EXHIBIT A

CITY OF LOMPOC

LIBRARIAN
DEFINITION:

This series specification describes three professional level librarian classes involving
entry level library work; supervision of one of the specialized fields of librarianship within
a major community library; responsibility for branch library collections and technical
services; and to perform related work as required.

CLASS TITLES:

Librarian |
Librarian Il
Librarian IlI

CLASS CHARACTERISTICS:

Librarian | - Positions in the class of Librarian | are at the entry professional level.
Positions work under close professional supervision in a training status in preparation for
responsibility for a full librarianship assignment or work under general supervision in the
performance of routine professional work.

Librarian Il - This is the full journey level professional Librarian class. Positions have
responsible charge of an assigned area of librarianship, such as adult, children's or
technical services in the main library. Supervision may be exercised over such
professional staff.

Librarian lll -This class is distinguished from the Librarian Il class by the addition of
responsibility for the collection and technical services of branch libraries. Positions may
be assigned supervision of professional staff and may be assigned to serve for the
Director during periods of absence.

LICENSE REQUIRED:

Possession of a valid and appropriate California Driver's License may be required.

ESSENTIAL FUNCTIONS:

The following duties are typical of this classification. Incumbents may not perform all of
the duties and/or may be required to perform additional or different duties from those set
forth below to address business needs and changing business practices.

ALL LEVELS:

1. Provides exemplary customer service to all individuals by demonstrating a
willingness to be attentive, understanding, responsive, fair, courteous, and
respectful, and to actively participate in maintaining a positive customer service
environment.
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2.
3.
4

11.
12.
13.
14.
15.
16.
17.
18.

19.
20.

21.
22.

23.

Assists the public in making the most effective use of the library.

Demonstrates and explains library facilities and procedures.

Provides technical and professional assistance to library patrons, including
location and selection of reading materials and information, educates patrons in
the use of library resources and equipment, and answers a variety of questions on
library activities.

Does reference work within the library and by requesting information from available
reference services.

Selects, catalogs, classifies, and maintains collection of assigned area of
librarianship, such as adult or children's, including physical and digital materials.
Plans, publicizes, and presents programs and activities for assigned area of
librarianship.

Works with contract personnel for program activities and volunteers, as needed.
Prepares and maintains displays, exhibits, and informational materials.

Promotes library services and resources through the use of exhibits, tours,
outreach, and the media.

Creates presentations, newsletters, flyers, calendars, pages for the integrated
library system, posts for social media, and other written and graphic documents as
needed to publicize library resources and programs.

Compiles use statistics and prepares reports.

Participates in the development of grant proposals, implements received grants,
and prepares reports on grant activities.

Supervises the materials collection of assigned librarianship, selecting, rotating,
and deleting materials as needed.

Evaluates donations for possible addition into the library collection.

Oversees the library during an assigned shift.

Supervises, trains, mentors, and evaluates sub-professional staff and volunteers.
Works with schools, local community groups, and city and county departments in
the use and improvement of library services.

Participates in establishing guidelines and procedures for staff and patrons.
Participates in community outreach efforts and provides information about library
services.

Attends and participates in professional group meetings and workshops.
Maintains awareness of developments and emerging technology in the library
profession.

Performs other related work as required.

In addition to above, the Librarian II:

24.
25.

26.
27.
28.
29.

Participates in the maintenance of the integrated library system and the catalog.
Oversees an assigned area, such as adult services, youth services, or outreach
services.

Focuses on continually improving library services.

Represents the library to other departments and the community.

Coordinates technology and internet resources for staff and the public.

Actively searches out and applies for grants, implements received grants, and
prepares reports on grant activities.
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30. Directs, coordinates and reviews the work plan for library staff, meets with staff to
identify and resolve issues, assigns work activities and projects, monitors
workflow, reviews and evaluates work products, methods, and procedures.

31. Oversees the library in the absence of the Library Director.

32. Performs other related work as required.

In addition to above, the Librarian Ili:

33. Participates in the development and implementation of goals, objectives, policies,
and priorities for the library system, identifies resource needs, recommends, and
implements policies and procedures.

34. Coordinates library service activities with those of other libraries, outside agencies,
and organizations.

35. Prepares and presents staff reports and other necessary correspondence.

36. Performs other related work as required.

PHYSICAL AND MENTAL/PSYCHOLOGICAL DEMANDS:

The conditions herein are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

PHYSICAL: Strength: Medium - Exert force of 20-50 pounds occasionally, 10-25
pounds frequently, or up to 10 pounds constantly to lift, carry, push, pull, or move objects.
Frequently stand or walk, bend, push/pull, twist at the waist, handle, grip, grasp,
finger/type, extend neck upward, downward or side to side. Occasionally sit, stoop,
crouch, reach above, at or below shoulder level. Rarely crawl, kneel, climb stairs. Vision:
visual acuity sufficient to perform the essential functions of the position; average depth
perception needed. Hearing: Hearing ability to effectively hear and comprehend oral
instructions and communication.

MENTAL/PSYCHOLOGICAL: Work cooperatively and interact appropriately with those
contacted in the course of work, including the general public, without exhibiting extreme
responses; respond appropriately to criticism from a supervisor; read and comprehend
simple material; use simple math and writing skills; understand, remember and carry out
detailed job instructions; respond quickly to changing priorities; deal with the general
public, communicate effectively orally; work under pressure; work within deadlines;
Library Assistant | may directs other workers; Library Assistant |l directs and trains other
workers.

ALLOCATION FACTORS:

Allocation of positions among the classes in the professional Librarian series is based
upon the degree of supervision received, the assignment of responsibility for a designated
area of professional librarianship, responsibility for supervision and responsibility for
professional services for branch libraries, in addition to main library responsibility.
MINIMUM QUALIFICATIONS:

Knowledge of:
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ALL LEVELS:

Professional library practices, principles and materials
Library technical services, such as reference and cataloging
Modern office procedures, methods and computer equipment
English usage, spelling, grammar and punctuation

Basic math

In addition to the above, the Librarian Il and Librarian lll:

e In-depth knowledge of one or more designated areas of librarianship, such as
reference, adult services, youth services, or outreach
e General principles of supervision and training

Ability to:
ALL LEVELS:
e Perform a full range of professional library work
e Maintain library-related records
¢ Understand and carry out oral and written instructions
e Establish and maintain effective relationships with those contacted in the course

of work
In addition to above, the Librarian Il and Librarian lll:

e Plan, organize and implement library programs with a designated area of
librarianship

Perform a wide range of reference work

Work effectively with large numbers of patrons and a high level of interruptions
Write and prepare reports and promotional materials

Supervise the work of others

In addition to above, the Librarian lll:
e Evaluate and maintain the collections of branch libraries to best meet community

needs within strict budget constraints
e Supervise the work of professional staff, may be required

EDUCATION AND EXPERIENCE:

Any combination of training, education and experience which demonstrates an ability to
perform the duties of the position. The typical qualifying entrance backgrounds:
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ALL LEVELS:
Master's Degree in Library Science; AND

LIBRARIAN II: One year of professional library experience, preferably including
experience in a designated area of librarianship.

LIBRARIAN Ill: Two years of professional library experience related to the evaluation of

library collections, user needs and interests and the development and maintenance of
library collections.

Rev. 4/2024
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LIBRARY ASSISTANT
Series Specification

DEFINITION:

This series specification describes two working-level technical job classes which, under
general supervision, perform a variety of technical sub-professional and some clerical
library duties, within well-defined standards in a variety of library areas; to assist the public
in the use of a branch library and library equipment, facilities, materials and services; and
to perform other specifically related work as required.

CLASS TITLES:

Library Assistant |
Library Assistant Il

CLASS CHARACTERISTICS:

Library Assistant | - This is the entry-level class of the Library Assistant series. This
class is distinguished from Library Assistant Il by the performance of a variety of routine
technical sub-professional library duties gained through on-the-job training and gradually
receives responsibility for a full range of duties, including assisting the public in the use
of a branch library and library equipment, facilities, materials, and services; performs
some clerical duties; and performs other specifically related work as required.

Library Assistant Il - This is the journey-level of the Library Assistant series. This class
is distinguished from the Library Assistant | by the performance of the full range of
responsible technical paraprofessional library tasks and duties assigned primary
responsibilities are circulation, routine reference, program implementation and
maintenance of order; may assist in training library circulation personnel; and performs
other specifically related work as required.

LICENSE REQUIRED:

Possession of a valid and appropriate California Driver's License. Bookmobile
assignment requires possession of a Class C California driver's license.

ESSENTIAL FUNCTIONS:

The following duties are typical of this classification. Incumbents may not perform all of
the duties and/or may be required to perform additional or different duties from those set
forth below to address business needs and changing business practices.

ALL LEVELS:

1. Performs clerical and technical library work, including tasks in the areas of circulation
and reference, acquisitions, and technical services.
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2.

N o oA

10.
11.

12.
13.
14.
15.
16.

17.
18.
19.
20.

21.

Opens and closes library in accordance with scheduled hours, circulating library
materials, shelving materials, maintaining neatness and cleanliness of library.

Assists patrons in the selection and location of materials, questions, policies, and
concerns.

Assists patrons in the use of library facilities.
Recommends library materials and services.
Prepares and maintains displays and exhibits.

Plans, publicizes, and presents programs and activities, including story times and
other children’s programming.

Assists library patrons at circulation desk and self-check kiosks, checking library
materials in and out, maintaining circulation records and answering routine location
questions.

Issues library cards to patrons.
Answers questions via telephone, email, and social media means.

Collects fines for damaged or lost materials, reconciles money received in cash
registers and printers, and monitors safekeeping of all money.

Attends training, assists with training new staff and volunteers.

Assists with donations.

Searches shelves for books, and processes new library materials.

Operates standard office equipment and assists members of the public in their use.

Performs a variety of general clerical and library duties specific to the department to
which assigned.

May be assigned to drive the Bookmobile.
May be asked to cover shifts at other locations and outreach events.
Compiles use statistics and prepares reports.

Creates presentations, newsletters, flyers, calendars, pages for the integrated library
system, posts for social media, and other written and graphic documents as needed
to publicize library resources and programs.

Performs other related work as required.

In addition to above, the Library Assistant II:

22.

23.
24.
25.
26.
27.
28.

Directs, schedules, assigns, and reviews the work of subordinate staff and
volunteers.

Participates in establishing guidelines and procedures for staff and patrons.
Trains, assists, and mentors subordinate personnel and volunteers.
Performs all circulation functions.

Resolves patrons’ complaints and fosters excellent customer relations.
Supervises the circulation area in the absence of the Library Technician II.
Resolves billing, circulation, and other problems related to library materials.

2
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29. Interprets policies and procedures for staff and the public.
30. Oversees collection of delinquent accounts and reports to collection agency.

31. Maintains records, monitors equipment, furnishings, and supply purchases, and
makes recommendations.

32. Orders materials and supplies.
33. Oversees and monitors mending, processing, and damaged materials procedures.
34. Recruits and trains volunteers.

35. Assists with researching grant opportunities for the libraries, provides assistance in
implementing received grants.

36. Participates in community outreach efforts and provides information about library
services and programs.

37. Diagnoses and troubleshoots issues with the integrated library system and self-check
kiosks.

38. Performs other related work as required.

PHYSICAL AND MENTAL/PSYCHOLOGICAL DEMANDS:

The conditions herein are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

PHYSICAL: Strength: Medium - Exert force of 20-50 pounds occasionally, 10-25
pounds frequently, or up to 10 pounds constantly to lift, carry, push, pull, or move objects.
Frequently stand or walk, bend, push/pull, twist at the waist, handle, grip, grasp,
finger/type, extend neck upward, downward or side to side. Occasionally sit, stoop,
crouch, reach above, at or below shoulder level. Rarely crawl, kneel, climb stairs. Vision:
visual acuity sufficient to perform the essential functions of the position; average depth
perception needed. Hearing: Hearing ability to effectively hear and comprehend oral
instructions and communication.

MENTAL/PSYCHOLOGICAL: Work cooperatively and interact appropriately with those
contacted in the course of work, including the general public, without exhibiting extreme
responses; respond appropriately to criticism from a supervisor; read and comprehend
simple material; use simple math and writing skills; understand, remember and carry out
detailed job instructions; respond quickly to changing priorities; deal with the general
public, communicate effectively orally; work under pressure; work within deadlines;
Library Assistant | may directs other workers; Library Assistant |l directs and trains other
workers.

ALLOCATION FACTORS:

Volume and difficulty of assignments, public contact and department operations; exercise
of independent judgment and decision-making; level of library skill utilized; consequence
of decisions made.
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ENVIRONMENTAL CONDITIONS:

Work indoors. Frequently use computer. Rare exposure to dust, fumes, smoke, gases,
odors, chemicals, excessive noises, solvents, grease or oil, slippery or uneven walking
surfaces; rarely drive vehicles. Frequently work with others; rarely work alone (depending

on assignment, may work alone). Position requires working evening and/or weekend

hours, and travel to appropriate meetings.

MINIMUM QUALIFICATIONS:

ALL LEVELS:

Knowledge of:

Modern office equipment and procedures;

Basic computer use and basic computer applications;
English usage, spelling, grammar and punctuation;
Basic mathematical skills;

Excellent customer service principles and practices;
Principles and procedures of recordkeeping.

In addition to above, Library Assistant Il:

Library services and functions;

Library principles and terminology;

Principles of basic report writing;

Leadership principles;

General principles of supervision and training.

Ability to:

Learn library services, functions and policies;

Learn and master the use of an Integrated Library System (ILS);
Read and write at the level required for successful job performance;
Type at a rate required for successful job performance;

Patiently assist patrons with use of a library;

Operate modern office equipment and cash register;

Perform and maintain a wide variety of library-related records;
Maintain discipline and order among patrons using a library;
Operate a vehicle observing legal and defensive driving practices;
Understand and carry out oral and written instructions;

Establish and maintain effective relationships with those contacted in the course

of work.

In addition to above, Library Assistant Il:

Train others in the use of the Integrated Library Systems;

Lead, schedule, prioritize and organize the work of subordinate staff and

4
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volunteers;
e Assist with training library circulation staff and volunteers;

EDUCATION AND EXPERIENCE:

Any combination of training, education and experience which demonstrates an ability to
perform the duties of the position. The typical qualifying entrance background is:

Library Assistant I: One (1) year full-time library experience. Experience working with
an automated system for service delivery in a public library circulation area is desirable.
Associate’s degree or possession of a Certificate of Proficiency in Library Technology
from an accredited institution highly desirable.

Library Assistant Il: Possession of Associate’s degree or Certificate of Proficiency in
Library Technology from an accredited institution AND two (2) years of full-time
responsible library experience. Some supervisory or leadership experience is highly
desirable.

Substitution: Qualifying experience may be substituted for up to two (2) years of
college coursework on the basis of two (2) years of qualifying experience for one
(1) year of college. Formalized library certifications may be considered toward
college coursework requirements.

Rev. 4/2024
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LIBRARY TECHNICIAN
Series Specification

DEFINITION:

This series specification describes two para-professional technical job classes which
perform a wide variety of journey-level technical library work including acquiring,
cataloging and circulating material for a specific function of the library; to perform
technical and clerical work in support of various sections of the library; and to provide
general information and assistance to library patrons; and to perform other specifically
related work as required.

CLASS TITLES:

Library Technician |
Library Technician Il

CLASS CHARACTERISTICS:

Library Technician | - This is the journey-level class of the Library Technician series.
Incumbents in this Library Technician | class are distinguished from the Library Assistant
series by the performance of the full range of duties assigned including assisting in the
acquisition and cataloging of library materials, maintaining the integrated library system
(ILS) and catalog, maintaining the library collections, and creating reports as needed for
those systems. Employees at this level receive only occasional instruction or assistance
as new or unusual situations arise and are fully aware of the operating procedures and
policies of the work unit. This class is distinguished from the Library Technician Il in that
the latter plans, may direct, and lead a unit or department within the library.

Library Technician Il — This is the advanced journey-level class in the Library Technician
series. Positions at this level are distinguished from other classes within the series by the
level of responsibility assumed and the complexity of duties assigned. Employees perform
the most difficult and responsible types of duties assigned to classes within this series
including performing lead supervisory activities in addition to more complex technical
duties. Employees at this level are required to be fully trained in all procedures related to
assigned areas of responsibility.

LICENSE REQUIRED:

Possession of a valid and appropriate California Driver's License. Bookmobile
assignment requires possession of a Class C California driver’s license.

ESSENTIAL FUNCTIONS:

The following duties are typical of this classification. Incumbents may not perform all of
the duties and/or may be required to perform additional or different duties from those set
forth below to address business needs and changing business practices.

1
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ALL LEVELS:

1.

> w

N

9.

10.

11.
12.

13.
14.

15.
16.
17.
18.

Provides exemplary customer service to all individuals by demonstrating a
willingness to be attentive, understanding, responsive, fair, courteous, and
respectful, and to actively participate in maintaining a positive customer service
environment.

Performs clerical and technical library work, including tasks in the areas of
circulation and reference, acquisitions, and technical services.

Performs all circulation functions.

Performs both general and specialized tasks related to the circulation,
acquisition, or cataloging of library materials.

Plans, publicizes, and presents programs and activities, including story times and
other children’s programming.

Assists in the processing and maintenance of library materials.

Prepares print and non-print materials for introduction into the library collection;
catalogs and classifies books; assigns Dewey classification numbers and Library
of Congress subject headings; performs original cataloging; verifies catalog
records and labels.

Collects fines for damaged or lost materials, reconciles money received in cash
registers and printers, and monitors safekeeping of all money.

Supervises the circulation area in the absence of the Library Technician II.
Orders materials from publishers and vendors and corresponds with them
concerning problems.

Prepares and maintains displays and exhibits.

Inputs data into library computer systems; makes corrections; adds or deletes
entries on bibliographic records; corrects author and subject entries.

Assists patrons in the use of library facilities.

Assists patrons in completing requests for materials not available in the local
collection.

Participates in the promotion of library services and resources.

Assists in giving library tours to groups.

May be assigned to drive the Bookmobile.

Performs other related duties and responsibilities as required.

In addition to the above, the Library Technician II:

19.

20.
21.

22.
23.
24.

25.

Directs, schedules, assigns, and reviews the work of subordinate staff and
volunteers.

Oversees the day-to-day operations of a small branch library.

Plans, directs, and leads outreach services to a variety of community
organizations.

Provides information concerning library collections and services to patrons.
Trains assigned employees in their areas of work in the library.

May perform advanced specialized tasks related to the circulation, acquisition,
or cataloging of library materials.

Processes and maintains library materials.

2
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26. Provides assistance at public desks within the library.

27. Oversees the mending of library materials and monitors circulation materials.

28. Oversees maintenance of the collection, the catalog, and the ILS.

29. May receive and order special book requests.

30. Administers installation, maintenance, and training activities related to the ILS
and catalog, and develops training materials as needed.

31. Assists with researching grant opportunities for the libraries, provides assistance
in implementing received grants.

32. Responds to and resolves difficult and sensitive complaints and inquiries.

33. Diagnoses and troubleshoots issues with the ILS, public computers, and self-
check kiosks.

34. Performs other related duties and responsibilities as required.

ALLOCATION FACTORS:

Volume and difficulty of assignments, public contact and department operations; exercise
of independent judgment and decision-making; level of library skill utilized; consequence
of decisions made.

PHYSICAL AND MENTAL/PSYCHOLOGICAL DEMANDS:

The conditions herein are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

PHYSICAL: Strength: Medium - Exert force of 20-50 pounds occasionally, 10-25
pounds frequently, or up to 10 pounds constantly to lift, carry, push, pull, or move objects.
Frequently stand or walk, bend, push/pull, twist at the waist, handle, grip, grasp,
finger/type, extend neck upward, downward or side to side. Occasionally sit, stoop,
crouch, reach above, at or below shoulder level. Rarely crawl, kneel, climb stairs. Vision:
visual acuity sufficient to perform the essential functions of the position; average depth
perception needed. Hearing: Hearing ability to effectively hear and comprehend oral
instructions and communication.

MENTAL/PSYCHOLOGICAL: Work cooperatively and interact appropriately with those
contacted in the course of work, including the general public, without exhibiting extreme
responses; respond appropriately to criticism from a supervisor; read and comprehend
complex material; use complex math and writing skills; understand, remember and carry
out detailed job instructions; respond quickly to changing priorities; deal with the general
public, communicate effectively orally; work under pressure; work within deadlines; direct
and train other workers.

ENVIRONMENTAL CONDITIONS:

Work indoors. Frequently use computer. Rare exposure to dust, fumes, smoke, gases,
odors, chemicals, excessive noises, solvents, grease or oil, slippery or uneven walking
surfaces; rarely drive vehicles. Frequently work with others; rarely work alone (depending

3
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on assignment, may work alone). Position requires working evening and/or weekend
hours, and travel to appropriate meetings.

MINIMUM QUALIFICATIONS:
ALL LEVELS:

Knowledge of:

Library services, functions, and policies

Library terminology

Practices and techniques of library material classification and cataloging
Computerized cataloging, bibliographical and circulation system databases
Library equipment and tools

Principles and procedures of record keeping

Modern office procedures, methods, and computer equipment

English usage, spelling, grammar, and punctuation

Basic mathematical skills

Excellent customer service principles and practices

Principles of basic report writing

Leadership principles

General principles of supervision and training

In addition to above, Library Technician Il:

Principles of lead supervision and training

Principles and provision of outreach services

Practices and techniques of library material classification and cataloging
Principles and procedures of grant writing

Computerized cataloging, bibliographical and circulation system databases

Ability to:

e Perform a variety of journey level technical and clerical library work
Operate computerized cataloging, bibliographical and circulation system
databases

Keyboard at a speed necessary for successful job performance
Work independently in the absence of supervision

Communicate clearly and concisely, both orally and in writing
Supervise the work of volunteers and employees

Perform routine reference searches

Use an Integrated Library System (ILS)

Read and write at the level required for successful job performance
Type at a rate required for successful job performance

Operate modern office equipment and cash register

Perform and maintain a wide variety of library-related records

4
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e Operate a vehicle observing legal and defensive driving practices

e Understand and carry out oral and written instructions

e Establish and maintain effective relationships with those contacted in the course
of work

In addition to above, Library Technician Il:

Lead, organize, and review the work of staff in the area assigned
Independently perform the most difficult technical and clerical library activities
Interpret, explain, and enforce library policies and procedures

Prepare technical reports and grant applications

Operate computerized cataloging, bibliographical and circulation system
databases

EDUCATION AND EXPERIENCE:

Any combination of training, education and experience which demonstrates an ability to
perform the duties of the position. The typical qualifying entrance background is:

Library Technician I: Associate degree from an accredited college or possession of a
Certificate of Proficiency in Library Technology from an accredited institution AND two (2)
years of technical and clerical library experience including the acquisition, cataloging, and
circulation of a variety of library materials. Some supervisory or leadership experience is
highly desirable.

Library Technician Il: Bachelor's degree from an accredited college or possession of a
Certificate of Proficiency in Library Technology from an accredited institution AND three
(3) years of full-time responsible technical and clerical library experience, including the
acquisition, cataloging, and circulation of a variety of library materials AND one (1) year
of supervisory experience.

Substitution: Qualifying experience may be substituted for up to two years of college
coursework on the basis of two years of qualifying experience for one year of college.
Formalized library certifications may be considered toward college coursework
requirements.

Rev. 4/2024
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STREET MAINTENANCE SUPERVISOR
DEFINITION:

Under direction, to plan, assign and supervise the work of individuals and equipment in
the construction, repair, and maintenance of streets, alleys, drainage facilities, and other
public works assets; to personally perform such work when necessary; and to perform
related work as required.

CLASS CHARACTERISTICS:

The class of Street Maintenance Supervisor is a first level working supervisory position
responsible for planning, assigning, supervising, and accomplishing the work of street
and drainage facility construction and maintenance crews.

LICENSE REQUIRED:

Possession of a valid and appropriate California Driver's License, which shall at a
minimum be Commercial Class A with “N” tank endorsement.

ESSENTIAL FUNCTIONS:

The following duties are typical of this classification. Incumbents may not perform all of
the duties and/or may be required to perform additional or different duties from those set
forth below to address business needs and changing business practices.

1. Provides good customer service and positively interacts with all individuals
contacted in the course of work in a courteous and respectful manner.

2. Plans, assigns, supervises, and performs work in asphalt patching, paving, crack
sealing, grinding, and other pavement maintenance; fabricating, installing,
repairing, replacing, and maintaining traffic control devices such as signs,
barricades, pavement striping and markings, and curb markings; coordinating and
overseeing repairs, installation, and maintenance of City traffic signals and related
devices; providing temporary traffic control for City work zones and for other City
needs; storm drainage facility, culvert, and roadway shoulder cleaning, repairing,
and maintenance; grinding, repairing, ramping, leveling, and replacing sidewalks,
curbs, gutters, and other Portland cement concrete infrastructure.

3. Trains, supervises, mentors, and evaluates subordinate personnel; demonstrates
and encourages leadership and responsibility; makes or recommends decisions
regarding hiring, promotions, terminations, discipline or other change in status.

4. Reviews plans and specifications of work to be done with superior/manager;
estimates labor, materials and equipment needed; inspects work projects in
progress and completed work for acceptance.

5. Upon completion of projects, inspects tools and equipment for proper use and
care; supervises general clean up and maintenance work; instructs and assists in
work involving the more difficult and skilled tasks.

6. Maintains records of work, activities and time worked; enforces safety regulations;
investigates accidents and equipment failures;
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7. Requisitions materials and supplies; prepares reports of work activities.

8. Answers complaints and makes recommendations to resolve problems; inspects
public rights-of-way in response to complaints or for needed maintenance,
alteration or repair.

9. Comprehends, retains, and executes precise job instructions.

10. Adheres to the guidance of superiors and other authorized personnel overseeing
tasks; evaluates differing conditions and changed circumstances, coordinates with
superiors, and recommends solutions which are best for the City.

11. Demonstrates sound judgment to ensure safety, continuously remains productive
in completing assigned tasks to best benefit the City, and adeptly manages any
arising issues.

12. Models and promotes a positive working environment in the accomplishment of
work that is most beneficial to the City.

13. Promptly adapts to shifting priorities.

14. Communicates proficiently verbally and in writing.

15. Employs complex reading, and basic mathematical skills as necessary for
completion of the work.

16. Operates City vehicles and equipment; operates a computer to access, input and
retrieve information.

17. Performs work well under pressure, meets designated deadlines, and performs
related work as required.

PERIPHERAL FUNCTIONS:
Assists in inspecting construction work from approved plans and specifications.

PHYSICAL AND MENTAL/PSYCHOLOGICAL DEMANDS:

The conditions herein are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

Physical: Strength Category: Heavy-exert force of 50-100 Ibs. occasionally, 25-50 Ibs.
frequently, or 10-20 Ibs. constantly to lift, carry, push pull or move objects. Occasional
standing, walking, sitting, bending, stooping, crouching, kneeling, pushing, pulling,
twisting at the waist, handling, gripping, grasping, fingering, typing, climbing stairs and
ladders, reaching at, above and below shoulder level, extending neck upward, downward
and side to side. On rare occasion, crawling, climbing scaffolding. Visual: visual acuity
sufficient to perform the essential functions of the position. Average depth perception
needed. Hearing: effectively hear/comprehend oral instructions and communication, and
equipment and traffic noise.

Mental/Psychological: Work cooperatively and interact appropriately with those

contacted in the course of work, including the general public, without exhibiting extreme

responses; utilize good judgment to ensure safety, proactively keep productive

performing assigned work as best serves the City, and appropriately handle issues;

diffuse tense situations; demonstrate and encourage leadership and responsibility among
2
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staff members; respond appropriately to criticism from superiors/managers; utilize
complex reading and writing skills; utilize simple math skills; understand, remember and
carry out complex job instructions; respond quickly to changing priorities; communicate
effectively orally and in writing; work under pressure; work within deadlines; supervise
other workers; train other workers.

ENVIRONMENTAL CONDITIONS:

Incumbents work under adverse conditions, such as outside in any weather, around
rodents, insects, foul smells, dirt, dust, broken glass, fires, and other hazards.

Works both indoors and outdoors; Occasionally to frequently works around machinery;
frequently uses a computer, drives motorized equipment/vehicles, and works around
public vehicle traffic; occasionally is exposed to dust, fumes, smoke, gases, odors,
chemicals, electrical energy, solvents, grease, oil, excessive noises, slippery or uneven
surfaces, flames. Works both alone and with others. On rare occasion is exposed to
extreme temperatures, radiation, and unprotected heights.

MINIMUM QUALIFICATIONS:
Knowledge of:

e Safe driving practices and State and local laws pertaining to the operation of
motorized equipment on streets, roads and highways

e Basic math

e Record keeping

e Proper methods, materials, tools and equipment used in street and public works
construction, repair and maintenance

e General principles of supervision and training

e Appropriate safety precautions and procedures

Ability to:

e Read, write and perform mathematical calculations at the level required for
successful job performance

e Estimate personnel, material and equipment requirements for public works
projects

o Effectively perform, lead, and train others in the performance of skilled street
maintenance and public works duties and equipment operation

e Demonstrate and encourage leadership and responsibility among staff members

e Read engineering and accurately interpret construction plans and specifications
relating to street construction and maintenance work

e Evaluate, coordinate with superior/manager when necessary, and use appropriate
approaches and methods to perform the work as best serves the City

e Utilize good judgment to ensure safety, best serve the City and appropriately
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handle issues

Diffuse tense situations

Maintain records

Supervise the work of others

Operate vehicles and equipment observing legal and defensive driving practices
Understand and carry out oral and written instructions

Follow the direction of superiors and others overseeing the work

Proactively keep productive with the assigned work as best serves the City
Establish and maintain effective relationships with those contacted in the course
of work

EDUCATION AND EXPERIENCE:

Any combination of training, education and experience which demonstrates an ability to
perform the duties of the position. The typical qualifying entrance background is five
years of responsible experience in public works or other construction and maintenance
work, including experience in the maintenance and operation of power-driven
construction equipment. Additionally, work performance demonstrating consistent
achievement of the minimum qualifications. Supervisory or lead experience is preferred.
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URBAN FORESTRY SUPERVISOR
DEFINITION:

Under direction, to supervise and participate in the daily work of personnel engaged in
tree and shrubbery care, planting, trimming, removal, bracing, spraying and surgery; utility
vegetation management; to perform contract inspection related to tree maintenance on
parkways and on City-owned properties; and to perform related work as required.

CLASS CHARACTERISTICS:

The class of Urban Forestry Supervisor is a first level supervisory position responsible for
planning, assigning and supervising the work of crews engaged in the planting and care
of City trees, shrubbery and hardscapes, utility vegetation management, and coordinating
the work of contractors.

LICENSE REQUIRED:

Possession of a valid and appropriate California Driver's License, which shall at a
minimum be Commercial Class B with tanker endorsement or the ability to obtain with six
months. Must possess and maintain a Line Clearance Arborist Certification through
A.C.R.T. or another qualifying body. Obtain a Qualified Applicator Certifcate (Category
C) issued by the California Department of Pesticide regulation. Possession of an ISA
certified Arborist certificate issued by the International Society of Arboriculture or the
ability to obtain within six months.

ESSENTIAL FUNCTIONS:

The following duties are typical of this classification. Incumbents may not perform all of
the duties and/or may be required to perform additional or different duties from those set
forth below to address business needs and changing business practices.

1. Plans and develops a tree and shrubbery nursery.

2. Supervises the work of subordinate tree care personnel in planting, trimming,
removal, hardscape maintenance, and spraying.

3.  Utility vegetation management.

4. Makes or recommends decisions regarding hiring, promotions, terminations,
discipline, or other changes in status.

5. Conducts safety sessions on safety rules and regulations on hand tools, motorized
tree equipment, and aerial equipment.

6. Periodically inspects tree-care equipment for unsafe working conditions and
recommends repairs.

7. Instructs subordinate employees in proper tree care techniques and safety
practices.

8. Conducts periodic surveys of conditions of street trees, and hardscapes, and
recommends changes and improvement.

1
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9. Investigates complaints and problems involving City-owned street trees.
10. Inspects contract street tree operations.
11. Inspects and recommends the purchase of all new trees at out-of-town nurseries.

12. Confers with the Public Works Director to plan major work programs and
procedures.

13. Keeps records and submits reports on tree-care operations and personnel.
14. Evaluates employee performance.

15. Establishes and maintains effective and friendly working relationships with the
general public.

16. Operates City vehicles.
17. Performs other related work as required.

PHYSICAL AND MENTAL/PSYCHOLOGICAL DEMANDS:

The conditions herein are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

Physical: Strength Category: Heavy-exert force of 50-100 pounds occasionally to
frequently, depending on assignment, 10-25 pounds frequently, or up to 10 pounds
constantly to lift, carry, push pull or move objects. Frequent standing, walking, reaching
at, above and below shoulder level, extending neck upward, handling, gripping, grasping,
climbing ladders. Occasional sitting, bending, stooping, crouching, kneeling, climbing
stairs, extending neck downward and side to side, pushing, pulling, twisting at the waist,
fingering, typing. On rare occasion crawls. Vision: visual acuity sufficient to perform the
essential functions of the position; average depth perception needed. Hearing:
effectively hear/comprehend oral instructions and communication, equipment and traffic
noise.

Mental/Psychological: Work cooperatively and interact appropriately with those
contacted in the course of work, including the general public; utilize good judgment to
ensure safety, proactively keep busy performing assigned work as best serves the City,
and appropriately handle issues; diffuse tense situations; demonstrate and encourage
leadership and responsibility among subordinates; respond appropriately to criticism from
supervisor; utilize complex reading and writing skills; utilize simple math skills;
understand, remember and carry out complex job instructions; respond quickly to
changing priorities; communicate effectively orally; work under pressure; work within
deadlines; supervise other workers; train other workers; perform related work as required.

ENVIRONMENTAL CONDITIONS:

Frequently works indoors and outdoors, depending on the day’s assignments. Frequent
working around machinery, exposure to dust, fumes, gases, odors, and excessive noises.
Occasional exposure to chemicals, electrical energy, solvents, grease or oil, slippery or
uneven walking surfaces, using a computer, driving motorized equipment/vehicles, and
working at unprotected heights. On rare occasion, exposed to extreme temperatures,
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flames/smoke. Works both alone and with others, depending on the day’s assignments.

MINIMUM QUALIFICATIONS:

Knowledge of:

Botanical definition and common names of street trees, shrubs, and flowers
Techniques of bracing and staking trees

Characteristics, use, cultivation, and maintenance requirements of trees, shrubs,
and flowers used in parks, parkways, and for ornamental purposes

Pests and diseases found in trees/hardscapes and the methods of controlling and
eradicating such pests and diseases

Record keeping

Proper methods, materials, tools, and equipment used in tree trimming, hardscape
planting, removal, cultivating, and maintenance

Utility vegetation management

General principles of supervision and training

Appropriate safety precautions and procedures

Ability to:

Plan and layout street and parkway tree/hardscape areas

Operate rolling equipment and instruct others in the usage of this equipment
Requisition and assign tools and equipment

Perform skilled work in street tree/hardscape operations

Prepare reports

Inspect street tree/hardscape operations

Maintain records

Effectively supervise the work of others

Operate a vehicle observing legal and defensive driving practices
Understand and carry out oral and written instructions

Establish and maintain effective relationships with those contacted in the course
of work

EDUCATION AND EXPERIENCE:

Any combination of training, education and experience, which demonstrates an ability to
perform the duties of the position. The typical qualifying entrance background is five years
of responsible experience in park and street tree maintenance, including the use of aerial
equipment. Supervisory or lead experience is preferred.
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