
FOR COUNCIL MEETING OF JULY 5, 2011 

COUNCIL AGENDA REPORT 

July 5,2011 

TO: City Council 

FROM: City Manager 

SUBJECT: PERSONNEL CHANGES RESULTING FROM BUDGET AMENDMENTS 
TO THE ADOPTED 2011-12 CITY BUDGET (SECOND YEAR OF THE 
APPROVED TWO-YEAR BUDGET) 

RECOMMENDATION: 

That the City Council adopt: 

1. A Resolution approving job specifications, establishing salary ranges, eliminating 
positions, and adding positions, thereby clarifying personnel changes resulting from 
the adoption of the 2010-12 City Budget; and 

2. A Resolution authorizing an update of the City's Conflict of Interest Code; and 
3. A Resolution amending the City's contract with the Public Agency Retirement 

Services (PARS) for staff in limited-service positions. 

BACKGROUND: 

On June 21,2011, the City Council approved amendments to the 2011-12 City Budget, 
authorizing changes through Resolution 2011-67, which provided for authority to 
incorporate amendments for the 2011-12 budget document by way of the mid-cycle review 
process. The Resolution before the City Council brings forward recommendations to 
establish salary ranges, job specifications, as well as additional necessary minor 
clarifications associated with the mid-cycle budget. 

In addition, as a result of abolishing classifications, an update of the City's Conflict of 
Interest Code listing will be necessary, thereby defining which classifications will require 
incumbents to be designated as filers, 

Lastly, as a result of all limited-service employees being required to pay the 3.75 percent 
City contribution to their retirement plan (a FICA substitute), for a combined 7,5 percent 
contribution, a separate Resolution is required to amend the Public Agency Retirement 
Plan (PARS) agreement with the City. 

DISCUSSION: 

Public Safety 

In the Fire Department. eliminate the limited-service classifications of Reserve Fire Captain 
($10.00/hour), and Reserve Fire Engineer ($10.00/hour); eliminate the limited-service 
positions ofTemporary Planner (Fire) ($33,16 - $36.56/hour). 
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The Fire Department has not had any Fire Reserves on staff for a number of years, 
therefore the program was eliminated. This resulted in all limited-service classifications for 
Reserves being abolished, including Reserve Fire Captain and Reserve Fire Engineer. 

Council approved a title change only (by reassignment) for the limited-service positions of 
Temporary Planner (Fire) to Reserve Command Chief - the latter being a better descriptor 
of their duties and responsibilities. As a result, the Temporary Planner positions are being 
eliminated. 

Leisure and Cultural Services 

In Recreation and Parks, add one part-time Facility Specialist III ($16.74 - $20.35/hour) 
position; eliminate one part-time Facility Specialist II ($15.56 - $18.92/hour); add one 
limited-service Technical Aide II ($14.87 - $16.39/hour); and eliminate one limited-service 
Technical Aide III ($17.32 - $19.10/hourl. In the Park Services Program adopt: the job 
description modification for the full-time classification of Park Services Officer II ($1,379.50 
- $1 ,676.80/bi-weekly); establish the salarv ranges and adopt the job descriptions for Park 
Services Officer III ($1,685.81 - $2.049. 12/bi-weekly); and the part-time classification of 
Park Services Coordinator ($32.22 - $39.17/hour); and create and establish the salarv 
range for the limited-service classification of Security Aide ($11.25 - $12.40/hour). In the 
Librarv, add one part-time Clerk II ($10.72 - $13.03/hour); and eliminate one limited
service Assistant Clerk ($9.72 - $1 O.72/hour) at the Orcutt Branch Librarv. 

In the Recreation and Parks Department, a Facility Specialist III (Marketing-Special 
Events) position had been eliminated; however, the intent had been to eliminate one 
vacant part-time Facility Specialist II (Youth Services) instead and to replace it with a 
limited-service Technical Aide II position. Therefore, staff is adding back in the Facilities 
Specialist III and there is no need for a limited-service Technical Aide III (Marketing
Special Events), as was previously requested. 

The Park Services Officer Program was approved for the creation of the classification of a 
full-time Park Services Officer III, thereby necessitating an adjustment to the job 
specification for Park Services Officer II. The creation of a part-time 32-hour classification 
of Park Services Coordinator, from a previously vacant Park Services Officer will allow for 
more hours of supervision, and occasional field coverage as needed. The recommended 
job descriptions are attached clarifying job duties and qualifications. In addition, the 
program is staffed with two (2) limited-service positions of Park Services Aide. The 
creation of the limited-service Security Aide position will allow for under-filling the Park 
Services Aide position for limited patrol duties, where the incumbent would not need Peace 
Officer status. The Security Aide would provide security visits to public facilities, observe 
and report, interact with Parks Services Officers and the Police Department, and to secure 
facilities as needed. 

In the Library, due to reduced funding from the County of Santa Barbara, amendments to 
the 2011-12 Budget called for the reduction of both staffing and hours of operation at the 
City-run, County-funded Orcutt Branch Library. However, since the budget was adopted, 
the County has informed staff of their intent to restore partial funding for the Orcutt Branch 
Library. Prior to being informed of this restored funding, the original plan was to eliminate 
a part-time Clerk II position at the Orcutt Branch and reduce operating hours from 40 hours 
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a week down to 20 hours a week. With the restored partial funding, hours of operation will 
only be reduced down to 32 hours a week, but will necessitate the elimination of a limited
service (19 hour per week) Assistant Clerk position, rather than the previously identified 
part-time Clerk II position. Consequently, staff recommends that Council re-authorize the 
part-time Clerk II position assigned to the Orcutt Branch Library and instead, eliminate the 
limited-service Assistant Clerk position. Currently, there are Assistant Clerk vacancies 
within the City, so the displaced employee will have the ability to be reassigned to another 
work location. 

General Government 

In the City Attorney's Office. establish salary ranges and adopt the job descriptions for the 
classifications of a part-time Code Compliance Coordinator ($29.02 - $35.27/hour), and a 
part-time Code Compliance Assistant ($17.75 - $21.58/hour). 

In the City Attorney's Office, the Code Compliance Division was approved to create two 
new part-time positions: a Code Compliance Coordinator and a Code Compliance 
Assistant. The two new part-time positions will perform similar work as the previously 
funded, but eliminated full-time positions, at a reduced schedule; the job descriptions 
clarify assignments. 

In the City Manager's Office. eliminate the limited-service position of Intern - General 
($11.25 - $12.40/hour). 

The City Manager's Office has not requested funding for the Intern - General position for 
the last two years, as part of budget reductions. Therefore, the position is requested to be 
eliminated, until such time as funding sources become available. 

The Chief Deputy City Clerk recently announced her plans to retire in December 2011. As 
part of a cost-savings measure, staff does not intend to fill her vacant position until July 
2012 and will use the salary savings toward a portion of the department's six percent 
appropriation reduction. Due to the vacancy necessitating move-up pay for an extended 
period of time by one individual, for consistency purposes, staff is recommending that 
move-up compensation be either 5% or if it is higher, Step A of the temporarily vacant 
classification. 

As a result of all limited-service employees being required to pay the 3.75 percent City 
contribution to their retirement plan (a FICA substitute), a Resolution is required to amend 
the PARS agreement with the City. The limited-service staff had previously experienced 
reduced hours to provide concessions similar to all other City staff. However, the reduced 
hours affected coverage and service levels; therefore staff has been approved to restore 
original work schedules up to 19 hours per week, and instead, require limited-service staff 
to pick-up the City share of 3.75 percent toward the plan. 

Impact to the Community: 

Adoption of the above recommended changes will allow municipal services to continue, 
but at a reduced service level in certain programmed areas. However, staff does intend to 
continue to provide City residents and businesses with the most efficient and cost-effective 
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municipal services possible and continuing to adhere to high standards of exceptional 
customer service. 

TI 
City Manager 

Attachment 1: Job Descriptions 
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CITY OF SANTA MARIA  JULY 2011 
 

CODE COMPLIANCE COORDINATOR 
 
DEFINITION 
 
This is a 32-hour per week, ongoing year-round classification. Under general 
supervision by the City Attorney or his/her designee, coordinates the code compliance 
program and provides general supervision to the code compliance staff which 
investigate complaints regarding violations of the City’s Municipal Code, predominately 
in the areas of building and land use; as needed compiles investigative reports; issues 
citations; initiates criminal/civil complaints; testifies as necessary; implements and 
monitors a Citywide code compliance plan; provides support to the investigation of 
claims filed against the City; and performs other duties as assigned. 
 
DISTINGUISHING CHARACTERISTICS 
 
The Code Compliance Coordinator coordinates the overall code compliance program and 
provides direct supervision to the Senior Code Compliance Officer, general supervision to 
the Code Compliance Officers and clerical support staff in the code compliance area.  In 
addition, the Code Compliance Coordinator manages the more complex and multi-faceted 
compliance complaints as needed.  
 
DUTIES AND RESPONSIBILITIES 
The following duties are typical of this classification and are intended only to describe the various types of 
work that may be performed, the level of technical complexity of the assignment(s), and are not intended 
to be an all-inclusive list of duties.  The omission of a specific duty statement does not exclude it from the 
position if the work is consistent with the concept of the classification, or is similar or closely related to 
another duty statement to address business needs and changing business practices. 
 
Coordinates the code compliance program including investigation, staffing, public 
education, and reporting; supervises the Code Compliance Officers and the clerical 
support staff within the code compliance program; plans, schedules, and assigns work 
as appropriate; trains or oversees training of subordinate staff; reviews the work of 
subordinate personnel involved in the inspection and enforcement of City codes, 
ordinances, and regulations; receives, reviews, and manages the more complex and 
multi-faceted complaints regarding violations of the City Code, particularly in the areas 
of building and land use working with other agencies or City staff to address issues; 
ensures that compliance priorities meet department and City goals and objectives; 
investigates and determines whether the more complex and multi-faceted oriented 
violations exist; provides staff with options and solutions regarding attempts to gain 
compliance; initiates the appropriate legal action when required; testifies in court or 
administrative proceedings as necessary; may act as staff liaison to the Code 
Compliance Board; develops statistics, keeps records, writes letters, drafts ordinances, 
and reports; conducts liability claims investigations; and performs other duties as 
assigned. 
 
MINIMUM QUALIFICATIONS 
 
Education: High school graduation or General Education Diploma.  Job-related 

college and computer courses desirable. 
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Experience: Five years of enforcement experience with a public entity or two 

years experience either applying or enforcing building codes or 
acting in an enforcement capacity.  Two years supervisory/lead 
experience highly desirable.  

 
OR any combination of education, training and/or work experience to demonstrate 
knowledge, skills, and abilities to meet the above minimum requirements. 
 
Knowledge of: Application and interpretation of municipal building and land use 

laws; general enforcement techniques and procedures; interviewing 
techniques; computer applications such as word processing, 
database, and spreadsheets; principles and practices of effective 
supervision; document management; principles and practices of 
exemplary customer service. 

 
Ability to: Deal effectively with the public, City personnel, and other agency 

personnel; establish and maintain effective working relationships; 
take a proactive approach to problem solving; learn the 
organization, procedures, and operating details of the City 
department to which assigned; demonstrate strong positive 
interpersonal skills; effectively operate computer hardware and 
software; effectively supervise subordinate staff; communicate 
effectively in both oral and written form; interpret regulations.  
Spanish speaking skills highly desirable. 

 
License:  Possession of a valid and appropriate California Driver License. 

Must possess and maintain a satisfactory driving record and be 
insurable to operate City vehicles. 

 
Certificate: Peace Officers Standards Training (P.O.S.T.) approved Penal 

Code §832 certificate; and S.C.A.C.E.O. or I.C.B.O. Uniform Code 
certificate. 

 
TOOLS AND EQUIPMENT USED 
 
Personal computer, including word processing, database management, and spreadsheet 
software; camera; video equipment; small hand tools; motor vehicle; portable radio; 
telephone; fax machine; photocopier. 
 
PHYSICAL DEMANDS 
 
The physical demands described here 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.  
 
Work is performed in the office and in the field.   Hand-eye coordination is necessary to 
operate computers and various pieces of office equipment. 
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While performing the duties of this job, the employee is required to stand, walk, talk, hear, 
use hands to handle, feel or operate objects, tools or controls; and reach with hands and 
arms.  The employee is occasionally required to sit; climb or balance; stoop, kneel, crouch, 
or crawl. 
 
The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities 
required by this job include close vision, distance vision, color vision, peripheral vision, 
depth perception, and the ability to adjust focus. 
 
WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of this job, the employee occasionally works in outside 
weather conditions.  The employee occasionally works near moving mechanical parts and 
in high, precarious places and is occasionally exposed to wet and/or humid conditions, or 
airborne particles. 
 
The noise level in the work environment is usually quiet in the office and moderate to loud 
in the field. 
 
 
 
              
APPROVED BY       DATE 
 
 
Spec for Code Compliance Coordinator  
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CODE COMPLIANCE ASSISTANT 

DEFINITION 

This is a 32-hour per week, ongoing year-round classification. Under general 
supervision of the Code Compliance Coordinator, and direct supervision by the Senior 
Code Compliance Officer, performs a wide variety of responsible clerical and technical 
Code Compliance enforcement duties, with only occasional instruction or assistance; and 
performs other duties as assigned. 

DUTIES AND RESPONSIBILITIES 
The following duties are typical of this classification and are intended only to describe the various types of 
work that may be performed, the level of technical complexity of the assignment(s). and are not intended 
to be an all-inclusive list of duties. The omission of a specific duty statement does not exclude it from the 
position if the work is consistent with the concept of the classification, or is similar or closely related to 
another duty statement to address business needs and changing business practices. 

Performs responsible clerical and support staff duties related to assigned functional area 
and the department; drafts, types, proofreads, and processes a variety of documents 
including correspondence, memos, statistical charts and reports from rough drafts and 
data; types from oral direction, rough drafts, copy, notes, or transcription machine; 
maintains appropriate records, logs, and files to facilitate day-to-day administrative 
operations; responsible for maintenance, data retrieving and retention of files; inputs data 
into computer terminal; acts as a receptionist; screens calls and visitors; refers; requests 
to the appropriate individual(s); performs document imaging, filing, checking, and 
recording information on records; sorts and files documents and records; maintains 
alphabetical, index, and cross-reference files; operates modern office equipment 
including a computer terminal; receives, sorts, and distributes incoming and outgoing 
correspondence and mail; may act as Clerk to the Code Compliance Board; may take 
minutes at Code Compliance Board meetings and prepares agendas; works evenings 
during Code Compliance Board meetings and otherwise as required; transcribes minutes 
as required; interacts and communicates effectively with difficult people; and performs 
other duties as assigned. 

MINIMUM QUALIFICATIONS 

Education: 

Experience: 

High school graduation or General Education Diploma, 
supplemented by courses in typing, office practices and/or paralegal, 
criminal justice, building and planning. 

Two years of general office, clerical or secretarial experience. 
Knowledge of paralegal, criminal justice and/or building and planning 
procedures preferred. 

OR any combination of education, training and/or work experience to demonstrate 
knowledge, skills, and abilities to meet the above minimum requirements. 

Knowledge of: City, State and Federal law codes, rules, and regulations related to 
function area; English usage, spelling, grammar, and punctuation; 
office methods and equipment including computer systems, 
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Ability to: 

License: 

Certificate: 

Microsoft Office Suite software and filing systems; organization, 
procedures, and operating details of the City office to which 
assigned; and principles and practices of exemplary customer 
service. 

Learn the organization, procedures, and operating details of the City 
office to which assigned; multi-task and perform routine clerical work 
including maintenance of appropriate records and files in a busy and 
fast paced environment; learn and interpret Santa Maria Municipal 
Code; interact and communicate effectively with loud and difficult 
people; communicate effectively in both oral and written form; 
operate a variety of modern office equipment; verify and check files 
and data; type at a speed of at least 45 net words per minute; act as 
Clerk to Code Compliance Board; take and prepare minutes and 
agendas; take a proactive approach to problem solving; take 
direction from supervisor and follow through with assignments and 
requests from Code Compliance Officers; work independently with 
only occasional instruction or assistance; learn the organization, 
procedures, and operating details of the City department to which 
assigned; and establish and maintain effective working relationships. 

Possession of a valid and appropriate California Driver License. 
Must have and maintain a satisfactory driving record and be 
insurable to operate City vehicles. 

Must type 45 net words per minute from legible copy. 

TOOLS AND EQUIPMENT USED 

Personal computer, including word processing, spreadsheets, and permitting software; 
10-key calculator; copy machine, phone, fax machine and document scanner. 

PHYSICAL DEMANDS 

The physical demands described here 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. 

While performing the duties of this job, the employee is required to talk, hear, sit, stand, 
walk, and reach with hands and arms. The employee is occasionally required to climb or 
balance, stoop, kneel, crouch, or crawl. 

The employee must occasionally lift and/or move up to 25 pounds. Specific vision 
abilities required by this job include close vision, distance vision, color vision, peripheral 
vision, depth perception, and the ability to adjust focus . 

. - .- .. _---------------------------' 
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WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 

The noise level in the work environment is usually quiet. The duties listed above are 
intended only as illustrations of the various types of work that may be performed. The 
omission of specific statements of duties does not exclude them from the position if the 
work is similar, related, or a logical assignment to the position. 

APPROVED BY DATE 

Spec for Code Compliance Assistant 
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PARK SERVICES COORDINATOR 

DEFINITION 

This is a 32-hour per week, ongoing year-round classification. Under the direction of the 
Director of Recreation and Parks, the Park Services Coordinator oversees the Park 
Services Officer Program; patrols city parks and public facilities; enforces applicable city 
ordinances, government codes, and state laws relating to the use of parks and public 
facilities; may provide field training; performs skilled maintenance; and may perform 
other duties as assigned. 

DISTINGUISHING CHARACTERISTICS 

The Park Services Coordinator serves in a lead capacity for the Park Services Officer 
Program exercising independent judgment. In addition to patrol and enforcement 
duties, may perform limited semiskilled duties; the incumbent supervises, trains and 
assigns the program staff. 

DUTIES AND RESPONSIBILITIES 
The following duties are typical of this classification and are intended only to describe the various types of 
work that may be performed, the level of technical complexity of the assignment(s). and are not intended 
to be an all-inclusive list of duties. The omission of a specific duty statement does not exclude it from the 
position if the work is consistent with the concept of the classification, or is similar or closely related to 
another duty statement to address business needs and changing business practices. 

Supervises field operations, including but not limited to scheduling, training, and 
evaluation; manages the program budget; manages personnel matters related to the 
Park Services Officer Program; prepares a variety of reports including legal documents; 
may perform the duties of a Field Training Officer; patrols City-owned or operated parks, 
community centers, play fields, joint use school/park sites, public parking lots, 
landscaped rights of way, public trails and open space areas owned or operated by the 
City of Santa Maria; responsible for ensuring that public facilities are reasonably safe for 
public use; provides a deterrent to unacceptable behavior by maintaining high visibility 
at City facilities; explains and interprets park rules and other applicable regulations to 
patrons and the general public; issues warnings and citations when necessary within 
the scope of responsibility; acts to diffuse difficult situations; may detain individuals 
whose actions endanger person or property; observes and reports violations of the law, 
protects evidence, and prepares field reports while working closely with the Police 
Department through a designated liaison appointed by the Chief of Police, and requests 
assistance as appropriate; provides security as needed at special events; provides 
assistance in emergencies; administers first aid and CPR when necessary; makes 
recommendations for the improvement of the Park Services Officer Program; works with 
local business owners, private customers, and residents on all issues related to security 
in the areas identified above; prepares and presents a variety of public use education 
programs; performs skilled and semi-skilled construction and maintenance of park 
facilities and performs minor servicing of equipment; provides traffic control; and 
performs other duties as assigned. 
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MINIMUM QUALIFICATIONS 

Education: 

Experience: 

High school graduation or General Education Diploma with two years 
of college-level courses and completion of a Peace Officer 
Standardized Training (POST) program. 

Four years of work experience in public park operations, security 
operations, law/code enforcement and/or other similar high public 
contact positions. 

OR any combination of education, training and/or work experience to demonstrate 
knowledge, skills, and abilities to meet the above minimum requirements. 

Knowledge of: Basic principles and practices associated with general law 
enforcement; codes, ordinances, rules and regulations related to public 
use of parks and facilities; principles and practices of sound patrol 
techniques for parks, facilities, and open spaces; effective techniques 
for dealing with individuals of various ages and from various ethnic, 
cultural and socioeconomic groups; principles and practices of 
effective supervision; principles and practices of exemplary customer 
service; methods, materials, equipment and tools used in the 
maintenance and operation of grounds, buildings, and open spaces; 
principles of first aid and safety; and basic budget and record keeping 
methods. 

Ability to: Perform work requiring good physical condition; read, interpret, and 
effectively enforce laws and regulations; use good judgment; make 
sound recommendations; take a proactive approach to problem 
solving; communicate effectively with the public, City personnel, and 
other agency personnel; communicate effectively in both oral and 
written form; maintain records and prepare clear complete and concise 
reports; effectively supervise subordinate staff; establish and maintain 
effective working relationships; learn the organization, procedures. and 
operating details of the City department to which assigned; work 
evenings, weekends, and holidays; and ability to speak Spanish highly 
desirable. 

Certification: PC 830/832 course certified by POST, American Red Cross 
certification in first aid, CPR/AED and Water Safety certification upon 
hire or within 90 days of employment. May be required to possess 
Field Training Officer certification. 

License: Possession of a valid and appropriate California Driver License. Must 
possess and maintain a satisfactory driving record and be insurable to 
operate City vehicles. 
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Personal computer, including word processing and data entry; small hand tools, motor 
vehicle; bicycle; portable radio; fax machine and telephone. 

PHYSICAL DEMANDS 

The physical demands described here 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. 

While performing the duties of this job, the employee is frequently required to stand; walk; 
bike; use hands to finger; handle, feel or operate objects, tools, or controls; and, reach with 
hands and arms. The employee is frequently required to sit, peddle, climb and balance; 
stoop, kneel, crouch, and crawl; talk and hear. Employee is occasionally required to taste 
and smell. 

The employee must frequently lift and/or move up to 30 pounds and occasionally lift and/or 
move up to 100 pounds. Specific vision abilities required by this job include close vision, 
distance vision, color vision, peripheral vision, depth perception, and the ability to adjust 
focus. 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 

While performing the duties of this job, the employee regularly works in outside weather 
conditions; may work near moving mechanical parts and in high, precarious places; may 
be regularly exposed to wet and/or humid conditions, fumes or airborne particles, traffic, 
toxic or caustic chemicals, risk of electrical shock, and vibration; drive a vehicle, bicycle, 
boat or other type of transportation. 

The noise level in the outdoors work environment may be moderate to high. The noise 
level indoors is low to moderate. 

BACKGROUND 

Must successfully pass a thorough background investigation which will include the 
completion of a background interview form, Department of Justice Live Scan fingerprinting, 
employment and personal references check. 

APPROVED BY DATE 

Spec for Park. Services Coordinator 
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PARK SERVICES OFFICER III 

DEFINITION 

Under the direction of the Park Services Coordinator, patrols City parks and public 
facilities; enforces applicable City ordinances, government codes, and state laws 
relating to the use of parks and public facilities in the City; may provide field training; 
may perform lead responsibilities; in the absence of the Park Services Coordinator, 
may oversee the day-to-day work of the Park Services Officer lI(s), Park Services 
Officer(s) and Park Services Aide(s), performs skilled maintenance; and may perform 
other duties as assigned. 

DISTINGUISHING CHARACTERISTICS 

The Park Services Officer III is the journey-level full-time classification in the Park 
Services Officer program. It differs from the classification of Park Services Officer II in 
that the former requires additional direct experience performing the full range of duties. 
The incumbent must exercise independent judgment effectively; patrol and perform 
enforcement duties independently, with only document review by the Park Services 
Coordinator and is required to perform Field Training Officer responsibilities; may 
perform limited semi-skilled duties; and, in the absence of the Parks Services 
Coordinator, the incumbent may assume supervisory duties. 

DUTIES AND RESPONSIBILITIES 
The following duties are typical of this classification and are intended only to describe the various types of 
work that may be performed, the level of technical complexity of the assignment(s), and are not intended 
to be an all-inclusive list of duties. The omission of a specific duty statement does not exclude it from the 
position if the work is consistent with the concept of the classification, or is similar or closely related to 
another duty statement to address business needs and changing business practices. 

Patrols City owned or operated parks, community centers, play fields, joint use 
school/park sites, public parking lots, landscaped rights of way, public trails and open 
space areas owned or operated by the City of Santa Maria. Responsible for ensuring 
that public facilities are reasonably safe for public use; provides a deterrent to 
unacceptable behavior by maintaining high visibility at City facilities; explains and 
interprets park rules and other applicable regulations to patrons and the general public; 
issues warnings and citations when necessary within scope of responsibility; acts to 
diffuse difficult situations; may perform day-to-day lead responsibilities as assigned; 
performs the duties of a Field Training Officer as assigned; in the absence of the Parks 
Services Coordinator, may work closely with the Principle Park Services Officer 
(department head), and the Police Department through a designated liaison appointed 
by the Chief of Police; while in the field requests emergency assistance from the Police 
Department as appropriate in detaining individuals whose actions endanger persons or 
property; observes and reports violations of the law; protects evidence; prepares field 
reports; provides security as needed at special events; provides assistance in 
emergencies, and administers first aid and CPR when necessary; works with local 
business owners, private customers, and residents on all issues related to security in 
the areas identified above; may prepare and present a variety of public use education 
programs; assists in skilled and semi-skilled construction and maintenance of park 
facilities and performs minor servicing of equipment; provides traffic control; and 
performs other duties as assigned. 
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MINIMUM QUALIFICATIONS 

Education: 

Experience: 

High school graduation or General Education Diploma, with one year 
of college level courses and completion of a Peace Officer 
Standardized Training (POST) program. 

Three years of work experience in security operations, law 
enforcement and/or similar high public contact positions. 

OR any combination of education, training and/or work experience to demonstrate 
knowledge, skills, and abilities to meet the above minimum requirements. 

Knowledge of: Substantial knowledge base in the principles and practices associated 
with general law enforcement, codes, ordinances, rules and 
regulations related to public use of parks and facilities; rules of 
evidence, laws relating to search and seizure, arrest and control 
techniques, and applicable state and local laws; principles and 
practices of effective supervision; principles and practices of sound 
patrol techniques for parks, facilities, and open spaces; effective 
techniques for dealing with individuals of various ages and from 
various ethnic, cultural and socioeconomic groups; principles and 
practices of exemplary customer service; methods, materials, 
equipment and tools used in the maintenance and operation of 
grounds, buildings, and open spaces; principles of first aid and safety; 
and basic budget and record keeping methods. 

Ability to: Perform work requiring good physical condition; read, interpret, and 
effectively enforce laws and regulations; use good judgment; make 
sound recommendations; take a proactive approach to problem 
solving; effectively supervise subordinate staff; deal effectively with the 
public, City personnel, and other agency personnel; establish and 
maintain effective working relationships; communicate effectively in 
both oral and written form; maintain records and prepare clear 
complete and concise reports; learn the organization, procedures, and 
operating details of the City department to which assigned; provide 
lead supervision, direct and train staff; work evenings, weekends, and 
holidays; and ability to speak Spanish highly desirable. 

Certificates: PC 830/832 course certified by POST required upon hire; American 
Red Cross certification in first aid, CPRIAED and Water Safety 
certification upon hire or within 90 days of employment. Certification as 
a Field Training Officer by POST is required prior to advancement to D 
Step. 

License: Possession of a valid and appropriate California Driver License. Must 
possess and maintain a satisfactory driving record and be insurable to 
operate City vehicles. 
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Special 
Requirement: The selected candidate must successfully complete a pre-employment 

background investigation, which includes a Department of Justice 
fingerprint check, physical exam, and psychological exam. 

PHYSICAL DEMANDS 

The physical demands described here 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. 

While performing the duties of this job, the employee is frequently required to stand; walk; 
bike; use hands to finger, handle, feel or operate objects, tools, or controls; and reach with 
hands and arms. The employee is frequently required to sit, or peddle; climb or balance; 
stoop, kneel, crouch, or crawl; talk or hear. Employee is occasionally required to taste or 
smell. 

The employee must frequently lift and/or move up to 30 pounds and occasionally lift and/or 
move up to 100 pounds. Specific vision abilities required by this job include close vision, 
distance vision, color vision, peripheral vision, depth perception, and the ability to adjust 
focus. 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 

While performing the duties of this job, the employee regularly works in outside weather 
conditions. The employee may work near moving mechanical parts and in high, 
precarious places and is regularly exposed to wet and/or humid conditions, fumes or 
airborne particles, traffic, toxic or caustic chemicals, risk of electrical shock, and vibration. 

The noise level in the outdoors work environment may be moderate to high. The noise 
level indoors is low to moderate. 

APPROVED BY DATE 

Spec for Park Services Officer III 



CITY OF SANTA MARIA JULY 2011 

PARK SERVICES OFFICER II 

DEFINITION 

Under the direction of the Park Services Coordinator or designee, patrols City parks and 
public facilities; enforces applicable City ordinances, government codes, and state laws 
relating to the use of parks and public facilities in the City; performs skilled 
maintenance; and performs other duties as assigned. 

DISTINGUISHING CHARACTERISTICS 

The Park Services Officer II is the entry-level full-time classification in the Park Services 
Officer program. The incumbent must exercise independent judgment effectively; patrol 
and perform enforcement duties with minimal oversight; may perform limited semi
skilled duties; and the incumbent may supervise, train and assign the Park Services 
Officer(s) and Park Services Aide(s). 

DUTIES AND RESPONSIBILITIES 
The following duties are typical of this classification and are intended only to describe the various types of 
work that may be performed, the level of technical complexity of the assignment(s), and are not intended 
to be an all-inclusive list of duties. The omission of a specific duty statement does not exclude it from the 
position if the work is consistent with the concept of the classification, or is similar or closely related to 
another duty statement to address business needs and changing business practices. 

Patrols City owned or operated parks, community centers, play fields, joint use 
school/park sites, public parking lots, landscaped rights of way, public trails and open 
space areas owned or operated by the City of Santa Maria. Responsible for ensuring 
that public facilities are reasonably safe for public use; provides a deterrent to 
unacceptable behavior by maintaining high visibility at City facilities; explains and 
interprets park rules and other applicable regulations to patrons and the general public; 
issues warnings and citations when necessary within scope of responsibility; acts to 
diffuse difficult situations; while in the field requests emergency assistance from the 
Police Department as appropriate in detaining individuals whose actions endanger 
persons or property; observes and reports violations of the law; protects evidence; 
prepares field reports; provides security as needed at special events; provides 
assistance in emergencies, and administers first aid and CPR when necessary; works 
with local business owners, private customers, and residents on all issues related to 
security in the areas identified above; may be involved in the preparation and 
presentation of a variety of public use education programs; assists in skilled and semi
skilled construction and maintenance of park facilities and performs minor servicing of 
equipment; provides traffic control; and performs other duties as assigned. 

MINIMUM QUALIFICATIONS 

Education: High school graduation or General Education Diploma, with one year 
of college level courses. Enrollment in or completion of a Peace 
Officer Standardized Training (POST) program is highly desirable, 
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Experience: Two years of work experience in security operations, law enforcement 
and/or high public contact positions. 

OR any combination of education, training and/or work experience to demonstrate 
knowledge, skills, and abilities to meet the above minimum requirements. 

Knowledge of: 

Ability to: 

Certificates: 

License: 

Special 
Requirement: 

Basic principles and practices associated with general law 
enforcement, and codes, ordinances, rules and regulations related to 
public use of parks and facilities; rules of evidence, laws relating to 
search and seizure, arrest and control techniques, and applicable state 
and local laws; principles and practices of sound patrol techniques for 
parks, facilities, and open spaces; effective techniques for dealing with 
individuals of various ages and from various ethnic, cultural and 
socioeconomic groups; principles and practices of exemplary customer 
service; methods, materials, equipment and tools used in the 
maintenance and operation of grounds, buildings, and open spaces; 
principles of first aid and safety; and basic budget and record keeping 
methods. 

Perform work requIring good physical condition; read, interpret, and 
effectively enforce laws and regulations; use good judgment; make 
sound recommendations; take a proactive approach to problem 
solving; deal effectively with the public, City personnel, and other 
agency personnel; establish and maintain effective working 
relationships; communicate effectively in both oral and written form; 
maintain records and prepare clear complete and concise reports; 
learn the organization, procedures, and operating details of the City 
department to which assigned; provide lead supervision, direct and 
train staff; work evenings, weekends, and holidays; and ability to speak 
Spanish highly desirable. 

PC 830/832 course certified by POST required upon hire; American 
Red Cross certification in first aid, CPRIAED and Water Safety 
certification upon hire or within 90 days of employment. 

Possession of a valid and appropriate California Driver License. Must 
possess and maintain a satisfactory driving record and be insurable to 
operate City vehicles. 

The selected candidate must successfully complete a pre-employment 
background investigation, which includes a Department of Justice 
fingerprint check, physical exam, and psychological exam. 
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PHYSICAL DEMANDS 

The physical demands described here 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. 

While performing the duties of this job, the employee is frequently required to stand; walk; 
bike; use hands to finger, handle, feel or operate objects, tools, or controls; and reach with 
hands and arms. The employee is frequently required to sit, or peddle; climb or balance; 
stoop, kneel, crouch, or crawl; talk or hear. Employee is occasionally required to taste or 
smell. 

The employee must frequently lift and/or move up to 30 pounds and occasionally lift and/or 
move up to 100 pounds. Specific vision abilities required by this job include close vision, 
distance vision, color vision, peripheral vision, depth perception, and the ability to adjust 
focus. 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 

While performing the duties of this job, the employee regularly works in outside weather 
conditions. The employee may work near moving mechanical parts and in high, 
precarious places and is regularly exposed to wet and/or humid conditions, fumes or 
airborne particles, traffic, toxic or caustic chemicals, risk of electrical shock, and vibration. 

The noise level in the outdoors work environment may be moderate to high. The noise 
level indoors is low to moderate. 

APPROVED BY DATE 

Spec for Park Services Officer II 


