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ORDINANCE

AN ORDINANCE establishing titles, reallocating, reclassifying, redesignating,

retitling, and setting compensation for certain positions in various City
departments; creating a new salary in the Fire Department; establishing a new
position; correcting a position number as shown on Ordinance #118850;
amending S.M.C. 4.13.010 by a 2/3 vote of the Council to exempt an additional

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

Exemptions Ordinance; and providing payment therefor.

BE IT ORDAINED BY THE CITY OF SEATTLE AS FOLLOWS:

SECTION 1. REALLOCATING, RECLASSIFYING, REDESIGNATING AND

RETITLING OF POSITIONS. As recommended by the Personnel Director in

Classification Determinations specified and attached hereto, positions in certain City

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

otherwise adjusted, effective as noted in respective Classification Determinations as

shown below:

CITY LIGHT

1 position (#0 13188) of Assistant Systems Analyst reallocated to Systems

Programmer Analyst (Report #98-1671A).

1 position (#023865) of Public Information Specialist, Senior retitled to Public

Relations Specialist, Senior (Report #98-1752).

1 position (#020476) of Data Processing Systems Analyst retitled to Systems

Analyst (Report #98-1882).

1 position (#0 18458) of Assistant Systems Analyst retitled to Systems

Programmer Analyst (Report #98-1885).

1 position (#0 12882) of Electrical Engineer, Associate reallocated to Electrical

Engineer, Senior (Report #98-1969).

1 position (#019603) of Energy Planning Analyst retitled to Energy Planning

Supervisor (Report #98-1978).

1 position (#018328) of Energy Conversation Representative, Senior-BU

reallocated to Energy Management Analyst, Assistant (Report #98-1980).

1 position (#022932) of Accounting Technician 11-BU reallocated to Public

Relations Specialist (Report #98-2082).
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1 position (#014158) of Personnel Manager reallocated to General Government

Manager 2 (Report #98-2216).

1 position (#012855) of Civil Engineer, Associate reallocated to Civil Engineer,

Senior (Report #98-2218).

CIVIL RIGHTS

1 position (#010971) of Systems Analyst, Assistant retitled to Systems

Programmer Analyst (Report #98-1812).

CIVIL SERVICE COMMISSION

I position (#025515) of Executive Director redesignated Strategic Advisor 2,

Exempt (Report #98-1937).

1 position (#025687) of Administrative Specialist 11 reclassified to Administrative

Staff Assistant (Report #98-1936).

EXECUTIVE SERVICES

1 position (#025769) of Accounting Technician I reclassified to Accounting

Technician 11 (Report #97-1459A).

1 position (#025770) of Accounting Technician I reclassified to Accounting

Technician 11 (Report #97-1460A).

1 position (#018190) of Systems Analyst, Assistant retitled to Systems

Programmer Analyst (Report #98-1884).

1 position (#024064) of Personnel Analyst, Assistant reallocated to Personnel

Analyst (Report #98-2068).

FIRE

1 position (#025190) of Administrative Specialist I-BU reclassified to

Administrative Specialist III-BU (Report #97-1559A).

1 position (#023507) of Public Information Specialist, Senior retitled to Public

Relations Specialist, Senior (Report #98-1754).

PARKS AND RECREATION

1 position (#010227) of Administrative Secretary redesignated Administrative

Staff Assistant (Report #98-2104).

1 position (#009824) of Planner, Senior reallocated to General Government

Manager 2 (Report #98-2105).
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POLICE

1 position (#018570) of Administrative Specialist I-BU reclassified to

Administrative Specialist 11-BU (Report #97-1598A).

1 position (#006048) of Police Officer reallocated to Administrative Staff

Assistant (Report #98-1658).

1 position (#021505) of Programmer Analyst retitled to Systems Programmer

Analyst (Report #98-1875).

1 position (#025085) of Data Processing Systems Analyst retitled to Systems

Analyst (Report #98-1923).

1 position (005000) of Finance, Budget and Accounting Manager 1 reclassified

to Finance, Budget and Accounting Manager 2 (Report #98-2043).

SEATTLE CENTER

1 position (#016288) of Administrative Specialist I reclassified to Management

Systems Analyst, Entry (Report #98-1678).

SEATTLE PUBLIC UTILITIES

1 position (011856) of Water Service Inspector, Senior reallocated to Capital

Projects Coordinator (Report #97-1618A).

I position (#008675) of Civil Engineering Specialist, Assistant III reclassified to

Civil Engineering Specialist, Associate (Report #98-1629).

1 position (#008709) of Civil Engineering Specialist, Assistant III reclassified to

Civil Engineering Specialist, Associate (Report #98-1631).

1 position (#023595) of Field Engineering Specialist, Assistant I I I retitled to Civil

Engineering Specialist, Assistant III (Report #98-1746).

I position (#008800) of Field Engineering Specialist, Associate retitled to Civil

Engineering Specialist, Associate (Report #98-1749).

1 position (#024202) of Public Information Supervisor retitled to Public Relations

Supervisor (Report #98-1750).

1 position (#022302) of Public Information Specialist, Senior retitled to Public

Relations Specialist, Senior (Report #98-1753).

1 position (#021935) of Director XI I redesignated Executive 2 (C/C Log #98-

1810).
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Engineering Specialist, Assistant III (Report #98-1887).

I position (#023091) of Data Processing Systems Analyst, Senior retitled to

Systems Analyst, Senior (Report #98-1889).

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

Associate (Report #98-1890).

TRANSPORTATION

1 position (#007835) of Truck Driver reallocated to Heavy Truck Driver (Report

#98-1704).

1 position (#021634) of Field Engineering Specialist, Assistant III retitled to Civil

Engineering Specialist, Assistant III (Report #98-1747).

1 position (#008738) of Field Engineering Specialist, Assistant III retitled to Civil

Engineering Specialist, Assistant III (Report #98-1760).

3 positions (#008758, #022967, #008606) of Data Processing Systems Analyst,

Senior retitled to Systems Analyst, Senior (Report #98-1874).

1 position (#008090) of Engineering and Plans Review Manager 2 reallocated to

Information Technology Manager 3 (Report #98-2113).

SECTION 2. NEW SALARY RATE. As recommended by the Personnel

Director, the following salary rate is established, effective as of the date shown in

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

Department Title New Salary Rate (1997)
Fire Fire Fighter Pre-Recruit $15.90/hourly

Effective June 24, 1998

(Salary Report #98-1855)
I

SECTION 3. ESTABLISHING A NEW POSITION. Pursuant to an agreement

among the Parks and Recreation Department, the Executive Services Department, and

the Executive Department - Office of Intergovernmental Relations, as referenced in a

joint memorandum dated March 6, 1998, there is hereby created in the Office of

Intergovernmental Relations one new position (#026245) of Strategic Advisor 1,

Exempt.
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SECTION 4. POSITION NUMBER CORRECTION. The following is submitted

to correct a position number as shown in Ordinance #118850, Section 1.A.:

Department Title and Position # as shown Correct Title and Position #
Legislative Central Staff Director, Legislative Executive Manager-Legislative

Position #00010401 Position #010388

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 D and 0, are hereby amended as follows:

Employing Unit Titles of Exempt Positions

D. Civil Service Commission ((ExeGUtiV9 DiF8GtE)F GiVil SGNiGe Gempnissien))

Administrative Staff Assistant (PosNo. 025687)

0. Parks and Recreation Administrative Staff Assistant (PosNo. 010227)

( MajoF PrejeGts and PlanRing DireGtOF PaFks))

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 laws.

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.
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PASSED by a two-thirds
(2/31's)

vote of the members of the City Council the

day ok,, J,-f' K and signed by me in open session inJ
~

2 71
-

11

authentication of its passage this

I i,

Approved by me thisZ~~ day
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5
. EXEMPT POSITIONS. As recommended by the Personnel

Director in respo e to requests from customer departments to render certain positions

of employment exe t from the classified service, S. M.C. 4.13.010 (known as ther1p,

Exemptions Ordinanc(~, Subsections D and 0, are hereby amended as follows:

Employing Unit Titles of Exempt Positions

D. Civil Service Commission ((ExeGutive DiFeGtoF Givil SeFviGe GGMnqiGGiGR))
17 -

0. Parks and Recreation\ Administrative Staff Assistant (PosNo. 010227)

((Maj()F PrejeGts aRd Planning Dir-eoteF Park-s))

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

are hereby authorized to use unexpend6d and unencumbered funds accumulating in

their respective 1998 Budgets to pay the 8ompensation authorized herein.

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

positions subject to civil service and personnel rule~ and laws.

SECTION 8. Any act consistent with the authorib' and prior to the effective dateY

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 ' ned by the Mayor

within ten (10) days after presentation, it shall take effect as provide byMunicipal

Code Section 1.04.020.
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Executive Services Department

Dwight D. Dively, Director

Pau-1 Schell, T,4a:yor

MEMORANDUM

DATE: August 19, 1998

TO: Honorable Sue Donaldson, President

Seattle City Council

Attn: Barbara Gangwer

City Budget Office

FROM:

Dwight DiVely, Dire

Executive Services Department
oroa McKinfie

Pe onnel Director

SUBJECT: Proposed Legislation - Third Quarter 1998 Reclassification Ordinance

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

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

1998.

Section 1 includes positions recommended for reallocation, reclassification,

redesignation and retitling. Section 2 recommends a new salary rate in the Fire

Department. Section 3 establishes a new position for the Executive Department-

Office of Intergovernmental Relations. Section 4 corrects a position number as shown

in Ordinance #118850, Section 1.A. Section 5 amends the Exemptions Ordinance

#118786, by adding a new title and eliminating a couple of obsolete titles.

Attachment A contains referenced classification/compensation report

recommendations and other documentation as indicated in the ordinance.

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

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

the accompanying ordinance. These estimates do not necessarily reflect formal

budgetary appropriations or the amount due to any given employee(s). These

estimates are based on the following premises:

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

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

Personnel Division, Dexter Horton Building, 7. 0 Second A-venue, 12th Floor, Seattle, WA 98104-1793

Tel: 1206) 684-7664, TDD: (206) 684-7888, Fax: (206) 684-4157, http:/www.ei.seattle.wa.us

An equal employment op ortunity, affinnative action employer. Accommodations for people with disabilities provided upon request.p I



Honorable Sue Donaldson, President

Seattle City Council

August 19, 1998

Page 2

For regular positions calculations are based on the difference between the top steps
of the current and recommended salary ranges; for retr6active actions extending back

to previous year(s), the rates for the respective previous years are used.

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

cost comparison is made to the range midpoint.

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

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

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

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

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

department level.)

Our cost estimates are obtained by adding the 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 or decreased 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.

Attachment D separately identifies special or unusual costs attributed to Information

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

summary of Attachment C and do not represent additional costs. Please note that report

#98-1978 (Civil Service Commission) estimates full cost of this action; however, the

incumbent was paid out of class for all hours worked from 11/3/93 to present. Thus, the

actual dollars payable will be limited to only hours NOT worked (sick leave, holidays,

vacation) and would likely be less than 25% of this standard estimate.

If you have any questions or need additional information regarding this ordinance, please
contact Lidia Santiesteban, Classification/Compensation Director, at 386-9081. Thank

you.

DD/NM:lsI

Attachment: Third Quarter 1998 Reclassification Ordinance

c: Councilmember Martha Choe, Chair

Finance and Budget Committee, Legislative Department
ESD Personnel Division Administrators



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 setting compensation for certain positions in various City

departments; creating a new salary in the Fire department; establishing a new position;

correcting a position number as shown on Ordinance #118850; amending S.M.C.

4.13.010 by a 2/3 vote of the Council to exempt an additional position from the

classified service and 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 a new
salary rate in the Fire Department. Section 3 establishes a new position for the

Executive Department-Office of Intergovernmental Relations. Section 4 corrects a

position number as shown in Ordinance #118850, Section 1.A. Section 5 amends the

Exemptions Ordinance #118786, by adding a new title and eliminating a couple of

obsolete titles.

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

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

determination reports and memorandum.

Sustainabillity Issues (related to grant awards): None

Estimated Expenditure Impacts- See Attachment C.

One-time $264,115, an estimated cost through 12/31/98.

On-going $155,469, annual on-going (12 months) cost at 1998 rates.

Estimated Revenue Impacts: None.
-

Estimated FTE Impacts: One.

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

Other Issues (including long4erm implications of the legislation): See Attachment

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

Costing by departments.



ATTACHMENT A contains referenced classification

compensation report recommendations and other

documentation as indicated in the ordinance.

ATTACHMENT A
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CITY OF SEATTLE

PERSONNEL DEPARTIVILoiT

CLASSIFICATION DETERMINATION REPORT

ate~ July 17, 1998

S

Report No,: 98-1671A

POSITION IDENTIFICATION

Department:' City Light

Classification Title: Unclassified

Ordinance Title: Assistant Systems Analyst

Position Number: 013188

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

RECOMMENDED ACTION

Classification Title: Systems ProgrammerAnalyst

Ordinance Title: Systems Programmer Analyst

-egislation 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: Assistant Systems Analyst

Recommended Standing: Systems Programmer Analyst

In recommended standing, incumbent status is:

[ ]Regular Probationary X ]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
lzweaw

Classification Analyst(s)

Edie Jorgensen 61~- Classification Supervisor

';

ic
Lidia Santiesteban i&amp;ssification/compensation Director

Norma McKinneY,4,fg,4, Personnel Director
j



POSITION IDENTIFICATION AND SOURCE OF REQUEST
Position # 013188 is located in the South Power Station within the City Light

Department, This position is being reviewed as a result of an employee request.

The South Service Station is responsible for the construction and maintenance of

major, industrial and unit substations in the Seattle south distribution area.

BACKGROUND
This position was one of four Data Assistant positions created in 1989 within. the

City Light Department's Operations Division. These positions were dispersed

among the major units of the division, and were specifically responsible for entering

equipment maintenance data into their unit's computer system. However, as a

result of several reorganizations and restructures, one position was abrogated, one

transferred to another division, and the remaining two are located at North and

jouth Power Stations.

Position #013176, at the North Power Station was recently reviewea and a

recommendation was made to reclassify it to the title of Systems Programmer

Analyst. Departmental management indicated that position #013176 (north)and

position #013188 (souffi) have mirrored duties, except for the time the subject

incumbent acted as lead in implementing the WinterCmss System.

POSITION HISTORY:

This position was last reviewed in the 1993 Budget, and at that time assigned to

the obsolete title of Assistant Systems Analyst. The Assistant System Analyst

specification became obsolete in the Classification Project of January 2, 1991, and

was replaced with the Systems Programmer Analyst title.

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 October 22, 1997;

* class specifications and positions within the Systems Analyst class series;

* organization unit affecting the subject position;

* position history records and related classification files.

SUMMARY OF WORK
The subject position is responsible for maintaining the unit's portion of the

WinterCress system, including troubleshooting and resolving problems within the

system, training system users, developing applications, and generating reports.



On August 1, 1996, the subject position incumbent was assigned to work closely

with the WinterCress software vendor to resolve problems and to implement

changes to the software. This assignment continued through February 11, 1997.

A Systems Analyst was hired into the Information Technology Division of the City

Light Department in February 1997 to maintain the entire WinterCress System, As

a result of this hire, the subject position was no longer required to perform and/or

oversee maintenance and enhancement activities related to the overall system.

The incumbent, however, believes that the higher level duties continue to date, and

is therefore requesting that this position be reclassified to the title of Systems

Analyst,

NOTE- Fora complete listing ofthe subjectposltlon'sresponsibllities, seethe PosItion Description

Questlonnalre (PDO), dated Octobor22, 1997, and submitted forpurposes of thIs revlew.

ANAL4SIS:

Although, we agree with departmental management and the incumbent that this

body of work is best represented within the Systems Analyst class series, we do

not concur with the level requested by the incumbent. The Systems Analyst class

series consists of five levels (ent-1, biidgejoum6y, seniorandprincipea and they are

distinguished from one another by their respective degrees of work difficulty and

responsibility.

The position description questionnaire documents that the position does not

perform entry level programming work, such as coding and debuggingprograms; nor does

it perform senior level work - adminIstaring multiple network andlorlocations, orservIng as lead

over subardInate staff, or principal level work - adminlste#ng broadtasks involving many

aspects andnewissues, or acting as the technical expert Therefore, the remaining levels,

Ln~y, were chosen for this review. The work of these levels is
b~Ld~e andft
characterized as:

Systems Programmer Analyst -
- (Bridge)

Positions allocated to this paraprofessional level, perform joumeylevel

programming and/or entlylevel systems work. Tasks include: assisting in the

development, design, analysis, implementation, maintenance and enhancement of

software and hardware for dataprocessing systems; troubleshooting hardware

and/or software problems and providing corrective actions; and carrying out

assigned portions of project requirements.



Systerns Analyst - (Journejv)

Positions assigned to this professional level, perform the fullrange of system

design, development, implementation and. maintenance activities related to data

processing systems, and diagnose and solve system problems within a specialty

area. Tasks include: diagnosing and resolving problems and implementing

changes in network systems hardware, software and applications systems;

evaluating and making recommendation on vendor hardwarelsoftware products;

writing standards and procedures for the proper use of the products; and drafting

project work plans, estimates, requirements and specifications of applications,

network and systems software projects.

The work of the subject position - designing, developing, implementing and

enhancing the WintarCress database system within the work unit are tasks typically

performed by positions within the Systems Programmer Analyst class. Positions at

this level perform entry level tasks that are bas--"-' on a agneralunderstanding of

certain technical, administrative, and/or operational practices or techniques.

Decisions are limited to those affecting work where alternatives are generally from

an available set of precedents, and errors result in moderate disruption to services.

In comparison, positions assigned to the Systems Analyst class perform journey

level, working independently to diagnose and resolve system problems, and

implement changes in system hardware, software, and network and application

ge hat indicates a command ofsystems. Tasks involve Vqcializedte~Lh-nicalknogkd

certain technical, administrative and/or operative practices and techniques.

Decisions at this level can affect the design or operation, and errors can rp.sult in

substantial impacts on services.

Based on the above review, we find that the duties and responsibilities of the

subject position are consistent with those assigned to Position #013176 (Nolth).

Both positions are responsible for generating reports; troubleshooting, maintaining

and enhancing the WinterCress systems as it relates to their specific work unit.

The work performed by these positions is typical of that performed by Systems

Programmer Analyst throughout the City.

RECOMMENDATION:
It is therefore our recommendation that:

1 ) this report serves as a correction to the January 1, 1993 assignment to the

obsolete title of Assistant SystemsAnalyst. The report recommendation should have

read: Recommended Classification Title: Syslemsaw~=Aa&amp;st

2) the effective date of this action coincides with the implementation of the 1993

1 B u d g e t (the date the new duties were assigned).

3) the department compensated the incumbent via out-of-class pay for the time

gust 1, 1996 to Februaly If, 1997spent performing the higher level duties -- Au



PERTINEN7 ALLOCATION FACTORS Report No.:

Costing

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

cost of implementing this action would be $11,560.42. This figure includes any

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

for this action would be $2,385.10. 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: There are no new costs assoclated witli ffie recommendafion #3 According to depadmental

management ffie incumbent has received out-of-class pay whIle working at the hIgher /0 vel

The out-of-class assignment has no bearIng on #7is mclassifl'catlon action



AAddendum (Log # 98- 2083) Report #98-1671A

At the request of the incumbent, this position was reviewed on February 18,

1998. The request was for the position to be reclassified from the title of

Assistant Systems Analyst to Senior Systems Analyst. The title

recommended was Systems Programmer Analyst. This recommendation,

however, was appealed and a Reconsideration Hearing was held on June

18. 1998.

The Reconsideration Board consisted of Kathy Steinmeyer, Senior

Personnel Analyst, John Pearson, ClassificationlCompensation Supervisor

and Lidia Santiesteban, Class ification/Com pen sation Director.

Additional information was presented in support of the incumbent's initial

request at the Hearing. It was explained that the subject position is expected

to work independently maintaining the unit's portion of the WinterCress

system. Tasks include: troubleshooting and resolving systems problems;

training system users; developing applications and generating a variety of

reports. It was also explained and made apparent that the subject position

incumbent possesses the knowledge, skills and abilities to perform work at a

senior level. Departmental management, however, stated that although the

position incumbent posses the ability to perform at the higher level, work

expectations continue to be those characterized within the class specification

of Systems Programmer Analyst.

After carefully reviewing and considering the information presented at the

Hearing, the Boaru determined that although the incumbent is qualified to

perform work at the senior level, the scope and range of work outlined by the

department is clearly that of Systems Programmer Analyst.

Note - The ClassificationlCompensaflon Unit classifles positlons based on the body of work

performed, not on #7e Incumbent:9 ability to perform. An incumbent's abIlity to pel-form at a

h1gher le vel is not areason for reclassifyIng a positlon.

Recommendation
Based on the above review, the Board recommend that the subject position

be classified to the title of Systems Programmer Analyst. It is also

recommended that the department consider paying the incumbent out-of-

class when assigning higher level duties.



Costing

If implemented on the 1998 Third Quarter nrdinance, the maximum

estimated cost of implementing this action would be $11,560.42. This figure

includes any current and retroactive (if applicable) cost for this action. The

ongoing annual cost for this action would be $2,385. 10. 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
CLA,SS17-ICATIO~N,.nr---TE~IMINATION REPORT

Position Number: 023865

Classification Title: Public Information Specialist, Senior

Ordinance Title: Public Information Specialist, Senior

Department., Seattle City Light

POSITION IDENTIFICATION

Bargaining Unit: 030

Legislation Required: Yes

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

Ordinance Title: Public Relations Specialist, Senior

Current Salary: $20.04 - $23.35 (Range: 33.0A1
31

LJ

Classification Title, Public Relations Specialist, Senior

RECOMMENDED A.CTIO-N

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

INCUMBENT STATUS
Incumbent:

Current Standing: Public Information Specialist, Senior

Recommended Standing: Public Relations Specialist, Senior

In recommended standing, incumbent status is:

Authority: Personnel Rule

[ X ] 2.3.100; 2.3.200;

Remarks: Title change only

] 2.1300.

ANALYSIS AND RECOMMENDATION
-------------------

An ord-inance was passed as part of the Classification Project legislating the new title of

Public Relations Specialist, Senior to replace th:e title of Public Information Specialist,

Senior. In order to update the position file and ~rid the system of titles no longer appropriate

to use, it is recommended that the position number 023865 be retitled to Public Relations

Specialist, Senior. effective 4/16/98. This action is necessary so that the pay title matches

the class specification title. Seniority is not affected by this action.

Recommended: Irene Ogunyemi Classification/Compensation Analyst

Approved: Edie Jorgensen Classification/Compensation Supervisor

Lidia Santiestebanio lass ificati on/Co rn pens ation Director

Norma McKinn1i4X Personnel Director



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date: Jun.e 11.
1998

. .. .. ............. __

POSITION IDENTIFICATION

Department: Light

Classification Title: Data Processing Systems Analyst

Ordinance Title: Data Processing Systems Analyst

Position Number: 020476

Report No,-:

Bargaining Unit: 034 Current Salary: $20.19 - 23.59 (Range: n/a)

RECOMMENDED ACTION

Classification Title: Systems Analyst

Ordinance Title: Systems Analyst

Legislation Required: Yes

8-1882

Bargaining Unit: 034 Recommended Salary: $20.19 - 23.59 (Range: n/a)

Remarks Title Ch~ange 'Only -There is no cost associated w.ith this

INCUMBENT STATUS

Incumbent:

Current Standing: Data Processing Systems Analyst

Recommended Standing: Systems Analyst

Analysis and Recommendation

'The title of Data Processing Systems Analyst was revised to Systems Analyst as a result of

the Classification Project. In order to update the position file and rid the system of titles no

longer appropriate to use, it is recommended that the subject position be allocated to the

title of Systems Analyst. This action is to become effective January 2, 1992, to coincide

with the implementation of the Classification Project.

Recommended:

Approved:

Schematic Team

Norma McKinney

Lidia Santiesteban

Edie Jorgensen

Classification Analyst(s)

Classification Supervisor

Classification/Compensation Director

Personnel Director



CITY OF SEATTLE
PERSONNEL DEPARTIVir-NT

CLASSIFICATION DETERMINATION REPORT

Report No.: 98-1885

POSITION IDENTIFICATION

Department: City Light

Classifi1cation Title: Held In Abeyance

Ordinance Title: Assistant Systems Analyst

Position Number: 018458

Bargaining Unit: 034 Current Salary: $17.53 - 20.44 (Range: N/A)

RECOMMENDED ACTION

Classification Title: Systems Programmer Analy-'-

Ordinance Title: Systems Programmer Analyst

Legislation Required: Yes

Bargaining Unit:, 030 Recommended Salary: $18.37 - 21.42 (Range: N/A

Remarks
36evance

INCUMBENT STATUS

Incumbent:

Current Standing: Assistant Systems Analyst

Recommended Stanciii.q: Systems Programmer Analyst

In the Recommended Classification, Incumbent Standing is:

Recommended: Schematic Team 6~ ~11CTa~sification Analyst(s)

Approved: Edie Jorgensen Classification Supervisor

Lidia Santiesteban Classification/Compensation Director

Norma McKinney Personnel Director



RTINENT ALLOCATION FACTORS: - Report No 98-1885 Page

Position Identification And Source Of Regues

The subject position was reviewed last on April 14, 1992, and at that time

allocated to the Ordinance title of Assistant Systems Analyst. The Classification

title was 'held in abeyance.'

Review of the latest PDQ on file indicates that the subject position performs work

similar to that characterized within the class specification of Systems Programmer

Analyst. Positions allocated to the Systems ProgrammerAnalyst class are

responsible for troubleshooting software problems and providing corrective action;

designing data entry screens and spreadsheets; maintaining enhancements to

existing systems; and training users on the use of a system and/or enhancements.

Note.- Fora ccmplete llstlng of the subject positionSMponSibilitl6S, S66 #7e Positlon Descilptions

Questionnalre (PDQ) contalned Witllifl ffieposItion file.

Recommendatign:
It is clearly evident, based on the latest PDQ on file, that the. body of work

assigned to this position should be classified as Systems Programmer Analyst.

We therefore, recommend the following:

that the subject position be reclassified to the title of Systems Programmer

Analyst, with no change in the employee's incumbency status.

that the effective date should be April 14, 1992, to reflect the date the position

was reclassified to the Ordinance title of Assistant Systems Analyst.

qq§~tl-pq

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

cost of implementing this action would be $14,608.72. This figure includes any

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

cost for this action would be $2,385.10. 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

CLASS!FICA110N, DFTERIVII NATION REPORT

Repor~ No,- 9

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

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

City Light

Electrical Engineer, Associate

Electrical Engineer, Associate

012882

034 Current Sa ary: $22.26 - $25.97 (Range. N/A)

RECOMMENDED ACTION

Classification Title: Electrical Engineer, Senior

Ordinance Title: Electrical Engineer, Senior

Legislation Required: Yes

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

Remarks: The recommended effective date of this action is April 15, 1998, the date

I
of the Abbreviated PDO.

INCUMBENT STATUS
Incumbent: Vacant

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status is: NIA

]Regular; Probationary: Temporary

Authority; Personnel Rule

[ ] 2.3.100; [ ] 2.3.200; [ ] 2.3.300.

Remarks: The Abbreviated PDQ is attached.

Recommended: Team'41A

Approved:

Cla sification/Compensation Analyst

~?
~1

Classification/Compensation Supervisor

lass ification/Com pensation Director

Norma McKinneyLf4personnel Director



CHY OF SEAME PERSONNEL DEPARi'~*,ENT

a5a fLa U u8u~mjla

ABBREVIATED J!

POSITION DESCRIPTION QUESTIONN
(Thisform is to be usedfor vacantpositions andlor requests ~'~sultingfrom reorganizations)

DEPARTMENT/DIVISION: Light / 3014

POSITIONNLWBER: 012882

DATE REQUESTED: 4-15-98 EFFECTIVE DATE:

CLASSIFICATION REQUESTED: Senior Electrical Engineer

POSITION PURPOSE: Provide Electrical Engineering Expertise for Distribution System Support. Perform

Senior Level Professional Electrical Engineering Work in Planning, Design,

Construction, Operation and Maintenance.

POSITION SUMMARY: Use thefollowing space to sumr,

position. Brioy describe the work using action words. _
vize the essential duties and responsibilities assigned to the

Duties and Responsibilities Statements

1. Perform long range Distribution Planning, monitoring system performance and new

technology, reviewing and integrating CIP projects.

% of Time

25

2. Plan and manage CIP's, developing budgets, and scopes, coordinating and prioritizing work. 20

3. Provide Network Standards Engineering support for the Standards Engineering Group. 20

Represents Network Engineering regarding Installation, Operation and Maintenance Policy

and Procedures issues with crews.

4. Investigate and address engineering solutions for Power Quality and eligibility issues. 10

Investigate and recommend new technologies.

5. Serves as expert witness in lawsuits. Research records, codes, statutes,, answer interrogations 10

and give depositions and testify,

6. Administer Department Contracts for use of Distribution facilities and coordinate plan reviews 10

from others.

7. Represent the Department on City Committees articulating department needs and interests for 5

electrical codes, Cable Communications, street use etc..

AbbiridatedMQ-3196 Page I



POSITION ALLOCATION CRITERIA:

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

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

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

maintenance instructions, special conditions and agreements. Monitors progress of construction projects.

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

Duty No. 2 - A 0 primary 0 secondary duty, is described in the class specification as:

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

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

power, lighting and signal facilities. Supervises and designs, plans and determines requirements for the

installation, maintenance, restoration and/or relocation of technically difficult distribution/transmission and

overhead and underground primary and secondary electrical services. Reviews final plans, specifications, and

agreements and coordinates the work of electrical contractors, affected public agencies, and utility crews.

Coordinates and reviews the work and products submitted by consultants and manufacturers. Prepares progress

and final reports and estimates. Monitors the progress ofconstruction projects.

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

Attends monthly Standards Committee meetings. Responsible for resolving Network Engineering and field crew

conflicts. Support and help coordinate Standards Engineering Guideline changes to support Branch goals. Make
recommendations for policy revisions to reflect the changing service environment.

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

Serves as a technical expert in an electrical engineering specialty area. Provides instructions to field crews and

answers questions concerning design issues. Surveys sites, determines design needs or problems and determines

the location of equipment. Conducts tests of electrical systems, equipment facilities, and materials to determine

performance and efficiencies. Provide long term planning to retrofit aging and obsolete equipment.

Duty No. 5 - A primary El secondary duty, is described in the class specification as:M
Serves as a technical expert in an electrical engineering specialty area.

Duty No. 6 - A pri ary 0 secondary duty, is described in the class specification as:N

Reviews final plans, specifications, and agreements and coordinates the work of other facility service providers.

Evaluate and impose existing plant use restrictions with outside service providers. Coordinate and provide for

record documentation of utility agreements. Work with service centers to police compliance with construction

and safety codes. Review and recommend potential outside revenue sources. Work with Legal department on

related issues.

Ahbrm~atedFDQ-31,96 Page 2



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

Reviews final plans, specifications, and agreements and coordinate affected public agencies, and utility crews.

Serves as a technical expert in an electrical engineering specialty area. Makes presentationsand acts as a team

leader on special projects as assigned. Coordinate property management work regarding street use and assist

with future facility need projections. Make Community presentations regarding the Utilities policy and

procedures, and assist with various local Community Coordinating Committee work.

REASON FOR THE REQUESTED CHANGE: This position will be assigned Senior Electrical Engineering work

in
.

order to meet the goals of the Electrical Services Branch. The increase in Senior Electrical Engineering level

work is recognized by the City Council and Branch to assist in the rehabilitation of the Network Civil and

Electrical distribution infrastructure in the downtown business district. This work is mandatory to preserve the

level of service demanded of ourNetwork service area customers and guarantee a satisfactory level of reliability

and power quality in a deregulated environment.

AbhreviatedFDQ-31,96

epartment Head Signature

Page 3
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POSITION NUMBER: 0 j 2 ft~ TITLE:

APPROVED AS REQUESTED- JQ yes 13 No

OTHER RECOMMENDED ACTION:

AbbivwdtedPDQ-31,96 Page 4



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

Datp- 7!1&amp;98

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

City Light

Energy Planning Analyst

Energy Planning Analyst

019603

030 Current Salary

:

i

RECOMMENDED ACTION

Report No- 98-1978

$20.04 hr. - $23.35 hr. (rg 33.OA)

Classification Title: Energy Planning Supervisor

11 Ordinance Title: Energy Planning Supervisor
H

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary:$23.78 hr.-$27.73 hr. (rg 37.5A)

Remarks

INCUMBENT STATUS

Incumbent:

Current Standing:

Recommended Standing:

In recommended standing, incumbent status is:

[ X ] Regular; [ ] Probationary;

thority: Personnel Rule

[ X ] 2.3.100;

Energy Planning Analyst

Energy Planning Supervisor

[ ] 2.3.200;

Recommended: Carla H. Coward

Approved: John Pearson

CLASSIFICATION DETERMINATION RZPORT

Lidia Santiesteban

Norma McKmney

[ ]Temporary.

[ 12.3.300,

11

Class/Cornp Analyst

ClasslComp Supvervisor

Class/Comp Director

Personnel Director
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SOURCE -OFRE ON

This position was reviewed as a result of a request from the Energy Management
Services Division of Seattle City Light. They are making this request in response to a
Civil Service Commission appeal filed by the incumbent (appeal #98-03-010). The

incumbent is seeking resolution and remedy for acting out-of-class as an Energy
Planning Supervisor for over four years without benefit of reclassification and for

associated compensation consequences, including class standing, sick leave pay,

vacation pay and holiday pay.

SCOPE OF REVIEW

Review of this position included analysis of the following:

" Position Description Questionnaire (PDQ) submitted for the purposes of this review;

" Class Specifications #2201004 and 2201007;

" Organizational Chart;

" and other records available internally,

STATEMENT OF DUTIES

The essential purpose of this position is, under limited direction, to supervise 6 to 12

professional, technical, and administrative staff in performing a variety of planning,

policy analysis, program design, and project management tasks. Job duties include

determining work priorities for sulbor staff, assigning and monitoring work tasks,

reviewing and evaluating employee performance, preparing and managing unit/section

budgets, hiring planning staff, coordinating work with other City Light Divisions and City

Departments, and representing the Department in a variety of meetings and forlims

including City Council, citizens committees, utilities and other governmental agencies,
and regional and national conferences.

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

Description Questionnaire (PDQ), dated June 16, 1998, submitted for the purposes of

this review.



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

I ACTORS - MI., 98-197-S
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ANALYSIS

The duties of incumbents in Energy Planning Analyst positions include research,

analyze, design, implement and evaluate energy planning programs, policies and
issues to maximize energy conservation.

The duties of incumbents in Energy Planning Supervisor positions include the

supervision of a unit involved in the research, analysis, development, and/or

implementation of energy management and conservation programs and policies.

The Supervisor position is different from the Analyst position in that the supervisor
exercises full supervisory authority over the personnel and operations of an energ

planningunit.
,
y

The i, icumbent in this position has supervisory responsibilities of an energy planning
unit and three plus years of increasingly responsible professional experience in

conservation planning and analysis.

RECOMMENDATION

Based on the duties and responsibilities, we recommend that this position be

designated as an Energy Planning Supervisor, effective retroactively to November 3,

1993. City Light Management supports the request to make this reclassification

determination retroactive. This is the date the incumbent began serving as a Energy
Planning supervisor on an out-of-class basis.

Costing

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

implementing this action would be $56,070.07. 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.

Please note that the incumbent in this position has been paid out-of-class as an Energy
Planning Supervisor for over four years.



CITY OF SEATTLE
PERSONNEL DEEPARTME,,. r

CLASSIFICATION DETERMINATION REPORT

June 25 1998 Report No.. 98-1980

PQSff',0N IDENTIFICATION

Department: City Light

Classification Title: Energy Conservation Representative, Senior

Ordinance Title: Energy Conservation Representative, Senior-BU

Position Number: 018328

Bargaining Unit: 004 Current Salary: $ 17.36 - 20.19 (Range: N/A)

RECOMMENDED ACTION

Classification Title:

Ordinance Title:

Legislation Required:

Assistant Energy Management Analwst

Assistant Energy Management Analyst

Yes

Bargaining Unit: 030 Recommended Salary: $17.99 - 20.94 (Range: N/A))

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent- Vacant

Current Standing: N/A

Recommended Standing: N/A

In recommended standing, incumbent status is:

[ ]Regular [ ] Probationary [ ]Temporary

Authority: Personnel Rule

[ 12.3100 [ 12.3.200

Recommended: Team 2

Approved:

Lidia Santiesteban

[ 12.3.300

Classification Analyst(s)

Classification Supervisor

Classification/Compensation Director

Personnel Director



CITY OF SEATTLE PERSONNEL DEPARTMENT

Classification/Compensation Unit

ABBREVIATED
POSITION DESCRIPTION QUESTIONNAI

(Thisform is to be usedfor vacantpositions andlor requests resultingftom

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

POSITION NUMBER.- #018328 (Currently a vacant Senior Energy Conservation Representative)

DATE REQUESTED: June 18, 1998 EFFECTIVE DATE: ASAP

CLASSIFICATION REQUESTED: Assistant Energy Management Analyst (Note: An identical position

(016589), subsequently abrogated, was evaluated and determined to be at

this classification, as detailed in Classification Determination Report No.

97-1334. The duties described below are identical to those that were

evaluated in the earlier report. A copy of the report and earlier Position

Description Questionnaire upon which it was based are attached.)

POSITION PURPOSE. To coordinate the participation of affordable/low income -multifamily housing projects

in SCL's resource efficiency programs for multifamily building construction.

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

position. 1~riefly describe the work using action words.

Duties and Responsibilities Statements

Provides technical and program information to developers, architects, builders,

subcontractors, trade allies, and other City departments to explain energy/resource efficient

programs. The multifamily building programs include mixed use (residential and

commercial) construction. With DHHS
'

specifically, coordinate with low-income Housing

Levy rehabilitation and new construction projects.

o the

% of Time

35%

2. Monitor contract compliance with contractors during building construction; conduct building 25%
field inspections to confirm installation of energy and resource (water/solid waste) efficient

measures per program energy calculations and other program requirements. Complete

detailed inspection reports and troubleshoot problems in the field during inspections.

3. Conduct building "takeoffs" of mixed use buildings from architectural and mechanical 20%

drawings. Input information in energy calculation software program for analysis and

proposed design changes; determine energy performance of building, to include building

envelope, lighting systems, HVAC, etc. Prepare contracts for developers based on final

analysis. Conduct written reports based on the analyses of data gathered.

Abbreviated PDQ-5196 'Page I



4. Produce Super Good Cents/Built Smart Program activity reports to EMSD management. 5%

5. Assist in design and implementation of Built Smart Program marketing activities including 3%
coordination of program activities with staff from SCL Customer Relations division and with

outside marketing consultants.

6. Coordinate mixed use (residential and commercial uses combined in one building) projects 5%
with other SCUSPU staff, with DCLU and with DHHS low-income housing staff. Speak to

customer groups and organizations about conservation and other City resource efficiency

programs.

7. Input project and program information in EMSD database/tracking system to track program, 5%

projects and energy savings. Assist in development of an automated program tracking

system (CTS).

8. Assist in ongoing planning and development of program activities. Develop technical

specifications for the program. This includes working with other City departments, sales

reps, leasing agents and other outside agencies.

POSITION ALLOCATION CRITERIA:

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

Explains advantages of energy conservation to prospective participants.

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

Inspects installation of energy conservation measures...

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

2%

Gathers information to determine energy use,.energy loss, and potential energy savings.... Identifies energy

saving measures based on technical analysis of HVAC, lighting, and electrical systems, electrical equipment,

and the structure through computer modeling and engineering calculations.

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

Prepares written reports based on analysis of data gathered.

Duty No. 5 - A 0. primary Z secondary duty, is described in the class specification as:

Perform. s other related duties of a comparable level/type as assigned.

Abbreviated PDQ-3196 Page 2



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

Speaks to community groups and organizations regarding energy conservation and City Light's energy

conservation programs.

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

Performs other related duties of a comparable level pe as assigned.hy,

Duty No. 8 - A Z primary 0 secondary duty, is described in the class specification as:

Prepares specifications... for installation of energy conservation measures.

REASON FOR THE REQUESTED CHAINGE:

This vacant position authority was recently transferred from the Department of Housing and Human Services to

Seattle City Light by Council Bill 112198, passed by the fall Council on June 15, 1998, and signed by the

Mayor. (The bill contained a "ratify and confirm" clause, allowing administrative action to proceed on the

position prior to the effective date of the bill, which is 30 days after the Mayor's signature.) The purpose of this

transfer is to allow City Light to expand the delivery of its energy and resource conservation programs to low-

income new construction and substantial rehabilitation projects, such as those funded with Seattle Housing Levy

monies. This efforts will help support the Mayor and Council's priorities of maintaining affordability of

housing in the City.

The transferred position is currently classified as a Senior Energy Conservation Representative. As stated above

under "Classification Requested", a rece!nt Personnel Department evaluation of an identical vacant p-ition

(0 165 8 9) (which was subsequently abrogated) found the appropriate classification for this body of work to be

an Assistant Energy Management Analyst.

Supervisor or Reqdester Signature Date

.

ZDfateg-

(4 119 HR

AbbreidatedPD(2-3196
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Person'n el Ahalyst Signature Date

APPROVED AS REQUESTED: ty"Yes 0

OTHER RECOMMENDED ACTION:

Persepinel Analyst Supervisor Signature

AbbrevratedFDQ-3196

Date

Page 4



CITY OF SEATTLE
PERSONNEL DEPARTMEi,4T

CLASSIFICATION DETERMINATION REPORT

1%

Report No.: 98-2082

POSITION IDENTIFICAT~QN

Department: City Light

Classification Title: Accounting Technician 11

Ordinance Title: Accounting Technician 11 - BU

Position Number: 022932

Bargaining Unit: 035 Current Salary: $14.00 - 15.66 (Range:22.5B)

Classification Title: Public Relations Specialist

Ordinance Title: Public Relations Specialist

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $17.22 - 20.04 (Range: 29.OA)

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent: Vacant

Current Standing: Accounting Technician 11

Recommended Standing: Public Relations Specialist

in recommended standing, incumbent status is:

[ ]Regular Probationary ]Temporary

Authority: Personnel Rule

[ ] Z3100 2.3.200 2.3.300

11

Recommended: Team 2 iln Classification Analyst(s)

Approved: John Pearson Classification Supervisor

Lidia Santiesteba bassification/Compensation Director

Norma McKinne)NL&amp;// Personnel Director



CITY OF SEATTLE PERSONNEL DEPAR

Classification/Cornnensation Ithit

ABBREVIATED 11,

POSITION DESCRIPTION QUEST NNAIRE I

(Thisform is to be usedfor vacant positions andlor requests re Itingfirom reorganizati ns)

DEPARTMENT/DIVISION: Seattle City Light

POSITION NUMBER: 022932

DATE REQUESTED: June 18, 1998 EFFECTIVE DATE: ASAP

CLASSIFICATION REQUESTED: Senior Public Relations Specialist

POSITION PURPOSE: Lead responsibility for the content of Seattle City Light's Web presence on the

Internet, -via Public Access Network (PAN).

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

position. 3riefly describe the work-
usi~g a~tion words.

Duties and Responsibilities Statements % of Time

1. Works with Information Technology staff to plan and develop the structure of SCL's Web/PAN site, 70

including programming HTML code to build the Web page. Manages and has editorial responsibility

for the content of SCL's presence on the Internet, via PANI, ensuring that content meets strategic

communication objectives and is appropriate for the medium. Manages SCL's Internet response to

customer inquiries via the Internet, screening for appropriateness, time1v response, effectiveness, good
customer service, and tracks for future use in deciding what electronic services to offer. Plans,

coordinates, implements, and evaluates a variety of information, marketing, promotion, outreach,

education, and advertising activities; prepares and administers advertising budget. Develops,

implements, and delivers extemal and internal strategic communication plans for a variety of activities

and events. Recornmends Internet communication strategies to directors and supervisors.

2. Prepares, edits, designs, and coordinates production of a variety of public information materials such 30

as brochures, newsletters, slide shows,. videos, etc., for presentation on SCL's Internet WebiPAN site.

Assumes leadership role in inter-divisional and inter-departmental team projects.



POSITION ALLOCATION CRITERIA:

Duty No. I - A primary ID secondary duty, is described in the cW's specification as:

class dillf 5-,_--~ t1he T-10b` elations So- 4*vt ii~ftd4r_adcoor

(~xpCctat~o-,n o-;C the chi,,~s and flnevvork ~Peate~_ 0,is e ofa - iore controversial

r. "a t u r e
~

d. TJ e~ work of class req, 6res excelle-it con)rmation is also re'luire r; -11n 111cat on skiflis as -well as 11-h%- ability

(-j-riotlon and adveF"'isim, and the lsst~es. prob'em,-, n--eflhods and wChn'
Z:n iquf_-,s

of mie-dia relafion~, and ou"Ohr,

"T!he Clu6es of this class ~eqt,;-_es a lxovking kliowlcdge of fl e princip~D I ~es~ rJrU'lices, used irl

o~,e,)ar nu n erials
... A working knm,~,Iedge, ofth~

I
asic tleories and

p-, ncipl rig
les

~aneotis`- respr.nd tu'nou es cji~ d'fl;-u'L issues an~ -rob~en-s."

1-_'~ans, cuordma.;tes., and implements and evaluates a variety of information, marketing, promotion, outreach, and

"Develops -1.1d recommends policies, procedures, and objectives for community and media relations."

Duty No. 2 - AE1 primary Z secondary duty, is described in the class specification as:

"This class differs from the Public Relations Specialist class in that coordinativc and lead responsibility is an

expectation of the class and the work requires greater discretion due to~assignments of a more controversial

nature."

"T ho duties of this class requires a working knowledge of the principles, practices and techniques used in

preparing public information materials...A working knowledge of the basic theories and principles of marketing,

pm).niotio-, and advertising and the issues, problems, methods and techniques of media relations and public
mfwiriatinn is also required. The work of this class requires excellent communication skills as well as the ability

to sponta~ieously respond to inquiries or difficult issues and problems."

"Prepares, edits, designs, and coordinates production of a variety of public information materials such as

brochures, newsletters, slide shows, video tapes, etc."

Duty No. 3 - A [:] primaryE] secondary duty, is described in the class specification as:

Duty No. 4 - A 0 primary EJ secondary duty, is described in the class specification as:

Duty No. 5 - A i

primary 0 secondary duty, is described in the class specification as:I



REASON FOR THE REQUESTED CHANGE:

The work previously performed by a 0.5 FTE Accounting Tech 11 position in the Energy Management Services

Division is no longer needed. This position was transferred to the Customer Relations/Account Services

Division for reclassification to a 0.5 FTE Senior Public Relations Specialist for a permanent part-time employee
who is currently in a full-time pocket.

Since this position takes lead responsibility for the content of Seattle City Light's Web presence on the Internet,

via the Public Access Network (PAN), it is not an entry-level Puiblic Relations Specialist. While content editing

certainly requires traditional editorial abilities -- writing and editing clear, concise and appropriately styled copy -

- it also requires knowledge of new technology and the ability to manage all of this under limited supervision.

The audience on the Web is quick to move on if the site doesn't give the desired result. The challenge of the

content editor is to ensure that this doesn't happen. The site meets it's communication objectives by using key

messages, the utility strategy, and guiding the reader through a logical sequence of information with effective

links and hyper-text. The content editor works with leads on major programs to ensure that all Seattle City Light
communication is consistent and meets the utility's objectives.

epartment Head Signature Date

,F,VRAY4.D0C



POSITION NUMBER: e~ 2w ZFITLE'

APPROVED AS REQUESTED: '~] Yes

OTHER RECOMMENDED ACTION:

Personnel Analyst Signature

Personnel Analyst Supervisor Signature

Date

Date

ff'RAY4.DOC



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

CLASSIFICAT~ON DETERMINATION REPORT

POSITIO IDENTIFICATIO

Department, City Light

Classification Title: Personnel Manager

Ordinance Title: Personnel Manager

Position Number: 014158

Bar(gaining Unit: 030

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

Classification Title: General Government Manager 2

Ordinance Title: General Government Manager 2

Legislation Required: Yes

Bargaining Unit:

Remarks

Incumbent:

Current Standing: Personnel Manager

Recommended Standing: General Government Manager 2

In recommended standing, incumbent status is. NA
I

[ ]-Regular; Probationary; ]Temporary.
Authority: Personnel Rule

[ ] 2.3.10 0;

Recommended:

140

Current Salary: $25,23hr, - $29.27hr.

Recommended Salary: $25.20hr. - $34.02hr.

Copy of MPDQ aftached.

[ 12.1200;

Carla Coward

Approved: John Pearson

Lidia Sanfiesteban

Norma McKinney

12.3.300.

Class/Comp Analyst

Class/Comp Supvervisor

Class/Comp Director

Personnel Director



91

SOURCE OF REQUEST

This position was reviewed as a result of a request submitted by City Light. The

position was not originally included in the review of City Light manager positions

because the position was vacant at the time positions were being reviewed and

allocated. The HR Division had previously implemented an organization structure

which did not include utilizing the Personnel Manager; however after finding that

structure to be ineffective, City Light determined that the Personnel Manager position

and function was vital and needed to be filled.

ANALYSIS AND RECOMMENDATION

Scope of Review: This position was reviewed by a team of class/comp analysts for

inclusion in the Managers or Strategic Advisor Program. The point factor analysis

yielded 350 points in the Strategic Advisor point factor system and 421 points in the

Manager point factor system. Manager 2 is the most appropriate allocation due to the

description of primary.work duties and the siflairy advantage it affords the position. The

points for each dimension are listed below:

Point Factor Dimensions:

Program Policy Technical Budget/

Nscal

Human

Resources

Communications Matrix

Low/60 Lowm Low/47 Low/47 Med/87 Med/87 Low/40

Recommendation:

Based on the duties and responsibilities, we recommend that this position be

designated as a General Government Manager 2, effective the date of program
implementation, January 7, 1998.
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FAC"fORS - Rc,,N)r~ No,
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If implemented on the 1998 Third Quarter Ordinance, the maximum estimated cost of

implementing thisaction would be $827.48. This figure includes any current and
retroactive (if app,~icable) cost for this action. The ongoing annual cost for this action

would be $827.48. The calculations are based on the difference between the midpoint
of the current and the recommended salary pay zone and includes statutory benefits

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



Cty of Seatfie

Executive Services Department
Peronne Dvson

MANAGER

&
a

m
p

; STRb GK ADVISOR
POSTON

Phone Number 4349 Ta Stop__07.2822____
Department: SCL Dvson: Human

___L!c. -
PosR ,Po&amp;tk,nN

014158

umber(s)

Work Address: 700 Rfth Avenue, 33rd F'oor, Seatfle

Washington 98104
_________

mmedate SupeMsorss Name: MendaNch&amp;s
Tite: Director Phone # 43125

Name: ayZa
hUe: iuPerintendentjPhone#4:32oo

POSTO

SEN are tc..
ddtiohaishéet1 for any secti5P

this form you need them.

Under the sectrt headed Current

Poston information, st both the

me the enipoyee(s) and the

number(s dentfy j the poshon(s;

they ho. Another term for Qrdinance

Ilitle s Payrofi Title, which may not be

the same a your working title.

Contact your departments HImari
Resources Representative or City.

PersonneYs. Records Unit for the

position number information of the

position's Ordinance Title.

BrIefly summarize the work of this position in I to 5 sent&amp;ices.

e oompied em'ke, ,,rr ,'c'v -Punf o '

This position responsib for managing the human resources functions for the department,
including the areas of employment ëTtment. selection and hiring, new employee orientiffón, and
performance review); classification; compensation 'including payroll administration, overtime, out-of

class, benefits, etc); personnel data reporfing and records management, The position provides
advice and guidance to employees and sU 'evels of management concerning a broad range of

human resources issues, including dfflcuit personnel problems, organization restructuring,

organ izationa
I deve loprnent employee discipline and corrective action, legally mandated

requirements and other highly complex sensitive matters. It also serves as departmental
respresentative on citywide personnel policy and procedural issues.

Rev.1: 2/03/98

Current_Postonlnformatu,n
nder

M-SAPDQ Page 1
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since. the 16st mwew,

T-his position was last reviewed in 1987 when the current incumbent was Wifliarn Rheubottom. The
position needs to be evaluated now for inclusion in the

Mana-ger/Strat%ic Advisor Variable Pay
Program.

There nave been organizational changes to the division since 1987, After 1W. Rheubottom lef~ the

position was taled -vOth out-of-class and temporary assignments due to a pending reorganization. During
time, payroll administration transferred into the Human Resources Division. The reorganization

occu~ed ir. ~_ at that time, a decision was made iot to fill the Personn
-

'

' Manager position. Instead, the

division organized intc cutomer service teams comprised of employees from each of 6,e HR areas: payroll,

records, and employment.

The cu3torner service teams did not work out as expected and the Division was restructured again to

include the Personnel Manager position.

The responsibilities of the position have also increased to include
re~~ n~p~2_ iblity for managmgpayroll

mi-xi-agei-n---ent reporting, and systeins design and integration. There is one supervisory

position, two lead positions, and one Persomiell Analyst that report directly to the Personnel Manager: one

Supen~-sing Persoraiel Speciali,-st; one Accountara (Payroll Lead); and one Personnel Specialist (Records

Lead), There are a total of 19 positions reporting to the Personnel'.Manager position.

Rev. 1: 2/03/98
1
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IV

ch
ming

. ..........

:20 un'.Aiumanjke, re'as Management eWs to M
. ... ........

......
.

m ni. rno...... ct, Pct uan resou ces,:: inc. ire .JhCluding

I. Do you manage subordinate supervisors? Yes or No. (circle one)
li yes, how many?

One subordinate supervisor and two lead positions (one Records Managment Lead, one
Payrofl Lead, and one Employment Supervisor).

2. How many staff do you supervise in total, including those who report directly to

you and those who report through subordinate supervisors? Please list specific

positions.

19 positions:

One Supervising Personnel Specialist; one Personnel Analyst (Management Reporting);

one Accountant (Payroll Lead - to be reclassified to SR Accountant); seven Personnel

Specialists 'including one Records Lead); three Adminstrative Specialists 11 (Records
Technicians); two Administrative Specialists I; and four Accounting Technicians fl.

3. Do you provide lead direction, including assigning, monitoring and reviewing
work? a

Yes, I meet regularly with supervisors to assign projects and to monitor activities to ensure
that expectations are being met. In addition, I problem solve for employees dealing with

difficult or unusual circumstances. I provide first level performance review for supervisors
and second level review of performance reviews for their subordinate staff.

Rev. 1: 2103/98 M-SA-PDQ - Page 3



1. What is your role in budget or fiscal management?

The Payroll unit, under my direction, is responsible for administe '.,.Lthe Utility's bi-weeklynoc
Payroll of $3.3 million (annual payroll of $85 million) and-SW-dT f~ibution of labor costs

(approximaNeT~F-1
7"
7,

-

060 bi-wee-Hy transactions) for Cost Accounting, General Accounting and
Budget purposes, Part of this function includes system design and systems integration at

both interal and external department levels.

In addition, I have primary responsibility, in conjunction with the Human Resources
management team, for the development and!jqnitor~M6f'th6 Division's annual budget of

These budget funds are both for divisional operations and for providing
assistance in the areas of training and vocational rehab at the department level.

2. What is the impact of your budget and/or fiscal recommendations on City services,
programs or activities?

As the largest city department with the most comp~l~~ll, collective bargaining and labor

cost distribution processes, I work in these a-re
- ------

on an adv1' ory and policy making capacityas
with other city agencies and staff on a regular basis, As7a micrcFcus-i-ni-bf-thd--e-~.'fi'~6-mI

Light is often in a leadership role ir new
'

policy development and implementation and in the

analysis of the cost impacts of recommended policyisystems/collective bargaining changes.

3. What is the size of the budget which you administer?

ladminister an annual divisional budget of $1.7 million.

4. How many separate' funding sources do you manage? Do these have specialized

funding sourze, requirements?

City Light is a revenue generating department with all funding for receipts and expenditures
through the Light Fund. Within the department there are some progams that are funded by
grants which are administered either directly by City Light or in conjunction with other city

agencies such as DHHS. My responsibility lies primarily with Light Fund expenditures for

operational expenses, but my division is also esponsible for accurate tracking and reporting
of labor costs through a work order system to collect costs for this and other funding sources
and for proper recording of O&amp;M and CIP labor costs.

Rev. 1: 2103/98 M-SA-PDQ - Page 4



S. Are you required to manage significant contracts as part of your job? If so, please
give examples.

In conjunction with the Human Resources Division's Training Unit, I am responsible for

monitoring costs of contracts for department-wide training initiatives, Examples of these types
of initiatives would be management competency training, leadership development, succession
planning, prevention of violence in the work place, cultural diversity and organizational

development.

6. Are you responsible for developing or implementing strategies designed to save the

City money?

Cost-savings strategies revolve around policy and procedure development and the consistent
and correct application of these guidelines. 'the HR Division is also responsible for

management reporting related to personnel data including employment processes, EEO,
grievar.,~es, performance evaluations, discipline, employee files and records management,
and systems design; all of these have potential financial implications if not handled properly,
My responsibilities also include -communicating effectively these requirements to field

management so that these requirements are being met at the the supervisor/manager/director
level within City Light.

P
. . . . .

roig ram' M eve opinanagemen I g, implernentin
'

v0caUng,. administering and evaluatihg i

.

dentifiable
..

pr -Qr

I

am h a
.

s
11

ograms(sl- A pc C
6ntified.s6tofbblicies procerlures budget idrInfifiedanel ry~ r~ --i c-; t r +

sociated withjt,~ and has clear boundaries in relation to other ~fl'UiKp,*
..........

1. Do you manage a program or programs as defined? Yes or No. (circle one)

2. ff yes, what program(s) do you manage?

The City Light Human Resources Division is responsible for managing all programs related to

employment processes, records management, personnel data tracking and reporting, and
payroll/benefitsilabor distribution within City Light. Each of these areas has policies,

procedures and measurable outcomes, and each requires coordination of the programs within

the FIR DWision, within City Light, and with the City, In addition to operational programs, my
division is responsible for implementing and monitoring 6ty-wA9.,,prQQ., -Ls m ia ed hejm ia ed
local and federa~ levels (eJ'_rU_L`ra-n_d1_o_m J`ru g te sti ng,_F~", APEX, training, etc.). Budget
authority is generally not specifically identified for these programs, but budget control and
monitoring is required within the operational budget(s) of the division and department.

Rev. 1: 2/03/98 M-SA-PDQ - Page 5



3. How are the objectives for this or these programs set? Who sets them?

The objectives for these programs are set at various levels. Some are internal to the division

or City Light and may be set by me, my staff, departmental representatives or department
'

administration. Objectives are also set at the city level for programs (e.g APEX), or at the city
level based on federal mandate.

4. Please describe your role in program development. Do you have any responsibility
for making program recommendations? Please describe.

The size and diversity of City Light usually dictates that departmentalprogram development
be done by committee. In these cases, I will either be in a leaders h1lipffacilitator raie or in an

-, ~yjadviso.r _p5fie,, In either case, I 'would have re-spon-s-E-fli-ty-of"m-aking- pr&amp;6iiffi,Y6~6; 66-da f ions
based on my technical and legal knowledge, The same situation would apply on city-wide

program development where I may not be in a 'leadership capacity but would have
responsibility for makgng recommendations based on the same formal knowledge and also on
my experience, and knowledge from the key role I play within City Light.

6. What is your role in defining measurements and assessing accomplishments for this

program or these programs? To whom are these measurements reported?

Internally, my role and that of my staff is to establish or recommend measurement criteria and
work with field units to assist in these same areas. Analysis and assessment of validity of the

criteria and accomplishment of intended outcome is generally done jointly with departmental
administrative staff. Reporting is done regularly (quarterly or more frequently) to the

Superintendent and his direct reports, and is also done for the City (City Personnel, CBO,
Council, and Mayors Of;-. ~) on both a scheduled and as-needed basis.

6. What is the impact of this or these programs on external constituents?

Succassful development,. monitoring and assessment of these programs impacts legally

but also has a significant fiscal impact on ~~Liht. in an

on-going effort 'to maintain high-quality, reliable and inexpensive electrical service to rate

payers, we are always being required to analyze our business practices and associated costs

(much like a private sector for-profit. business) in the context of a not-for-profit municipal
organization. External constituents become our customers, our employees, and the city,
state and federal agencies to which we are responsible.

Rev. 1: 2/03/98 M-SA-PDQ - Page 6
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1. Do you develop, recommend or provide inpvt to policies which directly impact the
public? Please describe.

I review, o-rovide input, and make recommendations on City policies; develop policies and
guidelinfas f6rinternal a'dministration of labor contract provisions and City policies regarding
payroll, employment; records management, and emp~oyee transactions, Many of these
poii6es have indirect impact on the public. through.. our workforce and how we hire, train and

6&amp;';~

-_

f

-

retain quaffi . employees who have ace-to-face contact with the public.

2. What is YOur role in presenting and defending policy recommendations to elected

Officials, executive decision-makers or department directors?

I make P-,resents to Department management and participate as'part of work groups or project

.teams in presenting City-wide poNicy to elected officials or executive decision makers~

3. What are the impacts of such policies on the City's ability to fund and deliver

programs and services?

The majority of policies with which I am involved
re

-

late to employee hiring, training

I

,

retention,

benefits, pay and discipline., Each of these
&amp;recfly affects errip'~oyees and their management,

which in turn affects dei:;very of senilces for Citi Light customers,

4. What might the duration of this policy impact be - immediate or short-term, a year or

more, or long-term and cumulative? Why?

Cumuiative, typically long-term. Again, these policies affect employees and usually involve

erriployment i§sues; pay, benefits, training, hiring, employee development, disciplanary

actions, etc., would be affected.

Technical Management -
,
eferS to responsibility for technica' expertise, typically in

echnological or scientific discipline, including such elementsas managing, ex art staff,P
serving as a strategic, advisor or expert, and hav'nq technicaJ competencies spa

-

nninc-

vanceus aisa

1. Do you or your staff deal regularly with technical, legal or highly-analytical issues?

What types of issues?

Rev. 1: 2/03/98 M-SA-PDQ - Page 7



Yes, the -staff deals daily with issues that are highly technical.

The division is responsible for interpreting, applying and explaining a wide range of le
_poUcy- -regulations,, ---Some of the laws and regulations that the staff uses daily are: Seattle

Municipa~ Code and City Ordinances; City Personnel Rules; sections of the Washington
Administrative Code; federal, state, and local laws and regulations regarding fair employment
practices and nondiscdminatior in employment, particularly the federal-ADA,-the,,.EEG-Uniform,

Guidelines on Employee Selection. the Family &
a

m
p

;

~Aedical Leave Act, applicable OSHA

&
a

m
p

;

WISHA Regulations, and the Fair Labor Standards Act; Rules and Procedures of the City's
Qvil Sendce Commission; labor q_qntra;Js,,_summaries of labor arbitrations in the state and
summaries of employment law cases.

In addition, I advise SCL employees and management on sensitive issues and, based upon
research and judgment, advise and recommend solutions technic6 I issues.

2. Please describe your role as technical expert or strategic advisor of specialized

expertise-

I provide consultation and guidance to employees and all levels of management on personnel,

classification, compensation, organizational restructuring, benefits and payroll.

11 investigate, troubleshoot, provide recommendations and make decisions for problem
resolution on a variety of human resource issues including complex and sensitive personnel
issues which could expose the Department to significant financial liability.

3. Does this work require specific licenses or degrees? What are these requirements?

A Bachelor of Arts degree in Public Affairs, Human Resource Management or a related field is

required,

- -- - -------- ___ ......... ..... . ... . ........

C90mmunications Management - refers to effectve renre,,ent,-~fif'n n

-
t bsts b flhn4~_ rrv, ca n g~"id etore interna" andlor externa:; i cm-stifi

............ ...... _--

&amp; ~- f~ ____

I

1. Does your position require you to represent your department or functional area
before internal and/or external constituencies? Please describe.

Yes. I represent the Division on Department-wide committees or internal work g~qyp ~~.and

represent the Department on C~4ty~-Fdea- ecomi es andt ~jqei- TtiiiiTli~~ quired to

represent the Department by preparing and presenting information at hearings: Court,

gnevances, arbitrations,

2. What types of issues make up your major communication challenges?

I deal with highly sensitive and oftentimes confidential information regarding employees, and
must be aw-arw-o~~~~i~"Fi4a-rd'ii5-e-m-pl6y-ee information and must manage
the staff accordiningly.

Rev. 1: 2/03/98 M-SA-PDQ - Page 8



3. Does your job require you to manage or promote on-going relationships with external
constituencies? Please describe.

Yes, the division deals witkt:qern~l customers in answeri%Sq2g!2~arding employment
issues (opportunities, -references, WE_)indin communicating with candidates-To-r -poiffi-66--s'

We are also involved -with issues and committees on a city-wide basis where we are required
to present the department's position and represent its interests.

4. Does your job require gamering support, shaping opinions,.advocating controversial

positions or achieving important City objectives? Please describe.

Typically not, but in representing the needs of the department on city-wide issues such as

system17Mopment, I must be able to prepare and deliver convincing and supportable
arguments. This often requires understanding and in~

-

-porating needs of other city agenies
&amp;Q well so that needs are met on a broader scale.

refers to co'.6dina"im

programs, and managiin leadingandforfacilit ti-La

managerial/supervisory.-ontrol, including admi -a V aragers acros

ac,loss~ functibrial,:4epartmental andlorjurisdiction"'a"

. . . . . . . . . . . . . . . . . .na me.,management ot non- ~aloyees: SUv1-----'a4~OOn#-'0
',11'J1rs

~ and. vo lu.T~,te
...... . .. ZK_ .

q

officials and or Department Heads on cross-fun.ctional, cross departmental or cross

jurisdictional teams? Please describe.

1. Do you actively manage and/or represent the priorities and interest of elected

payroll systems, policy development where m ci ic ex~y spe'~ ~penen`c~wi~tE ai_~is; -es

of 1700 employees) provides more first-hand practical policy

application, and for
i

collective b~ninq ii~s~ues._City Light is often expected to take a

leadership role in many of these issues because of the experience, resources and expertise

we can provide.

imeas where inis wouid typically occur would be in sytems development for personncifc~r-T

areas
relatteg9d

to personnel issues. In this role, I serve both in lead and advisoa capacities.

As Personnel Manager, I represent the department and its administration acros§&amp;4nctional

2. Is matrix management and/or leadership a significant part of your job? What types of
issues do you deal With?

I work as Department liason on City-wide prg~ects that impact personnel and payroll issues.

Typical isdGiesTinvolve collective bargaining, impacts of new federal regulations, use of

temporary employees in the workforce, recruitment of skilled, job candidates, initiatives for

policy changes affecting pay and benefits, etc.

Rev. 1: 2/03/98 M-SA-PDQ - Page 9



3. Which occupations, organizations, etc. are represented on teams which you manage
or participate on?

Within City Light, teams I participate on include members of trades, admininistrative,

management, technical systems developers, support staff and other Human Resources
professionals. The teams I participate on at the city level are usually comprised of other
Human Resources professionals.

4. Are you required to facilitate public involvement processes? Please describe the

type and purpose of these public involvement processes.

',Jot as a normal part of the job responsibilities.

es dr`eof 46' 1 1 -" SO k en 9 6 i~aefi n
.... I

YPY~Mak~le~

Decisions on how to handle sensitive personnel questions/issues that often do not fall within specific

quidelines; dealing with factual and legal matters but maintaining the humane side of the people
issues.

Determining how best to communicate and disseminate policy changes so that these changes are
understandable at all levels of the organization.

Decisions on polic~ and collective bargaining agreement interpretations to assure consistentancy and

compliance with the Intent of the document.

Prioritization of use of staffing when resources are limited and workload demands require quick
decisions on allocation of those resources.

Decisions on budget expenditures when unanticipated needs arise.

When, how and what appropriate action to take with my own staff when personnel issues arise.

Recommendations for problem resolution of complex and sensitive personnel issues such as those

involving reasonable accommodation, and /or re-engineering/streamlining work processes..

Rev. 1: 2/03/98 M-SA-PDQ - Page 10
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to, be COMD"'ve"'N",

-aPurMe'scribe: th Of the ~WSO "hi

The employment, payroll, and records units provides policy guidance and clarification to SCL
management and employees. These units are also responsible for managi

'

ng and administering the

Department's compensation and record keeping functions, including the maintenance and audit of

confidential employee records for compliance with City policies and state and federal laws, In

addition,. the units are responsible for employment functions including hiring and selection, benefits

administration, performance management, and management reporting.

scribe the aurpose:&amp;Ah m' JoyeeYs

The Personnel Manager is responsible for managing those human resource functions listed above.
In addition, the Personnel Manager provides advice and guidance to employees and all levels of

management on personnel related issues.

The supervisor should not alter any statements made by the employee an the previous
Lqg!M,,bgf ma

,___ y commeqt on them in.the ~!paqe.provlded below.

exceptions or additions to th!~ emp oyeo's statements

. Rev.1: 2103/98 M-SA-PDQ - Page 12
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........ ...X-X ..... .

x

P. S UPERVISIO N O""r,

X.vmpl
.:.:.

.

I AnNS. V

"n,- x;:

W IYOR:':

Managerial Direction

Mi

fi
..fl MUM le'v"811type'Ofle'dut.,

VAhf 'positio~ .:, ~~~n,

uired

Bachelor of Arts degree in Public Administration,

Public Affairs, Human Resources Management or a

related field.

minimum Iq"

Five years supervisory or managerial experience,

preferamy in a large size public agency,

Special ficens0til registrationj or.

qui~~d for this position:

Washington State Driver's License

Z7777='

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

t.... ......

POSI Jon-...-dridi Jions 0 uJJ red'fo r this t'

Excellent interpersonal comm- ications skills;

knowledge of principles of personnel law, payroll &
a
m

p
;

records, and selection/hiring; knowledge of and

experience with personnel systems in large public

agencies, including budgeting; handling multiple

priorities; stressful working conditions.

0""1

Y
..
.:
-

train

in-service) quiredafter
him

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

Orientatior to City and SCL personneli payroll and
financial systems, orientation to SCL mission,

functions, and operational ~ystems, etc.

Typs~ OF~-QPERVM i~

.

specific instruct!Ohs.*'~~66:

tot d 614mP
msk,5 which :in erent~dh~WOW

--4nfo th nature: of Me ww*'I

.........

q &amp; e6&amp;win JD tvislon, Youprovide
~'convnuing or individuai assig: Ments by
;indicating generank -what i's to'be done,

liplitations" qualu d ?tity ~~cte.Y

..........X,

r e i,,V

-X .00

r

.......... .

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

Ou assure t lat the" k s
"

03 c nical y a
7:

t rat h I CU fe~and in compfiaij~~
instructions or established procedur".-l..""'""'

IGeneralsqpervisioM you nts

by.'Oefirlin_q objectives, pqq,.! O.'s

............
assist

ift6ations, whic"b":d" hav "t

Thee rr -Sd:e:::O:::: ipmp-, Y ~V-qps---A

":"O'U*f-S*ucCessiVe Ste Ps an fag bi
....... X9 ems
:Alld dr-'W'ations in accorda

instructions, policies, and aib'.*4~6 ted practices,

you review th e work for fech nical adedany
and conformance with Practice and policy~

i You set the Overall~

objectives and resources a%~WlaWe:~,:-Youand

Your employee, in develop th 0,

dlin.dea~ e4,,prQjeCts,: Work to be dopo-, Tbe
Q Ipyeeplans and carries Out:

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

resolves:most 'Of M4.1 ~;w PSI
.

00rdirlates work
,

with others and:, -vrefs
Policy on own. Jnitiadye,, The employee keiops
X::::

of prqgres~ PO
b''bilfroversial matters

: or far re ching:

,:implications',

'I Work may be reviewed. for fultiMnent of

program objectives and,conformance with

doParW)en tal volic V a nd orac fice~

Lona-RanQe Manaaerial Direction: The
------------

;~ I

employee generall-V Droceeds Indep.ehdenVIv""
diIn accordan cewith gen eral plans'poficies an

purposes of the department Resafts of work

~am, CQI)SMQrQQ

am normally accepted.-ii wiiulout significant
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This position involves working under continuous pressures and stress of il.mpending deadlines,

extremely heavy workloads, and very sensitive personnel issues. Work beyond the normal work
week is sometimes required due to workload demands and relative shortage of staff resources.
Ability to handle considerable personal stress is essential, p articularly in dealing with extremely
heavy workload issues and employees in adverse circumstances. Flexibility in adapting to

corstantly changing priorities is essential.

I '~Cedify that,

n
-

t'::excepflo s nd

I
Supervisor's Signature:

Rzv. 1: 2/03/98

ntries 0' n ail and complete with the.

(A-PDQ - Page 15

11~

Date:
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AN

In the spaces provided below, sketch yourorganizational chart. The chart should
show the namellitle of the person supervising the position and the name(s) or fitle(s)
of persons reporting to this position. Myou have an existing organizational chart that

conveys this information, feel free to attach it instead of drawing it here.

Rev. 1: 2/03/98 M-SA-PDQ - Page 17



The appointing authority (or designee) should not alter any statements made by the

e e or their supervisor Rg yes, but may comment on them below.-!he previous P
----- ------

4u. magcate any excep~&amp;, ns:::or aclaitions to tne statements oil the Employees or immodiat
..........

I Supervisor

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

I, a Appomung Authority kor designee), I
ce ify ihw the entn

'tions are accurate and complete Vfth the exceptions noted,

Rev. 1: 2/03/98

uthority's (or Designee's) Signature
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CITY OF SEATTLE
EXECUTIVE SERVICES
DEPARTMENT

CLASSIFICATION DETE

)ate- J ~~y 2 4, 19 98)

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

City Light

Civil Engineer, Associate

Civil Engineer, Associate

012855

034

RECOMMENDED ACTION

Repor~ N 98-2218

Current Salary: $22.26 - $25.97 (Range. N/Al'

Classification Title: Civil Engineer, Senior

Ordinance Title: Civil Engineer, Senior

Legislation Required: Yes

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

Remarks: The recommended effective date of this action is August 1998, as
requested by the department.

INCUMBENT STATUS
Incumbent: Vacant

Current Standing: N/A
Recommended Standing: N/A

In recommended standing, incumbent status is: N/A

[ ]Regular; [ ] Probationary: Temporary
Authority. Personnel Rule

[ ] 2.3.100; [ ] 2.3.200; 2.3.300.

Remarks: The abbreviated PDQ is attached.

Recommended: Team

Approved: Edie Jorgense-n

Lidia Santiesteba

Norma McKin

MINATION REPORT

Class ification/Corn pe nsation Analyst

Class ification/Corn pen sation Supervisor

Classification/Compensation Director

Personnel Director



RECEIVED

MAY 2 6 1998

CrrY OF SEATTLE PERSONNEL DEPARTNIENT

Classification/Compensation Un

ABBREVIATED
POSITION DESCRIPTION QUESTIO$NAI

(Thisform is to he usedfor 1vacant positions andlor requests result,*jz from rA0n4ahok4

DEPARTMENT/DIVISION: Light/Engineering Services Division

POSITION NUMBER: 0112855

DATE REQUESTED: May 26, 1998 EFFECTIVE DATE: August 1998

CLASSIFICATION REQUESTED: Civil Engineer, Senior

U
4

4,k ~

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 able to apply PE

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

the civil discipline which now does not exist.

POSITION SUMMARY. Use thefollowing space to summarize the essential duties and resp

I

onsibilities assigned to the

position. B?Iefly describe the work- using action words.

Duties and Responsibilitie Statements

1. Coordinates/leads/reviews the prelirr~inaryffinal designs and construction of the most complex

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

Transmission, Substation and Distribution facilities.

% of Time

0

2. Mentors and trains less experienced professional civil engineers in developing the skill and 15

knowledge base of the Civil Engineering Unit,

3. Assists the Supervisor in the budget process and planning and monitoring of the group's work 10

load.

4. 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 10

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).

3

2

SENCEPDQ.DOC
I



POSITION ALLOCATION CRITERIA:

Duty No. I - A 0 primary El 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,

visible and/or high priority projects or programs. These projects require a high level of technical p

.

roficiency as

well as coordination and administrative responsibility. Most positions require the ability to coordinate the efforts

of a multi-discipline, multi-agency project team to complete a defined assignment or CIP.

Duty No. 2 - A N primary 0 secondary duty, is described in the class specification as-,

Positions in this advanced level class require an extensive knowledge of the principles, practices and procedures

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

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

design. This class may lead or supervise professionals and technicians or serve as a technical expert in a civil

engineering specialty area.

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

Prepares budgets, workload forecasts, project variance reports, and progress reports. Supervises activities of a

design team in the preparation of preliminary and long range plans, schedules, estimates, budgets, detail final

construction plans, specifications, and agreements.

Duty No. 4 - A [:1 primary Z secondary duty, is described in the class specification as:

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

administers consultant and construction contracts, monitors contract progress, and reviews invoices for approval.

Duty No. 5 - AE1 primary M secondary duty, is.described in the class specification as:

Supervises activities of a design team in the preparation of preliminary and long range plans, schedules,

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

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

Prepares a variety ofFreports, correspondence and official documents.

Duty No, 7 - AF71 primary V secondary duty, is described in the class specification as:

Participates in the selection and hiring of subordinate positions.

SENCEPDQ.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 Iftom 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.

DepCrtment Head Signature

7 / -1 -

45:~
6'."

-
?

Date

SE,VCEPDQ.DOC
3



POSITION NUMBER:
6)

~ 2±,.55 TITLE:

APPROVED AS REQUESTED: P Yes No

OTHER RECOMMENDED ACTION:

Personnef Anal st- Signatu-re

?--e-

W 0 q 'R'

bate

SENCET'DO.DOC
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~855CITY OF SEATTLE PERSONNEL DEPARTNIETNT

Classification/Compensation Uni

ABBREVIATED
POSITION DESCRIPTION QUESTIONNAIRE

INSTRUCTIONS

Purpos : The Position Description Questionnaire (PDQ) is the primary source document to describe a position
for a classification review. The Abbreviated PDQ is a shortened version of the City's regular PDQ which maybe
used, under the circumstances described below, by departmental management to request a classification review.

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

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

completing the form, and the time for City Personnel's Classification/Compensation Unit to complete their

review. This form asks for the minimum information necessary in order for City Personnel to make a reasonable

and defensible classification determination on a position.

When to Use the Abbreviated PDQ: The PDQABR may be used by a department in-lieu-of the regular PDQ to

request a classification review when all of the following conditions are met:

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

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

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

When Not to Use the Abbreviated PDQ- Conversely, the PDQABR should not be used if any of the following
conditions are met. (In these cases, the regular PDQ should be used.)

" The request is being made by an employee who is (or ever was) occupying the subject position-,

" The position under review is currently filled; or

" The request is for anew title (i.e., a title for which there is currently not a written class specification).

Usipg the Abbreviated PDO: The department should have a clear idea of the tile that is the desired outcome of

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

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

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

on the PDQABR are intended to be brief and self-explanatory, but please feel free to call the Class/Comp Analyst

assigned to your department if there are any questions.

Class/Cornp's Review of the Abbreviated PDQ: If the Class/Comp Analyst agrees with the requested title, the

Analyst will attach a report cover sheet and the completed PDQABR will become the text for an expedited
classification report. If the Analyst has any questions on the PDQABF, or does not agree with the requested
title, the Analyst will contact the department for more information.



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

POSITION IDENTIFIGAT.I.O.N.

Department: Civil Rights

Classification Title: Held In Abeyance

Ordinance Title: Assistant Systems Analyst

Position Number: 010971

Bargaining Unit, 034 Current Salary: $17.53 - 20.44 (Range: N/A)

Legislation Yes

Classification Title: Systems Programmer Analyst

Ordinance Title: Systems Programmer Analyst

S

Bargaining Unit: 030 Recommended Salary: $18.37 - 21.42 (Range: N/A)

Required:

Remarks

Recommended Standing: Systems ProgrammerAnalyst

In the Recommended Classification, Incumbent Standing is: No Change

%.11assiTiCaTion Ufle was hem in a0eyance

1

Current Standing: Assistant Systems Analyst

IN.GUMBENT STATUS

Incumbent:

Recommended: Schematic Team Classification Analyst(s)

Approved: Edie Jorgensen Classification Supervisor

Classification/Com pensation Director

Personnel Director



ILEERTINENT ALLOCATION FACTORS - Report No.: 98-1812 __~jage

Position Identification And Source Of Request
The subject position was reviewed last in the 1994 Budget, and at that time

allocated to the Ordinance title of Assistant Systems Analyst. The position's

Classification title was 'held in abeyance.' Since that time, several new
classifications have been adopted and positions have been allocated to

corresponding titles.

Review of the position's assigned body of work indicates that it performs work
similar to that characterized within the class specification of Systems Programmer
Analyst. Positions allocated to the Systems Programmer Analyst class

troubleshoot software problems and provide corrective actions; design data entry
screens and spreadsheets; maintain enhancements to existing systems; and train

users on the use of a system and/or enhancements.

Note - For a complete Ilsfing of the subjectoosltlons'responslbllltles, see the PosItIon DescrIptlons

Questlonnalre (PDO) contained wiffiln ffie posItIon f1le

Recommendation:

It is clearly evident, based on the latest PDQ on file, that the body of work

assigned to this position should be Glassified as Systems Programmer Analyst.
We therefore, recommend the following:

that the subject position be reclassified to the title of Systems Programmer
Analyst, with no change in the employee's incumbency status.

that the effective date should be January 1, 1994, to reflect the date the position

was reclassified to the Ordinance title of Assistant Systems Analyst.

Costin

If implemented on the 1998 Third Quarter Ordinance, the maximum estimated
cost of implementing this action would be $10,939.81. This figure includes any
current and retroactive (if applicable) cost for this action. The ongoing annual
cost for this action would be $2,385.10. 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

Cf- ASSIF1 CATION DETERWINAT!0N REPORT

POSITION IDENTIFICATION

Department: Civil Service Commission

Classification Title: Exempt

Ordinance Title: Executive Director

Position Number: 025515

ining Unit: 030 Current Salary: $24.26 - $28.24 (Range: 38.OA)

RECOMMENDED ACTION

Classification Title:

Ordinance Title:

Legislation Required:

Bargaining Unit:

Remarks
I

Exempt

Strategic Advisor 2, Exempt

Yes

NA Recommended Salary: $25.20 - $34.02

Copy of MPDQ attached.

INCUMBENT STATUS
...........

Incumbent:

Current Standing: Exempt

Recommended Standing: Exempt

In recommended standing, incumbent status is: N/A

[ ]Regular; Probationary:

Authority: Personnel Rule

[ ] 2.3.100; 2.3.200;

[ ]Temporary.

12.3.300.

Recommended: Team 1 Class/Comp Analyst

Approved: Edie JorgeYisen___ Class/Comp Supvervisor
Lidia Santiesteban

ia%,f Class/Comp Director

Personnel Director



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

3;

SOURCE OF REQUEST

This position was reviewed as a result of a request from position incumbert for

inclusion in the Strategic Advisor program. Position 025515 is located in the Civil

Service Commission where it serves as the Executive Director. In that.capacity,

position 025515 is responsible for the overall operation of the Commission in the
fulfillment of its Charter mandated responsibilities.

Backaround Information:

Position 025515 was created in the 1997 Budget, At the inception of the

APEX/Manager/Strategic Advisor Programs, the previous position incumbent
declined to participate. However, with the chang- in the Executive Director,

(December 3, 1997), the overall duties and responsibilities of position 025515
and the strategic direction taken by the Commission, the current position

inCLImbent opted to participate in the programs. The ---uest asked that the

position be reviewed for placement in the Strategic Advisor ~ band.

ANALYSIS AND RECOMMEND MON

Scope of Review: The position was reviewed by a team of class/comp analysts
for inclusion in the Strategic Advisor Program. The point factor analysis yielded
500 points in the Strategic Advisor point factor system resulting in its allocation to

Zone 2. According to the MPDQ, in 1999-2000 position 025515 will assume new
responsibilities set by the Commission. At that time, the position could be
reviewed as these additional responsibilities may entitle the position to a pay
adjustment in the band.

The points for each dimension are listed below.

Point Factor Dimensions:

Program Policy Technical Budget/

Fiscal

Human

Resources

Communications Matrix

High/1 50 Med/175 Med 0 Low/0 Med/25 High/100 Low/O

Recommendation:

Based on the duties and responsibilities, we recommend that this position be
designated as a Strategic Advisor 2, exempt,, effective January 7, 1998.



City of Seattle

Executive Services Department
Personnel Division

MANAGER

&
a

m
p

; STRATEGIC ADVIPOR
POSITION DESCRIPTION Q1

EMPLOYEE SECTION

F ~ L` 1:ASE NOT'E: You are invited ~o use

adffifl( -)nal sheets for any sectionon

It".-his
fOrm; if you need thr-11,111,

Under the section headed Cum-ent

li,-t both: the

nan-"'; of the employee(s) arid Vne

nber(s) ider,,,tif,,,?'ng the -~osition's

+hc;y hold. Another terr-n -Ordinance

jiftLe is Payroll Title, which rnay not be

the same &amp;i your working title.

Contact YOU r d e
'

oarime-Ws Human
Resources Represe-, :tative or City

Personnel's Records Unit for the

position number information of the

!position's Ordinance Title.

POSITION SUMMARY
I

Briefly summarize the work of this position in I to 5 sentences.
i

(To be co~~pleted by eTployee, supervisor or HR Unit of a depattment)

This position serves as Executive Director of the Civil Service Commission and is responsible for the

overall operation of the Commission in the fulfillment of its Charter mandated responsibilities. These
are 1) to serve as an employee appeal body in all matters pertaining to disciplinary actions or alleged

violations of the personnel ordinance and rules, and 2) to review the administration of the personnel

system, propose legislation, and make recommendations to the Mayor and City Council as it deems

appropriate. The Commission investigates allegations of nepotism in hiring by elected officials.

The Commission delegates to the Executive Director, the authority to act on these mandates and to

perform all functions that relate to their proper administration. These include the conduct of pre-

hearing conferences for the purposes of obtaining a settlement where possible, working with other

department heads to establish and implement joint programs related to personnel issues such as

training, alternative dispute resolution, etc., and working with Council, Council Staff and the Mayors
office to affect policy decisions that impact a wide range of Personnel issues.

1
...... ..........

Phone Number. 684-0223 Mail Sto

Department: Division

Civil Service Commission

Current Position 1-n-formation-

~,-flon Ho;jm(sJ Position Number(s)
100025515

Curren iOrdinance Title- Executive Director
-- .. . ........

Work Address: 700 Third Ave # 360-Seattle 98104

Immediate Sunervisors Name: Kenneth M. Lowthian
Title, ChairEerson SC

I

Phone # 386-1301

Next Higher Su ervisor's Name:
Title: Commissioner 1 Phone

Date: Jum- 8, 1

Submitted B

Rev. 1: 2/03/9 8 M-SA-PDQ - Page I



Reason For Request
Please identify the date this position was last reviewed, the reason for submitting this new
request for review and specify the changes that have occurred in duties and responsibilities

since the last review.

This position was reviewed during the 1997 budget process when an effort was originally made
to combine this Commission with the Public Safety Civil Service Commission. During the 1997
review period, the salary range of the position was reduced as part of a series of budget cuts,

but the title was changed from Staff Assistant to Executive Director.

Later in the process, the position was reviewed when it was determined that only the support
worK Or this Commission would be combined with that of the Public Safety CSC. The previous
i...,umbent, however, opted out of participation in the Manage-' 'Strategic Advisor Program so the
work of the position as performed then was not reviewed for this purpose.

~-he reorrianization of the two commissions, which did invo~ved combined support staff in 1997
was not successful. As such new support staff that was dedicated to the CSC was funded in

1998. With the reinstitution of dedicated support staff and a new Executive Director, the duties

and responsibiiities of this position, as currently performed, have never been reviewed for

classification purposes.

With the two Commissions again functioning as fully separate entities, with separated budgets
and support staffs, 'the Commission has renewed its involvement in personnel policy issues and
strategic advisement. Additionally, in its 1999-2000 Budget Issues Paper, the Commission has
set approved goals that will substantially increase its impact on all departments and on policy

making bodies.

'This position requires review for entry into the Manager/Strategic Advisor Program.

Rev. 1: 2/03/98 M-SA-PDQ - Page 2



Point Factor Questions

Please answer the followin que
I

stions as thoroughly aspossible, give examples of work where
appropriate and estimate t e percentage of time spent performing a particular function.

It is easiest to think of a job as a time block, such as an 8 hour day, a 40 hour week, a bi-weekly
PUY PU U, a 111V"

,
U1 C1 year WIN im this hine biuck, roughty esth ate now much rime is spent

pertorming each dury.

A. Human Resources Management - refers to managing, monitoring and

adgj~~ human resources, inclyd
I

~ir-q~Li i

1. Do you manage subordinate supervisors? Yes o~ NO_,,~ircle one)
If yes, how many?

2. How many staff do you supervise in total, including those who report directly to

you and those who report through subordinate supervisors? Please list specific

Positions. ONE Ad Spec 11
( Reclass to Admin Staff A~,sist requested for 1999-2000.)

3. Do you provide lead direction, including assigning, monitoring and reviewing
work? YES

B. Budget/Fiscal Management - refers to managing, monitoring and administering

resources.

1. What is your role in budget or fiscal management?

This position has full responsibility for all budget and fiscal management issues related to the
Commission. This position develops the budget, works with the City Budget Office to initiate

budget requests and develop programs, serves as finance analyst and mananer, and provides
all related budget reports as required.

2. What is the impact of your budget and/or fiscal recommendations on City services,

programs or activities?

The Commission's budget is small and has a limited impact to the City. The impact involves

the administration of the City's hearing process - issues of speed and due process. However,
the Commission's fiscal recommendations may have a much larger impact on City services

since they may involve programs or activities that involve millions of dollars. Fiscal

recommendations may involve or impact all departments Citywide and have a direct effect on

policy as well as financial implications.

These recommendations might involve work directly with the Council and Mayor's office for the

development of an Alternative Dispute Resolution Program, or with the City Budget Office for

tracking of Citywide discipline to determine similarities and/ or differences from department to

department.

The Commission makes these fiscal recommendations in its budget and throughout the year

Rev.1: 2/03/98 M-SA-PDQ - Page 3



3. What is the size of the budget which you administer? $155,000

4. How many separate funding sources do you manage? Do these have specialized

funding source requirements?

Four

No

5. Are you required to manage significant contracts as part of your job? If so, please

give examples,

No

6. Are you responsible for developing or implementing strategies designed to save the

City money?
Yes. Example: Utilizing alternative dispute resolution to settle cases saves cost of hearing
and of time loss by appellants and witnesses. Developing automated systems to increase

productivity and reduce cost.' Establishing procedures for handling cases that remove liability

and potential for legal consequence. Developing policies that improve consistency in the

, 1
7 nidn :, istration of the personnel system results in fewer legal challenges both at the

comrnission and carried further to higher courts, These are highly expensive procedures that

can be avoided through the development and implementation of cost saving strategies.

C. Program Management - refers to responsibility for developing, implementing,

advocating, administering and evaluating identifiable programs(s). A program has an

identified set of policies, procedures, budget, identified and measurable outcomes
associated with it, and has clear boundaries in relation to other programs and activities.

1. Do you manage a program or programs as defined( YES )No. (circle one)

2. If yes, what program(s) do you manage?

The Executive Director manages the Commission's Hearing process as defined in the Civil

Service Commission Rules of Practice and Procedure.

The Executive Director manages the Commission's Alternative Dispute Resolution program.

The Executive Director manages the Commission's day to day business. which is a program

that involves policy and legislative review, and work with other departments, the City Council

and the Mayor's office on a variety of issues and initiatives.

The Executive Director will be managing the Commission's new Technology Initiative and the

Commission's new Citywide training program.

Rev. 1: 2/03/98 M-SA-PDQ - Page 4



3. How are the objectives for this or these programs set? Who sets them?
The Commission delegat-as to the E-,Kecutive Director, significant discretionary authority to

develop and execute program policy and to allocate program resources. The Executive

Director plans, develops, creates implements and evaluates these programs, defines

measurements for their accomplishment, and is accountable for their accomplishment,

The Commission and the Executive Director agree to program policy and a work plan and

strategy which the Executive Director is responsible for putting together and carrying out.

The Commission may also present issues to the Exec and develop a plan with the Exec for

developing a program. The Executive Director is responsible for carrying out the program,

developing measurements, and being accountable for the achievement of its objectives.

4. Please describe your role in program development. Do you have any responsibility
for making program recommendations? Please describe.

The Executive Director proposes programs to the Commission and the Commission reviews

these. When the Commission wants to pursue a proposed program, the Executive Director

proposes a work plan and strategy which, if approved is implemented and carried out by the

Exec. The Commission may also propose programs and program development plan is made.

5. What is your role in defining measurements and assessing accomplishments for this

program or these programs? To whom are these measurements reported?

The measurement aspects of a program are usually built into its design. The Executive

Director is responsible for developing the measurements as well as the program design.

These are reported to the Commission on a monthly basis.

6. What is the impact of this or these programs on external constituents?

Case precedents set at the Commission have a direct impact on employment law, most

%)ecifical~y when a case is carried on to Superior Court. Policies developed and the

consistent application of the Personnel system affect the practice of employment law as a

whole when certain a,, acts, which apply to al! labor/management relations, are cl Jenged.

"/0 D. Policy Management - refers to responsibility for developing, implementing and advising

decision- makers on policy.

1. Do you develop, recommend or provide input to policies which directly impact the

public? Please describe.

This position develops policies regarding the administration of employment law. Precedents

set in the Commission's Hearing process may be challenged in Superior Court where, if

upheld, they have an impact on other employment cases that involve the general public.

2, What is your role in presenting and defending policy recommendations to elected

officials, executive decision-makers or department directors?

The Commission delegates substantial discretionary authority to this position so that it may
work directly with the Mayor's Office, the Council, and Dept. Heads, to shape and/or strongly

impact policy as well as to defend policy decisions, proposed legislation, and strongly

influence policies which impact the conduct of business on a Citywide basis.

Rev. 1: 2/03/98 M-SA-PDQ - Page 5



3. What are the impacts of such policies on the City's ability to fund and deliver

programs and services?

This depends on the policy. The Commission's policy on "Compensation for Appellants" will

cost the City additional funds. The Commission's Alternative Dispute Resolution policy,

however, is expected to save the City money. ',
-
. both cases, the City will fund the services.

Most frequently, and appropriately, the funds for delivery of a program or service are approved
in the budget so that the impact is not severe. This position, however, does work to strongly

influence the nature and scope of the programs by providing advice to the Mayor and Council.

4. What might the duration of this policy impact be - immediate or short-term, a year or

more, or long-term and cumulative? Why?
This position, under authority delegated by tho Commission, develops policy options and
makes recommendations on a wide variety of issues relating to the administration of the

Personnel System. The position is responsible for developing solutions to difficult policy

"issues, along with plans to implement these solutions, that will have a long term impact, such

as solutions which will require legislation and/or changes to rules, policies and procedures.

This position provides advice and recommendations of long v,-rm impact to elected officials

and executive decision makers. Most issues related to the administration of the personnel

system are not, by definition, short term issues. Generally, the solutions must have a long
term impact so that the people affected can receive the benefit of the solution.

The responsibility for carrying out this responsibility is a direct mandate of the City Charter, the

Municipal Code, and the Commissions Rules of Practice and Procedures.

E. Technical Management - refers to responsibility for technical expertise, typically in a

technological or scientific discipline, including such elements as managing expert staff,

serving as a strategic advisor or expert, and having technical competencies spanning

1. Do you or your staff deal regularly with technical, legal or highly-analytical issues?

What types of issues?

This position and its administrative support staff deals with both legal and highly analytical

issues on a daily basis. The Commission's hearing process is a sanctioned, binding, quask
judicial proceeding. All elements of it must be carried out in strict accordance with the law and
with the requisites of due process. The Executive Director issues orders, continuances,

subpoenas, frames issues, writes case decisions for the Commission, writes settlement

agreements on behalf of disputing parties, and negotiates settlements between parties.

The Executive Director is also responsible for utilizing highly analytical skills to work with a
broad range of policy issues, legislation and both short and long range strategic planning
concepts. The Executive Director serves as a strategic advisor to the Commission and

applies a series of specific analytic skills in statistical analysis, finite mathematics and logic, to

the analytic work performed. Issues raised before the Commission impact the City on a long

term basis, These issues involve all aspects of the administration of the personnel system.
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2. Please describe your role as technical expert or strategic advisor of specialized

expertise.

This position requires a full working knowledge of a broad spectrum of laws and rules.

Strategic Advisor to the Commission on all policy issues relating to the administration of the

personnel system, as required by the Seattle Municipal Code and the City Charter City of

Seattle Charter, Civil Service Commission, Rules of Practice and Procedure, Fair Labor

Standards Act, Personnel Rules, Guidelines and Policies, City Budget Guidelines and

Manuals, City Accounting and Purchasing Guidelines and manuals and CBAs.

Strategic Advisor to the Commission on the issues raised by different cases filed with the

Commission as they affect Personnel Policy and the administration of the Personnel System.

Expert in Alternative Dispute Resolution, member American Arbitration Association.

Work with Council members, staff and the Mayor's office and Dept. Heads, on initiatives

related to the Commission's work which have Citywide impact.

Provide leadership, focus and direction to diverse groups to achieve important City objectives

that cross departmental lines.

3. Does this work require specific licenses or degrees? What are these requirements?
A graduate degree in Business Administration, Public Administration is a minimum standard.

Additional training in alternative dispute resolution, arbitration, mediation is critical.

Experience in gov't policy is mandatory irrespective of the degree.

F. Communications Management - refers to effective representation of the City or City

interests before internal and/or external constituencies or as part of group processes.

1. Does your position require you to represent your department or functional area

Before internal and/or external constituencies? Please describe.

Internal Constituencies. The Executive Director represents the Commission to the Mayor, the

City Council, Council Staff, Department Heads, the Small Department Group, all Department

Heads, the budget office, employees engaged in the Commission's hearing process, City

Attorneys and private attorneys, and employees that are involved in Commission training.

2. What types of issues make up your major communication challenges?
Communicate the Commission's hearing process.
Communicate the Commission's position on current rules and on policy issues.

Communicate the Commission's position on potential programs under consideration.

3. Does your job require you to manage or promote on-going relationships with external

constituencies? Please describe.

Outside Attorneys representing City Employees,

Superior Court

Court of Appeals
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4, Does your job require garnering support, shaping opinions, advocating controversial

positions or achieving important City objectives? Please describe.

Yes, The Commission's position on Compensation for Appellants is a controversial one. It

require the support of the Personnel Division and of major Departments like City Light. The

Commission's Technology Initiative requires the sipport of several different departments as

well as the Council and Budget Office. The Commission's proposed ADR program requires

the support of the Mayor's office - where things are still under consideration. The

Commission's position on the procedures for exempting positions from the civil service

required the support of the President of the City Council. All of these have full Citywide

impact, and are among the objectives put forth by this administration as requiring resolution.

G. Matrix Management - refers to coordinating and/or integrating functions, systerns, or

prograrns, and rnanag~ng, leading and/or facilitating the work individuals, groups or t,-,,.am,s

a,(TOSS iuncfionai, depanmental ancllor Jurisdictional lines without fuli mpn-pgerial""SLIp--~-,.iisory

c,ontrol, including adnnin~strafive rnenages across functional ~:ries, arid the, rylanagement of

non- employees such as contractor-s and volunteers..

1. Do you actively manage and/or represent the V '.-rities and interest of elected

v'gricials and or Department Heads on cross-functional, cioss departmental or cross

jurisdictional teams? Please describe.

In the 1999-2000 budget the Commission will be taking the lead in the development of a

Technology Initiative. The Executive Director will be responsible for representing the priorities

and interests of department head on a cross functional team.

2. Is matrix management and/or leadership a significant part of your job? What types of

issues do you deal with?

Matrix management will become a significant part of this Position's work when the technology

initiative is underway. It will deal with issues of the administration of discipline throughout the

city and these factors will be related to several others that are a part of the system. The

approach will be Citywide, and interdepartmental.

3. Which occupations, organizations, etc. are represented on teams which you manage
or participate on?

The technology initiative will likely include programmers, council staff, personnel policy staff,

input from dept heads and the law department.

4. Are you required to facilitate public involvement processes? Please describe the

type and purpose of these public involvement processes.

No.

Total % = 100
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examples of decisions you make when guidelines are not available.

selecting staff

Decisions might include choosing approaches to solve problems, providing input to the work plan,

The Civil Service Commission meets once each month, as required. During that time, all issues that

have been raised during the prior month are raised to the Commission. The Executive Director

functions somewhat independently during the interim and makes a broad range of decisions.

The Executive Director makes all decisions regarding appeals placed before the Commission unless

they have been appealed directly to the Commission after the standard hearing process. These
decisions include eligibility of appeal and appellant, timeliness of

filing, whether to grant a

continuance, issue subpoenas, attempt a settlement agreement, or file anyone of a number of orders.

As appeals frequently raise policy issues, the Executive Director makes decisions about how and
when these issues will be raised and to whom they will be raised.

The Executive, Director determines when it is necessary to contact Council or the Mayor's office to

discuss certain policy issues or new programs in which the Commission may be involved.

The Executive Director decides how to respond to correspondence relating to the administration of

the personnel system.

The Commission delegates substantial authority to the Executive Director who writes the budget,
proposes new initiatives, develops strategic goals for the Commission and makes the necessary
decisions to implement these on a day to day basis.

The Executive Director makes all final decisions with respect to the operation of the Commission's
offices and all hiring and firing decisions with respect to administrative support staff.

7. Signature Section (If signature is other than the current incumbent, please indicate

relationship to this position.)

I

I
I (we) certify that the entries on the Employee Section are accurate and complete.

I -
Signatu-i:4 Date Signature Date
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I

IMMEDIATE SUPERVISOR SECTION

herns #8 througI7 #18 are to be completed by thee imn-serfiaste st~peivisor

Describe the purpose of the work unit or area.
-- -- -------- ---- ....... - ...... ------------- --------------- -- .................. ... . .... ------- -

The Civil Service Commission is provided specific mandates under the Seattle City Charter:

1. To serve as an employee appeal body on all matters of discipline and on alleged violations of the

personnel system.

2. To review the administration of the personnel system and to provide advice and

recommendations to the Mayor and the City Council as it deems appropriate.

3. To investigate claims of nepotism or undo influence in hiring with respect to elected officials.

4~ To propose legislation as it deems appropriate.

5. To hear employee appeals that are appealed after a hearing by the Hearing Examiner.

I

Describe the purpose of the employee's position.

The Executive Director is responsible for the conduct of the employee appeal process. The position

represents the Commission to the public, the press, the Council, the Mayor's office, Department

Heads, and all appellants and department staff.

The Executive Director has full budget and finance responsibility and is accountable for this.

The Executive Director provides strategic advice to the Commission.. This position raises issues to

I

the ommission regarding personnel policy and the administration OT the personnel system and is

responsible for working with the personnel division and other departments to affect solutions to these

advisement before a course of action is taken or a response is made.

The supervisor shouid not alter any statements made by the employee on the previous pages,

but may comment on them in the ~Fp rovided below.
,_,qc-e_

, I

This position functions independently and reports to the Commission on a monthly basis. The

Executive Director contacts the Commission chairperson when issues are raised that require further

difficult issues.

The position is responsible for reviewing all pending legislation and determining the impact of given

legislation on civil service employees.

I

io.
j

indicate any exceptions or additions to the employee's statements.

The statements made by the employee are correct. This is a highly responsible position whose

duties and responsibilities have Citywide impact.
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.......... ..... ....................... -

Source of Rel.yest asid Position Identification:

This position was initially reviewed as a budget request from the department. The

position is located in the Personnel Division/Benefits Unit.

Position Histo!y:

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

Records Unit. The position was created effective January 1, 1993 as a Benefits

Assistant, then retitled to Personnel Analyst, Assistant. The incumbent has been in the

position since January 13, 1993.

Scope of Review:

This review was conducted by Carl Swanson, Classification Analyst assigned to

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

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

+ Team 1's review/analysis of subject position's information;

* comparison to similar positions;

+ review of the organization chart affecting the subject position;

+ position's history records and related classification files.

Summary of Work:

The essential purpose of this position is to assist with the administration of Citywide

employee and retiree benefit plans.

Duties include:

* providing training and guidance and resolving problems for other benefits staff;

* gathering and independently evaluating information related to benefits issues;

* preparing, writing and issuing RFPs;
* communicating benefit programs coverage to employees;

* provide advice and information to department HR and payroll staff; and

* research and analyze benefit alternatives and cost impacts .

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:

PERSONNEL ANALYST, ASSISTANT
Positions in this class perform technical and paraprofessional tasks to process,

research, interpret and make recommendations on a variety of human resources

transactions; maintain human resources related databases; and perform a wide range

of activities in centralized human resources programs and functions, which may include

records and information management, classification and compensation, and employee
benefits.

PERSONNEL ANALYST

Positions in this class perform work associated with the research, analysis,

development and administration of centralized personnel programs and functions,

including employee benefits, employment services, classification and compensation

systems, and contract administration.

This position has been assigned additional duties which now indicate a reallocation is

necessary. This position has moved from the assistant level to the journey level of the

Personnel Analyst class series. The duties are similar to another position in the

Personnel Analyst series, though at a lower level.

Recommendation:

Based on the duties and responsibilities assigned, we recommend that this position be

reallocated to Personnel Analyst, effective August 5, 1998, to coincide with the payroll

period.

!G-O-Sting

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

implementing this action would be $4867,55. This figure includes any current and

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

would be $11,682.11
.

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: June 26. 1998

POSITION IDENTIFICATION
----- - --------- ---

Department,

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

Civil Service Commission

Administrative Specialist 11

Administrative Specialist 11

025687

030 Current Sa a

Report No.: 98-1936

y: $14.00-$15.66 (Range: 22.513)

RECOMMENDED ACTION

Classiftation Title: Administrative Staff Assistant

Ordinance Title: Administrative Staff Assistant

Legislation Required: Yes
I

Bargaining Unit: 01-0 Recommended Salary: $17.53-20.44 Range: 29.5AI,

Remarks

INCUMBENT STATUS

Incumbent.

See next page for pertinent allocation

Current Standing: Administrative Specialist 11

Recommended Standing: Administrative Staff Assistant

In recommended standing, incumbent status is:

[ X ) Regular;

Authority- Personnel Rule

[ I Probationary: [ ] Temporary.

[ ] 2.3,100; [ X
] 2.3,200; ( ] 2.3.300.

Remarks: Reclassification

Recommended: \~22arn 1 LW -

Classification/Compensation Ana!yst(s)

U V
'~; 'e

Approved: Edie.jor2ensen --.~ .
Classification/Cornpensation Supervisor

Lidia Santiesteban Classification/Compensation Director

N o rma M cKi n n ey Personnel Director



1 PERT1N,ENT'.k1,L0CA'110N FACTORS, - Report No- 98-1936

Source of Request an on Identification:~Lp_osjtl

Pne 2

This posit[on was reviewed as a result of a request from the Commission. Position number
025687 is located in the Civi-L' Service "Oornmission, which is responsible for hearing appeals

involving the administration of the Personnel System and submitting recommendations
concerning the personnel systern to th-- P-0avor and Council as it deems appropriate.

SgMq-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 June 8, 1998 and submitted for -,this

review;

+ Review/analysis of subjectipositiorl information;

+ Classification specifications for Administrative Specialist 11, Administrative Specialist III

and Administrative Staff Assistanit:

* Review of the organization.-;,: chart, affecting the s,u

C!

L bject position;

* Pos;4~ion history records and related assification files;

* Comparison to sirrilar positions.

Summarv of Work:

L
The essential purpose of this position is to provide the full range of support functions to the
Civil Servic,,~-_- Executive Direc-to,r, Corn-, issioners and Hearing Examiner. These functions

include monitoring the bufdge~t, deveko ping and maintaining the Commission's database,
scheduilria heanings and meet:ngs, rrai4ntaining case ~Ies, perform office manager-type
fuln,cticns, and special projects as needed,

Note: For a more Complete fist,;ng of d,,_,ties and responsibilities, please reter to the Position

Description QueStionnaire submifted for b~,,is review and included in the position file.

Anglys -jq_

7his oos:tion was reviewed in January, 1998 and reclassified to Administrative Specialist 11.

S;ince that time, there has been a sub-stantial accretion of duties due to overall changes
made to the operation of the Commission and the Fecraariizaton of its functions by the new
Exer_'Ut;~v_- Director. These changes have res.uited in cha-ges to the nature and complexity of

this positions body of work.

A new PDQ was submitted describing the new body of work. Most of the duties assigned to

the position as Administrative Specialist 11 still exist-, the following duties have been added.

+ on-going contact with the highest level government officials and work effectively
wit;--in t~at realm, providing full support to the Executive Director.



i~ PERTn,TE T ALLOCATION FACTORS - Report No: 98-1936

+ Represent the Commission on interdepartmental committees and work groups that

include policy-making bodies.

* Monitor the budget, reconcile figures, report discrepancies, authorize line item

expenditures, and provide specialized financial reports. Work with the budget office and

account~ng to correct errors. Process and maintain office payroll and attendance records.

Responsible for petty cash fund.

The class spec for Administrative Specialist It describes positions that perform the full range

of administrative support for high level managennent, including preparing special reports,

monitoring departmenta;i projects, and maintaining spreadsheets. This class does not have

responsibiRies in the area of budget monitoring and tracking; therefore, It-he position under

review now exceeds the duties assigned to the Administrative Specialist 11 title.

An Administrative Specialist III is distinguished from the Administrative Specialist 11 in that

this level performs the more techniCalliv complex and responsible support tasks involving

significant consequence of error or provides supenjision of a group of employees engaged in

support functions. Again, no budget responsibilities are assigned to this class, therefore, it is

not 'the best match: -,or the position under review.

An Ad,-,linistrative Staff Assis-tant serves as staff assistant to a small unit or to departmental

management, performs general administFative functions and assists in the coordination of
I - I

I

de.partment projects and programs. These positions monitor and manage the unit's budget,
uthor'ze "ne :,,--m expe, tures, and pra 4 i nidit -e, are financial status reports. They conduct

research and data coilection. -
.

coordinate and direct a variety of office management functions,

and rnracess Pavroil and attendance records. These positions use judgment to make
dec~sions about day-to-dav office and bu,dgetary situations and interpret and apply policies

arid procedures to e-vervd -1
1

L!
I

ay situations. Tl-lis descriptfon matches the duties of the position

under raview,

Recommendation:

Clearly this position has assurned a greaterlevel of responsibility and accountability

(representirng the Commiss.on at meeHngs, higher degree of decision-making ai fthority and

visibi'dity). Because of this increased responsibility and because the dufles of the position

no%u exceed ~hose described :n the class spec for the Administrative Srecialistoiass series, 1

t

recornmend that this position be allocated to the Administrative Staff Assistant class effective

May 1, 19,98, the date requested by the C orrimission Executive Director.

Costing:

If impiernented on the 1998 Third Quarter Ordinance, the maximum estimated cost of

irr-plernenting this action would be $7,755.62. This figure includes any current and
retroactive cost for this action. The ongoing arriuall cost for this action would be $11,623

The calculations are. based on the difference between the top step of the current and the

recorn,mended salary range and includes statutory benefits (FICA, etc.). The actual amount
payable to any affected employee will vary,



CITY OF SEATTLE

PERSONNEL DEPARTMENT

r_- CLASSTICATION DETERV'~ NATION REPORT

Report No.,* 97-14,59A
11

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

Department:

Classification Title:

Ordinance Title:

Position Number-

Bargaining Unit:

Executive Service

Accounting Technician I

Accounting Technician I

025769

030

RECOMMENDED ACTION

Current Salary: $13.01 - $14.51 (Range: 20.513)

Classification Title: Accounting Technician 11

Ordinance Title: Accounting Technician 11

Legislation Required: Yes

Bargaining Unit:

Remarks:

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

Reclassification as a result of a Reconsideration Hearing.

`-~NDUM to Repqr!-#~T-- 1459 (Reconsideration Assignment I'aCKin, 9WI-ZZ411

The Reconsideration Hearing was held on July 29, 1998, and attended by the City

Payroll Supervisor (Priscilla Diers), Manager 3, Fin, Bud, &
a
m

p
;

Actg. (Tita Carstensen) and
Rates Mgmt Analyst (Vic Pineda); the Reconsideration Board (Class/Comp Director,

Lidia Santiesteban; Class/Comp Supervisor, Edie Jorgensen; and Class/Comp Senior

Analyst, Curt Funk) and Class/Comp Analyst representing Team 1, Irene Ogunyemi.
The Manager 3, Fin, Bud, &

a
m

p
;

Actg. explained that the position's duties and

responsibilities, as well as the scope and complexity of the work is at the same level as

position #s 021352 and 019318 in the Workers' Compensation Finance Unit. These

positions are at the Accounting Technician 11 level. They perform multiple complex and

responsible accounting support tasks, solving special problems, making reliable

decisions, independently researching and analyzing facts, and presenting findings upon
which important or costly decisions could be made. Assignments require handling

complicated tasks where the cost of correcting errors would be substantial in either time

or money. The Reconsideration Board determined that the body of work performed by
the subject position is comparable to the aforementioned positions, and is consistent

with the level, scope and complexity of the work outlined in the Accounting Technician 11

class specification #4000005. Therefore, the Reconsideration Board recommends that

position # 025769 be reclassified to Accounting Technician 11 as requested in the 1998

Budget.

1

IJRecommended: Team 1 ~~ V Classification Analyst(s)

Approved: Edie Jor2ensen r,~,' Classification Supervisor

Lidia S a ntiesteba gyj&lt;lassificatio n/Co mpens atio n Director

Norma McKinqpyjj/~~ -ersonnel DirectorP

H



CITY OF SEATTLE

PERSONNEL DEPARTMENT

Date,, July 30

CLASSIFICATION DETERMINATION REPORT
. . ...................... -- ---------- --

1998

POSITION IDENTIFICAl'.10N

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

Executive Service

Accounting Technician I

Accounting Technician 1

025770

030

Report N ~ ~~7-146~,"A

: $13.01 - $14.51 (Range: 20.513)
Current Sala

RECOMMENDED ACTION

Classification Title: Accounting Technician 11

Ordinance Title: Accounting Technician 11

Legislation Required: Yes

Bargaining Unit:

Remarks-

A 0

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

Reclassification as a result of a Reconsideration Hearing.

r-14 (B,~cpnsideration Assignment Tr ki-n-ac -Q #98---225n-.

The Reconsideration Hearing was held on July 29, 1998, and attended by the City

Payroll Supervisor (Priscilla Diers), Manager 3, Fin, Bud, &
a
m

p
;

Actg. (Tita Carstensen) and
Rates Mgmt Analyst (Vic Pineda); the Reco nside ration Board (Class/Comp Director,

Lidia Santiesteban; Class/Comp Supervisor, Edie Jorgensen; and Class/Comp Senior

Analyst, Curt Funk) and Class/Comp Analyst representing Team 1, Irene Ogunyemi.
The City Payroll Supervisor explained that the position's duties and responsibilities, as

well as the scope and complexity of the work is at the same level as position #s 021352
and 019318 in the Workers' Compensation Finance Unit. These positions are at the

Accounting Technician 11 level. They perform multiple complex and responsible

accounting support tasks, solving special problems, making reliable decisions,

independently researching and analyzing facts, and presenting findings upon which

important or costly decisions could be made. Assignments require handling

complicated tasks where the cost of correcting errors would be substantial in either time

or money. The Reconsideration Board determined that the body of work performed by

the subject position is comparable to the aforementioned positions, and is consistent

with the level, scope and complexity of the work outlined in the Accounting Technician 11

class specification #4000005. Therefore, the Reconsideration Board recommends that

position # 025770 be reclassified to Accounting Technician 11 as requested in the 1998

Budget.

Recommended:

Approved-

Team `IZ4~0 &
am

p;

Classification Analyst(s)
v U

Edie Jorgensen Classification Supervisor

Lidia Santiesteba lassification/Compensation Director

Norma McKinney-,14kPersonnel Director



CITY OF SEATTLE
PERSONNEL DEPART MENT

CLASSIFICATION DETER

1'5 7at-e July 22,1998

POSITION IDENTIFICATION
-

-- --------- -
Department:

P rtNo,~ 98-18~4

Executive Services

Classification Title: Held In Abeyance

Ordinance Title: Assistant Systems Analyst

Position Number: 018190

Bargaining Unit- 034 Current Salary: $17.53 - 20.44 (Range: n/a)

RECOMMENDED ACTION

Classification Title: Systems Programmer Analyst

Ordinance Title: Systems Programmer Anaiyst

Legislation Required: Yes

Bargaining 1,.Jnit: 030

V--
Recommended Salary: $18.37 - 21.42 (Range: n/a)

INCUMBENT STATUS

Incumbent:

Current Standing: Assistant Systems Analyst

Recommended Standing: Systems Programmer Analyst

In the Recommended Classification, Incumbent Standing is: a

Recommended: Schematic Tearii

Approved: Edie Jorgensen

Classification Analyst(s)

Classification Supervisor

Lidia Santiesteban

Norma McKinney

Classification/Compensation Director

Personnel Director



Position Identification And Source Of Reques
The subject position was reviewed last on November 8, 1991, and at that time

allocated to the Ordinance title of Assistant Systems Analyst. The position's

Classification title was 'held in abeyance.' Since that time, several new
classifications have been adopted and positions have been allocated to

corresponding titles.

Review of the assigned body of work indicates that the subject position is

performing work similar to that characterized within the class specification of

Systems Programmer Analyst. Positions allocated to this class troubleshoot

software problems and provide corrective actions; design data entry screens and

spreadsheets; maintain enhancements to existing systems; and train users on the

use of a system and/or enhancements.

Note., For a complete llstlng of Me subject positlons,responsIbIlItles, see ffie Posltlotj Descrlpfions

Questlonnalre (PDO) cantalned wltl7in Me positlon file

Recommendation:

It is clearly evident, based on the latest PDQ on file, that the body of work

assigned to this position should be classified as Systems Programmer Analyst.

We therefore, recommend the following:

that the subject position be reclassified to the title of Systems Programmer
Analyst, with no change in the employee's incumbency status.

that the effective date should be November 8, 1991, to reflect the date the

position was reclassified to the Ordinance title of Assistant Systems Analyst.

Costing

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

cost of implementing this action would be $15,454,46. This figure includes any
current and retroactive (if applicable) cost for this action. The ongoing annual

cost for this action would be $2,385.10. 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, 07129[98

FOSIT1.0N. 0ENTIFICATION

Department:
Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

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

TOI.TR 9
'

8-2068

Executive Services Department (ESD), Personnel Division/Benefits

Personnel Analyst, Assistant

Personnel Analyst, Assistant

024064

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

RECOMMENDED ACTION
Classification Title:

Ordinance Title:

Legislation Required:

Bargaining Unit:

Remarks

- - --- ----- -
INCUMBENT STATUS
Incumbent.

Current Standing:

Recommended Standing:

In recommended standing,

[ ] Regular;

Authority: Personnel Rule

[ ] 2.3.100;

Remarks:

Approved:

Personnel Analyst

Personnel Analyst

Yes

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

Personnel Analyst, Assistant

Personnel Analyst

incumbent status is.

[ ] Probationary: X ] Temporary.

[ ] 2.3.200; [ X 12.3.300.

Edie Jorgensen (-

Lidia Santiestebai

Norma McKinney

Classification/Compensation Analyst(s)

Class ification/Compe nsation Supervisor

ssification/Compensation Director

nnel Director

AWN



CITY OF SEATTLE

EXECUTIVE SERVICES DEPARTMENT

CLASSIFICATIO:~~N'DETEPkilMATION REPORT

1%

Report No-- 97-1559A

POSITION IDENTIFICATION

Department: Fire

Classification Title: Administrative Specialist I

Ordinance Title: Administrative Specialist I - BU

Position Number: 025190

Bargaining Unit: 035 Current Salary: $13.01-$14.51 (Range:20.5B)

RECOMMENDED ACTION

Classification Title: Administrative Specialist III

Ordinance Title: Administrative Specialist III - BU

Legislation Required: Yes

Bargaining Unit: 035 Recommended Salary: $14.51-16.88 (Range: 24.513)

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent:

Current Standing: Administrative Specialist I-BU

Recommended Standing: Administrative Specialist III-BU

In recommended standing, incumbent status is:

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

Authority: Personnel Rule

[ ] 2.3.100; [ X ] 2.3.200; 2.3.300.

Remarks- Effective date is July 30, 1997.

Recommended: Team 'Iff, 5::~W Class ification/Com pensation Analyst(s)

Approved: John Pearson Classification/Compensation Supervisor

Lidia Santiesteba lass ificati on/Com pen sation Director

Norma McKin~ekW Personnel Director
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Source of Request and Position Identification:

This position was reviewed as a result of a represented grievance.

Positlop_Histofl~

Detailed historical data of the position can be accessed via the Personnel Division's4

Records Unit. This position is located in the Fire Prevention Division, Hazardous

Materials (HazMat) Section. This position was created effective January 1, 1996, by

Ordinance #117916, as an Administrative Specialist 1. The incumbent has been in the

position since March 6, 1996.

Scope of Review.

This review was conducted by Carl Swanson, Classification Analyst assigned to Team
B. The review of the subject position included analysis of the following:

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

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

* Comparison to similar positions;

* Review of the organizational charts affecting the subject position;

* Position history records and related classification files,

Summary of Work:

The essential purpose of this position is to provide clerical support for seven HazMat

Inspectors, Duties include:

* directing and checking the work of three clerical positions;

* running a list of the monthly renewals; checking the fees for each permit (250 -

650/mo); entering the correct fee into the database;

* reviewing hazardous materials permit applications; checking for the correct permit

code, and that the correct invoiced fee has been paid'.. updating all information in the

computer; issuing the permit; proofing the permit conditions and printing them;

* making multiple copies of the permit, permit conditions, site map, and hazardous

material inventory statement; distributing and filing copies;

* giving information on permit policies and procedures to the public and firefighters

over the phone and in-person;

* compiling information and preparing the section's monthly revenue report;

* scheduling temporary marine cutting and welding inspections for the HazMat

Inspectors; decide if a Level I or Level 11 type of cutting and welding permit is

required;

* processing canceled permits and applications; writing the date and initialing the

canceled permit or application; stamping canceled and writing the reason why on

the permit; canceling the permit or application from the database and noting the

reason; filing the permit or application; and

a sending out delinquent letters for past due invoices.

Reference Log #98-1967
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Nott-,,, For a rr~--)ta ce.- mplec~e iistinq ofduties a-,--d respons.~'bdities, please refer to t.',Ie

Posill?'on Description Questionnaire submitted for this review and included in the position

file.

Anaivsis:

class comparisons:

ADMINISTRATIVE SPECIALIST I

Positions in this class perform the full range of general administrative support duties

and/or several specialized clerical tasks in support of a program. Representative duties

at this level include establishing and maintaining logs, files, indexes and similar records

systems; compiling and editing special reports; composing routine correspondence;

checking the work of others for errors or omissions; verifying information to be included

in documents of public record; gathering statistical information to be used for reports;

and reviewing, evaluating and entering data into personal computer or terminal,

creating or updating files
.

ADMINISTRATIVE SPECIALIST 11

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

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

program. These positions assign, review and evaluate the work of subordinate staff.

Representative duties at this level include: preparing and reviewing standard and

special reports; preparing program documents and inter-departmental forms; monitoring

progress of departmental projects and workloads; preparing and maintaining

spreadsheets and similar computer support activities; training and advising employees
on office procedures and in performing specialized tasks,

The subject position meets the class concept for Administrative Specialist 11 in that it

assigns and reviews, though does not evaluate, the work of subordinates; and performs

specialized permit issuance and renewal tasks in support of the HazMat permitting

function. This position compares well to other positions classified as Administrative

Specialist 11.

We recommend that this position be reclassified to Administrative Specialist 11,
effective

July, 30, 1997, which is 15 working days prior to the initial filing of this grievance.

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

implementing this action would be $2332.37. This figure includes any current and

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

would be $2401.20. 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.

Reference Log #98-1967
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Addendum

A reconsideration in lieu of arbitration hearing was held June 15, 1998. The panel

consisted of Lidia Santiesteban, Class/Comp Director, John Pearson, Class/Comp

Supervisor, and Wayne Sepolen, the human resources manager for DCLU.

The incumbent was present, as well as her supervisor Lynne Howard, and Kate

Maughan, Deputy Fire Marshall, as well as two representatives of Local 17, Natalie

Kaminski and Joan Matheson, and John McArty, of City Labor Relations. The

incumbent provided some samples of her work, and with her supervisor, gave the

participants an overview of the work done by the subject position.

The panel determined that this position was borderline between Administrative

Specialist 11 and Administrative Specialist Ill. It was felt that the special project related

to the re-issuance of all permits originally issued prior to March, 1997, was sufficient to

bump the position up to the Administrative Specialist Ill level. It was made clear that

this allocation to Administrative Specialist Ill is based on the presumption that on-going

assignments will be at the level of, or similar to, this special project.

It is recommended that this position be reclassified to Administrative Specialist Ill,

effective July, 30, 1997, which is 15 working days prior to the initial filing of this

grievance.

Costing

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

implementing this action would be $6297.97. This figure includes any current and

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

would be $5768.04. 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.

Reference Log #98-1967



CITY OF SEATTLE
EXECUTIVE SERVICES
1317PARTMENT

CLASSIFICATION DETERMINATION REPORT

11
Date, June 4,1998

POSITION IDENTIFICATION
1 Department:
Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

Fire

Public Information Specialist, Senior

Public Information Specialist, Senior

023507

030

RECOMMENDED ACTION

erporl No.~ -98-17vi

Current Salary: $20.04 - $23-35 (Range: 33.OA)

Classification Title: Public Relations Specialist, Senior

Ordinance Title: Public Relations Specialist, Senior

Legislation Required: Yes

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

INC-UMBENT STATUS
Incumbent:

Current Standing: Public Information Specialist, Senior

Recommended Standing: Public Relations Specialist, Senior

In recommended standing, incumbent status is,

[ X ] Regular; [ ] Probationary: Temporary
Authority: Personnel Rule

[ X 12.3.100; 2.3.200; 2.3.300.

Remarks: Title change only

-.--NALYSIS AND RECOMMENDATION

An ordinance was passed as part of the Classification Project legislating the new title of

Public Relations Specialist, Senior to replace the title of Public Information Specialist,

Senior. In order to update the position file and rid the system of titles no longer appropriate

to use, it is recommended that the position number 023507 be retitled to Public Relations

Specialist, Senior, effective 4/16198, This action is necessary so that the pay title matches
the class specification title. Seniority is not affected by this action.

Recommended: Irene Og.unyemi Classification/Compensation Analyst

Approved: Edie Jorgensen~~C lass ifi cati on/Corn pensation Supervisor

Lidia Santiesteba

Norma McKinney

lassification/Compensation Director

Personnel Director



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

CLASSiFICATION DETERMINATION REPORT

Report'N

POSITION IDENTIFICATION

Department: Parks and Recreation

Classification Title: Exempt, unclassified

Ordinance Title: Administrative Secretary
Position Number: 010227

Bargaining Unit: 030

98-2104

Current Salary: $16.57 - $17.86 (Range: 26.OC)

RECQMMENDED ACTION
Classification Title: Exempt, unclassified

6

Ordinance Title: Administrative Staff Assistant

Legislation Required: Yes, for title change and continued exemption from Civil Service.
Bargaining Unit: 030 Recommended Salary: $17.53-$20.44 (Range:29.5A)
rxemarks ee next r)aae for Dertinent allocnfinn infnrm=tinn

INCUMBENT STATUS
Incumbent:

Current Standing: Exempt, unclassified

Recommended Standing: Administrative Staff Assistant, Exempt
In recommended standing, incumbent status is: Exempt

Regular; Probationary: Temporary.
Authority: Personnel Rule

[ ] 2.3.100; 2.3.200; 2.3.300.

Recommended: Team 11~5 Classification/Compensation Analyst(s)

Approved: Edie_Jorgenser47~ Classification/Compensation Supervisor

Lidia Santiesteban assification/Co m pensnA,- ation Director

Norma, McKin2LLP-ersonnel Director



- - ------ -
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iON FACTORS - P'cport No: 98-2104

and Position Identification:

This position was reviewed as a result of a request from the Parks and
Recreation Department. This position is located in the Superintendent's Office.

Position History:

Detailed historical data of the position can be accessed via the Personnel
Division's Records Unit. This position was established prior to 1947. The
incumbent has been in the position since June 1, 1994.

Sco )e of Review:

This review was conducted by Carl Swanson, Classification Analyst assigned to
Team 1. The review of the subject position included analysis of the following:

* the Position Description Questionnaire (PDQ) submitted for this review;
* Team 1's review/analysis of subject position information;
* comparison to similar positions;

+ class specifications for the requested class and other classes used for

comparison;

* 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 provide administrative support to the

Superintendent of the Parks and Recreation Department. Duties include:

" managing the Superintendent's schedule;
" screening incoming telephone calls;

" greeting and referring visitors/guests;

" receiving and screening mail;

" making travel arrangements, preparing expense reports;
" serving as the office liaison to the Mayor's Office, other City agencies, etc;
" gathering information;

supervising one Administrative Specialist;

assembling briefing materials for meetings;

participating in the selection and evaluation of some administrative support
staff; and -

maintaining the filing system for the Superintendent's Office.



PERTINENTALLOCATION FACTORS -- iZeport'No.- 98-2104 Pa

- - --- ---------- ------ -
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:

ADMINISTRATIVE STAFF ASSISTANT
Positions in this class serve as a staff assistant to a small section or unit or to

department management, performing general administrative functions and
assisting in the coordination of department projects and programs.

Comparisons to the class specification and to related positions reveals that
Administrative Staff Assistant is an appropriate classification for this position.
The work assigned is not inconsistent with this class, and the use of this title has
proliferated, as the primary administrative support for a department head of a
large department.

Recommendation:

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

position be reclassified to Administrative Staff Assistant, effective July 16, 1998,
when the PDQ was originally signed by the employee.

Positions with the Administrative Secretary title serve as the primary
administrative support to a department head, and are Civil Service exempt.
Inasmuch as the subiect position will continue in the same role as before, it

continues to meet multiple criteria for exemption, i.e. it is still a position "requiring
a particularly high degree of professional responsiveness and individual

accountability" and also is one "requiring a confidential or fiduciary relationship
with the appointing authority". Therefore we recommend that its exempt status
be continued.

Costing

If implemented on the 1998 third Quarter Ordinance, the maximum estimated
cost of implementing this action would be $3,139.57. This figure includes any
current and retroactive (if applicable) cost for this action. The ongoing annual
cost for this action would be $6279.13. 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
EXECUTIVE SERVICES DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

POSITION IDENTIFICATION

Department-

Classification Title:

Ordinance Title:

Parks and Recreation

Planner, Senior

Planner, Senior

Position Number:

Bargaining Unit:

009824

030 Current Salary: $24.75 - $28.77

RECOMMENDED ACTION

Classification Title: Manager 2

Ordinance Title:

Legislation Required:

Manager 2, General Government

Yes

Bargaining Unit:

R k

140 Recommended Salary: $25.20 - $34.02

emar s
I

--------- ---
INCUMBENT STATUS

Incumbent:

Current Standing:

Recommended Standing:

Senior Planner

Manager 2, General Government

.In recommended standing, incumbent status is:

[ ]Regular; Probationary-,

Authority: Personnel Rule

[ ] 2.3.100; [ ] 2.3.200;

Recommended: Carl Swanson

Armroved: Edie Joraensen 6~-

Lidia Santiesteban
'

[ X ] Temporary.

S

[ X 12.1300.

Class/Comp Analyst

Class/Comp Supervisor

Class/Comp Director

Personnel Director
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SOURCE OF REQUEST

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

ANALYSIS AND RECOMMENDATION

Scope of Review: The position was reviewed by a team of class/comp analysts

for inclusion in the Managers and Strategic Advisor Program. The point factor analysis

yielded 517 points in the Manager point factor system resulting in its allocation to Zone

2. The points for each dimension are listed below.

Point Factor Dimensions:

Program Policy Te-c-hnical --Budget/ Human Comilmunications

Fiscal Resources

Matrix

60 107 47 93 43 -87
Recommendation:

Based on the duties and responsibilities, we recommend that this position be

reclassified to Manager 2, effective June 19, 1998, the date the employee signed the

MPDQ, following the transfer of the position to the planning section.

Costing

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

imp'ementing this action would be $1022.18. This figure includes any current and
retroqctive (if applicable) cost for this action. The ongoing annual cost for this action

would be $2044.37. The calculations are based on the difference between the top step
of the current and the midpoint of the recommended salary range and includes statutory

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



CITY OF SEATTLE

EXECUTIVE SERVICES
DEPARTMENT

POSITION IDENTIFICATION

Department: Police

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

T-ERMINATION REPORT

Administrative Specialist I

Administrative Specialist I-BU

018570

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

RECOMMENDED ACTION

Classification Title: Administrative Specialist 11

Ordinance Title: Administrative Specialist 11-BU

Legislation Required: Yes

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

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent:

Current Standing: Administrative Specialist I-BU

Recommended Standing: Administrative Specialist 11-BU

In recommended standing, incumbent status is: NIA

[ X ] Regular; Probationary: ]Temporary.

Authority: Personnel Rule

[ ] 2.3.100; X ] 2.3.200; 2.3.300.

Remarks: Reclassification, effective 1/15197 according to Section 6.7 of the

collective bargaining agreement..

Recommended: Team A d~ ~v Class ificatio n/Com pen sation Analyst(s)

Approved: Edie Jorgensen ~L, Classification/Compensation Supervisor

Lidia Santiesteban~f~~lassification/Compensation Director

Norma McKinneyN,4 Personnel Director
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... ...................

This position was reviewed as a result of a union grievance filed by the IFPTE, Local 17
(Administrative Support Unit) on behalf of the position incumbent. Local 17 alleges that
the inGUmbent/grievant whose position is currently classified as Administrative Specialist
I is performing the duties and responsibilities commensurate with the classification of

Administrative Specialist 11.

Position #018570 is located in the Criminal Intelligence Section, Investigations Bureau
Division of the Police Department. This work unit collects, organizes, evaluates and
analyzes information concerning the existence, structure and operations of organized
criminal activity and coordinates such data into a centralized system of criminal

intelligence information.

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 8/14/95 and submitted for this

review;

* Review and comparison to class specifications for Administrative

Specialist IM 4050004

&
a
m

p
;

[1/# 405000;

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

* Comparison to similar positions;

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

Summary of Work:

The essential purpose of this position is to provide clerical support for the Criminal

Intelligence Section to include all filing and correspondence requirements; maintenance
of confidential intelligence files and materials/including investigative files initiated under

the Intelligence Ordinance guidelines; preparation of Section Intelligence Ordinance
Audit Reports; and screening of all citizen contacts.

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:

Local 17 alleges that the position incumbent is performing the duties and
responsibilities commensurate with the classification of Administrative Specialist 11,

therefore, the class specifications for Administrative Specialist I &
a

m
p

;

11 were reviewed and
compared to the duties and responsibilities of the subject position for purposes of

determining the appropriate level of classification.

Administrative Specialist 1: Assignments are distinguished by the performance of

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

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

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

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

range of administrative support functions for high level management or
specialized tasks in support of a special function or program. Work at this level

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

comprehensive knowledge of departmental or program policies and procedures.
Assignments are completed independently with minimal guidance and some work

assignments require handling complicated tasks where the cost of correcting errors

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

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

public, customers, firms, and organ7ations doing business with the City for planning
and coordinating work activities, resolving problems and providing information on

department or program activities.

According to the submitted PDQ, the organizational chart showed the subject position

reporting to a Lieutenant (an equivalent to a Manager title in the City's current

classification system), and providing clerical support to the Criminal Intelligence

Section. This reporting relationship is consistent with what is required of the

Administrative Specialist I class, as opposed to an Administrative Specialist 11 who is

specifically assigned to high level management, i.e. Director, with subordinates of three

or more Managers.

The subject position's duties include coordinating collected information; writing and
drafting letters and memos; handling of highly sensitive and confidential materials;

providing liaison between staff and other divisions within the Seattle Police Department
and City offices; establishing and maintaining office administrative files; and preparing
reports and statistical calculations. The review found this body of work to be consistent

with the duties and responsibilities within the Administrative Support series, and the

scope and complexity of the subject position, specifically, to be at the Administrative

Specialist I level.
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Therefore, based on the above review and comparison the review team found the

subject position's current classification to be appropriat~ for the body of work being
performed, and thus recommend position #018570 remain allocated to Administrative

Specialist I classification.

Costing:

The implementation of this action will result in no additional cost to the department.

ADDENDUM to Report #97-1598(Reconsideration Assignment Tracking #98-19681

The Reconsideration Hearing was held on June 16, 1998, and attended by the

incumbent of position #018570, management representatives from Police Department
(Allan Lorette and Victoria Jonas); Union representatives (Natalie Kaminski and Joan

Matheson); Labor Relations (John McArty); the Reconsideration Board (Class/Comp
Director, Lidia Santiesteban; Policy Unit Senior Personnel Analyst, Laurie Depew; and
DCLU Personnel Manager, Wayne Sepolen); and Class/Comp analyst representing
Team A, Irene Ogunyemi.

Management and the position incumbent did not refute the duties as outlined in the

original PDQ. Instead, they stated that due to the nature of the business of the Criminal

Intelligence Section, coupled with the subject position's work (confidentiality, sensitivity,

critical level of independent judgment etc.), the department did not know how much
could be communicated on the PDQ. Since the duties were not well articulated in the

original PDQ, a detailed PDQ was submitted in addition to the Seattle Intelligence

Ordinance #108333. The nature of the position's work (sensitivity, confidentiality and
the critical level of independent judgment required) was the focus of the discussion in

favor of the requested title.

The position is the first contact for the Criminal Intelligence Section. This section's

business deals with Federal Bureau of Investigation, Terrorism/Organized Crime, and
sensitive/confidential information. The incumbent of the subject position had to go
through "a top secret" clearance before declared "adequate" to perform the job. It is

relied upon to use critical/sound judgment to process information, and to determine

which information to pass to whom and why; to research information and use pattern

analysis to pass along information to detectives; and to utilize high level technical

administrative skills to create spreadsheets and databases.

Based on the specialized clearance(s) and coordination; critical independent judgment
calls; and high level technical administrative skills required of the subject position, the

Reconsideration Board determined that the body of work performed by the subject

position could now be classified at the level of Administrative Specialist 11. Positions

assigned to this class are typically expected to have advanced knowledge of general
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office practices and procedures and U,:e work requires comprehensive knowledge of

departmental or program policy/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. These positions perform the
more complex administrative support functions for higher levelmanagement or perform
specialized administrative support tasks in support of program activities. The contacts
are with other departments or outside agencies and the general public for the purpose
of planning and coordinating work activities, resolving problems and providing

information on department/program activities.

The Reconsideration Board recommends the subject position be reclassified to the title

of Administrative Specialist 11. This action becomes effective January 15, 1997, which
is 15 (fifteen) working days prior to the initial filing of the grievance according to Section
6.7 of the collective bargaining agreement.

Costing:

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

implementing this action would be $4,897.97. 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
CLASS*,', FICATION DETERMINATION REPORT

POSITION IDENTIFICATION

Department: Police

Classification Title: Police Officer

Ordinance Title: Police Officer

Position Number: 006048

Bargaining Unit: 003 Current Salary: $17.45 -$23.87 (Range: N/A)

RE OMMENDED ACTION
-11...... ............... ............. ....... -

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 STATUS

Incumbent:

Current Standing: Police Officer

Recommended Standing: Administrative Staff Assistant

In recommended standing, incumbent status is'.

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

Authority: Personnel Rule

[ 12.3.100; [ ] 2.3.200; [X ] 2.3.300.

Remarks: Reclassification. Position was "clivillanized".

Recommended: Team A Aw ~X, I Classification/Compensation Analyst(s)

Approved: Edie Jorgense -Classification/Compensation Supervisor

Lidia SantiestebaigClassification/Compensation Director

Norma McKinne"Personnel Director
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Source.of Re~Luq!3tand Position Identification:

This position was reviewed as a result of an arbitrator's decision to support the City and
"

civilianize" a body of work currently being performed by a uniformed police officer. In

order to accomplish the civilianization process, it must be reclassified to the City's.

classified service. Position #006048 is located in the Community Service Unit (under

Community Policing Bureau). The School Traffic Safety Unit is responsible for

providing traffic safety services to the K-12 schools of the City of Seattle.

Position-Holstory-

The Seattle Police Department was permitted to "civilianize" position # 006048 through
a 1995 arbitration decision involving the Seattle Police Officers' Guild.

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, and the report was written by Irene Ogunyemi. The review of the

subject position included analysis of the following:

Position Description Questionnaire (PDQ) dated 1/23/98, and submittedfor this

review;

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

Review and comparison to numerous, class specifications, and narrowed to

superv isory related specs (Community Service Officer Supervisor #3250507,
Administrative Staff Assistant #2402004, Parking Enforcement Officer Supervisor

#5 100507, Supervising Security Officer #5054007, and Human Services Program
Supervisor #3001507);

+ Matrices for Strategic Advisor;

* Informational interview with management, 4/6/98,

* 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 coordinate and supervise 114 intermittent

(adult) School Crossing Guards (31.04 FTE) and one adult Crossing Guard Survey

person', school traffic safety programs; and to act as a liaison between the various

PTSA's, individual schools, Seattle School District Administration and other affected

organizations.

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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Analvsils:

To accomplish the civilianization process, position #006048 must be reclassified to the

City's classified service. Consequently, in 1996, a PDQ for the said position was
submitted for review by ClasslComp Unit. At that time, the department disagreed with

the class determination, and withdrew the request. In January 1998, the department

submitted a revised PDQ, dated 1/23/98, requesting a School Traffic Safety Supervisor
title.

The requested title does not exist in our current classification system.

Classification/Compensation Unit is under the directive to avoid creation of new titles

(especially sing le-incumbent classes); and to make every reasonable attempt to

allocate new and reclassified positions to existing classifications. To accomplish this

objective, numerous class specifications were reviewed (including Manager and

Strategic Advisor Programs, but the body of work did not meet the concept of said

programs). The review was narrowed down to program administrative or supervisor
related specs. The classes considered were Administrative Staff Assistant, Volunteer

Programs Coordinator, Community Service Officer Supervisor, Human Services

Program Supervisor, Supervising Security Officer, and Parking Enforcement Officer

Supe, visor. The work of the classes is characterized as follows:

Admin-is.talime Staff Assistant: Conducts research and data collection for special

assignments; coordinates, prepares and monitors the unit's budget and participates in

various personnel related activities; directs and coordinates special programs or

projects; coordinates and directs a variety of general office functions. Duties include

supervising subordinate's work, hiring personnel, and conducting investigation of

personnel problems. The position under review meets the focus of this classification,

therefore, it will be considered further in the comparison.

Volunteer Programs Coordinator: Coordinates the volunteer program activities of a

City department or program. Duties include recruiting and selecting volunteers for the

prograrn and performing administrative duties in support of the program. While this

classifl.cation appears to be a perfect fit for the position under review, the personnel the

position supervises are paid as opposed to volunteers. Therefore, this title will not be

considered further in the comparison.

Community Service Officer Supervisor: Supervises a shift of Community Service

Officers and, on a rotating basis, performs administrative duties. Positions in this class

assign, direct, monitor and evaluate the work of subordinates; conduct field

observations; train and advise subordinates on difficult cases; perform the work of

Community Service Officers on a back-up basis; compile and produce statistical and

activity reports, administer special programs, and represent the unit and departme nt at

community and agency meetings, with on-going participation in need s-assessment and

program planning. A working knowledge of counseling and crisis intervention is

required to do the work. Contacts are maintained with a variety of people in crisis

situations, such as the homeless, chemically dependent, physically and mentally

il
l, etc.

The knowledge and responsibilities required of this class are beyond the scope and
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complawity that is required of the position under review, Therefore, this title will not be
considered further in this assessment.

Human Services Program Sqpqngsor Positions allocated to this title manage the

day-to-day operations of a human set-vices program, including supervision of staff

engaged in pro-gram related activities; participate in the development of program
budget, goals and objectives and direct or provide technical assistance to program
participants, service providers, and delegate agencies. This class appears to meet the
focus of the position under review, and will be considered further in this review.

atnq !A.!-n-q Securily Officer: Positions in this class supervise the day-to-day

operations of the Security Unit; prepare work schedule for 24-hour security operations
and coverage for events and activities; prepare and maintain reports and records.

Though there are some similarities in the duties of this class and the position under

review, its focus is not 24-hour security operations and coverage for events and
activities. This title is not appropriate and will not be considered further in our

evaluation.

Parkina Enforcement Officer Supervisor: Positions in this class supervise the

activities of a Vehicle Parking Enforcement Unit involved in enforcement of laws and
ordinances related to parking. The focus of this supervisor is different from the position

under review. This class is also not appropriate, and will not be considered further in

the comparison.

Our research and analysis revealed that the work performed by the subject position is a
mixture of duties and does not fit neatly within any one class spec. The duties listed on
the submitted PDQ are discussed below:

PDQ 50% Coordinate, oversee, and supervise the work activities of 114 adult School

Crossing Guards and one adult Crossing Guard Survey person.

Supervision includes recruiting, hiring, training, scheduling, assigning and

redeploying of personnel, setting expectations, coaching and counseling,

producing performance evaluations and handling discipline.

These duties and responsibilities are found within the Administrative Staff Assistant

class specification ..... Positions within this class are expected to supervise subordinate's

work; direct the preparation of appropriate personnel forms; coordinate and participate

in a variety of personnel related activities such as the hiring processes and the

investigation of personnel problems..... These duties are also found in the class spec for

Human Services Program Supervisor. The class spec states in part ...... supervises,

plans, reviews, and evaluates the work of subordinates; resolves personnel

problems.. ..

PDQ 46% Coordinate the Adult School Crossing Guard program and other school

traffic safety programs with individual schools, School District

Administration
...... setting goals and expectations for the unit, and the
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preparation of u-nit budget documents, recruitmert and hiring of

personnel ..... payroll, timek.eeping oversee and maintain the ongoing
administration of the programs.

These duties and responsibilities fall within the Administrative Staff Assistant class

specification..... Positions within this class are expected to coordinate, prepare and
monitor the unit's budget and participate in vandus personnel related

activities,..... oversee the maintenance and processing of payroll and attendance

records; and direct and coordinate special programs and projects. The class spec for

Human Services Program Supervisor states that positions allocated to this title are

expe%cte,d to ....plan, develop, prepare, and monitorprogram work plan, goals, and

objecthves, prepare recommendations on the program budget, including staffing and

project activities. Management reiterated at the informational interview that this was a
vital duty for the subject position. It is relied upon to develop the goals and objectives

for this unit, and to link these goals and objectives to the department's. In addition, it is

also the expectation of this position to develop the policy and procedures for this

program and link them to other departmental programs.

PDQ 4% Administer office management functions which includes purchasing and

maintaining inventory, financial tracking ..... develop, maintain and
coordinate recognition plan ..... and programs.

These duties and responsibilities are found within the Administrative Staff Assistant

class specification...... Positions within this class are expected to coordinate and direct a

variety of office management functions and activities; prepare purchase request for

supplies and equipment; and develop and implement office procedures.

Our review and analysis revealed that the class spec for Administrative Staff Assistant

is a better match. We found the preponderance of duties and responsibilities assigned
to the subject position (coordinate, oversee, and supervise the work activities of 114

adult School Crossing Guards and one adult Crossing Guard Survey person;
coordirmie Adult School Crossing Guard programs and other school traffic safety

programs, administer office management functions; and setting goals and expectations
for the unit, and the preparation of unit budget....) is consistent with those characterized

within the class specification for Administrative Staff Assistant. The department is

encouraged to use their requested title "School Traffic Safety Supervisor" as a working
title for this position.

Recommendation:

Therefore, based on the above analysis, we recommend the subject position be
classified to the title of Administrative Staff Assistant, effective 1/23198, according to

departmental management.

Costing:

The implementation of this action will result in no additional cost to the department.



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

POSITION IDENTIFICATION

Department: Police

Classification Title: Programmer Analyst

Ordinance Title: Programmer Analyst

Position Number: 021505

Bargaining Unit: 030

Cla,;sification Title: Systems Programmer Analyst

Ordinance Title: Systems Programm---rAnalyst

Legislation Required: Yes

Current Salary: 18.37 - 21.42 (Range. N/A)

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

Bargaining Unit: 030 Recommended Salary: $ 18.37 - 21.42 (Range: N/A)

Remarks Title Change Only -- There s no cost assoc, ated

INCUMBENT STATUS

ncumbent:

I

I

rnpllementihg the above action"

In the Recommended Classification, Incumbent Standing is: No Change

titled Programmer Analyst to the corrected title Systems Programmer Analyst. I

The sUbject position 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 ProgrammerAnalyst was revised to

Systems Programmer Analyst on April 24, 1996, and we are now retitling positions still

Ana!y is and Recommendation

Recommended: Schematic Team90"
.

Classification Analyst(s)

Approved: Edie Jorgenseny/111 Classification Supervisor

Lidia Santiesteban Classification/Compensation Director

Norma McKinney Personnel Director



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date: June -10, 1998

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

No-,P-Ort

Department: Police

Classification Title: Data Processing Systems Analyst

Ordinance Title: Data Processing Systems Analyst

Position Number: 025085

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

.R.E.CQMMENDED ACTION

Classification Title: Systems Analyst

Ordinance 'fitle: Systems Analyst

Legislation Required: Yes

Bargaining Unit: 034 Recommended Salary: $20.19 - 2159 (Range: N/A)

Remarks Tifle Change Only.,

INCUM ENT STATUS

Incumbent:

Current Standing: Data Processing Systems Analyst

Recommended Standing: Systems Analyst

8poyq[s
...

a.p.0-Recornmendation

The title of Data Processing Systems Analyst was revised to Systems Analyst as a result of

the Classification Project. In order to update the position file and rid the system of titles no

longer appropriate to use, it is recommended that the sbbject position be allocated to the

title of Systems Analyst. This action is to become effective January 1, 1994, the date the

position was classified to the title of Data Processing Systems Analyst.

Recommended:

Approved: Edie Jorgensen

V
Lidia Santiesteban fir

Classification Analyst(s)

Classification Supervisor

Classification/Compensation Director

Personnel Director

I

I



CITY-OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

LR2~'e._ 0v08198__

POSITION IDENTIFICATION

Department: Police

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

CLASSIFICATION DETFRMINATION REPORT

Report No,
~ 98-2043

Finance, Budget and Accounting Manager 1

Finance, Budget and Accounting Manager 1

005000

030 Current Salary: $21.33hr. - $28.79hr.

RECOMMENDED ACTION

Classification Title: Finance, Budget and Accounting Manager 2

Ordinance Title: Finance, Budget and Accounting Manager 2

Legislation Required: Yes

Bargaining Unit: 030 Recommended Salary: $25.20hr. - $34.02hr.

Kemarks

INCUMBENT STATUS

Incumbent:

Current Standing: Finance, Budget and Accounting Manager I

Recommended Standing: Finance, Budget and Accounting Manager 2

In recommended standing, incumbent status is: NA
[ ]Regular; [ ] Probationary;

Authority: Personnel Rule

[ ] 23.100; [ ] 2.3.200;

Recommended: Carla H. Coward QV~
Approved: John Pearson

Lidia Santiesteban

Norma McKinney

Copy of MPDQ attached.

[ ]Temporary,

1%

[ ] 2.3.300.

Class/Comp Analyst

Class/Comp Supvervisor

Class/Comp Director

Personnel Director
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SOURCE OF REQUEST

This position was initially allocated by our consultants to Finance, Budget and

Accounting Manager 1. with a total point factor score of 284. The incumbent requested

a reconsideration of this allocation and received a hearing on October 24, 1997. This

hearing resulted in an increase in the point factor score to 377, which still placed the

position in Pay Zone 1. The incumbent felt that there were additional duties that had

not been considered in the reconsideration hearing and chose to exercise her right to

appeal this decision to the Civil Service Commission.

The fiist pre-conference hearing of the incumbent's appeal to the Civil Service

Commission was held on March 18, 1998. As a means to settle the issue, the

Classification/Compensation Director offered to review a new MPDQ which would

include additional duties not considered in 'the original MPDQ submitted by the

incumbent and her management.

ANALYSIS AND RECOMMENDATION

Scopeof Review The new MPDQ was reviewed by a team of class/comp

analysts to determine if the additional duties were significant enough to change the

point factor rating. This review resulted in higher points being given in the budget/fiscal

dimension for the fiscal responsibility of managing multiple funds, grants and contracts

for the Police Department and for the indirect management of the Police Departments

budget of $133,000,000.
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The point factor analysis yielded 423 total points in the Manager point factor system

resulting in a new allocation to Zone 2. The points for each dimension are listed below.

Point Factor Dimensions:

Program Policy Technical Budget/

Fiscal

Human

Resources

Communications Matrix

Low/60 Low/53 Low/47 Med/93 Med/87 Low/43 Low/40

Recommendation-

Based on the duties and responsibilities, we recommend that this position be

designated as a Finance, Budget and Accounting Manager 2, effective the date the

Civil Service Appeal was filed, January 26, 1998.

Costing

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

implementing this action would be $6,459.64. This figure includes any current and

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

would be $11,073.67. The calculations are based on the difference between the

midpoint of the current and the recommended salary pay zone and includes statutory

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



CITY OF SEATTLE

EXECUTIVE SERVICES
DEPARTMENT

CLASSIFICATICN DETERMINATION REPORT

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

RE-G.O.MMEN-DE-DACTION

Seattle Center

Administrative Specialist I

Administrative Specialist I

016288

030 Current Salary: $13.01 - $14.51 (Range-, 20.513)

Classification Title: Management Systems Analyst, Assistant

Ordinance Title: Management Systems Analyst, Entry

Legislation Required: Yes -

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

Recommended Standing: Management Systems Analyst, Assistant

In recommended standing, incumbent status is:

[ X ] Regular; Probationary: Temporary.

Authority: Personnel Rule

[ ] 2.3.100; X ] 2.3.200; 2.3.300.

Remarks: Reclassification

See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent:

Current Standing: Administrative Specialist I

Recommended: Team A
..A

Approved: Edie JoLgensen

Lidia Santiesteban
4

Norma McKinney LD
I I-ALV

Classification/Compensation Analyst(s)

Classification/Compensation Supervisor

Classification/Compensation Director

rsonnel Director
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Source of Reauest and Position Identificabon:
............

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

#016288 is located in the Technical Facility Management (TFM) Unit. This work unit

supports the Seattle Center by providing for the maintenance of the facilities throughout
the grounds, maintaining the grounds, and providing the labor support requisite to event

operations.

Background:

The department contends that a change in duties has occurred. This change is to

enable the TFIVI unit to receive projects, programs and accounting analyses in a

manner which facilitates planning and control of multiple operations in an economically

responsible fashion. This was brought about by a redistribution of workload in May,
'7
,, wh199,. ~ch resulted in the gradual accretion of a new body of work for the subject

pos.tion.

Position,audits were conducted 3/26/98 and 5/22/98 to clarify the duties as outlined in

the submitted PDQ.

Position Histo

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 2113/98, and submitted for this

review;

* Informoallional interviews with the position incumbent, 3126/98 and 5/22/98;

* Phone conversations with subject position's supervisor;

* Comparison to class specifications within the Systems Analyst and Management
Systems Analyst class series and for Administrative Specialist 1/4050004;

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

* Comparison to similar positions;

* Review of the organizational charts affecting the subject position;

* Position history records and related classification files.

Summary of Work:

The essential purpose of this position is to select, design and set up computer systems
and software programs; to create and maintain multiple interactive databases and

spreadsheets; and to ensure the software and hardware systems utilized are adequate
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to support the work of the Technical Facility Management Unit. In addition, the position
is expected to design a responsive and effective system of managing projects,

materials, and costs associated with massive maintenance activities throughout the

Department.

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. Therefore, to appropriately classify the subject
position, we reviewed and compared the information received at the informational

interviews, (3/26/98 and 5/22/98); phone conversations with the position's supervisor,

(3120198 - 4/2/98); and the duties and responsibilities as outlined on the submitted PDQ,
with. Administrative Specialist I class spec. We found that positions allocated to this

class perform the full range of general administrative support duties and/or several

speciaiized activities in support of a program. From our assessment, we concluded that

this class is no longer appropriate for the body of work this position performs. We found

the work to be clearly above clerical support staff, and to be systems related. Since the

subject position's work is systems related, we compared :ts duties and responsibilities

to class specifications within the Systems Analyst ($A) and Management Systems
Analyst (MSA) class series.

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

operational and administrative processing and reporting systems by analyzing data

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

organizational system that ac-hieves maximum efficiency from an operational

p rs
,

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

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

assure that the autornated 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.

The comparison revealed that the subject position's duties and responsibilities fall

within the parameters of the MSA class series. There are four levels in the series,

Assistant, Journey, Senior and Supervisor. The work of the classes is characterized as
follows:

Management Systems Analyst, Assistant: Positions in this class research and

analyze a variety of administrative and operational problems or issues regarding

Specific and/or detailed assignments by gathering and assembling data, researching
records and by performing statistical analyses.
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Management Systems Analyst: Positions assigned to this class provide advice and
service to management on specific operational and administrative processing and
reporting systems by analyzing data gathered, dcveloping information and considering
all available solutions and alternatives; and by preparing recommendations to

implement new systems, procedures or organization changes.

Senior Management Systems Analyst: Positions allocated to this class serve as a

project manager or lead over system design, development and implementation projects

involving considerable scope, complexity and long term commitments; analyze and
evaiuate the effectiveness of management controls, channels of communication,

operafing procedures, organization and flow of work; devise efficient methods of

accomplishing work and recommend solutions to resolve problems.

Management Systems Analyst Supervisor: Positions in this class plan, manage,
direct and evaluate large multi-faceted or multiple smaller projects for a city department;

develop policies and procedures for major programs; and supervise subordinate staff.

The position under review is relied upon to set up and administer the Network, and

design the databases for the TFM Unit. This position works with users to find out what
their systems needs are, determines if there is a need for systems upgrade, and
communicates the need to management. With the given information, the position then

selects, designs, installs, and tests the new computer systems and software programs.
When required, the position writes application interface and programs for project

tracking, as well as train systems users. In addition, this position creates and maintains

multiple interactive databases and spreadsheets to keep accurate and timely records of

over 5,000 projects annually,

Our analysis revealed that the duties and responsibilities as described in the class

specs for Management Systems Analyst Supervisor and Senior Management Systems
Analyst are beyond the scope and complexity of the position under review. Neither is

the subject position at the level of Management Systems Analyst. Positions allocated

to that class require the ability to originate new and different solutions to problems;
make oral and written reports and presertations; and prepare graphs, and charts

clearly, concisely and effectively. Since the position under review works on

assignments that are somewhat narrower in scope, and the issues it deals with are

comparatively easier to define, we resolved that the class spec for Assistant

Management Systems Analyst better describes the body of work of the said position.

R.e.c.p.mmendation:

Based on the above comprehensive analysis, we recommend position #016288 be

reclassified to the title of Assistant Management Systems Analyst, effective 5/1/97

according to departmental management.



I
-r0R1'

------ --.1-1-.......... I-- - ..... ------------------------------------

92AM-n-9-1.

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

implementing this action would be IIA&amp;W.65. 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.



CrrY OF SEATTLE
PERSONNEL
DWISION

CLASSIFICATTON DETEWMINATION REPORT

POSITlON IDENTIFICATION

Department: Seattle Public Utilities

Classification Title: Water Service Inspector, Senior

Ordinance Title: Water Service Inspector, Senior

Position Number: 011856

Bargaining Unit: 008 Current Salary: $19.40 - $20.17 (Range n/a)

RECOMMENDED ACTION

Classification Title: Capital Projects Coordinator

Ordinance Title: Capital Projects Coordinator

Bargaining Unit: 034 -

Legislation Required: yes Recommended Salary: $22.88 - $26.73 (Range n/a)

Remarks See reverse side of page for pertinent allocation information

INCUMBENT STATUS

Incumbent.

Current Standing: Water Service I zzpector, Senior

Recommended Standing: Capital Projects Coordinator

In recommended standing, incumbent status is:

[ ] Regular Probationary X
] Temporary (exam required)

Authority: Personnel Rule

2.3.100 2.3.200 X] 2.3300

Remarks: RECLASSIFIED. Change in union jurisdiction from Local 32 to Local 17

Recommended.-

Approved:

Steven Aspiras_"~_ -ZY*

Lidia Santiesteban

Sr. Classification/Compensation Analyst

Classificati o n/Compensat ion Supervisor

assification/Compensation Director

Norma McKinneYTV Personnel Director



I PERTINENT ALLOCATION FACTORS-Rept #97-1618A Page 2

Source of Reguest/Position Identification:

This position was reviewed as a result of Seattle Public Utilities changing its large

meter replacement program to a preventive maintenance mode of operation and away
from a reactive maintenance response. The subject position was originally redeployed
from within the Account Service Division in 1994 to support the meter replacement

program. Since that time, the importance of the meter replacement program and the

attention required to accomplish the work has increased. As large meters' age, SPU
finds it no longer economically feasible to maintain them as installed.

Position Hlisto!y:

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

Scope of Review:

Review of this position consisted of the following:

" Position Description Questionnaire (PDQ) submitted for this review;

" Class Specification No. 5056005\Water Service Inspector, Senior;

" Class Specification No.7204503\Capital Projects Coordinator, Assistant-,

" Class Specification No.7204504\, Capital Projects Coordinator;
" Position file contents;

" Review of the organization unit affecting the subject position.

Summai.y of Work:

The primary purpose of the position is to identify and prioritize meters which require

modification, replacement, or installation of remote reading equipment. The request is

the result of the inability to maintain meters or read them due to installation problems,

obsolescence, or improper application of the type or style of meter. The subject

position selects appropriate solutions to correct the situation, develops project plans to

accomplish the goals of the CIP project, and monitors performance of staff and/or

contractors.

Analysis:

Position allocated to classes within the Capital Projects Coordinator series coordinate

the planning, design and construction processes of capital improvement and other City-

funded/sponsored projects (CIP's). They ensure projects meet specifications and
standards including researching, budgeting and scheduling of CIP's; administering
consultant contracts; supervising construction; and monitoring project close-out. The

differentiating characteristic between the Assistant Capital Projects Coordinator class

(entry-level) and the Capital Projects Coordinator class (journey-level) is the size and

scope of projects assigned and the level of independent authority to complete the work.

Besides size and scope, prime factors considered in determining the level is the

complexity, monetary amount, difficulty and sensitivity of the assigned projects.
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Review of the Capital Project Coordinator, Assistant class specification confirmed that

a position at the Assistant level basically assists in the coordination of the planning,

design, and construction processes for capital improvement projects. Projects are of a

limited scope, whereby capital projects follow established procedures and involve less

planning and coordinating activities. Positions at this level have no independent

authority over a project.

Review of the current title of Senior Water Service Inspector verified that positions

allocated to that title review all project plans and specifications for water main, sewer,

utility undergrounding, and other construction projects and recommend possible

changes to plans. However, the main emphasis is to review and process applications

for new water service connections, evaluates existing services, provides service

information, investigates water service problems, and supports field maintenance

activities.

The essential purpose of the subject position as outlined in the PDQ are:

" Plans CIP projects by performing preliminary investigation and analysis, preparing

necessary documents, outlining scope of project, objectives of projects, ways to

meet objectives and major duties of project participants.

" Develop and negotiates schedules for design and construction. Monitors and

coordinates' activities of private contractors, SPU construction crews, consultants,

SPU engineering staff, customers and the public.

" Attends/leads planning meetings to develop and negotiate plans, standards,

scopes, schedules, and budgets for projects.

" Coordinates review of design prepared by SPU engineering staff and consultants,

and construction work by private contractors and SPU construction crews.

" Monitors and evaluates projects to ensure adherence to project specifications and

standards. Authorizes payment to contractors. Approves change orders and cost

changes.

The comparison above demonstrates that the position duties are at a higher level than

those of a Senior Water Service Inspector. SPU requested the journey level Capital

Projects Coordinator title. However, the duties of the subject position are typical of

positions at both the Assistant and base levels of the Capital Projects Coordinator

series. The distinguishing factors that separate the two levels are the size, complexity,

and monetary amount of the assigned projects. Work at the Assistant level may involve

routine maintenance projects whereby construction techniques used with existing

structures are well known and present no unusual engineering techniques. Projects at

the Assistant level are generally of a smaller scope than those assigned to higher

levels.

Review of the new organizational structure in SPU shows the Engineering Services

Branch being involved in significant CIP design and construction projects, including the

phased installation of the new $79 million Tolt 2 Pipeline in 1997-1999. Other ongoing

projects include seismic upgrade programs for dams, pipelines, tanks, and other critical

facilities. Further review also shows that the Resource Development Unit, formerly an

organization in the Water Department, also continues to be responsible for planning

major water capital improvement projects. Journey-level Capital Projects Coordinators
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in these units are involved in ensuring capital projects meet specifications and

standards including researching, budgeting, and scheduling of CIP's; administering

consultant contracts, supervising construction; and monitoring project close-out.

The subject position coordinates the planning, design, and construction for capital

improvement, large meter replacement projects andautomated meter reading projects,

Work includes initiating, monitoring, and overseeing project phases from beginning to

completion. Projects include major water line replacement and service work totaling

hundreds of thousands of dollars. Although the 1997 budget for large meter

replacement CIP projects is 1.3 million dollars, the main purpose of the Meter Shop is

to maintain over 170,000 water and sewer meters to optimize customer equity and

revenue recovery for SPU. The main CIP functions remain with the Engineering

Services and Resource Development units.

Recommendation:

Based on evaluation of the duties and responsibilities of position #011856, it is

recommended this position be reclassified to Assistant Capital Projects Coordinator.

This action should be effective 8/28/97, to coincide with the date the incumbent signed

off on the Position Description Questionnaire and subsequently verified by

management.

COSTING

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

implementing this action would be $8,378.26). This figure includes any current and

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

would be $11,171.02. 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.



ADDENDUM TO REPORT #97-1618

This position was reviewed on February 17, 1998, at the request of the Seattle Public

Utilities Department. Their request was for the position to be reclassified to Capital

Projects Coordinator. The recommended allocation was Capital Projects Coordinator,

Assistant. The incumbent 'with the support of management appealed the

recommendation.

A Reconsideration Hearing was held on June 5, 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 the Customer Services Branch Executive,

the position is independently responsible for the Water Meter Replacement Program,

and emphasized that the position also identifies and analyzes meters for accuracy and

revenue producing capabilities. Although the position may not have the same level of

responsibility traditionally associated with the base level Capital Projects Coordinator

(CPC), e.g., complexity, size, and controversial nature of the projects, the Branch

Executive reiterated how the position has independent authority over the projects.

Even though the monetary values of the projects are low ($75,000 average), the

independent nature of the work was shown with various examples, such as, working

with customers (Boeing, U.W., etc.) to identify and resolve usage issue; and

coordinating sensitive issues with internal

&
a
m

p
;

external contractors and municipalities on
construction projects (Sea-Tac meter replacement that involved Sea-Tac, Port of

Seattle, and private contractors), The main additional factor conveyed during the

reconsideration hearing was the independence this position is given and how 'It is

ultimately responsible for the entire Water Replacement Program. The position does

not report to a higher level CPC and is not located with other Capital Project

Coordinators. It is the sole CPC for the Program.

The Reconsideration Board consisting of John Pearson - Classification Supervisor,

Kathy Steinmeyer - Sr. Personnel Analyst from the Policy Unit, and Lidia Santiesteban

the Classification/Compensation Director, reviewed and considered the information

presented and agreed that the subject position is performing independent work beyond
that initially indicated. It is their recommendation that the subject position

- be

reclassified to the title of Capital Projects Coordinator.

The incumbent with management's concurrence also requested that the retro-active-

date be changed to April 3,1996.

COSTING

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

implementing this action would be $39,603.57. This figure includes any current and

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

would be $15,965.55. 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
PERSONNEL DIVISION

POSITION- IDEWIFICATI.QN
I.- - ----- - ----- - -----

- -: - PuN'~; Utilitiespa r~gner,'Z i

~assif~cation Title:

Assistant;';1!

Position Number: 008675 Current Salary $19.45, $20~ 19, $21.05, $21.86, $22.71

Bargaining Unit: 004 Range: NIA

Remarks:

REC'01VIMENDED ACT'ON

Classification Title:

Ordinance Title:

[--igineering Specialist, Associate

Civil Engineering Specialist, Associate

qaini~iq Unit:Barr 1.

Legislation Reqkj~red,

004 Recommended Salary: $21.05, 21.86,

`.`
iE.':-,'

2171, 23.59, 24.62

Range. NIA

11

Remarks

INCUMBENT STATUS

AssistantCurrent Standing:

Recommended Standing: 0:%;:i

In recommended standing, incumbem status is..

[ X I Regular [ ] Probationary Temporary (exam required)

Authority: Agreement between IFPTE Local 17

&
am

p; City of Seattle, Article 9.7.13.1.

Personnel Rule

I ] 2.3.100 2.3.200 2.3.300

Remark

Recommended: Team 2

Approved:

CLASSIFICATION DFTERM I NATION REPORT

1r, +i A I +

CIZ-1) %1(a U" va I U" I t= Y a kol

Class ificatio n/Corn pensation Supervisor

Lidia Santiesteban Class ification/C om pen sation Director

John Pearson

Norma McKinpe4 Personnel Director
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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 ~-Ut-oft~'e--1'

...

9- 97 reorganization consolidating the Water, Engineering and

parts of City Light Departments. That reorganization increased the size of units in the

Engineering Support Division; thus, additional lead drafting positions are required to provide

support for the consolidated drafting staff.

Position Historv

'P~~Iiio-

---

n

-----

N-o--.0-08675 was created in 1966 as a Civil Engineering Specialist in the

Engineering Department. The current incumbent entered the position as a Civil Engineering

Specialist Assistant in 1990. In the Classification Project (1994), the position was reviewed

and the classification confirmed; however, the incumbent appealed the action, claimed

higher level duties and requested the "Associate" level. The appeal was denied in the final

administrative review and by the Appeals Examiner with the position remaining at the

Assistant level. 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 July 9, 1997;

" Organization chart for the affected Engineering Support Section of SPU;

" Classification Specification #7201503 for Assistant Civil Engineering Specialist,-

" Classification Specification #7201504 for /
,
-ociate Civil Engineering Specialist,-

Classification Specification #7201503 for Senior Civil Engineering Specialist;

Class Project Final Administrative Review dated June 6, 1994 for Position No. 008675

Appeals Examiner Review (Case No. 060694D) dated July 10, 1995 for Position

#008675

Summary_qf Work

According to the PDQ submitted for this review, Position No. 008675 is responsible for

leading a group of Assistant Civil Engineering Specialists in preparing drawings for the

design process (primarily for CIP design work). In connection with this assignment, the

incumbent is expected to provide AutoCAD technical support to members of the drafting

team in this unit and to others elsewhere in the division.

Nearly 50% of the position's time is spent coordinating and assigning work, compiling plans,

working with Civil Engineers to identify and resolve design conflicts. Another 30% of the

time, the position is expected to collaborate with other units in the division. and the utility to

resolve software conflicts and to ensure that department standards are met and that the

new software packages can be used.

g:\oc\98team2\slee\clasrept\98-1 629
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Analysis

At the time of the Classification Project appeal, the incumbent claimed that working as a

lead AutoCAD Operator was sufficient justification to reclassify this position to the higher

Associate Civil Engineenng Specialist level. However, the response (correctly) identified

the AutoCAD software as a too[ used to perform the work of the position. At that time,

position documentation for this position indicated that it led one other position. Nothing in

previous position documents indicated technical assistance or support to coworkers or other

specialists outside the work unit.

In comparison, according to management's remarks on the current PDQ, the consolidation

of the Public Utilities Department increased the size of this position's work unit and has

changed its expectations. Since July 1997, Position No. 008675

".
. .

has been assigned duties that require a high level of technical

skill, ability to work under minimal supervision, the ability to lead

on projects, coordination of several projects simultaneously, and

the ability to teach and assist others."

In evaluating the new duties, it is useful to compare directly the duties to the relevant class

specification. That comparison follows:

----

Duty M

&
am

p;

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

b"o f J0 Duty Description from PDQ
----------------- ----- - ------

-,rpt froni Relevant SpecExcc
------ --------- - --- --- --

14A. Lead AutoCAD Operato - generate multiple Spec #7201504 - Assoc CE Spec

46% drawings, documents and maps for CIP "Positions ... work under general supervision,

projects, Assign work; clarify info from independently resolving most problems but

engineers-, identify design conflicts; prepare informing the supervisor of unusual or

time estimates; assist other design team controversial problems. This class may lead

members with similar conflicts and problem specialists or other support staff, or provide

resolutions technical guidance to other technical or

professional personnel."

14B Technical Support. AutoCAD resource to Spec #7201504 - Assoc CE Spec

32% Engr Svcs Branch. Standardize and write "Performs journey-level complex and difficult

procedures for AutoCAD and Eagle Point technical civil engineering . . .

activities

software; assist in solving UNIX computer includina drafting-, performing well-defined

problems in the design section; I design work;
. .

"Checks accuracy of work and computations

performed by other engineering personnel;

14C IMining- Train in the section and the division Spec #7201504 - Assoc CE Spec

2006 or branch on AutoCAD, Eagle Point and on "This class may lead specialists or other

how to gain access to GIS and its support staff, or provide technical guidance to

applications. other technical or professional personnel."

g:\cc\98team2\sleekciasrept\98-1629
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Given the PDQ submitted with this request, the appropriate classification for this body of

work is the Associate Civil Engineering Specialist. The position works at a higher level of

independence than does an Assistant I//; has greater responsibility for leading the work of

others as well as providing training and general technical resources.

Recommendation

We. recommend that Position No. 008675 be reclassified from Assistant Civil

Er,gineering Specialist to Associate Civil Engineering Specialist. The effective date of

this action should be July 9, 1997, the date the incumbent signed the PDQ.

Costing

If this report is implemented on the 1998 Second Quarter Ordinance, the maximum

estimated cost of this action would be $4,772.22 which includes current and retroactive

costs. The ongoing annual cost of this action would be $4,405.13. 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:\ccN98team2Wee\ciasreptk9g-1629
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CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT
PERSONNEL DIVISION

CLAS,v3IFICATION DETERMINATION REPORT

'SIT 1FICATI

Department.- bl;:,- Utilities

Classification Title: Q0 Engineering Spedla~istk, Ass~st,--~rlt

Or,:Hnance Tifle~ nL i

Position Number: 008709 Current Salary $19.45, $20.19, $21.05, $21,86, $2231

Bargaininq Unit: 004 Range: N/A

Remarks-

REC OMMENDED ACTION

Classification Title- Civ;:~ Enc_-,ineering Specialist, Associate

Ordinance Title: Civil Engineering Specialist, Associate

Bargaimng Unit: 004 Recommended Salary: $21.05, 21.86, 22.71, 23,59, 24.52

Legislation Reqoired: YE'~-; Range: NIA

Remarks
IL

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

Personnel Rule

2.3.100 2.3.200 2.3.300

Current Standing: Civ~,! Engineering S~,,eC'-Jist, Assistant

Recommended Standing: Civo

In recommended standing, incumbent status Is.

[ X I Regular I ] Probationary Temporary (exam required)

Authority: Agreement between IFPTE Local 17

&
a
m

p
;

City of Seattle, Article 9.7.B.I.

INCUM13ENT

Remarks:

Recommended:

Approved:

g:\cc~98team2Wee\dasreptNS8-1631

Team 2

Norma McKinn

Class ification/C ompensation Analyst(s)

Classification/Compensation Supervisor

lassification/Compensation Director

(Aetk4 Personnel Director



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 Reauest and Position Identification

This request came out of the 1997 reorganization consolidating the Water, Engineering and

parts of City L~qht Departments, That reorganization increased the size

o
f.
, units in the

Engineering Support Division; thus, additional drafting positions performing technically

complex design and drafting as well as technical AutoCAD support are required for the

consolidated staff

Position Histo!y

Position No. 008709 was created in 1968 as a Civil Engineering Specialist in the

Engineering Department. The current incumbent entered the position as a Civil Engineering

Specialist Assistant in March 1997. During the 1997 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 14, 1997;

Organization chart for the affected Engineering Support Section of SPU;

Classification Specification #7201503 for Assistant Civil Engineering Specialist,-

Classification Specification #7201504 for Associate Civil Engineering Specialist,

SumrnaM9f Wqrk

According to the PDQ submitted for this review, Position No. 008709 is responsible for

performing advanced AutoCAD design work, preparing base maps, contract plans as well

as contour maps, road profiles and cross sections. Additionally, the position provides lead

and/or technical support to other Civil Engineering Specialists in the work group in preparing

drawings for the design process. In connection with this assignment, the incumbent

provides AutoCAD technical support to members of the drafting and design team in this

unit.

Eighty percent of the position's time is spent in technically complex drafting using the

AutoCAD or Eagle Point software systems. This activity may include assisting other Civil

Engineering Specialists in resolving technically complex AutoCAD problems. The position

is expected to work with a high degree of independence and resolve most drafting or

AutoCAD problems without consulting the supervisor.

g:\cc~98team2Weekciasrept\98-1631
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The position is also expected to provide technical lead or support assistance to other Civil

Engineering Specialists on particular projects.

Anal sis

According to management's remarks on the current PDQ, the consolidation of the Public

Utilities, Department increased the size of this position's work unit and has changed its

expectations. Since Ju!y 1997, Position No. 008709

".
. .

is expected to take on the most technically challenging work,

assist less skilled workers, require little supervision, and
. . .

act as

a lead on projects. .

In evaluating the new duties, it is useful to compare directly the duties to the relevant class

specifi~-;atinn. That compariso r-.
fol!ows:

- -- - ------ -

Duty ID

-------
.......... ------ ------------- _- --- - - ---------- - --------------- . .......

%of Job
-----------

Duty,.Descrjptiomfrom P1 Excerpt from Relevant Class Spec
............. . ____ - - - ----- ----------- -------------------

-_ac~:vanced Autc)CAD drafting; Si.-3c#7201504 -.Assoc CE Spec

70% help, troubleshoot problems in AutoCAD for "Performs journey-level complex and difficult

other drafters and designers. Write script technical civil engineering. . .
activities

routines automating commands; ident4 including drafting; performing well-defined

problems and remedy them; work with a I design work; . .
."Positions ...

work under

minimum of supervision. general supervision, independently resolving

most problems but informing the supervisor of

unusual or controversial problems.

14B. EaglePoint Software. Create base maps Spec #7201504 - Assoc CE Spec

10% requiring interpreting survey data; create

contour maps, profiles and cross sections; "Checks accuracy of work and computations

check work to insure datais correct; trouble performed by other engineering personnel; .

shoot problems

14C Organizing Organize projects including Spec #7201504 - Assoc CE Spec

10% tracking documents, drawings and workload "Researches and verifies data pertaining to

information; estimate time and derive creative maps and drawings. Interprets . notes, field

solutions when deadlines and/or budgets are checks, surveys and existing records to assure

tight. that maps and drawings are accurate and

reflect improvements.

Given the PDQ submitted with this request, Position No. 008709 is not currently classified

appropriately. The primary emphasis of this position's work is on technically complex

drafting assignments, some project management duties and the technical support of other

Specialists. The position works at a higher level of independence than does an Assistant

///; has greater responsibility for insuring the accuracy of maps, surveys, drawings and other

gAcckg8tea rn 2Wee\dasreptk98-1 631



project drawings and documentation. Therefore, the appropriate classification for this body
of work is the Associate Civil Engineering ~pecialist.

Recommendation

We recommend that Position No. 008700. be reclassified from Assistant Civil

Engineering Specialist to Associate Civil Engineering Specialist. The effective date of

flnis aCtion should be August 14, 1997, the date the incumbent signed the PDQ.

Costinq

If this report is implemented on the 1998 Second Quarter Ordinance, the maximum
estimated cost of this action would be $4,221.58 which includes current and retroactive

costs. The ongoing annual cost of this action would be $4,405.13. 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.
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CITY OF SEATTLE
EXECUTIVE SERVICES

DEPARTMENT

CLASSIFICATION DETERMI

POSITION IDENTIFICATION
- - ------ -------- ----

Department,
Classification Title:

Ordinance Title:

I

I

Position Number.

Bargaining Unit-

RECOMMENDED ACTION

Classification Title: Civil Engineering Specialist, Assistant

Ordinance Title- Civil Engineering Specialist, Assistant III

Legislation Required: Yes

Bargaining Unit: 004 Recommended Salary: $19.45 - 22.71 (Range: n/a)

Remarks-

INCUMBENT STATUS
Incumbent:

Current Standing: Field Engineering Specialist, Assistant III

Recommended Standing: Civil Engineering Specialist, Assistant III

In recommended standing, incumbent status is;

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

Authority, Personnel Rule

[ X 12.3.100;

Romarks. Title change only

this position be allocated to the title of Civi! Engineering Specialist, Assistant effective April

15,1998. Seniority is not affected by this action.

[ ] 2.3.200; [ ] 2.3.300.

ANALYSIS AND RECOMMENDATION

The title of Field Engineering Specialist, Assistant-was changed to Civil Engineering

Spedaiist, Assistant as a result of the Classification Project. In order to update the

position file and rid the system of tities no longer appropriate to use, I recommended that

Recommended: Susie Hansen Farrieff Classification/Compensation Analyst

Approved: Edie JoEgensen_ Classification/Compensation Supervisor

Lidia Santiestebari-t Classification

.

/Compensation Director

NormaMcKinn,eLOL.-Personnel Director

~ATION REPORT

Seattle Public Utilities

Field Engineering Specialist, Assistant

Field Engineering Specialist, Assistant III

023595

004 Current Salary: $19.45 - 22.71 (Range: n/a)



CITY OF SEATTLE
EXECUTIVE SERVICES
DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

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

Department:
Classification Title:

Ordinance Title:

Position Number:

R-2ra2inina Unit:

Remarks'.
.

Title change only

Bargaining Unit*. 004 Recommended Salary: $21.05 - 24.52 (Range: n/a)

Seattle Public Utilities

Field Engineering Specialist, Associate

Field Engineering Specialist, Associate

008800

004 Current Salary: $21.05 - 24.52 (Range: n/a)

RECOMMENDED ACT110.N

Classification Title: Civil Engineering Specialist, Associate

Ordinance Title: Civil Engineering Specialist, Associate

Legislation Required: Yes

In recommended standing, incumbent status is:

[ X ] Regular; [ ) Probationary- Temporary.

INCUMBENT STATUS
Incumbent:

Current Standing: Field Engineering Specialist, Associate

Recommended Standing: Civil Engineering Specialist, Associate

Authority: Personnel Rule

[ X ] 2.3.100;

Rem2rks: Title Change Only

.

pos t on ile and rid the system of titles no longer appropriate to use, I recommended that

this position be allocated to the title of Civil Engineering Specialist, Associate effective

Apdl 15, 1996, Seniority is not affected by this action.

2.3.200; [ ]
2.3.300.

ANALYSIS AND RECOMMENDATION
-- ... - ............... . ... . ........

The title of Field Engineering Specialist, Associate was changed to Civil Engineering

Sne~ciafist Associate as a result of the Classification Proiect. In order to undate the

L Classification/Compensation AnalystRecommended: Susie Hansen FarA
Approved: Edie JoEgensen - Classification/Compensation Supervisor

Lidia Santiesteban'

Norma McKinney

Class ification/Compensatio n Director

rsonnel Director



CITY OF SEATTLE

EXECUTIVE SERVICES
DEPARTMENT

June 4.

POSITION IDE

CLASSIFICATION DETERMINATION REPORT
L~

199181 Report No.,

TIFICATION

Department:
Classification Title:

Ordinance Title:

Position Number,

Bargaining Unit:

Seattle Public Utilities

Public Information Supervisor

Public Information Supervisor

024202

030

98-1~150 I

Current Salary: $21.67 - $25.23 (Range: 35.0

RECOMMENDED ACTION

Classification Title: Public Relations Supervisor

Ordinance Title: Public Relations Supervisor

Legislation Required: Yes

Bargaining Unit- 030 Recommended Salary, $21.67 - $25.23 (Range: 35.OA)

INCUMBENT STATUS
Incumbent:

Current Standing: Public Information Supervisor

Recommended Standing: Public Relations Supervisor

In recommended standing, incumbent status is:

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

Authority: Personnel Rule

[ X ] 2.3.100; [ ] 2.3.200; 2.3.300.

1 emarks: Title chanae on1v

ANALYSIS AND RECOMMENDATION
------------- -

Arl ordinance was passed as part of the Classification Project legislating the new title of

Public Relations Supervisor to replace the title of Public Information Supervisor. In order to

update the position file and rid the system of titles no longer appropriate to use, it is

recommended that the position number 024202 be retitled to Public Relations Supervisor,

effective 4/16/98. This action is necessary so that the pay title matches the class

spedtcation title. Seniority is not affected by this action.

Recommended: Irene Ogunyemi Class ificatio n/Com pe nsati on Analyst

Approved: Edie Jorgensen Classification/Compensation Supervisor

Lidia Santiesteb Classification/Compensation Director

I rsonnel DirectorNorma McKin22JJ



CITY OF SEATTLE
EXECUTIVE SERVICES
DEPARTMENT

CLASSiFICATION DETERMINATION REPORT
- --- ------ -- . . . .......... ..... - ------ -- ... ----- ------ -----

POSITION IDENTIFICATION
- ----------- --

Department:
Classification Title:

Ordinance Title:

Position Number:

I Bargaining Unit:

Seattle Public Utilities

Public Information Specialist, Senior

Public Information Specialist, Senior

022302

0 3~ 0 Current Salary. $20.04 - $23.35 (Range: 33.OA)J

RECOMMENDED ACTION

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

Classification Title: Public Relations Specialist, -Senior

Ordinance Title: Public Relations Specialist, Senior

Legislation Required: Yes

INCUMBENT STATUS
- - - -1- ................. . .....

Incumbent:

Current Standing: Public Information Specialist, Senior

Recommended Standing: Public Relations Specialist, Senior

In recommended standing, incumbent status is:

I
X I Reaular: [ ] Probationary: Temporary

Authority: Personnel Rule

[ X ] 2.3.100; Z3.200;

Remarks- Title change only

the Idass specification title. Seniority isnot affected by this action.

Norma McKinne &amp;..-.~ersonnel Director

ANALYSIS AND RECOMMENDATION
........... --.-

An ordinance was passed as part of the Classification Project legislating the new title of

Public Relations Specialist, Senior to replace the title of Public Information Specialist,

Senior. In order to update the position file and rid the system of titles no longer appropriate

to use, it is recommended that the position number 022302 be retitled to Public Relations

Sped'alist, Senior, effective 4/16/98. This action is necessary so that the pay title matches

Recommended: Irene 0gunyerni iao,. Classification/Compensation Analyst

Approved:

[ ] 2~3.300.

Class ifi cation/Co mpens ation Supervisor

Lidia Santiesteban ',tVA,-Iassification/Compensation Director

Edie Jorgensen ~~



06103/98

EXECUTIVE SERVICES DEPARTMENT, PERSONNEL DIVISION

APEX MARKET GROUP ALLOCATION

EXECUTIVE COMPENSATION REVIEW COMMITTEE.

POSITION I ENTIFICATION:

Department: Seattle Public Utilities

Current Job Title: Director X11

Current Incumbent:

Position Number: 00021935

Current Salary Range Top Step: $77,987

Requested Market Group: Not specified

ECRC DECISION:

ECRC approves as follows:

Market Group: 2_, [ClasslComp recommendation: 21

I Ir [ClasslComp recoEffective date: IZ?l mmendation: 117198]

Authorized To Compensate In Adjoi5jq Market Group:

Signature of ECRC Representative:

Date of ECRC Approval:

ANALYSIS: This position still has the pre-APEX budget title of Director X11, and the

purpose of this review is to place it properly within the APEX system. The position

heads the Community Services Division, which is one of five divisions within the

Resource Management Branch of the Seattle Public Utilities Department. The Directors

of the other four divisions are Executive 2, and the Branch Executive is an Executive 3.

A team of Class/Comp Analysts evaluated this position using the APEX Criteria Matrix

Summary. Based on the rating matrix, and on the alignment of four other peer directors

at the Executive 2 level, our recommendation for this position is Executive 2. It may be

noted that this is a ','strong" Executive 2 recommendation. Based on the rating matrix,

the team rated the position as medium for Hierarchical Orientation and high for Scope

and Impact. For Strategic Significance, the team's consensus rating is medium,

although the team considered a "high" rating based on this position's level of

environmental stewardship as a result of being in charge of environmental partnerships

and resource allocation. If Strategic Significance were rated as High, then a case could

be made for Executive 3 for this position. However, both the rating matrix and the

internal organization justify a recommendation of Executive 2 at this time.

CF:H\apexetc\reports\spu6-98
C/C log #98-1810



CITY OF SEATTLE
EXECUTIVE SERVICES.

DEPARTMENT

Date: June 4, 1998 Report No-,

CLASSIFICATION DETERMINATION REPORT

POSITION IDENTIFICATION

Department,
Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit-

Susie Hansen

RECOMMENDED ACTION

Classification Title: Civil Engineering Specialist, Assistant

Ordinance Title: Civil Engineering Specialist, Assistant III

Legislation Required: Yes

Bargaining Unit: 004 Recommended Salary: $19.45 - $22.71 (Range: ELa)]

INCUMBENT STATUS
Incumbent:

Current Standing: Field Engineering Specialist, Assistant III

Recommended Standing: Civil Engineering Specialist, Assistant III

in recommended standing, incumbent status is: n1a

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

Authority: Personnel Rule

[ X ] Z.3.1 00; 13.200;

Remarks: Title Change Only

[ 12.3.300.

ANALYSIS-AN.D.RE'COMMENDATION

The title of Field Engineering Specialist, Assistant was changed to Civil Engineering

Specialist, Assistant as a result of the Classification Project. In order to update the

position file and rid the system of titles no longer appropriate to use, I recommended that

this position be allocated to the titie of Civil Engineering Specialist, Assistant effective

April 15; 1998. Seniority is not affected by thisaction.

Recommended:

Approved:

98-1887

Seattle Public Utilities

Field Engineering Specialist, Assistant

Field Engineering Specialist, Assistant III

023596

004 Current Salary: $19.45 - $22.71 (Range: n/a)_

d
rr Classification/Compensation Analyst

ie Jo[2ensen, ,~6 Classification/Compensation Supervisor

Lidia Santiesteba~: lassification/Compensation Director

/I

ersonnel Director



CITY OF SEATTLE
PERSONNEL DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

Date" June 11, 1998

POSITION IDENTIFICATION

Department: Seattle Public Utilities

Classification Title: Data Processing Systems Analyst, Senior

Ordinance Title: Data Processing Systems Analyst, Senior

Position Number: 023091

Bargaining Unit: 030 Current Salar

Schem'5tic Te

RECOMM E-NDED-ACTION

Classification Title: Senior Systems Analyst

Ordinance Title: Senior Systems Analyst

Legislation Yes

Required:

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

Remarks FX'6 cr"~;"~Cx or"'1'

I-N-CUMBENT STATUS

Incumbent:

Thare i~ ro costasso

Current Standing: Data Processing Systems Analyst, Senior

Recommended Standing: Senior Systems Analyst

Analysis.and Recommendation

ar

The tiflec-)f Data Processing Systems Analyst, Senior was revised to Senior Systems

Analyst as a result of the Classification Project. In order to update the position file and rid

the system of titles no longer appropriate to use, it is recommended that the subject

position be allocated to the title of Senior Systems Analyst. This action is to become

effective January 1, 1992, the date it was classified to the title of Data Processing Systems

Analyst, Senior.

q/

Recommended:
a

Classification Analyst(s)

Approved: Edie Jorgenskjohn PearsoV Classification Supervisor

Lidia Santiesteban

15

Report No- 98-1889

: $23.78 - 27.73 (Range: 37.5A)

ir

Norma McKt!i~

Classification/Compensation Director

Personnel Director



CITY OF SEATTLE
PERSONNEL
DIVISION

I Date: 6/22/98

CLASSIFICATION DETERMINATION REPORT

Report No.: 98-1

PQ,SiJ_1QN QENTH:-lQATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Barnaininn Unit-

Seattle Public Utilities

Civil Engineer, Assistant

Civil Engineer, Assistant III

016785

034 Current Salary: $ 2&amp;60 - $ 24.05
1

RECOMMIENDED ACTION

Classification Title- Civil Engineer, Associate

Ordinance Title: Civil Engineer, Associate

Bargaining Unit: 034

Legislation Required: yes Recommended Salary: $22.26 - $25.97

Remarks: Reallocation. See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent:

Current Standing: Civil Engineering, Assistant

Recommended Standing- Civil Engineer, Associate

In recommended standing, incumbent status is:

[ ]Regular [ ] Probationary [
X

] Temporary (exam required)

Authority: Personnel Rule

2.3.100 2.3.200 2.3.300

I

Remarks: Per Article 9.7C of the Local 17 Bargaining Agreement

Recommended:

Approved:

Steven Aspiras Sr. Classification/Compensation Analyst

Edie JoMensen lass ification/Compensation Supervisor

Lidia Santiesteba Classificati on/Co mpe nsation Director

Norma McKinnqi~xl~" Personnel Director



I
PERTINENT ALLOCA-1 ION FACTORS - Rpt #98-1890 Page 2

1

Source of Reguest/Position Identification:

This position was reviewed as a result of a Departmental request. Position No. 016785

is located in the Transportation Design Division (TDD) that provides the following

design services: Roadway, Signal and Lighting, and Structural. TDD prepares design

plans and contract bid documents for primarily Transportation Capital Improvement

projects, but also provides them for other clients such as Seattle Public Utilities, City

Light, Parks, WSDOT, and other private/public agencies. Other services provided

include plan reviews for private development and street vacations, legal advice on

claims, design expertise and guidance during project initiation, design and construction,

and development of transportation studies. The subject position is in the Roadway
Design section that designs surface improvements (such as roadways, sidewalks,

bridge alignments, bikeways and trails) in the public RIVV, and provides highway

capacity analysis, geometric design, channelization, and review of consultant and

private developer designs.

Position Histo!y:

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 (PDO) submitted for this review-,

" Class Specification Nos. 7004503\Civil Engineer, Assistant and 7004504\Civil

Engineer, Associate;

" Position file contents;

" Comparison to similarpositions;

" Review of the organization unit affecting the subject position;

" and related classification files.

Summary of Work

The primary purpose of this position is to act as the lead designer on a number of

complex projects in which multi design groups are involved, The position provides the

roadway design elements as well as coordinates the work of all other design groups. It

coordinates closely with the Project Manager and Seatran lead, and conducts

presc,mtations to the community, business groups, and Seattle Design Commission. As
the technical expert regarding roadway design elements, the position responds to the

units' needs on projects in terms of scope, schedule and budget.
,

This position

communicates with all people (whether public or private) regarding designs related to

survey improvements, as well as preparation of contract documents for construction,



I PERTINENT ALLOCATION FACTORS - Rpt #98-1890 Page 3
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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 ffl-"~.

Analysis:

The Assistant Civil Engineer (CE Asst.) class series can be characterized as

performing entry-level professional civil engineering work in the planning, design,

construction, operation and maintenance of municipal public works, utilities and
services projects. The Assistant can be distinguished from the Civil Engineer

Associate (CE Assoc.) level by the lower degree of complexity of work assigned and
the greater amount of supervision received. Representative duties of an Associate

level include: serving as project engineer on public works, utilities and service projects;

supervising a group of engineers and specialists in the preparation of preliminary and

long range plans, estimates and budgets, detailed final construction plans,

specifications, special conditions and agreement; coordinating and reviewing the work
submitted by consultants; reviewing final plans, specifications, special conditions and

agreements and coordinating the work of contractors, affected public agencies and

utilities; preparing final reports and estimates; approving contract change orders; and

responsibility for carrying out difficult special projects as assigned.

The subject position is most similar to the CE series by the lead responsibilities over

roadway designs. CEs generally work on the design. and development of design

criteria, originating projects, and checking and monitoring them through their various

phases. Review of the subject position confirmed the responsibilities for coordinating
the projects design both with internal and external contacts, and acting as the technical

expert regarding roadway design elements. The position coordinates with outside

agencies, City departments, community groups and other interested parties impacted

by CIP roadway design projects, through design to construction. It performs the final

inspection of projects and provides the construction inspector punch list items if

required.

R-ecommendation:

Based on evaluation of the duties and responsibilities of position #016785, it is

recommended this position be reallocated to Civil Engineer, Associate. This action

should be effective 5/21/98, to coincide with the initial date the incumbent and

supervisor sioned off on the PDQ.

Costing:

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

implementing this action would be $3,115.23. This figure includes any current and
retroactive (if applicable) cost for this action. The ongoing annual cost for this action

would be $4,672.84. 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 DEPARTMLNT,

CLASSIFICATION DETERMINATION REPORT

Data~ March 27,1998

POSITION IDENTIFICATION

Department: Transportation

Classification Title: Truck Driver

Ordinance Title: Truck Driver

Position Number: 007835

Bargaining Unit: 006 Current Salary: $17.05 - 17.74 (Range: N/A)

RECOMMENDED ACTION
---- - --------------

Classification Title: Heavy Truck Driver

Ordhiaiice Title: Heavy Truck Driver

Legislation Required: Yes

Bargaining Unit: 006 Recommended Salary: $17.92 - 18.66 (Range: NIA)

Remarks See next page for pertinent allocation information

INCUMBENT STATUS

Incumbent:

Current Standing: Truck Driver

Recommended Standing: Heavy Truck Driver

In recommended standing, incumbent status is:

[ ]Regular Probationary X ]Temporary

Authority: Personnel Rule

2.3100 2.3200 X ] 2.3.300

Remarks:

Recommended: Team B N IZU

Approved:

U
Edie Jorgensen

Lidia Santiesteba

Norma McKinney

Classification Analyst(s)

Classification Supervisor

Classification/Compensation Director

Acting Personnel Director



POSITION IDENTIFICATION AND SOURCE OF-REQUEST

This review is in response to a Step 3 grievance filed by Local 21 on behalf of the

employee. Local 21 is of the opinion that the subject position is regularly and

routinely being assigned to work as a Heavy Truck Driver. As a remedy to the

situation, Local 21 is requesting that the position be reallocated to the title of

Heavy Truck Driver.

Background

Position #007835 is located in the Equipment Pool of the Asphalt Paving Section

with the Seattle Transportation Department. The subject position, however, is on

loan to the Seattle Public Utilities Department (SPU). The assignment to SPU

b-gan April 15, 1996.

SCOPE OF REVIEW:

This review was -onducted by Gail Thomp_-z;,-,, a Classification Analyst assigned

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

* the Position Description Questionnaire (PDQ) dated November.21, 1997;

* class specifications in the Truck Driver class series;

+ a telephone conversation with unit manager (SEATRAN) and the unit crew

chief and supervisor (SPU);

* an interview with the subject incumbent;

* comparison to similar positions;

+ position history records.

SUMMARY OF WORK

The subject position is essentially responsible for operating a truck and tilt trailer

to haul heavy construction equipment and materials to and from the job site on a

daily basis.

driving a truck with a gross vehicle weight of 40,000 pounds;

hauling large construction equipment, materials and set-up to and from job

sites;

determining the most appropriate route to take to the job site;

performing a pre-trip inspection of the truck and equipment, including cleaning

and making minor repairs;

maintaining a variety of records such as, mileage, service, crew reports, etc.

NO TE- For a complete listing of ffie subject positlon'sresponsIbilities, see the PosItion Description

Quesfionnaire (PDO), alaled No vember 2
1, f997, and submIfted forpurposes of#71s

revie w.



The appropriate class series for purposes of this review is Truck Driver. This two

level class series consists of the titles Truch, Driver and Heavy TrucA-Driver Each class

is responsible for driving trucks to the assigned job site. The classes are

distinguished by the Heavy Truck Driver's hauling of trailer or tractor traller combinations.

ANALYSIS:,

The work of the subject position is somewhat restricted in scope and the incumbent

often repeats routine assignments, such as transporting, materials and equipment to

and from the work site. However, the overall expectation is consistent with that

assigned to other Heavy Truck Drivers within the department and throughout the City.

Positions within this class are responsible for driving a truck/trailer combination to

haul materials and/or equipment to and from job sites and for the safe operation of

the truck.

ne primary responsibility of the subject position, accordiog to management, is to

drive a truck (40,000lbs. gross vehicle weight)with a trailer (20ton)to and from the job site

daily. The daily hauling of the trailer reflects equipment and excavation procedural

changes that went into effect approximately three years ago.

Based on the above review, we conclude that on April 15, 1996, the subject position

was assigned a new set of duties when it was'loaned'to SPU. The new set of duties

have resulted in a classification change.

Note AccordIng to management the Incumbent was compensated /orperforming ffie higherlevel

duties #7rougI7 out-of-class.

Recommendation

It is our recommendation that the subject position be reallocated to the title of Heavy

TruckDriver This action is to become effective October 23, 1996, thirty (30) calendar

days prior to the initial filing of the grievance.

COSTING

If imnlemented on the 1998 Third Quarter Ordinance, the maximum estimated cost of

implementing this action would be $4,465.97. This figure includes any current and

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

would be $2,239.07. 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:

I
Bargaining Unit:

I RECOMNIERPI~Q ACTI

Classification Title-

Ordinance Title:

LN

Seattle Transportation

Field Engineering Specialist, Assistant

Field Engineering Specialist, Assistant III

021634

004 CurrentSalary- $19.45 - $22.71 (Range- a

Civil Engineering Specialist, Assistant

Civil Engineering Specialist, Assistant III

Yes

004 Recommended Sala

1, Legislation Required:

Bargaining Unit:

Recommended Standing: Civil Engineering Specialist, Assistant III

In recommended standing, incumbent status is: nia

[ X ] Regular; [ I Probationary: Temporary.

INCUMBENT STATUS
Incumbent:

Current Standing* Field Engineering Specialist, Assistant III

Authority: Personnel Rule

[ X ] 2.3.100;

Remarks: Title Change Only

this position be allocated to the titie of Ci'vi~ Engineering Specialist, Assistant effective

] 2.3.200;I [ ] 2.3.300.

ANALYSIS AND RECOMMENDATION
.. . .......... --

The title of Field Engineering Specialist, Assistant was changed to Civil Engineering

Specialist, Assistant as a result of the Classification Project. In order to update the

position file and rid the system of titles no longer appropriate to use, I recommended that

April 15,1998. Seniority is not affected by this action.

Recommended: Susie Hansen Farri-K Classification/Compensation Analyst

Approved: Edie J2M2,nsen
_
ns

,

Classification/Compensation Supervisor

Lidia SantiestebanLk~%lassification/Compensation Director

Norma McKinn24JVZPersonnel
.

Director



CITY OF SEATTLE
EXECUTIVE SERVICES

DEPARTMENT

Date- june

CLASSIFICATION DETERMINATION REPORT

I U198

POSITION IDENTIFLC-ATION

Department.
Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

Report No.

Seattle Transportation

Field Engineedng Specialist, Assistant

Field Engineering Specialist, Assistant III

008738

004

81.1

'Am- k1-

1130

Current Salary: $19.45 - $22.71 (Range: n/a

RECOMMENDED ACTION

Classification Titio: Civil Engineering Specialist, Assistant

Ordinance Title: Civil Engineering Specialist, Assistant III

Legislation Required: Yes

Bargaining Unit, 004

Remarks:

r_-

Recommended Salary: $19.45 - $22.71 (Range: n/a)

INCUMBENT STATUS
Incumbent:

Current Standing, Field Engineering Specialist, Assistant III

Recommended Standing: Civil Engineering Specialist, Assistant III

In recommended standing, incumbent status is:

[ X ] Regular;

Authority: Personnel Rule

I X ] 2.3.100;

Remarks: Title Change Only

ANALYSIS AND RECOMMENDATION

[ ] 2.3.200;

[ I Temporary.

[ ] 2.3.300.

The title of Reid Engineering Specialist, Assistant was changed to Civil Engineering

Specialist, Assistant as a result of the Classification Project. In order to update the

position file and rid the system of titles no longer appropriate to use, I recommenaeo tnat

his position be allocated to the title of Civil Engineering Specialist. Assistant effective

April 15, 11 998. Seniority is not affected by this action.

Recommended: Susie Hansen Fair~~fi Cla~sification/Compensation Analyst

Classification/Compensation SupervisorApproved: Edie Jo[2ensen.,

Norma McKimeyl

[ ] Probationary:

Class ification/C ornpensation Director



CITY OF SEATTLE

PERSONNEL DEPARTMEN't

CLASSIFICATION DETERMINATION REPORT

Date, June 2, 1998 Report No,~ 98-1874

POSITION JQENTIFIC ATION

Department: See Exhibit A

Classification Title: See Exhibit A

Ordinance Title: See Exhibit A

Position Number: See Exhibit A

Bargaining Unit: 030 Current Salary: See Exhibit A (Range: See Exhibit A)

RECOMMENDED ACTION

Classification Title: See Exhibit A

Ordinance Title: See Exhibit A

Legislation Required: See Exhibit A

Remarks:

INCUMBENT STATUS
- - - - --- - --------
Incumbent:

Current Standing:

See Exhibit A

See Exhibit A

Recommended Standing: SeeExhibitA

In recommended standing, incumbent status is-

Recommended: Schematic T Classification Analyst(s)

Edie Jorgensen -~J~ Classification Supervisor
V-

Lidia Santiestebany~Classification/Compensation Director

Personnel Director



CLASSIFICATION DETERMINATION

EXHIBIT A

REPORT NO.: 98-1874

RECOMMENDED ORDINANCE TITLE:

RECOMMENDED CLASSIFICATION TITLE:

Incumbent:

Position No.:

Current Classification Title:

Current Title:

Remarks: There is no change in the empioyee's incumbency sta-tus.

.... . ... . ..

as a result of the Classification Project. In order to update the position file and rid the system

of titles no longer appropriate to use, it is recommended that the subject position be allocated

to the title of Systems Analyst, Senior. This action is to become effective January 1, 1993, to

coincide with the date the position was classified to the title of Data Processing Systems

RECOMMENDED SALARY: $23.78-27.73

(Range: 37.5A)

Systems Analyst, Senior

Systems Analyst, Senior~

Department: SEATRAN
008758 Current Salary: $23.78 - 27.73

Data Processing Systems Analyst, Senior

Data Processing Systems Analyst, Senior

The title of Data Processing Systems Analyst, Senior was changed to Systems Analyst, Senior
I

incurnben

Position No.:

There is no cost associated with implementing the above action,

Current Classification Title:

Ck!r-e.T1t Cr 'nance Title:
. i

I

d;:.
I

to the title of Systems Analyst, Senior. This action is to become effective January 2, 1991, to

of titles no longer appropriate to use, it is recommended that the subject position be allocated

as a result of the Classification Project. In order to update the position file and rid the system

SEA-TRAN

022967 Current Salary:

Data Processing Systems Analyst, Senior

Data Processing Systems Analyst, Senior

T'De tifle of Data Processlng Systems Analyst, Senior was changed to Systems Analyst, Senior

--oinc"ift %,~th the imr)-'~ernentaticn of the Classif'~cation Project.

Remarks: There. is no change in the employea's incumbency status.

There is no cost associated with implementing the above action~



Incumbent:

Position No.:

Current Classification Title:

CLIrrant Ordinance Title-

Department: SEATRAN

008606 Current Salary: $23.78 - 27.73

Data Processing Systems Analyst, Senior

Data Processing Systems Analyst, Senior

,Recommendation,;

The title of Data Processing Systems Analyst, Senior was changed to Systems Analyst, Senior

as a result of the Classification Project. In order to update the position file and rid the system

of titles no longer appropriate to use, it is recommended that the subject position be allocated

to the title of Systems Analyst, Senior. This action is to become effective January 1, 1993, to

coincide with the date the position was classified to the title of Data Processing Systems

Analvst, Senior.

Remarks., There is no change in the eniployee's incumbency status.

There is no cost associated With implementing the above actio



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT 6

CLASSIFICATION DETERUNATION REPORT

POSITION IDENTIFICATION

Department.

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit: Current Salary: $25.20hr. - $34.02hr

Seattle Transportation

Engr. &
a

m
p

;

Plans Rev. Manager 2

Engr. &
a

m
p

;

Plans Rev. Manager 2

008090

140

RECOMMENDED ACTION

Classification Title: Information Technology Manager 3

Ordinance Title: Information Technology Manager 3

Legislation Required: Yes

Bargaining Unit: 140 Recommended Salary: $ 29.08hr. - $39.26hr,

Remarks Copy of MPDQ aftached.

INCUMBENT STATUS

Incumbent: Vacant

Current Standing: NA

Recommended Standing: NA

In recommended standing, incumbent status is: NA

I ]Regular; Probationary;

Authority: Personnel Rule

2.3.100;

Recommended:

Approved:

[ ] 2.3.200;

Carla Coward julc~

[ ]Temporary.

[ 12.3.300.

Class/Comp Analyst

John Pearson Class/Comp Supvervisor

Lidia Santiesteban

7F-
Class/Comp Director

Norma McKinney Ai A Personnel DirectorA



::11FRT1NENT'J1k L LOCAIJON 1;'A(,'T0RS 98-2~ ~3
---------- ---- -------------------- ---------------- --- ----------- .... .......

SOURCE OF RUMEST

This position was reviewed as a result of a request submitted by Seattle Transportation.

This position was transferred from their Traffic division to their Resource Management

division, and the duties and responsibilities were reallocated. The department believes

that the position is now serving as a Chief Technology Officer for Seattle

Transportation.

ANALYSIS AND RECOMMENDATION

Scopk. ,0' Review: This position was reviewed by a team of class/comp analysts for

inclusion in the Managers or Strategic Advisor Program. The point factor analysis

yielded 425 points in the Strategic Advisor point factor system and 624 points in the

Manager point factor system. Manager 3 is the most appropriate allocation due to the

description of primary work duties and the salary advantage it affords the position. The

points for each dimension are listed below:

Point Factor Dimensions:

Program Policy Technical Budget/

Fiscal

Human

Resources

Communications Matrix

Med/120 Med/1 07 Hi/1 40 Med/87 Low/43 Med/80

Recommendation:

Based on the duties and responsibilities, we recommend that this position be

designated as an Information Technology Manager 3, effective the date the MPDQ was

signed, July 15, 1998.

Costing

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

implementing this action would be $5,549.00. This figure includes any current and

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

would be $11,098.00. The calculations are based on the difference between the

midpoint of the current and the recommended salary pay zone and includes statutory

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



City of Seattle

Personnel Department

MANAGER POSITION DESCRIPTION QUES
EMPLOYEE SECTION

Date:

July 15, 1998

1. Employee Name: Vacant

Phone Number:

Department: Seattle

Transportation

Mail Stop:

Division Resource

Management

2. Cur---' Position Information-

Position Holder(s) 1,
Position Nu

I 11V.-icant-current1v 1008090

Work Address: 7th fl Muni Bldg

Immediate Supervisor's Name: Laura Gilbert

I Tidc: Director Resource

Management

bers

Phone # 4-5350

Next Highvi- Supervisor's Name: Daryl Grigsby

Title: Dirpartment Director
_

I Phone # 4-5000

SUMMARY SECTION

Using only one or two sentences, briefly summarize the work of this position.

(To be completed by empt9yee, _sqerMwr or HR Unit of a department)

ana..~~Piv,sion. The Department has 500+ employees. TheThe position reports to the Director of SEATRAN's Resource M
(8) professional staE (2 su rdinate s pervisors) Duties: Perforin the fullInformation Systems Manager is respons1bTe73_re_ig_~i_____

-11
bo---_-._-

range and scope of the department's inform ation-teFRITiE5 'rio__gya~__ ate processing needs: development and implementation of

technology business plan; developing, advocating and managing the technology budget; planning, developing, implementing and

administering the technology systems, applications, system architecture, data base administration, and help desk services; managing a

complex technical ly-oriented customer service organization; developing, implementing and maintaining the department's internal and

external web presence; executing and managing contracts for technology services. This position is responsible for initiating and

leadiaLbusines rocess analysis that will improve efficiency and effectiveness of SEATRAN's service delivery through process

Te-sign and the use and i2je~~ation o technology.r-FC

Page I



4 100% T Description of Work

~A. 20% Strategically identify, prioritize, n.anage and administer the Department's 'Year 2000' challenges and conversion to

SUMMIT with minimal disruption to the work force., customers, and the order of business. Develop and implement policy options,

solutions, implementation plans (including size, scope, schedule and budget).

B. 35% Strategically plan, manage and implement si,onificant applications development, desktop systems, network systems &amp;

network maintenance, system architecture, web applications, database administration. This includes modifying and/or replacing

~2xisting systems, migrating systems, to ensure compatibility with the City's SUMMIT application, and other City applications

while striving to streamline processes for maximum efficiency, service, data integrity, security and flexibility.

C. 25% Develop and implement projects and applications which have Citywide impacts and/or Mayoral priority; Complete the

Streets Works Database/TCIP Mapping Project, Use business process redesign techniques and technolog to enhance SEATRAN'sgy

service delivery and operations (such as computerization of signal interconnects, SMARTREX). Provide for the systems to

monitor, define and track high level, clear performance measures for SEATRAN which will, measure/capture and communicate

qualitv, productivity, efficiency.

D. 10% Develop and implen,imt Information Technology plans and policies for SEATRAN, includes d. -voloping an information

technology business plan; involving all stakeholders in i~`si!ETd~n FiNcation ~~rd problem solving; establishi~rig a decision criteria

methodology to help set priorities; building a consensus; development of a budgetj~_su he.business plan; leverage

SEATRAN funds with other City departments, grants or tffi-6~ug _~~scai6~sh_a_r'i_nc_,~

E. 5% As Chief Tg~,Imolagy_jQfLp~gr represent SEATRAN on a variet o ity,
gional and Federal professional IS task

I

-
~ , _. " ~

~

y
-

fP _§~ate, Re,,, I

forces, associations, etc., in order to continue to use cutting edge technology to further the fundamental business systems; success

bein- customer satisfaction and use of the system, data integrity, produced efficiencies which are measurable.

F. 5% Manage professional level staff, including two subordinate-supervisors. Ensure that staff is fully trained and retained in

order to fully pro,~ide-thein tio~ te
I

c
-

hnology services needed by the department and train end-users, both internal, external

agency, and public access.

Total le sure total equals 100%

100%

5.

Pleasefeelftee to attach additional pages if there isn't enough room

List reference manuals and written guidelines used regularly in your

work

City, Department &amp; division, personnel rules. SMC, City policies, procedures and

0 nology systems and technical manuals, procedures,guidelines. Information Tech

specifications and profession journals.

List Examples of decisions you make when guidelines are not available.

This position must take the very diverse and changing nature of. information

[11.__,._____

_-_--_--_1_ I

technology sy-srei-ii-~, 11,.Paca 1o~1s,,_Qpe.at1ng. systems, hardwareweb based systerns,

,~ether an inte~,rated and cohesive, informationand net-work systems and ou'll to

techhc&amp;g~,systern to serve SEATRAN. In most cases this requires the use of

pf'&amp;L~~-amd-4ndependent judgment as to what will best serve SEATRAN given

its funding and business constraints.
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7. When would the employee be expected to ask their supervisor for advice or guidance?

The employee is expected to operate at a high level senior management level especially in the technolog field. Guidance is"Y

given in terms of Department long range plans, 5 year strategic plans, and budgetary areas.b

78.

I

9~~cople contacts other than coordination with supervisors, co-workers or subordinates:
L

Who? Why How Often? Circle One

1. senior and mid level directors and managers with in Leading a decision-making discussion, giving D W M
SEATRAN. advice, negotiation, service delivery discussions V/

2. SEATRAN employees served by the section Giving advice, negotiation, service delivery D W M
discussions

Cil _: City Information Technology managers and Leading and/or partic; ~ng in a decision-making
Z~ r

I

11~ 1~
D W M

professionals discussion, giving advice, negotiatio.i, service
C~ V/

delivery d;scussions

4. City's Chief Technolog Officergy Participating in a decision-making discussion,
1~

D W M
giving advice, negotiation, service delivery

discussions

5. City's Enterprise Information Section Leading or participating in a decision-making D W M
discussion, giving advice, negotiation, service V

delivery discussions

6. Vendors and contractors Leading a decision-making, discussion, ne-otiation, D W M
service delivery discussions

7. Other City hiah level mana-ers and directors
t7

Leading or participating in a decision-making D W M
discussion, giving advice, negotiation, service

delivery discussions

8. City's Technology Division management and staff within Leading or participating a decision-in akin- D W M
ESD discussion, aMn- advice, ne-otiation, service

delivery discussions

9.

Names

List City employees under the immediate supervision of 'his position (attach additional pages if needed)~

John Green

Craig Coulson'

Leslie Strickland

Leanne Johnston

Cal Agatsuma

Geoff Fryant

Chris Hemstead

Gail Nardone

Eric Encomienda (on loan from ESD)

Titles

Sr DPSA

SR Sys Analyst

MSA

DPSA

P&amp;D Spec 11

MSA

Civil Eng Spec III

Program analyst

SR MSA
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10.

Fliidicate

other factors or aspects of the job that should be considered in evaluating this position such as working

conditions, hazards, physical effort, pressures, and deadlines.

This position has great responsfbility to ensure that the technology systems supporting the day to day and long term. activities of

SEATRAN are wor1king, are set up efficiently and are flexible to handle the changing nature of the services SEATRAN provides.

This entails providing 24X7 services on a regular basis. During emergency response - landslides, snow &amp; ice, earthquake, major

transportation accidents - SEATRAN must be able to respond and continue operating - and given the increased reliance on

technology based business systems this position's responsibilities have increased in kind.

11. Signature Section (if signature is other than the current incumbent, please indicate relationship to this position.)

Signature Date July 1998 Signature bate

Laura L. Gilbert

IMMEDIATE SUPERVISOR SECTION
Items #12 through #22 are to be completed by the immediate supervisor.

12. Describe the purpose of the work unit or area

This section orovides the full range and scope of the department's information technolog and date processing services: development~y

and implementation of technology business plan; developing, advocating and managing tire technology budgct~ planning, developing

implementing and administering the technology systems., applications and services; managing a complex technical ly-oriented

customer service organization; developing, miplementing and maintaining the department's internal and extern. al web presence;

executing and managing contracts for technology services. This section is also responsible for initiating aid leading business process

analysis that wiT1 7irr_iproveef7ic-i-Fncy-~n-a-~f-f6~-t-i-v-eness of SEATRAN's service delivery through process redesign and the use and

intec,ration of technology. This section is only one of several within SEATRAN's Resource Management Division, and it should not

be assumed that the Division Director of Resource Management is the 'section' lead. Rather, this position is the IS Section Officer,

within a Division responsible for budget, project management, etc,
C,

13. Describe below the purpose of the employee's position.

Primary Duties: This position is the Chief Technology Officer for the department; reports to the Resource Management Director:,

manages a section of 8 professional sfiaTf_,'!~~s- rTs~o-n -sibill 'it"y'7f
T"ran ge of information technology and data processing functions

for the department. This includes duties such as - development and implementation of technology business plan; (Leyelaaliag-1

advocatina and mana-in- the techn gy budget; planning, developing, implementing and administering the technology systems,

applications and services; managing a complex techinically-oriented customer service or-anization. Also see 412 above

The supervisor should not alter any statements rnade by the employee on the previous pages, but may comment on them on the space
.

p 'drovi -ed below.

14~ Indicate any exceptions or additions to the employee's statements.

The person in this position must have the ability to successfially act as the department's Chief Technology Officer; have exceptio

managerial and communication skills, and technical knowiedge and be able to successfully apply them in Seattle Transportation~s

'6e' a leader in ream`bu'ild:ng,'te'c_hn: ology business plan development and implementation, problem

solvin-, decision making, budget development, an~ customer service and performance delivery, Experience in desktop, Internet, web,

and netw6rk systems, applications development and support, database administration practices and standards. Knowledge of current

technology and its application and ability to keep up with changes in technology,

Page 4
,
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15, __T _Expf;TJ_nthe TYPE OF SUPERVISION or guidance given this employee. (see side bar)

L 'S-ranare Manaae ir i

.

on,

16.

I

Minimum levelltype of education required for this position:

I-
Required Qualifications: BA in Computer Science, computer technology, business or public administration, or closely related

field; five years of progressively responsible work in information technology, data processing and / or computer and networking

related fields; two of which are in a supervisor or managerial capacity.

_TMinimum length of time and type of experience required for this position:IT i -

five years of progressively responsible work in information technology, data processing and or computer and networking related

fields; two of which are in a supervisor or managerial capacity

for this position:18. :::J:~v~ciai licenses, registration, or certification required
.

WSDL

19. cial skills or unusual working conditions required for this position:

Ability to successfully act as the department's Chief Technology Officer; having exceptional rnanallerial and communication skills,

and technical knowledge and be able to successfully apply them in Seattle TransF6rtation's business environment. Must be a.leader

in te in bq~jdjng, technology business plan development and implementation, problern solving, decision making, budget

development, and customer service and performance delivery. Experience in desktop and network systems, applications

development and support, database administration practices and standards. Knowledge of current technology and its application af ld

ability to keep up with changes in technology.t,

(ycribe any training (formal, informal on-the-job, or in-service) required after hire.

Learn the city's and SEATRAN's technology systems, networks, practices, policies and standards. Learn SEATRAN's business

mission, g oals, and values. Learn the City's personnel, union and civil services rules, regulations and contracts.

21. Other Factors or aspects ot we job that should be considered in evaluating the position.

The nature of the City's and SEATRAN's business is changing in terms of increased reliance on information technology systems -

applications, hardware, network and web based information access - for mission critical services and operations. This increasing

reliance and the increasing share of the department's budget gwrig towards information technology requires a position that can attract

and retain a highly professional manager who can successfully handle the technolog aspects of the job, the business process analysis

i

tly

aspe ts, the strategic planning and implementation aspects and the full range of duties and responsibilities of being a manager.

22. I certify that the entries on all previous sections are accurate and complete with the exceptions rioted

Supervisor's Signature:

Laura L Gilbert, Director Resource Management SEATRAN

Date: July 1998
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APPOINTING AUTHORITY SECTION

items #23 through #25 are to be completed by the Appointing Authority (or Designee)

in the spaces provided below, sketch your organizational chart. The chart should show the narne/title of the person supervisingZn

the position and the name(s) or title(s) of persons reporting to this position. If you have an existing organizational chart that

conveys this information, feel free to attach it instead of drawing it here.
cl

ORGANIZATIONAL MART

SEATRAN
Seattle Transportation

Resource Management Division

D IG'gsby
Director

onSeatle Transpc rat! I

Director 2
Laura Gilbert

Direct Report '

to Debt. Head

i
RESOURCE MANAGMENT

Information Systems Stuart Nelson

Ma-g.r 2 M anso., 3

V'-t Traiasportation Capital
I

I

Improvement Program Development

op-ti.n.
OPSA Sr John Green-Syl-ml

I'-

DRSA L-r,a Johnst-
MSA Leslie Stikl.rd

PaDSp..il C.IAgats-

System. Development
SYS AnlystSR

Prog Anlyst Gail Nard-
MSA Geoff Frynt

'l CES Spec III Chris Hemstead

Lll~s-
A SR En. E-i-da (on Lear,)
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The appointing authority (or designee) should not alter any statements made by the employee or their

24.

None

or on rhe previous pages, out may comment on Inem below.

Indicate any exceptions or additions to the statements on the Employees or Irnmediate Supervisor Sections.

As the Appointing Authority (or designee), I cerldy that the entries on all previous sections are accurate and complete with

the exceptions noted.

Appointing Authority's (or D ig ce's) Signature: Date: 1;171,5 IfS---
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!Explain the TYPE OF SUPERVISION or

guidance given this employee. (see side

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

ar)

Long Range Managerial Director

1Z Minimum level/type of education required

for this position:
z

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

Graduate Degree in Business, Public Administration

Minimum length of time and type of

2 p~~_(Ience required for this position:

5 years of public administration experience in a fairly

high level managerial position where work involved

legal proceedings, or alternative dispute resolution,

1 as well as policy and legislative analysis and review.

I

Special licenses, registration, or

certification reauired for this position:

Special skills or unusual working
conditions required for this position,

Alternative Dispute Resolution is a plus.

Describe any training (formal, informal

on-the job, or in-service) required after

I

hire.

Civil Service Commission Rules of Practice and

Procedures. Familiarity with standard collective

bargairing. language. High level of understanding o

the City's Personnel System, Rules, Policies and

Guidelines.

TYPES 01r-'~,',,UPERV1S10N

Close Suppndsi~Lrn, You give the ernplovee

specific instructions on Virtually all

-----------

assignments and review the work for

completeness and accuracy, of- the employee

performs tasks which provide inherent chacks

built into the nature of the work.

Continuing. Superv~ n: You provide

continuing or individual assignments by

indicating generally what is to be done,

limitations, quality and quantity expected,

deadli?ws and priorities. You give additional,

specific. instructions for nevv, difficult, or

urfusual assignanents. The employee uses

inifiativo in cartying out recurring

assignments. You assure that the work is

technically accurate and in compliance with

instructions or established procedures.

General Supenvision: You make assignmrants
.......... - ------------ -

by defining objectives.. priorities anddeadlines

and ass;st the employee with unusua?

situations which do not have clear objectives.

The employee plans and cW-ries out

successive steps and resolves problems and

deviations in accordance with instructions,

policies, and accepted practices. You review

the work for technical adequacy and

conformance with practice and policy.

Limited Supervision: You set the overall

objectives and resources available. You and

your employee, in consultation, develop the

deadlines, projects, work to be done. The

employee plans and carries out the

assignment, resolves most of the conflicts,

coordinates work with. other- and interprets

policy on own initiative. The employee keeps

you informed ofprogress, potentially

controversial matters, or far reaching

implications.

Managerial Direction: You provide the

employee with assignments in terms of broad

practice, precedents, policies, and goals.

Work may be reviewed for fulfillment of

j program Objectives and conformance with

departmental policy and practice.

Long-Range Man#Uqadga1LMQitrmeqtffqna~: The

employee generallyproceeds independently in

accordance with general plans, policies and

purposes of the department Results of work

are considered technically authoritative and

are normally accepted without significant

change.

Rev.!: 2/03/98 M-SA-PDQ - Page 11



17.T~ ~is t o
-

ther factors or aspects of the job that sh

posguon, ..........

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

Da'-6-c-considered in evaluating this

This is a high level position that functions as a Department Head even though the Commission is

considered a Small Department. This position is required to meet all of the requisites of a

department head within the City, and is consulted by the Council and the Mayor's office for the same

level of advice and input that would be expected of any other department nead.

This Dosition is required to be fully fluent in Federal and State employment law as well as the City

Charter, the Seattle Municipal Code, the Personnel Rules, Policies and Guidelines, and all Budget

materials, Technology materials, CSS HRizon, and all other systems related to City Government.

The position must be fully computer fluent and be able to perform effectively on Office 97 (MS Word,

Excel, Access and PowerPoint) as well as on the City's Netscape intra and inter-net browser.

The position must know how to do extensive research and analyze and synthesize data into its

primary elements so that it can be understood and reviewed quickly and correctly.

The accountability level of the position is very high and the consequence of erro, is very high, The

work of this position affects employees on a Citywide basis. Because it has a direct influence on the

administration of the Personnel System, it works with all aspects of Personnel administration. As

such it requires a broad understanding of all elements associated with the Personnel Division. The

position is held accountable for serving as a strategic advisor to the Commission on that level.

This position serves as strategic advisor to the Commission as well as to Council and the Mayor's

office when necessary. Further, the position is responsible for policy development and for proposing

solutions to complex problems that have a Citywide impact. The Commission believes that this

position should be classified at the highest level of the Strategic Advisor group.

that the entries on all previous sections are accurate and complete with the

~ceptions noted.
-.... . ............ ..... -

Supervisor's Signature:

Rev. 1: 2/03/9 8 M-SA-PDQ - Page 12



APPOINTING AUTHORITY SECTION

Items #19 through #21 aro to be completed by the Appointing Authority (or Designee)

ORGANIZATIONAL CHART
In the spaces provided below, sketch your organizational chart. The chart should

show the nameltitle of the person supervising the position and the name(s) or title(s) of

persons reporting to this position. If you have an existing organizational chart that

conveys this information, feel free to attach it instead of drawing it here.

Civil Service

Commission

Executive

Benita

Staadecker

Rhea J.

Rolfe

................................... :

Rev.1: 2/03/98 M-SA-PDQ - Page B



The appointing authority (or designee) should not alter any statements made by the employee

or their supervisor on the previous pages, but may comment on them below.

20. Indicate any exceptions or additions to the statements on.the Employees or Imme late7

[~~T
--

SSiupervisor Sections.

21. As the Appointing Authority (or designee), I certify that the entries on a I previous

sections are accurate and complete with the exceptions noted.

Appointing Authority's (or Designee's) Signature
Date

Rev. 1: 2/03/98 M-SA-PDQ - Page 14
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City of Seattle Executive Services Department

Personnel Division

Memorcmdum

DATE: June 17,1998

TO: Norma McKinney, Personnel Director

Via: Lidia Santiesteban, Class/Comp Director

John Pearson, Personnel Analyst Supery

FROM: Carla Coward, Sr. Personnel Analyst

Salary Report #98-1855

SUBJECT: Salary Review - Fire Fighter Pre-Recruit Classification

The purpose of this salary report is to respond to the Fire Department's request to

narrow the salary range for the Fire Fighter Pre-Recruit classification.

Background
The Fire Fighter Pre-Recruit program was started in 1980. It was a program that lasted

six months for minority males and four weeks for women, prior to the eleven and half

week drill school that all candidates go through. In recent history, the program has

been scaled back to four weeks for female recruits only. The program consist of basic

hose and ladder skills, use of the breathing apparatus, some basic operating

instructions and operation of pumps.

Past practice, during the last five years, has been to hire the employee as a Fire

Fighter; then, in the same pay period, the department would do a voluntary reduction to

the top step of the Pre-Recruit classification, which is currently $15.90hr. This Pre-

Recruit classification is a non-represented/non-uniformed position.

The Pre-Recruit class has eight salary steps, starting at a minimum of $11.37hr, and

going to a maximum of $15.90hr.; but only the top step has been utilized. Using the top

step has simply been based on past practice. No blanket salary step exception is on

file.

Market Ag?jysis

Seven west coast jurisdictions are used by Labor Relations to compare uniformed

firefighter salaries to the City's. They are primarily in Califo
"

mia - San Francisco, San

Diego, San Jose, Long Beach, Sacramento, Oakland and Portland, Oregon. All of

these cities were contacted by phone to determine if they have a similar pre-recruit

program. All but two of the cities returned my phone call. Of the cities that responded,

none has a pre-recruit program. Primarily the cities conduct outreach programs, via

advertising in local news papers and the Internet. In California the passage of

Proposition #209 has eliminated affirmative action recruiting for minorities and women.

Our research indicated that the Pre-Recruit program is unique to the City of Seattle.

Therefore no salary survey was conducted.



June 17, 1998

Page 2

Recommendation

Recommend the salary range for the Fire Fighter,Pre-Recruit classification be narrowed

to one step at $15.90hr, due to the shortening of the program and the change of its

scope.

I concur with the recommended salary range for the title listed above.

Noqii McKinney,
P!jqKnel Dir"t

-'Date

NM:ls-chc

cc: David Bracilano, Labor Relations

Ginger James, Acting Fire Department HR Manager
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CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

July 16,1998

POSITION IDENTIFICATION

Department: Executive/Office of Intergovernmental Relations

Classification Title: TBD

Ordinance Title: TBD

Position Number: 026245

Bargah.:Ag Unit: N/A Current Salary: N/A

98-19315

RECOMMENDED ACTION

Classification Title:

Ordinance Title: Strategic Advisor 1, Exempt

Legislation Required: Yes, to create an unfunded position and designate the title.

Bargaining Unit: 140 Recommended Salary: $21.33 - $28.79

Remarks Copy of memorandum attached to report. To be effective upon passage of

the ordinance.

INCUMBENT STATUS

Incumbent:

Current Standing:

Recommended Standing:

New/vacant

In recommended standing, incumbent status is:

I ]Regular; [ ] Probationary:

Authority: Personnel Rule

[ ] 2.3.100; 2.3.200;

Recommended:

Approved:

Class/Cornp Analyst

Class/Comp Supervisor

Class/Comp Director

Personnel Director

[ ]Temporary.

[ 12.3.300.



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

A6 98-P
- - -- - - -------

SOURCE OF REQLtEST

This position was reviewed as a result of a request from the Executive

Department/Office of Intergovernmental Relations.

ANALYSIS AND RECOMMENDATION

.

Scope of Review: The position was reviewed by a team of class/comp analysts

for inclusion in the Managers and Strategic Advisor Program. The point factor analysis

yielded 275 points in the Strategic Advisor point factor system resulting in its allocation

to Zone I
.

The points for each dimension are listed below.

Point Factor Dimensions:

Program Policy Technical Budget

/Fiscal

Human

Resources

Communications Matrix

75
I

0 0 0 0

I

100
I

100

Recommendation:

Based on the duties and resnonsibilities, we recommend that this position be

designated as an Exempt Sirategic Advisor 1. Further, in. accordance with the March 6,

1998 memorandum (attached), we recornmend and propose creation of an unfunded

position, #026245, to implement the proposal in that memo.



6848267

Executive Services Department
Dwight D. Dively, Director

March 6, 1998

TO: Clifford Traisman, Director

FROM:

Parks and Recreation

Office of Intergovemmental Relations

Kenneth R. Bounds, Superintendent

SaMh
TIeM77e-7rS5n--nW-0Iredor

Executive Services

,06-24 08949 #S2S P.02/03

SUBJECT: Loan of Position# 0 17401 /Funding from Position #024943

This memo is to confirm that the Department of Parks and Recreation will reimburse theOffice of Intergovernmental Affairs through December 31, 1998 for salary and benefitsfor a Strategic Advisor 1, Exempt. Funding for this reimbursement will be provided bysalary savings from
holding position #024943, Manager 3, vacant. The Office of

Intergovemmental Relations will periodically request reimbursement from theDepartment of Parks and Recreation.

The Personnel Division of the Executive Services Department will transfer position#017401, Strategic Advisor 2, Exempt, to the Office of Intergovernmental Relations tounderfill as a Strategic Advisor 1, Exempt. Thare will be no budgetary impa(,, co thePersonnel Division as a result of this loan. The purpose is to provide an exemptposition which can be underfilled via an exempt appointment.

The Office of Intergovernmental Relations will, at the earliest possible date, request areview of the body of work assigned to the individual hired into position #017401 toensure that Strategic Advisor I is the appropriate level and that the work meets thecriteria for exemption from civil service. The Classification. and Compensation Unit ofthe Personnel Division, Executive Services Department, will conduct the review in a
timely manner and will include the resulting allocation on the next available quarterlyclassification ordinance. This legislation will create an unfunded position only, the
funding will continue to be provided by the Department of Parks and Recreati~n. Uponapproval of that legislation, position #017401 will return to the Personnel Division.

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

Tel: (206) 694-7664, IDD: (206) 684-789R Pqv-q ewlo~',&lt;QA s 1-1
UtLpjwww.ci.=rue.wa.usAn equal employn=t oppoqun4, j&amp;mative action

employer. Accommodations for people wA disabilities provided upon reqUeSL



FROM ZCIITY SEATTLE INTERMOV

Clifford Trajsman~ Director
March 6,1998
Page Two

S849:2671 ISS 06-24 08.4s #S2S P.03/03

The office Of Intergovernmental Relat'ions will request that the position be
regularly

funded via an increment.to the next biennial budget.

k.

Signed

Clifford Trai-am I

c2i ~' E ectur Anrzsl' ml-
Office Of 1-'IteFQ0VernmPnt--ii P I +~

Ach, Personnel Director
r-xecutive Services Department

11

. . ..e ~- k p ,

K.0

Kqf~m~a-th4k. Bound SUrArinfft .4

D

cc: Ljn6~, Cannon, ();'R

OMP
jan Craft, Parks and Recreation
LOW Santlestaban,

Classification/Compensation
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Mary Denzel

cenleg.doc

12/li97

Versiom 2

1

2

5

6

8

9

11

12

13

14

15

16

17

18

ORDINANCE I _9950

AN ORDINANCE retitling certain exempt positions in the Legislative Department, and

adopting a new compensation plan for those positions.

WHEREAS the City is evaluating overall changes to its classification and

compensation systems, and has committed to appropriate systems redesign pursuant

to the following principles: (a) increased job flexibility with avenues of advancement

via skills expansion, performance excellence, and technical expertise as appropriate;

(b) objective and understandable job measurement tools; (c) alignment with the labor

markets in which the City competes for employees-, (d) a performance pay component;

and (e) employee and managerial accountability and a~,thority for work performance;

and

WHEREAS the success of this systems redesign effort depends in part on the

ability to tailor job classification and compensation systems to meet the unique needs

of specific employing units or employee groups; Now Therefore

BE IT ORDAINED BY THE CITY OF SEATTLE AS FOLLOWS:

Section 1.

The following exempt positions are retitled to Executive Manager -

egislative, with no change in status, effective January 7, 1998-1

CURRENT TITLE

City Auditor

CentFal Staff Director, Legislative

Administrative Director, Legislative

POSITION NUMBER

00024220

Gle~~

00010390

0002422619 City Clerk

20

22

B. The following exempt positions are retitled to Strategic Advisor -

egislative, with no change in status, effective January 7, 1998:

23



From: Edie Jorgensen
To, Sea-Leg.ADMIN(EISHINO), ZUNIGAR

Date: 6/24/98 7:09am

Subject: 1999/2000-position list -Reply -Forwarded -Forwarded -Reply

-Reply

Greetings everyone,

Lidia asked that the correction of the position number identified in the

Legislative Department's broadband ordinance be corrected in Classification's

Third Quarter ordinance. Linda Yuen-Leong and I will see that it is done,

We will presume the position number identified in this request is accurate and

we will cnirect OINIOI. to 010388.

Please advise if there are any other corrections that need to be made, no

later than July 15.

-edie.

Rufina Zuniga 6/23/98 11:33 am

Eric,

Your position listing now is updated showing changes authorized by Ord 118850.

The only position not updated is for the Ce=ral Staff Direcror, Legislative.
The position number, 010401 is wrong in the ordinance. it is an

Administrative Support Supervisor position. The correct number should have

been 010388.

I do not know how correction needs to be done, either to be re-legislated or

to be corrected administratively.

Lydia, please let us know how the error is going to be corrected. Thank you.

Please call me for any questions, 4-7907. Thank you.

Eric Ishino 06/22/98 04:54pm
Thanks for taking care of changing the position titles in the Legislative

Department's position list that were affected by ordinances 118850 and 118851.

As discussed, certain positions were changed to Executive Manager-Legislative

and Strategic Advisor-Legislative by ordinance 118850. Other positions
remained titled as Legislative Assistant but went into a new broadband salary

program by way of Ordinance 118651.

when you have completed the changes, please fax me the revised listing.

Thanks.

CC: PERS.PERS(CURTISJ, MYERSK, SANTIEL), Sea-Leg.ADMIN...
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CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

Date- U 3,1998

CLASSIFICATION DETERMINATION REPORT

Report No.: 98-1937

POSITION IDENTIFICATION,

Department: Civil Service Commission

Classification Title: Exempt

Ordinance Title: Executive Director

Position Number: 025515

Bargaining Unit: 030 Current Salary: $24.26 - $28.24 (Range: 38.OA)

RECOMMENDED ACTION

Classification Title:

Ordinance Title:

Legislation Required:

Bargaining Unit:

Remarks

Exempt

Strategic Advisor 2, Exempt

Yes

NA Recommended Salary: $25.20 - $34.02

Copy of MPDQ aftached.

INCUMBENT STATUS

Incumbent:

Current Standing: Exempt

Recommended Standing: Exempt

In recommended standing, incumbent status is: N/A

[ ]Regular; Probationary:

Authority: Personnel Rule

2.1100; 2.3.200;

[ ]Temporary

[ ] 2.3.300.

Recommended: Team I Class/Comp Analyst

Approved: Edie Jorgehsen Class/Comp Supvevisor

Lidia Santiesteban Class/Comp Director

Norma McKinney Personnel Directc,-

N



'ERTIN' NT ALLOCATION FACTORS - ~R pon No, 98-1937L

SOURCE OF REQUEST

This position was reviewed as a result of a request from position incumber't for

inclusion in the Strategic Advisor program. Position 025515 is located in the Civil

Service Commission where it serves as the Executive Director. In that.capacity,

position 025515 is responsible for the overall operation of the Commission in the

fulfillment of its.Charter mandated responsibilities.

Background Information:

Position 025515 was created in the 1997 Budget. At the inception of the

APEX/Manager/Strategic Advisor Programs, the previous position incumbent

declined to participate. However, with the chang- in the Executive Director,

(December 3, 1997), the overall duties and responsibilities of position 025515
and the strategic direction taken by the Commission, the current position

incumbent opted to participate in the programs. The -uest asked that the

position be reviewed for placement in the Strategic Advisor 3 band.

ANALYSIS AND RECOMMENDATION

Scope of Review: The position was reviewed by a team of class/comp analysts

for inclusion in the Strategic Advisor Program. The point factor analysis yielded

500 points in the Strategic Advisor point factor system resulting in its allocation to

Zone 2. According to the MPDQ, in 1999-2000 position 025515 will assume new
responsibilities set by the Commission. At that time, the position could be
reviewed as these additional responsibilities may entitle the position to a pay
adjustment in the band.

The points for each dimension are listed below.

Point Factor Dimensions:

Program Policy Technical Budget/

Fiscal

p Human

Resources

Communications Matrix

High/1 50 Med/175 Med/50 Low/0 Med/25 High/100 Low/0

Recommendation:

Based on the duties and responsibilities, we recommend that this position be

designated as a Strategic Advisor 2, exempt,, effective January 7, 1998.



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

POSITION IDENT

Department:

1%

CLASSIFICATION DETERMINATION REPORT

FICATION

Classification Title:

Ordinance Title:

Position Number:

Bargai;.Ag Unit:

Executive/Office of Intergovernmenta

TBD

TBD

026245

N/A Current Sala : N/A

Relations

RECOMMEND r'_'D ACTION

Classification Title:

Ordinance Title: Strategic Advisor 1, Exempt

Legislation Required: Yes, to create an unfunded position and designate the title.

Bargaining Unit: 140 Recommended Salary: $21.33 - $28.79

Remarks Copy of memorandum attached to report. To be effective upon passage of

the ordinance.

INCUMBENT STATUS

Incumbent:

Current Standing:

Recommended Standing:

New/vacant

In recommended standing, incumbent status is:

[ ]Regular; [ ] Probationary: Temporary.

Authority: Personnel Rule

2.3.100; 2.3.200;

Recommended: Carl Swanson A
4-4'~

Approved: Edie Jorgensen 4~~,

Lidia Santiesteban L~

Norma McKinnSyd-,,~.,,;;~

[ ] 2.3.300.

Class/Comp Analyst

Class/Comp Supervisor

Class/Comp Director

Personnel Director



PFRT 1 NF-NT ALLOCA i ION FACTORS - F~qortNo:
L- ----------------------- -- -- -----------

SOURCE OF REQUEST

This position was reviewed as a result of a request from the Executive

Department/Office of Intergovernmental Relations.

ANALYSIS AND RECOMMENDATION

Scope of Review: The position was reviewed by a team of class/comp analysts

for inclusion in'the Managers and Strategic Advisor Program. The point factor analysis

yielded 275 points in the Strategic Advisor point factor system resulting in its allocation

to Zone 1. The points for each dimension are listed below.

Point Factor Dimensions:

Program Policy Technical Budget

/Fiscal

Human

Resources

communications Matrix

75 0 0 0 0 100 100

Recommendation:

Based on the duties and resoonsibilities, we recommend that this position be

designated as an Exempt Strategic Advisor 1. Further, in accordance with the March 6,

1998 memorandum (attached), we recommend and propose creation of an unfunded

position, #026245, to implement the proposal in that memo.



FROM sCITY SEATTLE INTERGOV

1-A
City of Searue
Paul SrkAll N't.

584e2S7

Executive Services Department
Dwight D. Dively, Director

I yor

Parks and Recreation

March 6, 1998

TO: Clifford Traisman, Director

Office of Intergovernmental Relations

FROM: Kenneth R. Bounds, Superintendent

I T-0-P V 06 - 24 08149 #S23 P.02/03

SUBJECT: Loan of Position# 0 1740 1 /Funding from Position #024943

This memo is to confirm that the Department of Parks and Recreation will reimburse theOffice of Intergovernmental Affairs through December 31, 1998 for salary and benefitsfor a Strategic Advisor 1, Exempt. Funding for this reimbursement Will be provided bysalary savings from holding position #024943, Manager 3, vacant. The Office ofIntergovernmental Relations will
periodically request reimbursement from theDepartment of Parks and Recreation.

The Personnel Division of the Executive Services Department will transfer position#01740 1, Strategic Advisor 2, Exempt, to the Office of Intergovernmental Relations tounderfill as a Strategic Advisor 1, Exempt. Thare will be no budgetary impac., cc thePersonnel Division as a result of this loan. The purpose is to provide an exemptposition which can be underfilled via an exempt appointment.

The Office of Intergovernmental Relations will, at the earliest possible date, request areview of the body of work assigned to the individual hired into position #017401 toensure that
Strategic Advisor I is the appropriate level and that the work meets thecriteria for exemption from civil service. The Classification. and Compensation Unit ofthe Personnel Division, Executive Services Department, will conduct the review in atimely manner and will include the

resulting allocation on the next available
quarterlyclassification ordinance. This legislation will create an unfunded position only~ thefunding will continue to be provided by the Department of Parks and Recreation. Uponapproval of that legislation, position #017401 will return to the Personnel Division.

SaM
.

-90won"'nel Director

Executive Services

Aft

P"sonnel DvisiOn, Dexter Horton
Building, 710 Second Avenue, 12th F1 r,9 WA 981 1793Tel: (206) 684-7664, TDD: (206) 684

00
cattle, 04-

-7888, Fax: (206) 684-4157, httP-/www.ci.seatde.wa.usAn equal employment opporm ty, a ativ,ni ff= , a-'60n
employer. Accommodations for people with disabilities provided upon request.



I FRON - C I TY SEATTLE I NTERGOV

Clifford Traismans Director
March 6, 1998
Page Two

684e267 OG-24 08-149 #S2S P-OZ/03

The Office Of Intergovem mental Relations will request that the position be re

.

gularly
funded via an increment ~to the next biennial budget.

Signed 6

Clifford
or Sarah WeiOffice Of

Intergoverriment-a" P-j +,
~h~,PersOnne~Mre=tor

axecutive Services Department

a
Par~~K3neth6k-

aoiu7n.-d-
, Su~perintendent

2mri F

D artment of Par s,and Recreation

cc: Linda Cannon, OIR
Rosalie

Melendez-Daigre, OMP
Jan Craft, Parks and Recreation
Lidia Santiesteban,

Classification/Compensation



CITY OF SEATTLE
EXECUTIVE SERVICES DEPARTMENT

CLASSIFICATION DETERMINATION REPORT

I[
Oate. 07/22198

POSITION IDENTIFICATION

Department:

Classification Title:

Ordinance Title:

Position Number:

Bargaining Unit:

RECOMMENDED ACTION
Classification Title:

Ordinance Title:

Legislation Required:

Bargaining Unit:

Remarks

INCUMBENT STATUS
Incumbent:

Current Standing:

Parks and Recreation

Exempt, unclassified

Administrative Secretary

010227

030 Current Salary

Report No.: 98-2104

S

Exempt, unclassified

Administrative Staff Assistant

Yes, for title change and continued exemption from Civil Service.
030 Recommended Salary: $17.11.3-$20.44 (Range:29.5A)
See next page for pertinent allocation information

Exempt, unclassified

Recommended Standing: Administrative Staff Assistant, Exempt
In recommended standing, incumbent status is: Exempt

Regular; Probationary: Temporary.
16%UL"ority: ersonnel Rule

[ ] 2.3.100;

Recommended: Team 1/1-3 Classification/C om pens ation Analyst(s)

Approved: Edie Jorgensenc-,4, Classification/Com pen sation Supervisor

Lidia
Santieste~2f~assification/Compensation Director

Norma McKi~w ersonnel Director



,PER'Ff,NEiNT~tLLOCA'I-t.ONF-"tCT'ORS Rept, 4. 0'. 98-2104

Source of Reauest and Position Identification:

This position was reviewed as a result of a request from the Parks and
Recrealion Department. This position is located in the Superintendent's Office.,

Position Hist ry:o

Detailed historical data of the position can be accessed via the Personnel
Division's Records Unit~. This position was established prior to 1947. The
incumbent has been in the position since June 1, 1994.

Sco 3e of Review:

This review was conducted by Carl Swanson, Classification Analyst assigned to
Team 1. The review of the subject position included analysis of the following:

* the Position Description Questionnaire (PDQ) submitted for this review;
+ Team 1's review/analysis of subject position information;
* comparison to similarpositions;
+ class specifications for the requested class and other classes used for

comparison;
* review of the organizational charts affecting the subject position;
+ position history records and related classification files.

Surnmarv o Work:

The essential purpose of this position is to provide administrative support to the
Superintendent of the Parks and Recreation Department. Duties include:

" managing the Superintendent's schedule;
" screening incoming telephone calls;

greeting and referring visitorsiguests;

receiving and screening mail;

making travel arrangements, preparing expense reports;
serving as the office liaison to the Mayor's Office, other City agencies, etc;

gathering information;

supervising one Administrative Specialist;

assembling briefing materials for meetings;
participating in the selection and evaluation of some administrative support
staff; and ,

maintaining the filing system for the Superintendent's Office.



,V1-

All. LOGV1 WN FACTORS - Report No: 98-2104 Page 32

Note: Fora more complete listing ~-f-duties and responsibilities,. please refer to

me Position Description Questionnaire submitted for this review and included in
the position file.

Analysis:

class concepts:

ADMINISTRATIVE STAFF ASSISTANT
Positions in this class serve as a staff assistant to a small section or unit or to

department management, performing general administrative functions and
assisting in the coordination of department projects and programs.

Comparisons to the class specification and to related positions reveals that
.Administrative Staff Assistant is an appropriate classification for this position.
The work assigned is not inconsistent with this class, and the use of this title has
proli~erated, as the primary administrative support for a department head of a
large department.

Recommendation:

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

position be reclassified to Administrative Staff Assistant, effective July 16, 1998,
when the PDQ was originally signed by the employee.

Positions with the Administrative Secretary title serve as the primary
administrative support to a department head, and are Civil Service exempt.
Inasmuch as the subiect position will continue in the same role as before, it

continues to meet multiple criteria for exemption, i.e. it is still a position "requiring
a particularly high degree of professional responsiveness and individual

accountability" and also is one "requiring a confidential or fiduciary relationship
with the appointing authority". Therefore we recommend that its exempt status
be continued.

Costing

If implemented on the 1998 third Quarter Ordinance, the maximum estimated
cost of implementing this action would be $3,139.57. This figure includes any
current and retroactive

(if applicable) cost for this action. The ongoing annual
cost for this action would be $6219.13. 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.



ATTACHMENT B contains costing estimates.

The costing estimates in this report are for general use in estimating

the approximate budgetary impact of the actions that are on the

accompanying ordinance. These estimates do not necessarily reflect

formal budgetary appropriations or the amount due to any given

employee(s). These estimates are based on the following premises:

The beginning date is the first day of the month of the effective

date in the report, and the cost is estimated through the end of the

year,

For regular positions calculations are based on the difference

between the top steps of the current and recommended salary

ranges; for retroactive actions extending back to previous year(s

the rates for the respective previous years are used.

For Accountability Pay for Executives (APEX), Managers and

Strategic Advisors titles, cost comparison is made to the range

midpoint.

Calculations are based on the premises that the positions are full-

time, and that they are filled at the budgeted level. (The payroll

units of affected departments will conduct actual payroll

calculations, which will consider additional information such as

underflils, 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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A TTA CHMENT C displays the summary of

classification requests acted upon and the estimated

increased or decreased cost of each change from the

effective date through the end of 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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ATTACHMENT D separately identifies special or

unusual costs attributed to Information Technology

impacts or other identified sources. These costs are

already included in the summary of Attachment C and

do not represent additional costs.

ATTACHMENT D
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Ira I ATE OF WASHINGTON - KING COUNTY

y -f IL
'; ce'a t -t I e, C i t y 1 e

-SS.

~ il~ IN C'E" I R
NO.

Affidavit of Publication

I
/Z 10 -a2 1~

The undersigned, on oath states that he is an

authorized representative of The Daily Journal of Commerce, a

daily newspaper, which newspaper is a legal newspaper of general

circulation and it is now and has been for more than six months

prior to the date of publication hereinafter referred to, published in

the English language continuously as a daily newspaper in Seattle,

King County, Washington, and it is now and during all of said time

was printed in an office maintained at the aforesaid place of

publication of this newspaper. The Daily Journal of Commerce

was on the 12th day of June, 1941, approved as a legal newspaper

by the Superior Court of King County.

The notice in the exact form annexed, was published in regular

issues of The Daily Journal of Commerce, which was regularly

distributed to its subscribers during the below stated period. The

annexed notice, a

CTiORD 11

was published on

10 / VA 2 / 9 8

The amount of the fee ch lication is

the sum of $
1

id in full.

Notary Public for the State of Washington,
residing in Seattle

Affidavit of Publication
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