 034

Legislation Required: yes

Remarks

INCU---',%'IBENT STATUS

Incumbent:

Current Standing: Associate Environmental Analyst

Recommended Standing: Senior Environmental Analyst

In recommended standing, incumbent status is:

Regular Probationary [XI Temporary (exam required)

Authority: Personnel Rule

[ 12.3.100 [ 12.3.200 [XI 2.3.300

Seattle Public Utilities

Associate Environmental Analyst

Associate Environmental Analyst

#023065 and #025309

034

Recommended Salary: $23.78 - $ 27.73 (Range 37.5A)
11

See next page for pertinent allocation information

Current Salary: $20.85 - $24.26 (Range 34.OA)

Remarks: Per Article 9.7C of the Local 17 Bargaining Agreement

Recommended: Steven As2ira Senior Classification/Compensation Analyst

Approved: Edie Joraensen Classification/Compensation Supervisor

. 4"Y-
~'s

Lidia Santiesteban L~'

Classification/Compensation Director

Norma
MEjjjJE!&amp; I ~J~~ersonnel Director
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Source of Re uest/Position Identification:El

These positions were reviewed as a result of a Departmental request. Positions No.

023065 and No. 025309 are located in the SPLI's Environmental Management Section

of Resource Planning. The purpose of this Branch is to protect and preserve Seattle's

environmental resources, including the region's water supply and local rivers, lakes,

streams and creeks, and manage the city's solid waste in an environmentally

responsible manner. This section ensures the environmental regulatory compliance of

the Water Fund Capital Improvement Program and of the Water Fund operations within

SPU. In addition, SPUs Hazardous Materials unit is located within this section. This

unit plays a critical role in overseeing the technical and regulatory aspects of

environmental compliance.

The subject positions provide both technical and policy guidance and oversight of the

environmental compliance portion of large CIP projects and critical utility operations.

These positions oversee complex consultant contracts and directly support project and

functional managers.

Position Histo!y:

A complete history of these positions may be found in the Personnel Records Unit.

Scop Review:

Review of these positions consisted of the following:

" Position Description Questionnaires (PDQs) submitted for this review;

" Class Specification No. 7210504/Associate Environmental Analyst;

" Class Specification No. 7210505/Senior Environmental Analyst;

" Comparison to similar positions;

" Organizational charts;

" and position file contents;

Summaryof ork:

The primary purpose of position No.025065 is to ensure Department meets all

regulatory requirements and its own standards for capital projects, system operations

and programs that impact the environment. Necessary skills are negotiation,

consensus building, supervision of field employees, policy and regulatory interpretation

and independent decision making. Comprehension of aquatic and wildlife biology,

hydrology and water chemistry is essential.

The primary purpose of position No. 025309 is to analyze technically complex and

politically sensitive public utility capital improvement, maintenance, and operation

projects and determine who to comply with a wide variety of federal, state, and local

environmental regulations that apply. This position guides and directs project

managers, other City staff, and consultants in complying with regulatory requirements,

designing and implementing environmental mitigation plans and policies. The position

represents SPU in dealing with other City departments.. regulatory agencies, and the

public.
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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:

The Associate Environmental Analyst represents the journey-level in the Environmental

Analyst series that, under general supervision, acts as project manager for

environmental assessments of major City projects and programs. These positions

manage environmental studies and analyses that may involve the oversight of interns

and/or consultants conducting extensive field investigations, field operations, policy

analyses, and long-range planning activities. Employees at this level participate in

planning for development of energy resources, hazardous materials management and

energy policy. Much of the work is performed within established guidelines and

regulations. The Senior Environmental Analyst is given more autonomy in s
'

tructuring

work, and is able to handle the more complex, technically difficult projects, programs,

issues or polices.. Positions at the Senior level are able to represent/speak for the

division or the utility and have more experience in interpreting and developing policies.

The duties and responsibilities described in the PDQs submitted for this review are

consistent with those outlined on Class Spec No. 7210505/Senior Environmental

Analyst.

Position No. 023065, serves as -the principal Utility authority on the environmental

aspects of constructing SPU's largest treatment facility. Without this knowledge, the

various capital projects planned at Lake Youngs could have unforeseen, cumulative

significant negative impacts on the Lake Youngs reservation environment and

SPU's system operation. This position also serves as technical advisor on Wetland

Regulatory Compliance. The evolution of wetland law is very complex and its

application by local governments to SPU's projects is discretionary. These actions

can impose very costly and restrictive burdens on SPU as well as delay projects.

Position No. 025309, represents SPU in dealing with all kinds of local, state, and

federal environmental regulatory agencies. These dealings involve determining,

interpreting, balancing, and negotiating solutions to unclear and often conflicting

environmental regulatory requirements implemented by agencies. 'This position is

required to exercise a great degree of discretion in representing SPU to the

agencies, because the regulatory and legal context surrounding environmental

regulations is highly politically charged, ambiguous, and constantly changing. Poor

decision in representing SPU to agencies can result in fines, penalties, increase

regulatory requirements, and potentially in litigation for SPU.

As shown above by the brief statement of duties, the subject positions exercise broader

autonomy and function more independently in structuring and managing more complex
studies, technically difficult projects and programs and issues. They also

represent/speak for the department and have more experience in interpreting and

developing policies and/or interpreting/applying environmental regulations. The

persons/agencies contacted (either orally or in writing) may have different viewpoints,

goals, or objectives requiring the subject positions to achieve a common understanding
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of the problem and a satisfactory solution for the City by convincing them or arriving at

a compromise. An employee at the senior level will have the authority to commit the

Division or Department to a specific course of action on behalf of the City. (in contrast,

Associate Environmental Analysts will rarely, if ever, be responsible for resolution of

issues involving significant financial, legal or political consequences, and will rarely, if

ever, be authorized to commit the City to a course of action.)

Recommendation:

Based on evaluation of the duties and responsibilities of positions #023065 and

#025309, it is recommended these positions be reclassified to Environmental Analyst,

Senior. This action should be effective December 8, 1997, to coincide with the date

the subject positions and immediate supervisor signed the PDQ.

Gos*nq:
If implemented on the 1998 Second Quarter Ordinance, the maximum estimated cost of

implementing these actions for both positions would be $11,260.26. This figure

includes any current and retroactive (if applicable) cost for these actions. The ongoing

annual cost for this action would be $16,890.38. The calculations are based on the

difference between the top step of the current and the recommended salary range and
includes statutory benefits (FICA, etc.). The actual amount payable to any affected

employee will vary.
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CITY OF SEATTLE

EXECUTIVE SERVICES DEPARTMENT
PERSONNEL DIVISION

CLASSIFIGATIO
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POSITION IDENTIFICATiO'N-

Dep.~W"rr'ent' Seattle Public Utilities

Ordinai~we Tifie.

Position Number:

Bargaining Unit:

Remarks,

008764

004

Report No,,

aring 6pec:-a~::st, Associate

Current Salary., $21.05, 21.86, 22.71, 23.59, 24.52

Range: NIA

I ==jJ

REC r-41MENDED ACTlON
---- --- -- ---

Class if ~cation'i ille: Engineering Specialist, Senior

Ordinance Title: Civil Engineering Specialist, Senior

r.;rr-~Ainlnn' Ur-4" 032 Recommended Salary: $24.52, $25,51, $26.46, $27.48

Legislation Required,

INCUMBENT STATUS
1,

I

Current Standing:

I

Recommended Standing:

Civil Engineering Specialist, Associate

E

'~
3
"

i. s

In recommended standing, incumbeni status is:

X ] Regular Probationary Temporary (exam required)

Authority: Agreement between IFPTE Local 17

&
am

p; City of Seattle, Article 9.7.B.I.

Personnel Rule

[ ] 2.3.100 2.3.200 2.3.300

Remarks-

Recommended:

Approved,

Classification/Compensation Analyst(s)

Classification/Compensation Supervisor

lassification/Compensation Director

A_cting) Personnel Director

DETERMINATION REPORT

g:\cck98team2\slee~clas..-ept\98-1632
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Review Team
This review was conducted by Team 2 consisting of Carla Coward, Curt Funk, Gail

Thompson and SharonLee Nicholson, Steve Aspiras, Class/Comp Analyst assigned to

Seattle Public Utilities also was consulted during the review process. SharonLee Nicholson

wrote the report.

Source of Request and Position Identification

This request came out of the 1997 reorganization consolidating the departments of Water,

Engineering and parts of City Light. That reorganization increased the size of units in the

Engineering Support Division; thus, requiring additional supervisory staff.

Position Histo

Position No. 008675 was created in the Engineering Department in- 1968 as a Civil

Engineering Specialist and it was reclassified to Associate Civil Engineering Specialist in

1969. The current incumbent entered the position as a Civil Engineering Specialist

Associate in 1994. In the Classification Project, the position was reviewed and the associate

level classification confirmed. In 1997 during the utilities consolidation, the position was

transferred to the Engineering Support Division of the new SPU Department.

Scope of Review

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

" Position Description Questionnaire (PDQ) signed by the incumbent on August 8, 1997;

" Organization chart for the affected Engineering Support Section of SPU;
" Classification Specification #7201504 for Associate Civil Engineering Specialist,-

" Classification Specification #7201503 for Senior Civil Engineering Specialist;

Summa!y qf VVork

According to management comments on the PDQ submitted for this review, Position N
008764 is responsible for supervising the work of three Civil Engineering Specialist,

Assistants and an Associate Cartographer. The position is expected to manage the work of

multiple projects, monitor group costs against budget and provide direction and training to

his subordinates. The list of job duties indicates that more than 70% of the position's time is

spent in supervisory activities. The remaining 30% consists of estimating, tracking and

reporting project progress and resolving design conflicts and completeness issues with

individual engineers.

Analvsis

According to the class specifications, the Associate Civil Engineering Specialist is

responsible for leading the work of Assistant-level Specialists. However, full supervisory

responsibilities are not included in Associate-level work. Therefore, the current

classification of this position is not appropriate.

In comparison, the class specification for the Senior Civil Engineering Specialist indicates

that positions at this level:

g:\cc\98team2\slee\clasrept~98-1632
'
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".
. .

work under limited supervision, independently resolving

most problems ... (and) may supervise or lead subordinate

technical or professional personnel . -

."

Page No,

The PDQ submitted with this request clearly indicates that, given the supervisory activities

of the position, the appropriate classification is the Senior Civil Engineering Specialist.

Recommendation

We recommend that Position No. 008764 be reclassified from Associate Civil

Engineering Specialist to Senior Civil Engineering Specialist. The effective date of this

action should be August 8, 1997, the date the incumbent signed the PDQ.

goskua

If this report is implemented on the 1998 Second Quarter Ordinance, the maximum

estimated cost of this action would be $7,203.97 which includes current and retroactive

costs. The ongoing annual cost of this action also would be $7,203.97. The

calculations are based on the difference between the top step of the current salary

range and that of the recommended salary range and includes statutory benefits (FICA,

etc.). The actual amount payable to the affected employee will vary.

g:\ccMteam2Wee\dasrept\96- 1632



CITY OF SEATTLE
PERSONNEL DIVISION

CLASSIFICATION DETERMINATION REPORT
"'I" ...

...........

POSITION IDENTIFICATION

Department: Seattle Public Utilities

Classification Title: Administrative Specialist III

Ordinance Title: Administrative Specialist III - BU

Position Number. 012096

Bargaining Unit: 034 Current Sala

S

$15~05 - 16.88 (Range:24.5A)

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 See next page for pertinent allocation information

Incumbent:

Current Standing:

Recommended Standing:

n recommended standing, incumbent status is:

Regular Probationary Temporary

[ ] 2.3100; [ 12.3.200;

Remarks:

Recommended:

Approved:

Steven Aspira Senior Classification Analyst

Edie Jorgensen
L4:4

Classification Supervisor

Lidia Santiestebai),Classification/Compensation Director

Norma McKini_Ki4e ting Personnel Directorak/Actii



Th'~s position was reviewed as a result of a departmental request. Position No. 012096

is !ocated in the Finance and Administration (F&amp;A) Branch of Seattle Public Utilities

(SPU). F&amp;A is an 'internal service" organization that provides systems support to the

rest of the department by providing financial, human resources, and information

technology services to the other di-visions.

The subject position. provides complete administrative support to the Branch Executive

of Finance and Administration, and serves as overall coordinator of administrative

functions throughout the Branch.

Scope of Review:

This review consisted of the following:

+ the Position Description Questionnaire (PDQ) dated February 10, 1998;

+ comparisons of-class specifications in the Executive Assistant and Administrative

Support class series;

+ comparison to similarpositions;

+ review of the organizational unit affecting the subject position;

+ position history records and related classification files,

Background:

According to departmental management, the duties and responsibility of the subject

position increased from those of Administrative Specialist III to that of Administrative

Staff Assistant, as a result of the utilities consolidation and reorganization.

Management feels this position serves a more central role in a larger, more complex

organization. It carries out projects and addresses issues that relate to not only three

different Divisions (HR, IT, and Finance) within the Branch but to the four other

Branches of SPU where issues and projects cross Branch boundaries. Additionally,

this position now functions as the primary coordinator of administrative staff in the F&amp;A

Branch.

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.

Summant of

According to departmental management the role of the subject position is similar to

other Administrative Assistants that report to Branch Executives, The subject position

is essentially responsible for providing administrative coordination for the unit; acts as

key contactfor the branch on a variety of administrative, procedural, personnel, training

and budget related issues; and acts as liaison between the branch and its three

divisions. Primary duties consist of:

Providing complete administrative support to the Branch Executive of Finance and

Administration. Performing all aspects of administrative duties in addition to

independent project and special assignment work. The subject position orchestrates a

great number of task, issues, projects, initiatives and problems, and evaluates

situations and prioritizes work in a professional manner. The employee independently



carries out special assignments and researches projects through to completion, with

minimal direction and support. It also identifies and secures the appropriate resources

needed to carry out the assignments.

Analysis:

The class series of Administrative Support and Executive Assistant were chosen for

this review. The work of these classes is characterized in this manner:

Administrative Support - Positions in this class are perform a variety of administrative

arid derical support task, or specialized tasks to support a specific program or function.

This class consist of five levels and they are distinguished from one another by their

respective degrees of difficulty, responsibility, accuracy required and the types and

natures of contacts. For purposes of this matter, class specifications in the last two

levels (Administrative Specialist III (advanced) and Supervisor) were reviewed, The

work is described in this manner:

Administrative Specialist III - Positions allocated to this class perform highly

complex and diverse specialized program support activities, or supervise a group of

empioyees 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

expected to have a detail working knowledge of highly complex procedures and

regulations such as legally perceived contract or program provisions, codes and

ordinances,

Administrative Support Supervisor - Positions allocated to this class plan,

organize, assign and evaluate the work of clerical support staff; complete special

projects; and may provide administrative support duties to higher level

management. The work requires knowledge of pertinent programs and projects and

a wide range of concepts, principles and experience in applying assigned tasks,

with close review and correction of non-routine work.

Executive Assistant - The work of this class is defined as a mixture of administrative

dufies, usually performed by other administrative fields, in which no one specialty field

constitutes a majority of the duties. For purposes of this review, the class specification

describing the first level was chosen.

Administrative Staff Assistant - Positions in this class conduct research and data

co"ection for special assignments; coordinate, prepare and monitor the unit's

bud,lget and coordinate special programs or projects; coordinate a variety of general

office functions; and oversee the work of subordinate staff. Positions at this level

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.



1-

Comparison:

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

objective of identifying the most appropriate classification. According to the PDQ, the

subject position will research and collect data for special assignments and projects.

This in turn allows, for more informed and higher quality results, improved coordination

and overaH functioning of the administrative staff and their responsibilities, and

improved project and research support to the Branch Executive.

Through the analysis, it was found that the subject position is relied upon to assist the

Finance

&
a

m
p

;

Administration Branch of Seattle Public Utilities with a variety of

administrative and operational matters. This work is best described within the

Administative Staff Assistant class. Positions within this class coordinate and monitor

the budget and special programs or projects; coordinate a variety of general office

functions, conduct research and data collection for special assignments; and oversee

the work of subordinate staff. Positions within this class are also expected to use

judgment and 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.

The duties and responsibilities assigned to the subject position resemble those

assigned to positions allocated to the class of Administrative Staff Assistant.

RECOMMENDATION
It is, fhe,,efore, recommended that the subject position be allocated to the title of

Administrative Staff Assistant. This action should become effective February 10, 1998,

the date the Position Description Questionnaire was signed by SPU management.

COSTING

If implemamted on the 1998 Second Quarter Ordinance, the maximum estimated cost of

implementing this action would be $4,332.12. This figure includes any current and

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

would be $8,664.23. The calculations are based on the difference between the top step

of the current and the recommended salary range and includes statutory benefits

(FICA, etc.). The actual amount payable to any affected employee will vary.
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CITY OF SEATTLE
PERSONNEL
DWISION

J.Mate:_ 4/1-16/98

POSITION ln~~NTIFICATION
..' .... . ........ ........... _~=

Report No.:....

Department: Seattle Public Utilities

Classification Title: Unclassified

Ordinance Title: Civil Engineering Specialist, Assistant III

Position Number: 008721

Bargaining Unit: 004 Current Salary: $19.45 - $22.711

RECOMMENI'ED ACTION

Classification Title. Civil Engineering Specialist, Associate

0.,dinance Title, Civil Engineering Specialist, Associate

Bargaining Unit: 004

Legislation Required: yes

Remarks

INCUMBENT STATUS

Incumbent:

Recommended Salary. $21.05- $24.52

Reallocation; See next page for pertinent allocation info.

Current Standing- Civil Engineering Specialist, Assistant

Recommended Standing: Civil Engineering Specialist, Associate

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: Per Article 9.7C of the Local 17 Bargaining Agreement

Recommended:

CLASSIFICATION DETERMINATION RE, PORT

Steven Aspiras:i± Sr. Classification/Compensation Analyst

Approved: Edie Jorgensen Classification/Compensation Supervisor

Lidia SantiestL~ban,;Mlassification/Compensation Director

&amp;_,,L'orma WK-Mri-eL AGUFHj Personnel Director



PERTINENT ALLOEA ~,ON FACTORS - Rpt #98-1698 Page 2

Source of Reguest/Position Identification:

This position was reviewed as a result of a Departmental request. The subject position

is located in the Transportation Design Division of the Engineering. Services Branch of

Seattle Public Utilities (SPU). This Division is responsible for designing traffic signal

and street lighting systems for the City of Seattle right-of-way. This unit reviews and

approves consultant, Metro and City signal and lighting designs.

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:

0

Position Description Questionnaire (PDQ) submitted for this review;

Class Specification No.7201503\Civil Engineering Specialist, Assistant;

Class Specification No.7201504\Civil Engineering Specialist, Associate;

Comparison to similarpositions;

Review of the organization unit affecting the subject position;

and related classification files.

Summary_olf Work:

The primary purpose of this position is to respond to the unit's needs on projects in

termis of scope, schedule and budget as a lead designer for the section. The subject

p ition communicates with all persons (public, private, etc.,) on signal and lightingos~
i

design issues.

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:

The requested level of Associate Civil Engineering Specialist can be characterized as

performing journey-level, complex, and difficult technical civil engineering and

construction related activities. This class requires a working knowledge of the

principles and practices of civil and construction engineering, including the methods,

materials, equipment and techniques used in civil engineering, construction, and

inspection. It is distinguished from the Assistant Civil Engineering Specialist by the

technical nature of the work performed that includes drafting; performing well-defined

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

reviewing plans, specifications and development proposals; developing project and

contract specifications and cost estimates; administering construction contracts;

enforcing ordinances controlling public property and facilities; maintaining records of

City facilities and projects; surveying and sampling and testing materialsp

Representative duties of an Assistant Civil Engineering Specialist include performing

contract administration duties, however, only the journey-level may negotiate with

contractors or act as a liaison among consultants. In regard to the preparation of
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plans, the Assistant level can only assist. Additionally, the Associate level may check

the accuracy of work and computations performed by other engineering personnel and

can also provide technical guidance to other technical and professional personnel.

The subject position performs complex detailed design of Street Lighting and Traffic

Signal systems producing plans using CADD; serves as Lead Designer and Project

Coordinator for CBD Security Lighting Program; acts as liaison among consultants,

contractors, subcontractors, manufacturers, and suppliers and the City; meets with

community groups to discuss.current or proposed projects; negotiates problems or

changes, errors or deficiencies and ensures compliance with project specifications and

code requirements; prepares preliminary and final construction estimates and

specifications for street lighting and traffic signal projects; prepares work orders to start

repairs and renovations, and inspects new street lighting materials for compliance with

specifications prior to installation. Overall, the duties and responsibilities described

in the PDQ submitted for the subject position are consistent with those outlined on

Class Specification #7201504\Civil Engineering Specialist, Associate.

Recommendation:
Based on evaluation of the duties and responsibilities of position #008721, it is

reconimended this position be reallocated to Civil Engineering Specialist, Associate.

This action should be effective August 20, 1997, to coincide with the date the

incumbent signed off on the PDQ submitted for this review,

Costing:

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

implementing this action would be $4,405.13. This figure includes any current and

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

would be $4,405.13. The calculations are based on the difference between the top

step of the current and the recommended salary range and includes statutory benefits

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



CITY OF SEATTLE
PERSONNEL
DIVISION

Date: 5/ 19/9 8

POSITION IDENTIFICATION

Report No.: 98-1758

Department: Seattle Public Utilities

Classification Title: Acctg. Support Asst. asgnd Acctg. Tech I I

Ordinance Title: Accounting Technician 11-BU

Position Number: 011719

Bargaining Unit:
1

035, Current Salary: $14.00 -15.66 Range: 22.513

RECOMMENDED ACTION

Classification Title: Material Controller

Ordinance Title: Material Controller

Bargaining Unit: 030

Legislation Required: yes Recommended Salary: $14.28-16.57Range: 24.OA

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent: Vacant

Current Standing:

Recommended Standing:

In recommended standing, incumbent status is:

]Regular Probationary Temporary (exam required)

Authority: Personnel Rule

2.3.100 2.3.200 2.3.300

Remarks:

Recommended:

Approved:

CLASS11FICATION DETERMINATION REPORT

Steven Aspiras Z± Sr. Classification/Compensation Analyst

-.Edie Jorgensen Qlassification/Compensation Supervisor

-Lidia Santiesteba

Norma McKinne

pi~
assification/Compensation Director

%r-

ing Personnel Director
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Source of ReguestlPosition Identification

This position was reviewed as a result of a request from Departmental,
management. The position is located in the Field Support Division of Seattle

Public Utilities (SPU) that is responsible for ~assisting SPU employees in

purchasing quantity materials and services in a timely, cost-effective, and
courteous manner. This Division is in the Field Operations Branch that operates
and maintains. the City's utility infrastructure that provides water, sewer, drainage,
and solid waste recycling and disposal services to customers.

Position Histo

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

Scol2e of Review

Review of this position consisted of the following:

" Position Description Questionnaire (PDQ) submitted for this review;
" Class Specification No. 2056504/Material Controller;

" Class Specification No. 4000004/ Accounting Technician 11;

" Class Specification No. 9156504/Warehouser;
" Class Specification No. 4051004/Supplies and Inventory Technician
" organizational charts affecting the subject position;
* comparison to other similar positions; and
" other records internally available.

Summa!y of Work

The position processes the purchasing of materials and services for all SPU
operational activities. This includes a $4 million dollar inventory. The position takes
lead in processing requisitions, direct vouchers, and blanket contracts.

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 requested title of Material Controller confirmed that positions allocated to
that title are responsible for ensuring that adequate quantities of stocked and non-
stocked materials are available. They plan, schedule and coordinate the ordering and
delivery of material supplies, evaluate material requirements to maintain economical
supplies of stock and non-stock materials; and coordinate with other divisions of the
department and with buyers concerning materials requirements and purchasing
procedures.
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The current title of Accounting Technician It is characterized as performing multiple

complex and responsible accounting support tasks, solving special problems, making
reliable decisions, independently researching and analyzing facts, and presenting

findings u
'

pon which important or costly decisions could be made. Accounting
Technician 11's perform the full scope of accounting records maintenance activities of

an assigned accounting area or set of records, e.g., payroll, accounts receivable

accounts payable, purchasing or other accounting functions. -

A review of related titles were also conducted and verified the following:

Warehouser receives, stores and issues a variety of equipment, materials and
supplies used in an industrial environment (e.g., automotive, electrical or

appliance parts, tools, equipment) in a warehouse or storage area.

Supply and Inventory Technician - orders, receives, distributes. and maintains

inventory of small supplies and equipment used in an office environment (i.e.,

lamps, calculators, paper, forms, calendars, binders). This title is distinguished
from the Warehouser in that the S&amp;I Technician provides clerical and
administrative support services to the Warehouse unit.

The subject position is distinguished from the titles reviewed' by the analysis of

purchase requirements for non-stocked commodities; analysis of inventory and usage
of stocked materials; and the planning, scheduling and coordinating the ordering and
delivery of material supplies. Further review of the PDQ signed April 1, 1998, by
management verified that the position plans, schedules, and coordinates the ordering
and delivery of materials for inventory. The position resolves order discrepancies,
maintains records on vender performance, updates, additions, part numbers, and stock

changes into the warehouser record systems. It also evaluates and forecast the needs
for inaterials. identifies potential suppliers for such materials, investigates and gathers
information on availability of items. These duties fall within the responsibilities of a
Material Controller.

Recommendation

Based on evaluation of the duties and responsibilities of position #011719, the

appropnate allocation is Material Controller. This action should be effective April 1,

1998, the date when management signed off on the PDQ.

Costing

NA



CITY OF SEATTLE
PERSONNEL DEPARTmENT

CLASSIFICATION DETERMINATION REPORT

1) a te, Ma y

POSITION IDENTIFICATION
------------ - ....................... -
Department: Seattle Public Utilities

Repoi1 No- 98-1861

Classification Title: Senior Prog-rarner,

Ordinance Title: S6nior Trogranrier

Position Number: 023093

Bargaining Unit: 030 Current Salary: 18.37- 21.42 (Range: NIA)

RECOMMENDED ACTION

Classification Title: Systems Programmer Analyst

Ordinance Title: Systems Programmer Analyst

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: 18.37 - 21.42 (Range: N/A)

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent:

Current Standing: Senior Prcgramer

Recommended Standing: Systems Programmer Analyst

In recommended standing, incumbent status is:

X ] Regular Probationary ]Temporary

Authority: Personnel Rule

[
X

]
2.3.100 2.3.200 2.3.300

Remarks- Retiti'~ng Position

Recommended:

Approved:

'P&amp;;mnfir. Classification Analyst(s)

Classification Supervisor

Classification/Compensation Director

-1

Nbrma McKoey (,/ Acting Personnel Director
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Position Identification And Source Of Request

The City's Classification Project was in its final phase of completion when the

subject position was retitled Senior Programmer. Through an error the intended

title Systems Programmer Analyst was inadvertently shortened to read

"Prograrnmer Analyst" .

We are now correcting the error. The classification title

of Programmer Analyst was revised to Systems Programmer Analyst on April 24,

1996, and we are now retitling positions still titled Programmer Analyst to the

corrected title Systems Programmer Analyst.

Recommendation:

We therefore, recommend the following:

that the subject position be retitled to the title of Systems Programmer

Analyst, with no change in the employee's incumbency status.

that the effective date should reflect the date the position was reclassified to

the title of ProgrammerAnalyst (January 2, 1991).

Costina

There is no cost associated with implementing the above action.



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Report No.: 97-1393A

Department: Transportation

Classification Title: Assistant Transportation Planner

Ordinance Title: Assistant Transportation Planner

Position Number: 023259

Bargaining Unit: 030 Current Salary: $16.27 - 18.92 (Range: 27.5A)

Classification Title: Associate Transportation Planner

Ordinance Title: Associate Transportation Planner

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $22.08- 25.70 (Range: 35.5A)

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent:

Current Standing: Research and Evaluation Assistant

Recommended Standing: Associate Transportation Planner

In recommended standing, incumbent status is:

X] Regular Probationary Temporary

Authority: Personnel Rule

12.3100 X 12.3.200

Remarks:

Recommended: Team B

Approved: John Pearson

lassification/Compensation DirectorLidia Santiesteba

,4Norma McKinney Personnel Director

d

[ ] 2.3.300

Classification Analyst(s)

Classification Supervisor



Source qfgqq4qgj~~Cion-Identification

Position #023259 is being reviewed as a result of a request filed by the

Transportation Department on August 13, 1997~ This position is located in the

Commuter Services Section within the Transportation Department. The

Commuter Services Section is responsible for administering various programs

whose overall purpose is to reduce congestion and pollution by eliminating

commuter trips of single occupant vehicles,

ScoDe of Review:

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

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

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

+ class specifications within the Research and Evaluation Assistant and

Transportation Planner class series;

+ comparison to similar positions;

* an interview with position incumbent and supervisor;

* organizational chart affecting the subject position;

* position history records and related classification files.

Background:

In an informational interview, the supervisor of the subject position stated that the

scope of work and activities associated with implementing and monitoring the

City's Transportation Management Plans program have expanded beyond levels

origina lly anticipated, and accordingly, this position has been assigned a broader

scope of responsibility

Summarv of Work

The primary duties of the subject position as reported on the PDQ are: monitoring

and inspecting site specific Transportation Management Program plans (100) to

ensure program compliance (Ze., program h-..,olemeniation, marketing, achievements of

i-equiredbenchmarks) and physical elements are in place (i.e., bicycle racks, calpools stalls,

signs, commuter information, etc.) per agreement.



Specific duties include:

Programmatic 65%1

developing, preparing and negotiating scope of service agreements and

amendments with building developers, owners and major institutions-,

reviewing impending legislation and preparing briefing materials;

inspecting sites(100) for compliance and recommending to management and

Department of Construction and Land Use the need to serve notice of

violation, when appropriate;

preparing narrative and statistical reports;

making promotional presentations.

ResearcLand-Evaluation MoY U
conducting research and analysis on specific design projects;

developing design parameters, including statistical methodology and cost-

benefit analysis of traffic diverters, parking usage and survey designs.

Administrative (15 Vo

~~ creating and maintaining a comprehensive database.

NOTE: Fora compf6t6 11sting of the subjxtpcsition's responsibiliti6s, S86 #7e FOSIMOn

,Dtlon Questlonnalm (PDO), dated and submlft6d forpurposes of ffilsre viewDesna

Class specifications within the Research and Evaluation Assistant and

Transportation Planner class series were chosen for this review. The work of the

above mentioned series is characterized as follows:

Research and Evaluation Assistant

Positions in this class perform moderately difficult research, statistical or program

evaluation analysis. Tasks include: collecting, preparing and analyzing data from

various programs/components and producing scheduled and as-needed reports

in narrative or spreadsheets. .

This is a stand alone class.

Transportation Planner

:

I
Poslt~ons in this class conduct transportation planning studies to address

transportation problems and projects, recornhiend policies and solutions, and

write reports and present project findings. This is a three level class series.
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Analysis

The above review revealed, that the body of work performed by the subject

position is no longer that of Research and Evaluation Assistant, but rather that of

Transportation Planner.

There are three levels within the Transportation Planner class and they are

distinguished from one another by the size, complexity and sensitivity of assigned

projects. The assistant and associate levels were chosen for purposes of this

review. The work is defined as follows:

The Assistant Transportation Planner is the entry-level. class which performs

defined traffic, accident or transportation research, analysis and planning

activities and provides technical assistance to other professional staff. Duties

include: collecting, studying, and analyzing data: setting up, maintaining and

updating database transportation data; writing reports; and preparing and making

presentations.

The Associate Transportation Planner is a journey-level class which performs

the full range of transportation planning and research activities. Duties include:

planning, designing and implementing physical improvements along city streets to

facilitate travel; creating models; reviewing proposed developments for

transportation impacts; and coordinating work efforts with other departments and

regional planning agencies. It is distinguished from the former by its planning and

research activities which entail more involved and extensive studies and

activities.

According to departmental management, the subject position's duties and

responsibilities have increased to the point that they are no longer adequately

described by the Research and Evaluation class. This change resulted from the

growth of the Commuter Service Program and the demand for increased

services.

The overall level, scope and range of duties and responsibilities have expanded,

and the essential purpose of the subject position is no longer that of collecting,

analyzing and evaluating data, but the work has evolved to that of overseeing the

day-to-day activities of a defined program area, including gathering and

analyzing information, investigating trouble spots, formulating recommendations

and providing technical assistance to other professional staff (S6nior Transportation

Planner).



Costing

If this recommendation is implemented and placed on the 1998 First Quarter

Ordinance, the current and retroactive cost would be $2,220.82. The ongoing

annual cost for this action would be $1,776.65.

Recommendation:

It is therefore, recommended that Position #023259 be reclassified to the title of

Associate Transportation Planner. This action should become effective February

5, 1997, the date the PDQ was signed.
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Addendum (LogAIA-1~731 ~Re ~Ort#9~7-13~93A

This position was reviewed on August 13, 1997, at the request of the Seattle

Transportation Department. Their request was for the position to be

reclassified to the title of Associate Transportation Planner. The

recommended allocation was Assistant Transportation Planner. Departmental

management and the incumbent appealed the recommendation.

A Reconsideration Hearing was held on March 13, 1998, in response to the

appeal. At the Hearing, additional information was presented to the Board in

support of the Department's initial request. According to management, this

pendentljl develops and conducts transportation managementposition inde

programs, makes recommendations, provides solutions, presents findings,

and writes reports.

The Reconsideration Board consisting of Class ification/Corn pensation

Supervisors, Edie Jorgensen and John Pearson, and the

Classification/Compensation Director, Lidia Santiesteban, carefully reviewed

and considered the information presented and agreed that the subjec t

position is performing work beyond that initially indicated. It is their

recommendation that the subject position be reclassified to the title of

Associate Transportation Planner.

This action is effective February 5, 1997, the date the PDQ was signed.

COSTING

If implemented on the 1998 Second Quarter Ordinance, the maximum

estimated cost of implementing this action would be $24,751.47. This figure

includes any current and retroactive (if applicable) cost for this action. The

ongoing annual cost for this action would be $16,500.98. The calculations

are based on the difference between the top step of the current and the

recommended salary range and includes statutory benefits (FICA, etc.). The

actual amount payable to any affected employee will vary.



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Classification Title: See Exhibit A

Ordinance Title: See Exhibit A

POSITION IDENTIFICATION

Department: See Exhibit A

Bargaining Unit: See Exhibit A Current Salary: See Exhibit A (Range: )

Position Number: See Exhibit A

Classification Title: See Exhibit A

Ordinance Title: See Exhibit A

Legislation Required: See Exhibit A

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

Remarks See next page for pertinent allocation information

-INCUMPENT STATUS

Incumbent: See Exhibit A

Current Standing: See. Exhibit A

Recommended Standing: See Exhibit A

In recommended standing, incumbent status is:

[
X

] Regular

Authority: Personnel Rule

[
X ] 2.3. 100

[ 123.200 [ ]
2.3.300

R e, ~n a r k, s, R.etit;~:MQ po"s;fion

Approved:

Classification Analyst(s)

Classification Supervisor

Classification/Compensation Director

ma W,!~ihney ~~ Acting Personnel Director



CLASSIFICATION DETERMINATION
EXHIBIT A Page 2

REPORT NO.: 98-1871 RECOMMENDED SALARY: 18.37 - 21.42

Recommended Bargaining Unit: 030 (Range: N/A)

RECOMMENDED ORDINANCE TITLE: Systems Programmer Analyst

RECOMMENDED CLASSIFICATION TITLE: Systems Programmer Analyst

Incumbent:

Position No., 011217

Department: Seattle Transportation

Current Salary: $18.37 - 21.42

Current Classification Title: Programmer Analyst

Current Ordinance Title: Programmer Analyst

.Current Status:

Current Bargaining Unit:

Remarks:

Regular

030

Retitling position

Recommended Status: Regular

Incumbent: Department: Seattle Transportation

Position No.: 018174 Current Salary: $1&amp;37 - 21.42

Current Classification Title: Programmer Analyst

Current Ordinance Title: Programmer Analyst

Current Status: Regular Recommended Status: Regular

Current Bargaining Unit: 030

Remarks: Retitling position

Incumbent: Department: Seattle Transportation

Position No.: 020200 Current Salary: $18.37 - 21.42

I Current Classification Title, Programmer Analyst

Current Ordinance Title- Programmer Analyst

Current Status: Regular Recommended Status: Regular

Current Bargaining Unit: 030

Remarks: Retitling position



n z -V A
r-osition ouentincation And Source Of Reguest

........... --
The positions listed below were retitled to the classification title of Programmer

Analyst during the final phase of the City's Classification Project. Through an

error the intended title Systems Programmer Analyst was inadvertently shortened

to read "Programmer Analyst" .
We are now correcting the error. The

classification title of Programmer Analyst was revised to Systems Programmer

Analyst on April 24, 1996, and we are now retitling positions still titled

Programmer Analyst to the corrected title Systems Programmer Analyst.

Recommendation
We recommend the following:

that the subject positions be retitled to the title of Systems Programmer

Analyst, with no change in the effective incumbency status.

that the effective date of these actions should reflect the date the positions

were reclassified to the title of Programmer Analyst.

Position #011217 December 1, 1994

Position #0 18174 December 1, 1994

Position #020200 September 1, 1993

Costing
There are no cost associated with implementing the above actions.
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City of Seattle

Norman B. Rice, Mayor

Executive Services Department

Dwight D. Dively, Director MEMORANDUM

DATE: March 18, 1998

TO: Norma McKinney, Acting Personnel Director

Via Lidia Santiesteban, Classificati on/Co mpens ation Director
.

Z__ -

Via Edie Jorgensen, Classification/Compensation Supervisor--~

FROM: Susie Har'O~Farrell and Ire-ne N-unyemi, Personnel Analysts
Team A, Classification/Compensation Unit

SUBJECT: Salary Review - Code Compliance Analyst

Report #97-1625

This report was prepared in response to a request from the Department of Construction
and Land Use (DCLU). The department requested a salary review, as they believe the

compensation rate for the Code Compliance Analyst (CCA) position is too low based on
comparison to other similar positions in DCLU. They feel this disparity has caused
retention problems for the position,

Background:

There are currently two CCA positions in the Code Development and Community
Relations Division of DCLU. One position (#022145) was created in 1988 and is currently
filled. The other is a-new position (#025641) requested in the 1998 budget and has not

yet been filled.

Analysis:

Code Compliance Analysts are responsible for reviewing, analyzing and evaluating the

department's legal position for its construction, housing and land use code compliance
enforcement cases, They prepare case summaries for use by attorneys assigned to

represent the City's interests and also represent the department in court. The department
believes that the current compensation of the CCA (salary grade 33.OA) is not appropriate
based on the level of responsibility and comparison with other positions within DCLU. The
department also states that the duties and responsibilities of the position have changed
relative to department reorganization and efforts to improve enforcement in cases

Personnel Division, Dexter Horton Building, 710 Second Avenue, I 2th Floor, Seattle, WA 98104-1793
Tel. (206) 684-7664, TDD. (206) 684-7888, FAX: (206) 684-4157, http://www,ci,seattle.wo.us

An. equal-employment opportunit)~ affirmative action employer. Accommodations for people with disabilities provided on request.

0
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involving complex issues and work with multiple divisions within the department. The

department has requested an increase to salary grade 35.5A.

Before thernarket analysis was done, the class specification for the Code Compliance
Analyst position was reviewed. A few minor changes were made for clarity; however, the
unit supervisor stated that the basic duties and responsibilities of the position were as
stated in the class spec. The review consisted, of analysis of the PDQ on file for the

existing Code Compliance Analyst position, a PDQ submitted for a new position requested
in the 1998 budget which was subsequently classified as a Code ComplianceAnalyst, and
a memo containing a summary of duties written by the department.

Internal Comparison:

The department feels the salary is not appropriate based.on comparison with other

positions in DCLU. These positions are: Land Use Planning and Development Analyst
(LUPADA), Code Development Analyst, and positions in the Inspection series, i.e.,

Building Inspector and Housing and Zoning Inspector.

Positions in the LUPADA class perform fully qualified professional work related to the

analysis, interpretation and administration of municipal, state and federal laws a
'

nd policies

governing land use applications. They independently review and analyze proposed
projects for compliance with laws; evaluate, revise and develop land use policy and
regulations; communicate and defend land use code interpretations, permit decisions and
policy and regulatory alternatives and represent the City's interest in intergovernmental
affairs related to land use, housing and the environment. They are compensated at salary

range 34.OA.

The Code Development Analysts review and develop and/or revise complex technical

construction codes and policies and coordinate major code revision and development
projects on behalf of-the department, including evaluating current technical construction

codes and regulations and alternative proposals, analyzing the feasibility, cost

effectiveness and benefits of proposed code changes, and advocating on behalf of the

City when other jurisdictions propose code changes that affect Seattle's policies and
procedures. They are compensated at salary range 34.OA.

Three inspector positions (electrical, housing/zoning, and building) were reviewed for

comparability. The work of these positions is performed in the field and focuses on

conducting actual inspections of new and remodeling construction projects and electrical

installations, and existing structures. As field workers, these positions are subjected to

adverse conditions existing outside an office environment, such as requirements to stand,

walk, or bend for extended periods; work outdoors in all types of weather; exposure to

insects, rodents, unfriendly pets and poisonous vegetation (housing/zoning inspector);

construction site hazards, electrical shock from exposed wiring, working on ladders and
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scaffolding, working in restricted spaces (electrical inspector); or exposure to construction

machinery and hazards (building inspector). The inspector positions require frequent
automobile travel. None of these conditions are encountered in an office setting.

Therefore, Team A determined that the Code Compliance Analyst position and the

inspector positions were not similar enough in duties or working conditions to make a

comparison.

Market Survey - External Comparison:

Fifteen jurisdictions were surveyed in an effort to obtain salary and benefit information for

comparable positions. All fifteen responded with the following results.

" Five jurisdictions reported no matching positions;

" One jurisdiction had positions in a Code Compliance unit which were exempt; they had

no written job descriptions and were unable to send any information;

" The remaining nine jurisdictions had positions which partially matched, some more
than others; however, none of the positions provided a good match because these

positions all had site inspection and plan review as a major part of the job.

The CCA will occasionally visit a site or review plans, but these are not regular duties, As
discussed above, inspection work is not performed in a manner similarto office work, and

working conditions differ greatly; therefore, these positions were not found to be

comparable. Our comparison was limited to the two internal positions discussed

previously.

Land Use Planning and Development Analysts independently review and analyze

proposed projects for compliance with laws; evaluate, revise and develop land use policy

and regulations; communicate and defend land use code interpretations, permit decisions

and policy. The position requires a bachelor's degree and two years experience in a

capacity related to the research, development and/or interpretation of land use or

environmental laws and regulations. Code Development Analysts review and develop
and/or revise complex technical construction codes and policies and coordinate major
code revision and development projects, including evaluating current technical

construction codes and regulations. The position requires a bachelor's degree and two

years experience in professional code development. Code Compliance Analysts review,

analyze and evaluate the department's legal position for code compliance enforcement

cases and make recommendations to the department on code enforcement,

administration and legal issues. The position requires a bachelor's degree and two years

experience in enforcing codes or performing legal research. Team A found that the duties,

respons ibilities, skill levels and education requirements of the three positions were

sufficiently similar that the salary ranges for the three should be the same. As the first two

positions are paid at one salary range higher than the CCA (range 34.OA vs range 33.OA),

raising the salary of the CCA to 34,OA would create a more equitable situation.
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Recruitment and Retention:

The supervisor of the unit states that there is no recruitment problem; the usual response

to an ad is very good; the problem lies in retention. The position history card shows the

following information:

Position #022145 Dates of service Reason for LegyLng

Incumbent 1 4/18/88 to 713190 Promoted

Incumbent 2 11113190 to 11/5191 Promoted
Incumbent I returns 1/13/93 to 3/1/94 Resigned
Incumbent 3

Incumbent 4

7/5/94 to 10/17/97

12/24/97 to present

Resigned

From the above data, there does not appear to be a retention problem. Incumbent #1 was
in the position for slightly longer than two years, then returned to the position for another

year (total 3 years 4 months). Incumbent #2 was in the position for less than one year;

however, he was promoted to the supervisor position in the same unit. Incumbent #3 was
in the position 3 years and 3 months, When she resigned, she wrote a letter stating, in

part, "My concern about the amount of the salary was one of several factors that

contributed to my decision to resign from this position." Since the two incumbents who

resigned were in the position over three years, and the other incumbent left only to

promote in the same unit, Team A feels that a retention problem is not confirmed by this

data.

Summary:

There is no evident recruitment and retention problem and we are unable to validate

placement in the external market due to a lack of comparable positions. However, internal

alignment of department titles is a significant issue and merits consideration for

adjustment. This consideration is based on the similarities in the skills, abilities,

knowledge and experience requirements of this position compared to the two internal

positions mentioned earlier. As outlined in the class specs, the Code Development

Analyst writes and revises the code, the Land Use Planning and Development Analyst
makes sure projects conform to the code, and the Code Compliance Analyst handles

issues concerning adherence to the code. All these duties require an extensive, in-depth

knowledge of the code as well as a knowledge of conditions that exist or may occur to

cause the code to be revised, complied with or enforced. These similarities (requirement

of comprehensive knowledge of the code and. skill in applying it) are the basis for

considering these positions to be comparable. The two internal position used for

comparison are both compensated at salary range 34.OA, which is one range higher than

the position under review.
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Recommendation:

Based on the data presented in the summary above, Team A recommends that the salary

for the Code Compliance Analyst position be adjusted to salary range 34.OA. This action

should be effective December 29, 1997, the date of the department's request for a review.

Costing:

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

implementing this action would be $2,952.98. This figure includes any current and
retroactive (Yapplicable) cost for this action. The ongoing annual cost for this action would

be $4,429,47. The calculations are based on the difference between the top step of the

current and the recommended salary range and includes statutory benefits (FICA, etc.). The
actual amount payable to any affected employee will vary.

I concur with the recommended salary ranges for the titles listed above.

XZ /9-11~Fr

N(brma McKinney, A6~Vg Personel Director Date



City of Seattle Executive Services Department
Personnel Division

MEMORANDUM

DATE: June 10, 1998

TO: Norma McKinney, Personnel Director

VIA: Lidia Santiesteban, Class/Comp Director

Edie Jorgensen, Class/Comp Supervisor,

FROM: Carl Swanson, Classification/Compensation AnalysteflQ-5

SUBJECT: Salary Report 97-1509A, Addendum to 97-1509,
i

z2 Personnel Records

&
a
m

p
;

Information Supervisor

A reconsideration hearing was held on June 5, 1998. The panel consisted of

Lidia Santiesteban, Class/Comp Director, Wayne Sepolen, the human resources

manager for DCLU, and Bill Kolden the human resources manager for City Light.

The position incumbent and her supervisor presented additional information

regard.ing the duties of the Personnel Records

&
a
m

p
;

Information Supervisor.

The panel determined that the subject position did not meet the criteria for

inclusion in the Managers and Strategic Advisors program. They also

determined that the position was not performing the duties of a Management
Systems Analyst, Senior. The title of Personnel Records

&
a
m

p
;

Information

Supervisor continues to be an appropriate nomenclature. It was suggested that

a comparison be made to another one-position class, the Legislative Records

Supervisor.

The Legislative Records Supervisor position/title was recently reviewed and the

salary grade confirmed at 33.OA. A reconsideration hearing was then held and

new information was presented to the panel. The panel's determination was to

reclassify the position to Management Systems Analyst, Senior, (salary grade

37.5A).

Sufficient similarities exist between the Legislative position and the Personnel

Records and Information Supervisor to provide for a comparison. Both positions

involve citywide records staff/function supervision and are increasingly involved

in information technology matters. The Legislative position is the Webmaster for

the City Clerk's office and is responsible for the maintenance of a variety of city

records.

Reference Log #98-1905



This position, as Webmaster, makes City records electronically accessible to the

public and City staff, via the City Clerk's web page. The position is involved not

only with records, but with the processes that affect them.

The Personnel Records

&
a

m
p

;

Information Supervisor is responsible for the

development of a position control module for HRIS/CSS, in addition to providing

for the electronic maintenance of City personnel records. This position also

coordinates the salary implementation planning process for the Personnel

Division.

Both positions supervise similarsize staff and oversee functions with Citywide

impact. Both require skills in supervision and the use of information technology,

particularly as it affects records management. It is recommended that the

Personnel Records

&
a

m
p

;

Information Supervisor now be set at the same salary

grade as the Legislative position, 37.5A, effective January 2, 1997, the date the

duties changed.
-

j

Costing

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

Cost of implementing this action would be $28,091.82. This figure includes any
current and retroactive (if applicabie) cost for this action. The ongoing annual

cost for this action would be $17,742.20. The calculations are based on the

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

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

any affected employee will vary.

Date:Approved:

IvIcKinney

971509A.doc

Reference Log #98-1905





BEFORE THE CITY OF SEATTLE CIVIL SERVICE COMMISSION

ELAINE FLORY
ZOLA REYNOLDS

JANICE DAHL
DEEANNE LOISEAU

PIUL JOCHIM
SYLVIA MILLER

BEVERLY GREGG

Appellants

V.

Personnel Division

Executive Services Department

City of Seattle

Department

STIPULATION

AND ORDER
CSC Appeal No. 98-03-001

STIPULATION

This matter, having come on regularly for hearing, the Appellants being represented by
themselves, and the Personnel Division of the Executive Services Department being represented by
Lidia Santiesteban and Valerie Nishimura, the parties have stipulated and agreed to a resolution as

follows:

1. The Appellants' positions will be retitled in a new class series to be called Workers'

Compensation Analyst;

2. The Workers' Compensation Analyst series shall have three levels, including Workers'

Compensation Specialist, Workers' Compensation Analyst, and Workers' Compensation

Analyst, Senior;

3. The salary levels and titles -for this series shall be established as follows:

A. the currently utilized title of Workers' Compensation Technician shall be retitled to

Workers' Compensation Specialist in the new series, and positions allocated to this class

shall be compensated at salary range 29.0;

B. the currently utilized title of Workers' Compensation Specialist shall be retitled to Workers'

Compensation Analyst in the new series, and positions allocated to this class shall be

compensated at salary range 33.0,;

C. the currently utilized title of Workers' Compensation Specialist Senior, shall be retitled to

Workers' Compensation Analyst, Senior in the new series, and shall be compensated at

salary range 35.5;

ORDER
FLORY ET. AL.



4. These agreed upon salary ranges are not tied to any future changes in the salary ranges
established by the Personnel Division, ESD.

The compensation and titling of these positions shall be effectivc -as-of January 1, 1994~-
"

1

6. The Appellants will propose draft language for the Job Summary and for the Required and
Recommended Minimum Qualifications sections of the new classification specifications. The
City will cooperate in good faith by taking the Appellants' proposal language into serious

consideration when drafting the classification specifications, which shall be done in accordance
with the Personnel Division's standard format for classification specifications.

7. The Personnel Division, ESD shall effectuate this Order and submit it to the City Council with

or lawsuit shall be filed based on any of the issues raised herein.

the proposed Second Quarter Ordinance of 1998.

The parties agree that this Order resolves all outstanding issues relating to the classification,

compensation and retroactivity of the Appellants' positions, and that no further grievance anneal

9. The compensation levels established in this Order and agreed to by the parties to this appeal shall
not establish any precedent or be used for any purpose in performing fature Pompensation
reviews or setting compensation for any other City positions.

10. The' Appellants will be placed at the same step in their new classification titles as they are in
their current classifications.

11. Any questions, issues or disputes that may be raised by any of the parties to this appeal regarding
the interpretation of this Order shall be submitted for binding arbitration to the Hearing
Examiner for the Civil Service Commission. No questions, issues or disputes regarding the

interpretation of this agreement shall be raised after the effective date of the ordinance enacting
this agreement.

Stipulated and Agreed to this

(~2~ ~,
__1L4L

ELAINE FLORY, Appe t

DEEANNE LOISEAU, Appellant

ORDER
FLORY ET. AL.

day of March, 1998:

SARAH WELCH, City Personnel Director

Personnel Division, Executive Services Dept.

2



A#HIM, Appellant

VIA MILLER, Appellant

ORDER

The parties to this appeal having reached a settlement, it is hereby ordered that Civil Service
Commission Appeal No. 98-03-001 be dismissed.

Dated this p.day of

RHEA I ROL
Hearing Examine~ pto tem.

ORDER
FLORY ET. AL.

1998.

3
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City of Seattle ExeCUL.
,
e Services Department

Personnel Division

Memormdum

DATE: 03/31/98

TO: Linda Yuen Leong

FROM: Carla Coward

SUBJ ECT: Additions and Corrections for 2 n, Quarter 1998 Ordinance

Add:

The following classified service position has bee!n~,~ed and allocated to the

Manager classification system effective _4aaugfy- 7, 1998,

Department __,D4d-TftIe New Title Pos. #

Parki5_~ecreation Manager III General Government Manager 2 016358

Corrections:

The following position was a duplicate entry on the initial manager allocation qTcli~ce
#118780 (see pages 8

&
a
m

p
;

9). The same posiiton # is listed under Seu
Transportation. Please delete the following entry on Pa9&amp;_9:__

Department TWe----- Position #

S P U Utilities Manager 2 008845

The following position was put on 4 th

quarter 1997 ordinance #118913 (page 12) as a

non-exempt title. Exemptions ordinance #118786 made this position exempt prior to

the the 4hquarter ordinance being enacted. Please correct the following title:

Department Old Title Correct Title Pos, #

ESD General Government Manager 2 Manager 2, Exempt 025018
Qt
q



City of Seattle Executive Services Department

Personnel Division

Memormdum

DATE: 03/23/98

TO: Linda Yuen Leong

FROM: Carla Coward

SUBJECT: Correction to position # for 2n"
quarter 1998 ordinance

Correction:

The following is submitted to correct the position # as shown on the 41 quarter 1997

ordinance# 118913, page 11. This request was made. over the phone by Sharon

Rogers of City Light, stating that the pocket the incumbent is currently located in is what

should have been legislated and not the pocket she was in orginally.

Department Title Position # Corrected Position #

City Light Utilities Manager 2 021989 021973



From: Linda Yuen-Leong (Linda Yuen-Leong)

To: MYERSK

Date, 4/7/98 4:13pm

Subject: Ord 118913 -Reply

It is a typo on Ord 118913, it should be pos 4024240. I'll make the

correction on 2q98. Thank you!

Kerr4 Myers 04/07/98 02:04pm

I believe a position number on this ordinance is transposed.

For SPU: on page 6, fifth row down shows 5 position numbers reclassed to

Systems Analyst, Sr.

The ordinance identifys pos# 024340 (That belongs to DHHS and is a Grants and

Contracts Spec,Sr)

The class report 97-1517 identifys pos# 024240

Will you please confirm this before I post the pocket? Thanks for your help!

CC: JORGENE, SED.UTILOI.Aspiras



CITY OF SEATTLE
PERSONNEL
DrVISION

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

RFCOMMENDED ACTION

Classification Title:

Ordinance Title:

Bargaining Unit:

Legislation Required:

Remarks

INCUMBENT STATUS

Incumbent: see attached Exhibit A

Current Standing: see attached Exhibit A

Recommended Standing: Systems Analyst, Senior

In recommended standing, incumbent status is:

CLASSIFICATION DETERMINATION REPORT

Seattle Public Utilities

see attached Exhibit A

see attached Exhibit A

see attached Exhibit A

034

Systems Analyst, Senior

Systems Analyst, Senior

030

yes Recommended Salary: $23.78 - $27.73(Range 37.5A)

See next page for pertinent allocation information

Current Salary: see attached Exhibit A

Regular Probationary [XI Temporary (exam required)

Authority: Personnel Rule

1 12.3.100 2.3.200 X 12.3.300

Remarks:

Recommended: Steven As
'

I

Senior Classification/Compensation Analyst

Approved: Edie JorEensen Classification/Compensation Supervisor

Lidia SantiestebaJ5
Classification/Compensation Director

Personnel DirectorSarah Welch 4442
. _" 4.0- - -
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,

Soume of Reguest?Tosition Identification:

Position Nov. 015992, 0181.79, 020784, 024239, and 024240, are located in the Combined

Utility Billing System (CUBS) Support Division of Seattle Public Utilities (SPU). These

positions were reviewed as a result of an emergency request from the CUBS Manager. SPU

management feels an inequity occurred with the increasing need for technology solutions to

support its varied functions. As several utilities merged to form SPU, solutions have grown

not only in quantity, but in complexity and scope. By reclassifying these positions, SPU

believes they will be able to manage the CUBS project and allow management to reduce the

need to hire consultants that charge hourly rates exceeding that of present staff.

Position ffistoEy:

A COW-Pleie 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 Questionnaire (PDQ) submitted for this review;

" Requested Revised PDQ;
" Class Specification No. 2100004/Systems Analyst;

" Class Specification No. 2100005/Senior Systems Analyst;

" Legislation to Staff the SFMS Replacement Project;

" Organizational charts;

" and position file contents.

Summaa of Work

These positions plan and lead project teams performing enhancements and/or modifications to

the CUBS System. Teams consist of business analyst, analysts/programmers and users (from

three utilities). The subject positions coordinate the resolution of business, technical and

projec[ related -issues (this often involves personnel from multiple departments). They perform

project management for assigned projects by monitoring the quality of project work and

ensuring that all work is completed within the project schedule. The work involves planning,

coordinating, and management of project details.

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.

The duties and responsibilities described on the revised PDQs submitted for this review

verified that these positions act as leads on one of the City's primary application development

projects known as the CUBS Team. A brief synopsis of the specific project each position is

responsible for is as follows:

Position #015992 - Responsible for all activities in the Citywide Interfaces area of the CUBS.

This position manages the project details of such projects as the Electronics Data Interchange

System (EDI) whose purpose is to provide a facility for large customers to pay their bills

through an automatic funds exchange, or the Solid Waste Service Order Exchange where
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outside contractors and other Branches of SPU can receive more complete service order

information on a timelier basis through electronic file transfers.

Position #018179 - Responsible for all activities in the Meter Rerouting Interface Project of

CUBS. This position manages the details of this project whose purpose is to provide an

interface with SPUs Geographical Information System (GIS), a commercial software product

called Routesmart and the CUBS. The objective for this project is to provide meter reading

routes that are more efficient for meter readers to read saving time and money for the utilities.

Position #020784 - Responsible for all activities in the Interactive Voice Response (IVR)

System for CUBS. This position manages the d6tails of this project whose purpose is to

provide customers with an alternate method of receiving information about their utility bills by

way of an automated phone interface.
'

This system is used to provide a backup to CUBS and is

available to the citizens of Seattle, seven days a week and nearly 24 hrs a day.

Position #024239 - Responsible for all activities in the Year 2000 Design and Conversion

Project for the CUB System. This,position manages the details of this project whose purpose

is to make sure the current billing system will continue to function accurately and effectively

into. the new century. The scope of the project includes reviewing for possible change over

1500 modules included in the CUBS inventory of software. Continued accuracy is of the

utmost importance since this mission critical system serves more than 180,000 customers and

assesses more than $250 million in annual billings for water, wastewater, and solid waste

services for the citizens of Seattle.

Position #024240 - Functions as the technical liaison between CUBS and the new Consolidated

Customer Services System (CCSS). As a member of the CCSS Core Team, major

responsibilities include participation in the request for proposal process for the new system,

developing system requirements, establishing evaluation criteria, vendor evaluations and the

coordination/resolution of any technical issue arising between CUBS &amp; the CCSS Project.

The CCSS Project is a joint effort between SPU &amp; City Light to replace the two utilities'

billing sysien-is, CUBS -,and CIS.

The subject positions are currently classified as Systems Analyst (SA) or Data Processing

Systems Analyst (DPSA). Note: The DPSA title is no longer being used and the majority of

DPSAs were reclassified to the SA title. SAs provide technical support to ensure that the

automated aspect of the "system" is functioning optimally both systematically and through the

user -employing it. SAs perform functions such as writing code, writing formulas, establishing

network links 'through programmatic functions, etc. They apply technical expertise and

soft,Nare specific knowledge to maximize overall efficiency through the development and use

of automated systems as part of confinuing and evolving solutions to the achievement of

organizational goals.

Class Spec No. 210004/Systems Analyst, distinguishes the Senior level from the base level SA

by the performance of the more complex or technical projects. The class spec also states that

the Senior may also serve as a project lead. However, the Senior SA does not have to lead to

achieve the Senior level. Sr. SAs plan, develop, coordinate and analyze data processing

systems to determine feasibility and practicality of requested services, and diagnose system
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failures to isolate source of problem between equipment, system software and application

programs. The work at the senior level also requires considerable knowledge of system design

and development practices, concepts and methods. The subject positions plan and. lead a

project team; coordinate/resolve business, technical and project related issues (often involving

personnel from multiple departments) and will develop functional requirements and technical

specifications for the work within their area of responsibility. These specifications provide the

foundation of the documentation and provide the details required for programming and testing.

The subject positions will create the design and logic to support the interfaces, conversion,

modifications, etc. f6r these larger projects that require- the assignment of a team leader to

perform the project coordination and/or leadership function.

Recommendation:

Based on evaluation of the duties and responsibilities of positions 015992, 018179, 020784,

024239, and 024240, it is recommended these positions be reclassified to Systems Analyst,

Senior. These actions should be effective September 30, 1997, to coincide with the date

management signed the PDQ.



. EXHIBIT A

REPORT NO.: 97-1517 RECOMMENDED SALARY: 23.78 -27.73 (Salary Range 37.5A)

RECOMMENDED CLASSIFICATION TITLE:

RECOMMENDED ORDINANCE TITLE:

Systems Analyst, Senior

Systems Analyst, Senior

Incumbent: Department:

Position NO.: 015992 Current Salary:

Current Classification Title: Systems Analyst

Current Ordinance Title: Systems Analyst

Seattle Public Utilities

20.19 - 23.59 (Salary Range nfa)

Current Status:

Remarks:

Regular Recommended Status: Temporary

Incumbent: Department: Seattle Public Utilities

Position NO.: 018179 Current Salan 20.19 - 23.59 (Salary Range n/a)

Current Classification Title: Systems Analyst

Current Ordinance Title: Systems Analyst

Current Status: Regular

Remarks:

Incumbent:

.
Pos No.: 020784

Current Classification Title.-

Current Ordinance Title:

Recommended Status:

Department.-

Temporary

Current Status: Regular

Remarks:

Incumbent-,

Position NO.: 024239

Current Classification Title~

Current Ordinance Title:

Current Status: Regular

Seattle Public Utilities

Current Salary: 20.19 - 23.59 (Salary Range n/a)

Systems Analyst

Systems Analyst

Recommended Status: Temporary

Departmeft Seattle Public Utilities

Current Salary- 20,19 - 23.59 (Salary Range n/a)

Unclassified

Data Processing Systems Analyst

Recommended Status: Temporary



EXHIBIT A

REPORT NO.: 97-1517 RECOMMENDED SALARY: 23.78 -27.73 (Salary Range 37.5A)

RECOMMENDED CLASSIFICATION TITLE:

RECOMMENDED ORDINANCE TITLE:

Systems Analyst, Senior

Systems Analyst, Senior

Incumbent: Department: Seattle Public Utilities

Position NO.: 024240 Current Salary: 20.19 - 23.59 (Salary Range n/a)

Current Classification Title: Unclassified

Current Ordinance Title: Data Processing Systems Analyst

Current Status: Regular Recommended Status: Temporary



From* Susie Hansen-Farrell (Susie Hansen-Farrell)

To: LEONGL

Date: 4/15/98 3:02pm

Subject: First Quarter Ordinance Correction

.The first quarter ordinance showed position #018761 being reclassified from a

Warehouse Supervisor to Bridge Operations Crew Chief. It should have been

Warehouse Supervisor to Bridge Operations General Supervisor. I'm sorry about

this error. I should have caught it when I reviewed the ordinance. Thank you
for fixing it!



City of Seattle Executive Services Department

Personnel Division

Memorcmdum

DATE: 02/09/98

TO: Sarah Welch, Personnel Director

Report No.: 98-1666

via Lidia Santiesteban, Classification/Compensation Dir

via Edie Jorgensen, Personnel Analyst Supervisor

FROM: Susie Hansen Farre

SUBJECT: Settlement Agreement/Position #01 87611Report #96-1104

Report #96-1104, finalized on August 22, 1997, reclassified position number 018761 from

Warehouse Supervisor to Bridge' Operations Crew Chief. This position of Warehouse

Supervisor was being used by the department in an "in lieu of capacity to effect an

appointment for Joann McGovern to the title of Bridge and Subway Foreman, Senior.

However, when SeaTran was notified of the determination, they chose to appeal this

decision. To settle the issue, they request we implement their agreement with the Human

Rights Department. SeaTran entered into this agreement without the review and

concurrence of the Personnel Director on a situation affecting the appropriate classification

title for the body of work. The agreement guarantees the incumbent in position number

018761 appointment to the title. of Senior Bridge and Subway Crew Chief effective January 1,

1992. (Note: On November 30, 1995, the Classification Project changed the title of Bridge

and Subway Foreman, Senior to Bridge Operations General Supervisor effective January 2,

1991. The salary remains unchanged.) Because of the wholesale title change, we will utilize

the new title rather than the obsolete title from the 1992 agreement.

Since the agreement between HRD and SeaTran is a commitment made on behalf of the

City, even though it was not concurred through review by the Personnel Director, it is fitting

that the agreement be upheld with respect to the incumbent, Joann McGovern, but only as

long as she remains in position number 018761. Thus, it is our recommendation that

position number 018761 be classified as Bridge Operations General Sup~rvisor in order to

implement this settlement agreement. Once the position is vacated, the position shail revert

to the Bridge Operations Crew Chief title as recommended in Report #96-1104. It is the

responsibility of SeaTran to notify the Personnel Director when this occurs. If, however, the

duties change at any time during the incumbent's tenure, the position will be reviewed for

appropriate classification at the department's request and the position title and employee
status will.be in accordance with that determination.

Approved: ~4L6ZVF6
Sarah Welch, Personnel Director Date

SHF:s

Attachment



SECTION 4



City of Seattle ExecL'A-. ie Services Department

Personnel Division

Memormdum

DATE: 03/31/98

TO: Linda Yuen Leong

FROM: Carla Coward

SUBJ
.

ECT: Additions and Corrections for 2 nd
Quarter 1998 Ordinance

Add:

,04~aluated and allocated to theThe foHowing classified service position has Ye

Manager classification system effe5yp,,:~a66ary 7, 1998.

Department New Title Pos. # 9

Park,sArike-'c-reation Manager III General Government Manager 2 016358 ~Zr

r%

Corrections:

The following position was a duplicate entry on the initial manager allocation ordinance
_r,

#118780 (see pages 8

&
a
m

p
;

9). The same posiiton # is listed under SPU and

Transportation. Please delete the following entry on Page 9:

Department

SPU

Title

Utilities Manager 2

Position #

008845

The following Position was put on 4t' quarter 1997 ordinance #J_1Z91-T_(page 12) as a

non-exempt title. Exemptions ordinance #118786 made-~isposition exempt prior to

1h

the the 4 quarter ordinance being enacted,,R~ase correct the following title:

Correct Title Pos, #
Department Old Title

E neral Government Manager 2 Manager 2, Exempt 025018S
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ATTACHMENT B



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

i-nonth/year of anticipated legislation.

Calculations are based on the difference between the top steps o
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 1998 matching
contribution rates for FICA is 6.2 percent and 1.45 percent for

Medicare,

ATTACHMENT B
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ATTACHMENT C



A TTA CHMENT C displays the summary of classification requests

acted upon and the estimated increased cost of each change from

the effective date through the end of 1998, as well as departmental

and Citywide total cost estimates. Consistent with past practice,

Classification Project actions are not included in the costing

calculations.
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Fiscal Note

Each piece of legislation that is financial in nature will be accompanied by a fis~a, Ffhote.

The fiscal note should be drafted by department staff and will identify operaping,'," capital,

revenue, and FTE impacts of the legislation.

Department: Contact PersonlPhone: CBO Analyit/Phone:

ESD, Personnel Division, Linda Yuen Leong/684-7970 Barbara Gangwer/615-0768

Class/Comp Unit Lidia Santiesteban/386-9081

Legislation Title: AN ORDINANCE establishing titles, reallocLating, reclassifying,

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

departments; creating new titles and salaries in various Clty' departments; correcting

titles and position numbers as shown on Ordinances #11,8913, #118970 and #118780;

amending S.M.C. 4.13.010 by a 2/3 vote of the Counc.0o exempt additional positions

from the classified service and to delete certain positio'ns from the Exemptions

Ordinance; and providing payment therefor.

Summary of the Legislation: Section I includes positions recommended for

reallocation, reclassification, redesignation and retitling. Section 2 recommends new
titles and salaries in various City departments. Section 3 corrects titles and position

numbers as shown in Ordinances #11891-3 and #118970. Section 4 corrects a title as

shown in Ordinance #118780. Section 5 amends the Exemptions Ordinance #118786,

by adding a new title and group of positions while also eliminating several obsolete

titles.

Background (included justificatioi-i for the legislation and funding history, if

applicable
'

): See Attachment A, Sections I through 5: individual classification

determination reports and memorandum.

Sustainability Issues (related/io grant awards): None,

Estimated Expenditure 17#4cts:
See Attachment C.

One-time $756,141 an e4timated cost through 12/31/98.

On-going $427,935: 12 .-!!'bnths cost at 1998 rates.

Estimated Revenue
~Irpacts:

None.

Estimated FTE ImpActs: None.

Do positions sun~.,6e: in the future? If so, when? No.

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

-

A, Sections I through 5 and the Attachment C (Second Quarter 1998 - Non-Project

Costing by departments.





00

OD

-A

0
4~

co
0





z 0
0 0

r r

CD
m -x

0 0
(D

Q ) CD 13)

1

0 ~~
EP

0)

n
"
rnm -0 :3

(0 co CL

M
=

W
4

(1)

(D N)

0 cn

--------------w00
0 (D

I .., z

CD

"
CDw

I

-4

t

to
-4 LC

CA

0
(D

CD0. -
0

Lo

CD 0
00
M

Oo
M

cu

q
C)

--I Z

4A

....... ..... - -----

z

co
:14 -69 C-)

W 4w 711Q 0 - 00

4 -4 00 -4 f-0 w
p p 9)

ij i,)
N)

b
00

co
I 1

00
;b. 4~h

1 1 1 1

00
1

H3

0) --j co 0)
fo

CF) QO

0 t,,)

4a

MM
CD

0

(D Z

a
CD
1%

-a w
h) co

-4-4w



0
I-f-

0
0

m
X
"0
0
T.

3

0

--i z r), cn 0
0

3:
: cr

CD

o tz

00 h 3 IZ

CD M,

M
U) CD CL

(D
W

CD hi

co

m
XM

0
c

Z

lu

CD

co

(D

to
CL

J

CD

-CA

z

4.q
CC
0

CD

z

-69

00 00 -4 al
w
VI

CD

3

CD 00
73

co
w 0

m ~
MMIC
C) 0

z

Cr

CA) w

-4

co



0



M
m
x
0
0

m
X

"a
0
M

3
CL

10

0.

--i z 0 -p cn 0
0 a 0

a
E
(n

C
cr

M
0
o CD D

(0)
0)

C

cn

rt.

m
0 m
0 CD 0-

U)

Ln.

(D

--h

to

0

co

m
X*

z

z CD

z m
(D

0

CL

CD

CD

00

LD

Oa

CL 7

40 40 4A
_a

rll

-4"
-09

-&amp;

-69

.

co co C) 0
K) K)

OD
CD cil

-4
Zo

4 -4 00 WW
CA)W

L-... A.-.
i

6

00

Z

0
9
lu

-A to

-4 CO

to
.1,

00 -4



to

cn
t~
0



--I

0

0
(A
e-P

m
w

w
74
Q

PO

Ch
al

460

Cn
Cil

90

ch

CD

a

tn
C4

4

"4

4
CA

(D

4~-,

a

0

Z
cc

0
ID -n_

n--q

M;u
4 m
CD M
0 0

z

or
(D





4 z o -0 Cl) 0
0 c

3
0
-0.

E
cn

c
rr :5.

a
I

cr
CD

m 0

0
D0

CA CD

C

W
f-ol 0 w "

MM
0
0* 0 (D

, a) CO
&amp;n

-0
0

CD

m to

CD

0
CD
co

w M
m a

71 CD

to

0

C,)

w
cn

Lo
m n (D (D

CZ

(1) -0

b 0 cr

0 0

to U)

N3 N)
0

D 'U

-4

71

z

w 40 0
4 0

C" cl OD 4ph, C-0 C~
-&amp;

-A.

CA)

K)
jh~ 00 co

,7~

00 00
'.9 69

a

L-4 '-4w 00 00

0
CD

fa

CD

= CD

rt

00

m m
0 (D

D a
n 0

z
C

cr
CD
Is



0)Q
com





com

00

-q z 0 -~g cn
----------- ---

0
3 Cr

CD

0
0
0 -a

CD

0)
-

rf~
n

Mm
0

in 5

tO
to

cn

0 CD

00

0
su

CD

0

CD

CO CIO
(C~ C~

0 CD

,D
ID

D

-Gq

!Q ~j

0

4 ~4 tq a)

0* 00 t'-)

--A

CD CD CD
CO

~o ~j 6
00 co

CA (A

-4

CA) P : -L

in M
-4

L--L
-4

I

1

( O 00
I I

I I I I

OD
I

I

OD
I __j

m;o4 (D

(D '0
0 0

(D Z
o C
03

cr
(D

-&amp; to



C)

~B
00

(C)

00
cn
0



z C')

o r-

=31
0
~n

i cr
in

CD

0
0 3 0) CD

2) CD 0)

o -
CD

2)

M
0

-0
CD M CL

:3

(n
CD

=
CO
(D

CD
-4

K)

00

-
CO)

0 cr

to
C)

;0:
:

CD

CD

0
(D

Z

0
(D

4A 4A

;]o 7D

Z
0 m

CD _0

CD T
M r.r
C)

. 51
ID

0
M

71
(a

0.

l

o

I I I I I t

--1 0 m

bo w

z
0

0

.(A 40 40

.
-
'4 to -60

0
N SA)

ro 0
(D N3

N) OD
CC) (A co

W 00

40~ 40

in 01 w
-4 -4 -0) t-4 (0

01 Ln on

51

m X
4 (D

Q 70
0 0

Z
C

tr
CD

.a w



--I Z, C)! 0
0 r-

.~ o

F~C
(D

m
030

0 2. 0) CD

(A
CD

eq~

M
0 CD

0 CD Co
(D

0

co

1 z

La
CD

ID 71

cn

CD

PO
o:)

73

40 tq 40

P C)

-4
CA cn a)

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

40

Ln

CA

in CA W 1
1
-D

01 01
I

co

m X
:::g m
m V
el 0

(D Z
0 C
su 3

cr
m



--I z C-) "D cl)
-0 -v o

0 c 0 E
it

C T 0 0.

CD
M 0 0

0 0 w in 0
0 0)

-&lt; -&lt; -&lt; CD

n) M (D CD
i

(D W
""

cn

0
I

(D
OL)

m
w
m

S

M
0

m Lp.
,- M :3 -c

(D
-L -A

to
to

ca
co

0) -4

(n.

00

0
pr

,M (D z

to

U)

03

1
,

-69 -691 49
t,) N)

PO 90 ~o PI P
wl (D ol CI O z

0. w 0

to
us

CL

(D so
CD

0

69 69

:-4 --4 :-4

4b. to OD
'

00
EL

tn co 0 ) 0)

(D ID

ID
'D

40 -69 4A CD

OD (.0

(0 -co t) co (30

N3 -4N)

Ln

-Go ~.A

-4 00 p w :N :;'I- N
-4 to 0 N3 N CP 0
p cn

-4 6 bo ~j
C" 00 m 4~- Jt-

l
-&amp; iftQ c" P.

--4 M
r_nW -&amp;

I

bo
A N co -9b.-

i
I

.1h.

M "
x jo
(D

CA
m

0
(D

(A

m;u

0

(D z

cr



M"
x 10
CD co0 co

(D

cn

m;u
zu (D

0

CD z
a

cr
(D

I



z 0 -0 'a -0 T -0 0
0 C: 0 C

U)

@ "
CD

-4
CD

C:

Cr :5. :5. :5.
8 m

cn

0
r_

0
a

0
C:

0
C:

ol
(D

CD

-0
0

CD

a)
CO m 7i :I m M
cD a) CL"
-0

CD

=)

(0 (D
co

(o
(D

0 (D

Lh. --t

=
0

to
CD

-69 40 -69 4A' 4CA

Na 70

Z 0~

%-J :-4

Ca 0
ju 0

CD

40 .69 ~co

CA)

-;~h

(D
OD

-4 CU ..

0

OD 0) C~

-4

to 16 W
-69 69 toN p :- 0

(D CO (a C) -4
W

N) C) tA
w 0) 03

to
bo
4~1

6)

OD

~j

0
~-4

N)
io

K)

C -;,

01 469
.

ID

to

ID

CO

CD

CA
m
Z
0
CD

Ch



z cn

cr

(D
m

C.)

0
V)

cpm (D-

M
CD

1 0
CA

co

z
CO

z

X

CD

jj

to

01

(D CD

CD

E
73

z

7D7

IEA

U')

00 CO : 0) -4 0)

-4 CO -4
co

-4
460

CY)

co to -P, (A C)
.

io
C-0



5'

M 1%)

x jo
(D co

CD

CA
(D

CD

W

~ CA



flo

00

000



M "
x
C) COc
rol



--i z 0 -u
Cl)

0 c 0 E r-
3 (n r-r

CD
m

0 0 9~
IN)

m
0:

C
' 7D
-0 -,D

CIO
CL

(D

0 CD K)

U)

w
00

LO

z

EL

=r

CD

4A
N) ;o

0 W-

77

-4 cTj

-69 ;Q

z

464 n
00 c) 00 cq 1*4 Q)
CA) -4
-4 '00

.

C)
CD

469 x
C:)

ph 46q
=7

'
D

co

CA)

0
CD
(A

M;u
4 m
(OV
0 0

A.

z

cr
CD

W to

N ()0

4 L
14

00 w
CD



3
CL
m
0

z 0 -0

0 5~

Il a)0
0 (Y) CD CD

f+

rn
CD

"
m 0

'0
D a)

=3

CL
0

-
T

m
z

U)

(D

00

'Fn

x
CD

z
CD

00

ro

109

0

z
CD

69

00

P-a
Cn

oo C.0

0* 00 CO 4~6

00 00w w CA 4

4A ~b9

w co

01

co 14
1 1 L.

-IN

o JO
c to

W~ 00

m

C) 0

z

cr
CD

7



Q
co
co

co
00

00
0')

C~
0



0

m 70

0

z

cr

24



(D

00



-4 z r-) C/)

0 = 0 C
3 14 cr

m 0 c
CD

0 0 Er
U)

0 m -&lt; CD

CD m
0 w "

mm En

73 m
&amp;

D
a~

ct)

CD
(0

CL
cn

en
4

L
0

1

:3

Go

z Ch

CD

3
0)

Iz 2.
0

00

to 4GO

CP
to

m0 La

(D: 0

(D

X

z
(D

:tb.

L

--i

-4 -4

0
C,

0
co (V W 00 a)

.A p 00 J~.

N
CA)

ILO

to

Ah

00 co -4 coa

cp
C)

to 0)

cr
0
114

0
0

m;u
= CD

(D "ano

Z
C

cr

0
0
Cl)

I



--I z C/)

0 0 c c0
r

cr

CD
m

0
o

I
U)=

M
0

5' (D
EIJ

CD

0 CD M

0
co

lu

00 :E
ID -C;

z
CD

W
.

to

CD 4~,

c n.

4A
4 -4 - 0)

4m 0) 0
(Pa (D 0)

P.
:~4 -4

r-j
ul

I

~2 to 00u.

-A v
iD C) w

l

m;G
=4 m
CD "0
0 0

CD Z

cr
(D







--j z 0 -0 cn 0
0 a

ton
c a (D

a
,, a) rr &lt;

&lt; &lt;

- ,

m

0 0
-h 0)

(1) -0 w (D CD 0)

CD

0
ri mm

"a
CD A

CD co to to
U)

0) -4
h3

co

i m
C CL

su
z

= CD

cn

th

9 69 "o

-

CD 0

FO

03
a- CL

su

= v

ss 4A 101"
.

0
C)

Ul
LC M

LZ)

-W -W -69 w
0 ~j ~j

Oo - (n
.

M

Z
-4

C)
CD w (D - al

Go -4
4~h

(n 0 N)
- W - w (" c to

CD

&
am

p;

Co
in
CO

cn
CO

K) ~o 0d m
c, co 25 6

tq rQ

C=~

-V K3
0 .0

co
CD

MM
0 0

z
o

ty



--I z 0 :2 CA -0 _0 T O
0 C

3
a'
cA

C C @ @ @ a:

cr
-
m

rr :5.

0
:5.

0
:5

0'
(D

CD
U)

a
(A

a
CA

a
(n

0 0)
-&lt;

-&lt; -&lt; CD

W CD CD CD W (n

0
cn M

0

m
;~~ =1 'C

(A
&amp;

(D cx

-0
CD

co (D
w

cn

0
=
CD

_4

so 0

0

0*

0

0
z

fJ3

to

CD CD

4m X

al

CA) 0) 0-) CD

0
0
r

Ek

CD

X
w

M
(D

oM M co

(n
'M 7

-60 -64 &lt;0 to

QD tn M

-4 .60 ~09 .64 -60

-4 C~ W
co co -Pl. Co OD w 0 C~

(D 00 - C)

4 -4 tq 4h
co o

C* C)

bo co
44-

-U "
0

co

m;u
:u 0
(Pla
n 0

(D Z.

cr
CD

n



C.0



-4 Z (04)

0 c
r-

3 cn

(D
M

1

_0

(1)

=t

0 -'h 3 CD

(A -0 w th

r* o 9 0

m
W CD

CD to
cn

o
T),

0 En

00

CD

X

CD

W

X~
03

cm
CD

(0 to

7L

7-
C,

S9 &lt;A

co to
m 00

0 0

co w
b =
00 0 00 00 c,

p ha al) 0)
0) (P

-fA -60

71
CD to

W C5 IIQ C.0

0 CO (0

CA ba
0

0



(0
00

-4
0





-4 z 0 -a CA 0
0 a

3
0
C.n w rru m
ch

0
0 =

3
cn
0) CD CD

0 M ,!~

r+

M
0 6 m
0 (D

3
z CD

(n 0

0 M

CO

CD z

-60

(0

(D
CL

W
4

CD

0 (D

z c

4r.9

bD
OD

69N 0
(n

0) N)
OD

r) co bo
Pik C:) 4h~ 4~-

4A
P
(0" (D

Of lal Ul Ul N3

(D

'U
c
rr

0
c
ef~

m;u
:M (D

0

Z

CD



-q
0

0

m

~w
fli

co

fA
IQ

I

4Aw
CA)

cn
4h

4

cn
4~k

40
Ul

-
4

00
Crl

5 * -~6
(A

4
co

40 40
0* (10

00 (A
00 cn
-4

w ij, L',

1
W

1

co to 46

Ob

W cn
(A)

(.n to
4w -4

Ul

bo
CA CD

z 0
0 0 C:

Er
(1)

&amp;n

m
0 , Lo=
0 3 0-) CD

o
M
V) CD CL

M CD
cn

in 5
o ct, Ili

W
0 -4

M

.69

r

CA

ID

tn

Cil M 7)

0

4A, -M 4A
co 4W :*4

co co 0)
co co " 0)

4 ~4

W W
A

00

4a 40 Ift
..&amp;

cn
-&amp;

(n
-44.

E3

C)

cm

CO bo
li, CD



-j CA
C: 0

C: C:

C)7

(D
-m 0

0 ,
0

Ln W
0 -&lt; CD

(a -j (D M
0 0

Ep

M
Mm

CD

:3

CL

(D

=3

U)

CD

0,

a)

CD

Im

Ln

IF 'D

0

-en

sl

m m

0

full 0
0

C) OD N.

CA 0)
-&amp;

0 C)
.b, . 0 0

~m CD * -A
:P%, :-4

0 C) C~ C)

40 4A
K)

-4w w m -P~

co co C)

16

4~-

0
M
c
cr

0

m;v
RCD4 IMO

0 0q
(D Z

3
cr

QO W
~4"

4

CJ a

C.0
ol

~4 W



en

o

0
0
U)

-u

M

0)

0-3

M
Z3

0 M.
(n =

En

U)

00

Ct)

C)

(A

-4

40 40
4 -4

CD

to CA)

00

:C~l

I:
c
lj

!-
1
4
)

to Ck C)

-rA : 4A 40
-4 -4
0 -, 0) 7.

0) 0)
.

-4
0 O*A ap, -4

io
OD

4AP
(Y)

-4

Z 01
I'D

(D -C~

CD

c
r-F,

'

FD

MW
: m'
(D Vno
(D Z

C

cr

CD -4

CD

~-)

-4 Cyl

C)



0



0
0





Cl) N
CO

m;u
4 (D

(010
CIlk 0

(D Z
OC03

cr
(D
In



--q z 0 'a Cl) 0
0 a 0 E

in
C
Cr

a

0
M
ch
,.,

P 0

0 0
3

cn
0)

0 -0 W- W
r.l.

m
0 CD e m

0

=~-

0 CD
=3

CD
cn

0
T

CD
=h

.

0
co

to

0
o

X

CD

z

-

D 0

I o
w 0

ra

C)

CA
m

3

CD CD

0

40
CD

I'D

a

QO
t

J-

0

fA
-CA

C)
I'll CD

Lnw Cr 03

to I'D

CD
cn co

MW
cl 0

z

g g
In



00

CD

00



z 0
0

rr
cr
(D

m

0 3
0 C,)

CD

w
rf~

m
C)

-
(D

rj)

M
m CL

(D
w

0 CD
cn

;:v.

_-41 W-

03

0) 0
1-1~

pCD

a)

tn CD

N3

z

C) C) L,:~ (D

CL

464 .69

" " ;o M
---I ~ 4~

0
po 00 a

C)
W

cl)2

li _U

4.9 ~69 CD

00 co (D

z
0

:r

.:Pl~ P. 60
4 -j P

CA
-4 Ul

Cri to 0
4 -4

--&amp; " -N

3

71

Lr,
F"I -4

M

Co
co



a
I

M~
lmv
0 0
r+

CD Z

Cr

(0-(D
K) 00

to co

-
0.~i-,

0
0 0',

(A

C) .



Norma McKinney/Lidia Santiesteban

2Q98.doc

June 17,1998

Version: 1

ORDINANCE
1

2

3

4

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

AN ORDINANCE establishing titles, reallocating, reclassifying, redes~i§nating,

retitling, and setting compensation for certain positions in various,,tity

departments; creating new titles and salaries in various City depa~' ments;

correcting titles and position numbers as shown on Ordinances~ /#"118913,

#118970 and #118780; amending S.M.C. 4.13.010 by a 213 votev, f the Council to

exempt additional positions from the classified service andth delete certain

positions from the Exemptions Ordinance; and
providing.payment

therefor.

V

BE IT ORDAINED BY THE CITY OF SEATTLE AS FFOL, WS:
I

SECTION1. REALLOCATING, RECLASSIF G,REDESIGNATINGAND

RETITILING OF POSITIONS. As recommended by,~he Personnel Director in

Classification Determinations specified and attact~'d hereto, positions in certain City

employing units are hereby reallocated, reclas~ffied, redesignated and retitled, or

otherwise adjusted, effective as noted in resVective Classification Determinations as

shown below:

CITY LIGHT

I position (#018985) of Adminis~ative Specialist I-BU reclassified to Assistant

Systems Analyst (Report #97-1149A)

1 position (#020224) of AdmPistrative Support Assistant-BU reallocated to

Administrative Specialist 11-BU (Ro'port #97-1436A).

1 position (#021431) of Cfvil Engineer, Associate reallocated to Civil Engineer,

I

Senior (Report #97-1588).

1 position (#013222) of Workload Planning and Scheduling Analyst reclassified

to Power Analyst (Report 08-1679).

I position (#02293 of Systems Analyst, Senior redesignated Executive 2 (C/C

Log #98-1718).

I

EXECUTIVE - formerl)e Office of Management and Planning (City Budget Office)

1 position (#025680) of Executive 2 redesignated Executive 3 (CIC Log #98-

1719).

EXECUTIVE SERVICES

1
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City of
No.

Affidavit of Publication

11111~~-'E` Ilhl

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 Superlor Court of King County.

The notice in the ,~xact form annexed, was published in regular

issues of The Daily Joni nal of Commerce, which was regularly

distr:bwPd to its svb~~,-rl~,ers during the below stated period. The

annexed notice, a

ORD li9loo

was published on

0,18124/96

The amount of the fee chargedkr ~Ife f4regoing publication is

the sum of $

Notary Public for the State of Washington,
,esiding in Seattle

0%-rATE OF WASHINGTON - KING COUNTY

Affidavit of Publication
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