
FOR COUNCIL MEETING OF JULY 3, 2012 

COUNCIL AGENDA REPORT 

July 3, 2012 

TO: City Council 

FROM: City Manager 

SUBJECT: PERSONNEL CHANGES RESULTING FROM THE ADOPTION OF THE 
2012-14 CITY BUDGET 

RECOMMENDATION: 

That the City Council adopt a resolution authorizing personnel changes regarding the 
creation of new classifications, modifications to specifications, reclassifications to 
existing positions, adjustments to salary ranges, abolishing a classification no longer in 
use, and amending the Conflict of Interest Code as a result of the adoption of the 2012-
14 City Budget. 

BACKGROUND: 

As part of the adoption of the 2012-14 City Budget, several personnel recommendations 
were made regarding reclassifications of existing positions and the creation of new 
classifications. The budget preparation process was completed by staff in mid-May 
2012 for presentation to the City Council at the June 5, 2012 meeting. Since that time, 
new vacancies have necessitated a review of existing staffing levels and 
recommendations for additional personnel changes. 

The creation of new classifications requires an update to the City's Conflict of Interest 
Code listing, thereby defining which positions will be designated as filers. 

However, it should be noted that the following recommendations do not reflect any 
changes due to the passage of Measure U, which the voters approved on June 5, 2012. 
Staff will begin the process of addressing the restoration and addition of essential 
staffing levels as a result of the successful passage of Measure U, in the coming 
months and bring an item before the City Council for consideration. 

DISCUSSION: 

Public Safety 

Decrease the salary range of the limited service Provisional Officer positions from 
($35.52- $39.17/hourly) to ($33.37- 36.79/hourly). 
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To address intermittent needs of the Police Department in a more economical way, the 
Department is proposing to continue the Provisional Officer Program (limited-service) to 
address temporary "extra help" type assignments. These provisional officers are 
comprised of retired officers who are certified, highly trained and possess specialized 
skills in the area of police work, and are available to work on a limited part-time basis for 
occasional special events and project-based assignments within the Department. 
However, due to the requirements of Government Code Section 21224 regarding 
retirees subsequently employed with a CaiPERS agency, the salary range for 
Provisional Officer will be adjusted slightly downward effective in July 14, 2012 to bring 
it in-line with salary paid to comparable full-time classifications performing similar duties, 
which in this case is the Police Officer classification. 

Public Utilities 

Upgrade two (2) full-time Maintenance Worker I positions ($1 .361.87 - $1 .655.37/bi
weekly) to that of full-time Maintenance Worker II ($1 .467.69 - $1 .784.01/bi-weekly); 
eliminate the allocation for the position of Secretary ($1.555.70- $1.890.97/bi-weekly) 
and replace it with an allocation for the position of Administrative Assistant ($1 ,769.05-
$2, 150.29/bi-weekly). 

As part of the 2012-14 Budget, staff proposed to upgrade two of the current seven full
time Maintenance Worker I positions, to that of Maintenance Worker II in an effort to 
create a lead position among landfill crews in the Department of Utilities. The intent is to 
ensure that a senior Maintenance Worker be on duty at all times during the seven-day
a-week operation at the landfill. The assignment to Maintenance Worker II will be 
through the promotional process. 

As a result of a vacancy in the classification of Secretary in the Administrative Division 
of the Utilities Department, staff is recommending filling the vacancy of Secretary at the 
Administrative Assistant level. The duties of the position have evolved and currently are 
more in line with Administrative Assistant responsibilities, as the incumbent provides 
administrative-level clerical oversight to the second largest department in the City with 
full-time staffing of over 80 employees. In addition, responsibilities include 
clerical/technical support for the court appointed Twitchell Management Authority 
(TMA), as well as substantial administrative-level review and coordination of internal 
operational processes prior to review by the department Director. The aforementioned 
staffing changes are within Council approved target funding through the Solid Waste 
Collection and Disposal Fund. 

Public Ways & Facilities 

Increase the personnel complement by two (2) part-time Laborer Ill positions ($13.73-
$16.70/hourly). 

In the past decade, the City's fleet has increased in size and operational needs for 
vehicle and equipment service, which has resulted in additional labor required to 
maintain parts inventory/control as well as vehicle shuttles, parts washing, shop 
maintenance, and clerical duties. The use of contract staffing is no longer effective, due 
to high turnover and the ongoing need for these assigned duties to be performed. 
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Therefore, staff recommends increasing the personnel complement by two part-time 32-
hour per-week Laborer Ill positions: one Laborer Ill will be assigned to the Public Works 
corporation yard and the other to the Utilities Department shop at the landfill. Increasing 
this personnel complement will allow a greater level of staff coverage, reduce the 
backlog of parts ordering, and minimize the down time of mission critical City vehicles at 
a time when allocations for replacement vehicles have been reduced. The 
aforementioned staffing changes are within Council approved target funding through the 
Fleet Services Fund. 

Leisure. Cultural & Social Services 

Create the full-time classification of Special Districts Supervisor ($2.692.77 -
$3,273.08/bi-weekly); increase the salary range of the full-time Special Districts 
Coordinator from ($2.003.03 - $2.434.70/bi-weekly) to ($2.413.90 - $2.934.09/bi
weeklyl: increase the personnel complement by one (1) part-time Laborer Ill position 
($13.73 - $16.70/hourly). two (2) limited service lifeguard positions ($10.15 -
$11.19/hourly) and two (2) limited service Security Aide positions ($11.25 -
$12.40/hourly); decrease the personnel complement by two (2) limited service Swim 
Instructor positions ($12.39 - $13.66/hourly); and abolish the full-time classification of 
Special Districts Planning Technician ($1 .738.93- $2. 113.70/bi-weekly). 

In the Landscape Maintenance Services division of the Recreation and Parks 
Department, the Special Districts Planning Technician retired in October 2011. Staff has 
since then reviewed allocations levels and recommends upgrading the now vacant 
classification to that of Special Districts Supervisor. The Special Districts Supervisor will 
be the intermediate level of supervision and the technical advisor to the Parks Services 
Manager, responsible for overseeing the Special Districts Coordinator, and developing 
and maintaining all property tax assessments for participating parcels in the landscape 
maintenance districts. This position will also work with the development community in 
the creation of public landscaping and parks designs. Through this reorganization, staff 
is recommending an upgrade to the salary range for the Special Districts Coordinator to 
internal parity with that of the Park & Forest Supervisor position to better reflect the 
service levels provided, due to the oversight of additional staffing and 
maintenance/operations of six (6) City parks totaling 50 acres. The aforementioned 
staffing changes are within Council approved target funding through the Special 
Districts Fund. 

A Joint Use Agreement between the City and the Santa Maria Joint Union High School 
District (High School District) was approved in March 2012 for swimming pool use, 
maintenance and operations as part of the department's Aquatics Program. This 
agreement covers City costs associated with the provided contract services for 
performing the daily pool maintenance duties and lifeguarding. To provide these 
contract services for the Santa Maria High School pool, two limited-service Swim 
Instructor positions will be replaced by two limited-service Lifeguard positions. To assist 
in maintenance services for the Santa Maria High School pool, one part-time Laborer Ill 
position is proposed to be added to the department staffing complement. Since these 
positions are revenue offset by the High School District, there will be no additional 
General Fund expenses associated with these personnel changes. 
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The Facilities Program offers 12 community centers for public rentals. Staff is 
responsible for the coordination of approximately 19,050 bookings in City parks and 
community centers. To provide a safe and monitored environment, particularly for 
alcohol-related rentals, two limited-service Security Aides will be added to the 
department staff deployment. This provides an alternative to the practice of only hiring 
private security and/or potentially utilizing Parks Services Officers and a higher expense 
while still ensuring safety. Funding is revenue-offset through existing rental fees, which 
are expected to net a savings to the General Fund as opposed to contracting with a 
private security company. 

Decrease the personnel complement by one (1) full-time Librarian II position ($1 .919.57 
- $2.333.25/bi-weekly). 

Staff is recommending the elimination of one full-time Librarian II position, due to a 
significant increase in operating expenses, and loss of Transaction Based 
Reimbursement (TBR) money of approximately $70,000. The subject Librarian II 
position is assigned to Extension Services and is funded on a 50-50 basis by the 
County and the City. Half-funding, by the City, provides professional librarian level 
reference services at the Main Library reference desk. Half-funding, by the County, 
provides supervision of the three County branch library operations. However, because 
there is a current vacancy in the Reference section, the current Librarian II in Extension 
Services will be reassigned to the Reference section on full-time basis, with 
responsibility for day-to-day supervision of Reference. 

General Government 

Downgrade the salary range for the Chief Deputy City Clerk from ($3,466.24 -
$4,213.24/bi-weekly) to ($3. 143.98 - $3.821.53/bi-weekly); downgrade the salary range 
for the Records Coordinator/Deputy City Clerk from ($1 .879.53- $2.284.57/bi-weekly) to 
($1 .748.50- $2. 125.33/bi-weekly); eliminate the allocations for the positions of Assistant 
City Manager ($5.296.05 - $6.437.39/bi-weekly) and Human Resources Manager 
($3.431.93 - $4. 171.53/bi-weekly) and replace them with two allocations for the newly 
created classification of Deputy City Manager ($4,321/58- $5.252.91/bi-weekly); create 
the classification of Assistant to the City Manager ($3.247.34 - $3.947.14/bi-weekly); 
adjust the salary range for Secretary to the City Manager from ($1 .945.85 -
$2.365.19/bi-weekly) to ($1 .960.00 - $2,382.40/bi-weekly); reclassify the Deputy City 
Clerk/Records Coordinator to the classification of Chief Deputy City Clerk; reclassify the 
Human Resources Manager to the classification of Deputy City Manager: and reclassify 
the full-time Management Analyst I ($2.300.89 - $2.796.71/bi-weekly) to Management 
Analyst II ($2.536.71 - $3.083.38/bi-weekly). 

There were a number of retirements in the City Manager's Office during this past fiscal 
year. In all, four positions are being reduced in either job scope or salaries and three 
incumbents are being recommended for reclassification. Staff is proposing to make a 
slight adjustment to the salary range of Secretary to the City Manager. If you'll recall, 
back on May 15th, the City Council downgraded the soon-to-be-vacated Executive 
Assistant position to that of Secretary to the City Manager. However, because of 
internal parity, staff recommends the downgrade be adjusted to reflect slightly more 
than 8.6 percent as opposed to the previous 9.3 percent. 
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In late 2011, the Chief Deputy City Clerk retired. Prior to filling this position, staff is 
proposing to downgrade this position's salary range ten percent to better reflect the 
market and internal equity issues. The Records Coordinator/Deputy City Clerk has been 
assuming this role in an acting capacity since late 2011 and staff is recommending 
reclassifying the Records Coordinator/Deputy City Clerk to that of Chief Deputy City 
Clerk. Furthermore, upon this appointment, it is recommended that the Records 
Coordinator/Deputy City Clerk position be downgraded 7.5 percent prior to filling the 
newly created vacancy. 

Staff recently completed the Assistant City Manager recruitment. After conducting this 
recruitment and examining the internal structure of the City Manager's Office, it is staffs 
recommendation to re-organize the department. Rather than having one Assistant City 
Manager allocation and one Human Resources Manager allocation, instead, staff 
recommends replacing both allocations by staffing two Deputy City Managers. The plan 
would be to have one Deputy City Manager assigned to "administrative" duties and one 
Deputy City Manager assigned "personnel/human resources" duties with the intent of 
each position being cross-trained in both areas. This proposed structure would provide 
for operational efficiencies and take into consideration succession planning. The newly 
created "administrative" Deputy would be appointed through an open recruitment and 
the newly created "personnel/human resources" Deputy would be filled by a 
reclassification for the current Acting Assistant City Manager (formerly the Human 
Resources Manager). Both positions would be at-will employees serving at the pleasure 
of the City Manager and would be part of the City's department head team. In the 
unlikely event the recruitment for the "administrative" Deputy City Manager is 
unsuccessful, staff is proposing to reinstitute the Assistant to the City Manager 
classification to provide the flexibility to fill this vacancy at this level if it is determined it 
would best meet the needs of the department. The proposed salary range of the 
Deputy position(s) would be less than the current salary of the Assistant City Manager 
position. Consequently, as proposed, this reorganization would be cost-neutral to the 
General Fund and would be within Council approved target funding. 

And finally, staff is also recommending the reclassification of the Management Analyst I 
to Management Analyst II in recognition of the incumbent's range of assignments and 
job duties. This proposed personnel change is also within Council approved target 
funding in the General Fund. 

Fiscal Considerations: 
Sufficient funds have been authorized in the 2012-14 City Budget to finance these 
proposed changes. 

Impact to the Community: 
The proposed changes are intended to enhance service delivery while reducing 
operation I costs. 
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CITY OF SANTA MARIA JULY 2012 

ASSISTANT TO THE CITY MANAGER 

DEFINITION 

Under general direction of the Deputy City Manager, performs a variety of professional, 
technical, analytical and administrative duties in providing staff assistance to the City 
Manager and Deputy City Manager and as assigned, Department Directors; 
accomplishes complex tasks including contacts with department heads, managers, 
supervisors and the general public; participates in labor relations activities and budget 
development; may supervise clerical and part-time staff; performs other duties as 
assigned. 

DISTINGUISHING CHARACTERISTICS 

This is a professional level classification that exercises judgment in recogmz1ng and 
resolving problems, which deal with policy and procedural matters. The Assistant to the 
City Manager assists in the development of, interprets and applies City and departmental 
regulations, and develops and implements various administrative and operational 
systems and procedures. Incumbents may also supervise clerical and part-time staff. 
Supervision and direction is received from the Deputy City Manager. 

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. 

Provides administrative support to the City Manager and Deputy City Manager; conducts 
special studies and investigations and prepares reports; conducts analyses and makes 
recommendations on forms, work flow, procedures, equipment and human resource 
utilization. Participates in day-to-day activities relative to Public Education and 
Government (PEG) television. Assists in interpreting and implementing City and 
departmental policies to operating departments; assists management staff in resolving 
administrative problems; conducts studies and evaluations of operating programs and 
procedures. Assists in the preparation, analysis and administration of the City's annual 
budget and departmental budgets; assists in the preparation and analysis of the Capital 
Improvement Program. Monitors the City's day-to-day legislative lobbying program, 
including tracking bills, preparing correspondence and reports, and lobbying legislators. 
Assists in the City Council agenda process, including the preparation of agenda items, 
presentations of staff reports to City Council. Liaison to the City's emergency services 
program, including preparation of emergency planning documents, coordination of 
training activities and response efforts to disasters and/or emergencies. May assist in the 
day-to-day activities of the administration of the City's personnel system, as assigned 
reviewing personnel transactions, performing job analyses and organizational studies, 
conducting classification and salary studies, and making recommendations regarding 
appropriate actions and policies; assists in recruitment and selection process for new and 
promotional employees; advises City management staff on day-to-day personnel matters; 
assists in the discipline and grievance process; develops criteria on which to evaluate 
personnel needs, operating effectiveness, and budgetary requirements; participates in the 
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City's Training Program and develops organizational training. Participates in the City's 
day-to-day equal employment opportunity program, including preparation and monitoring 
of goals and advising departments on equal employment opportunities issues and 
concerns. Participates in the City's labor relations activities, including, gathering 
negotiation data, staffing labor/management committees, and interpreting 
policies/procedures and memoranda of understanding. Coordinates departmental 
activities with other agencies, groups and individuals; represents the City Manager's 
Office at conferences and meetings; represents the City in a wide variety of meetings with 
local community groups, professional associations, and other local groups as required; 
makes public presentations; prepares a variety of written correspondence and reports; 
may direct special studies and committee activities. May supervise clerical and part-time 
office staff. 

MINIMUM QUALIFICATIONS: 

Education: 

Experience: 

Graduation from college with major work in public administration or a 
related field. A Masters Degree is desirable. 

Five years of professional public agency administrative and/or 
personnel experience, including two years of supervisory experience. 

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

Knowledge of: 

Abilitv to: 

The principles and practices of public administration and 
organizational management; research techniques, methods, and 
procedures; principles and methods of public agency budget 
development and administration; the principles and practices of 
personnel recruitment, testing, position classification, compensation, 
job analyses, and performance evaluation; the principles and 
practices of negotiations and labor relations; organizational training 
programs and methods; the principles and practices of supervision; 
and personal computer systems and office software programs. 

Analyze and compile technical and statistical data and prepare 
reports; prepare and present plans, programs, and reports; 
communicate clearly and concisely, orally and in writing; analyze a 
variety of technical and administrative problems and recommend and 
implement an effective course of action; make every reasonable 
effort to continually improve the manner in which the job is 
performed and increase the quality of service to the public; skill in 
collaborating with a variety of diverse interest groups in reaching a 
consensus for the betterment of the community; establish and 
maintain effective working relationships; take a proactive approach 
to problem solving; direct and evaluate the work of subordinate staff; 
attend, as scheduled, on a regular basis, to effectively perform the 
position's required duties and responsibility. Demonstrate an 
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awareness and appreciation of the cultural diversity of the 
community. Ability to operate assigned equipment. 

License: Possession of a valid California Driver's License. 

TOOLS AND EQUIPMENT USED 

Personal computer, telephone, fax, and copy machines. 

PHYSICAL DEMANDS 

While performing the duties of this job, the employee is frequently required to sit and talk 
or hear. The employee is occasionally required to walk; use hands to finger, handle, or 
operate objects, tools, or controls; and reach with hands and arms. 

The employee must occasionally lift and/or move up to 25 pounds. Specific vision 
abilities required by this job include close vision 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. 

The noise level in the work environment is usually quiet. 

APPROVED BY DATE 

Spec for Assistant to the City Manager 
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CHIEF DEPUTY CITY CLERK 

DEFINITION 

Under the general administrative direction of the Deputy City Manager, assists the 
elected City Clerk in the performance of statutory duties; oversees and directs the 
operations and services of the Records/City Clerk Division; performs a variety of 
complex and managerial duties; oversees and directs the development, implementation 
and maintenance of the City-wide Document Management Program; 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. 

Oversees the administrative function of the Records/City Clerk Division under the 
direction of the Deputy City Manager; plans, organizes, assigns, directs, and 
coordinates the activities of the Records/City Clerk Division through effective 
supervision, training, professional development and performance evaluations; prepares 
and administers of the Records/City Clerk Division budget, monitors expenditures, and 
recommends modifications or adjustments, as necessary; receives and works with the 
City Attorney's Office to process requests for public records; composes and prepares a 
variety of documents, including agenda reports, ordinances, and resolutions as needed; 
conducts special studies and projects; prepares reports for decision-making purposes; 
serves as agency's Elections Officer and performs statutory duties when assigned; 
oversees the coordination and conduct of municipal elections in compliance with State 
laws; supervises and coordinates the City Council agenda preparation process and 
tracking upcoming agenda items; attends City Council meetings to record, transcribe 
and communicate legislative actions and proceedings of the meetings, ordinances, 
resolutions, minutes and indices thereof; plans, organizes, develops, implements, and 
oversees the administration of the City-wide Document Management Program; 
develops and implements goals, objectives, policies, procedures, and work standards 
for the Records/City Clerk Division consistent with the City's philosophy; oversees the 
upkeep of the municipal code and the codification of ordinances into the municipal code; 
oversees and monitors the website for Records/City Clerk Division, and the member 
pages for the various boards, commissions, and committees; administers oaths and 
affirmations; attests and certifies authenticity of ordinances, resolutions, and municipal 
corporate documents for public officials, governmental agencies, courts, and the 
general public; maintains current knowledge of legislative actions, laws, and policies 
affecting departmental activities, oversees municipal records management, elections, 
legislation, and relative service delivery responsibilities; administers the Fair Political 
Practices Commission and City regulations regarding conflict of interest code reporting 
and campaign finance disclosure reporting functions; receives and secures purchase 
and contract bids, opens, records and secures bids at public bid openings; maintains 
and releases purchase, contract, and agreement-related securities; accepts subpoenas 
and claims on behalf of the City; researches and analyzes a variety of complex legal, 
legislative, and administrative issues and prepares recommendations and reports; 
resolves most problems confronted through the application of judgment and precedent, 
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referring to the supervisor only those situations which involve the establishment of new 
procedures or solutions which are inconsistent with established procedures or policies; 
make every reasonable effort to continually improve the manner in which the job is 
performed and increase the quality of service to the public; and performs other duties as 
assigned. 

MINIMUM QUALIFICATIONS 

Education: 

Experience: 

Equivalent to the completion of an Associate of Arts Degree (60 
semester units) including or supplemented by college level course 
work in business, supervisory management, public administration or 
a closely related field. 

Certified Municipal Clerk (CMC) certification or four years of 
progressively responsible administrative experience in municipal 
government, of which at least one year was at a supervisory level or 
lead capacity. The related experience must have included 
supervision of staff, records management, and the interpretation of 
laws and ordinances. Additional experience as outlined above may 
be substituted for the college requirement on a year-for-year basis. 

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

Knowledge of: 

Abilitv to: 

Basic principles and practices of administrative procedures and a 
working knowledge of public administration and organization; 
principles and practices of effective management, supervision, 
evaluation, and training; data collection and analysis; ordinances, 
resolutions, and government code sections as they relate to legal 
requirements of agenda preparation and posting, legal advertising 
and public hearings; methods and practices of effective project 
management; municipal government operations, structure and 
regulation, pertaining to the Brown Act, Political Reform Act, Public 
Records Act, and Elections Code; principles and practices of records 
management; filing and indexing methods; budget preparation and 
control; English usage, spelling, grammar, punctuation, proofreading; 
extensive knowledge of modern office practices and procedures; 
principle and practices of exemplary customer service; and thorough 
knowledge of modern records management techniques. 

Accurately record and maintain records; post and maintain public 
documents and notices in compliance with legal requirements; 
establish and maintain effective working relationships; prioritize, use 
good judgment, make sound decisions; communicate effectively in 
both oral and written form; be diplomatic and maintain neutrality; 
effectively supervise subordinate staff; take a proactive approach to 
problem solving; learn the organization, procedures, and operating 
details of the City department to which assigned; attend, as 
scheduled, on a regular basis, to effectively perform the position's 
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License: 

Certificate: 

Dictation: 

required duties and responsibility; demonstrate an awareness and 
appreciation of the cultural diversity of the community; promote a 
team-oriented approach; and effectively assist others by promoting 
strong customer service. 

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 50 net words per minute from legible copy. Possession of, 
or an ability to obtain, a Municipal Clerk Certification, issued by the 
International Institute of Municipal Clerks within 18 months is highly 
desirable. 

Ability to use and transcribe from automatic dictation equipment is 
required. 

TOOLS AND EQUIPMENT USED 

Typewriter, personal computer, including word processing, spreadsheet and data base 
software; document imaging and scanning; transcription machine; 10-key calculator; 
telephone; copy machine; and fax machine. 

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 sit and 
talk or hear, use hands to finger, handle, feel or operate objects, tools, or controls; and 
reach with hands and arms. The employee is occasionally required to walk. 

The employee must occasionally lift and/or move up to 25 pounds. Specific vision 
abilities required by this job include close vision 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. 

The noise level in the work environment is usually quiet. 
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APPROVED BY DATE 

Spec for Chief Deputy City Clerk 
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DEPUTY CITY MANAGER 

DEFINITION 

Under the direction of the City Manager, this at-will department head level classification 
acts as a primary staff assistant to the City Manager, coordinating daily 
interdepartmental activities; identifying, analyzing, and proposing solutions to 
operational problems, staffing issues, and budgetary issues; directing the City's 
personnel programs, including employee relations, classification and compensation 
plans, recruitment and selection, employee evaluation, development and training, and 
equal opportunity in employment; analyzing and revising operating procedures toward 
development and improvement of City services; supervises staff personnel as assigned 
by the City Manager, and acts on behalf of the City Manager in his/her absence; and 
performs related duties as assigned. 

DISTINGUISHING CHARACTERISTICS 

The Deputy City Manager oversees the day-to-day operations in the City Manager's 
Office, monitoring City activities, labor relations activities and projects to ensure timely 
coordination and completion. As assigned, provides direct supervision to the Human 
Resources, Records/City Clerk, Risk Management, and/or Public Education and 
Government Access (PEG) divisions of the City Manager's Office. The Deputy City 
Manager provides input on behalf of the City Manager during policy and budget 
formulation discussions to ensure that policies and long-range programs adopted reflect 
organizational ability to perform; briefs the City Manager on issues of concern in 
operating departments, and functions in assigned area of responsibility to assure proper 
action to include working in collaboration with department heads to resolve issues. 
Incumbents are expected to cross-train in all areas and become proficient for maximum 
efficiencies. Emphasis is on early identification of problems and ensuring efficient, 
effective and consistent program and policy implementation. Assumes responsibility for 
special projects, which may be generated by the City Manager's Office. 

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 cons1stent with the concept of the classification, or is similar or closely related to 
another duty statement to address business needs and changing business practices. 

As assigned, coordinates daily interdepartmental activities, including follow-up on 
special City Council projects and/or assignments to ensure timely responses or 
completion; administers the personnel system of the City, directing all personnel 
transactions and processing of records and reports, oversees the recruitment and 
selection process; maintains the classification and salary plan; conducts job analyses, 
and organizational studies, in making recommendations to the City Manager regarding 
appropriate actions and policies; coordinates the City's labor relations activities, 
including acting as the chief negotiator, gathering negotiations data, staffing 
labor/management committees, and interpreting memoranda of understanding; 
coordinates the discipline, grievance, and hearings process, investigates and resolves 
sexual harassment and discrimination complaints, counseling employees, coordinates 
the City's equal opportunity in employment program; coordinates Citywide training 
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programs and performance evaluation program; serves as a resource to supervisors, 
department and division heads relative to personnel matters; works with other 
departments on Citywide projects; administers projects that cross departmental 
boundaries; directs the risk management program relative to workers' compensation, 
works with the City Attorney's Office regarding Liability claims; oversees benefits 
contracts, and the City's safety program; assists in the City Council agenda process, 
including the preparation of the agenda and agenda items, presentation of staff reports 
to the City Council, and representing the City Manager at Council meetings, in his/her 
absence; oversees the operations of the Records/City Clerk Division including the 
Citywide records retention program; oversees the City's legislative lobbying efforts as 
well as Public Education and Government (PEG) television programming efforts; 
identifies real or potential operating problems on a Citywide basis, and works with 
departments to resolve conflicts; performs special studies and investigations; drafts 
proposed resolutions and ordinances; prepares correspondence, reports and 
recommendations for the City Manager; actively participates and may oversee in the 
development of the Citywide budget to include providing input on operational 
considerations during budget discussion, focusing on staffing requests, and proposing 
alternative methods of achieving departmental and/or City service needs; analyzes 
existing operating procedures on a Citywide basis, recommending revisions or new 
procedures to promote efficient, effective, and consistent delivery of services; meets 
with the City Manager and department heads, City Councilmembers, County and local 
organizations, and civic groups for the purposes of interpreting, formulating, and 
executing programs and plans; represents the City Manager with the public and/or other 
City departments or governmental agencies, articulating the City Manager's 
perspective; represents the City Manager in his/her absence; makes every reasonable 
effort to continually improve the manner in which the job is performed and increase the 
quality of service to the public; and performs other duties as assigned. 

MINIMUM QUALIFICATIONS 

Education: 

Experience: 

Graduation from a four-year college or university, with 
specialization in public or business administration. Master's 
Degree in Public Administration highly preferred. 

Seven years increasingly responsible municipal government/public 
administration administrative or managerial and supervisory 
experience. 

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

Knowledge of: Thorough knowledge of principles and practices of public 
administration with particular reference to municipal administration 
and personnel management, techniques of management, budget, 
risk management, and/or operations analysis; principles and 
practices of effective management, supervision, evaluation and 
training; principles and practices of exemplary customer service; 
City operations structure and procedures; dynamics of line-staff 
relationships; effective techniques of interpersonal communication 
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Abilitv to: 

License: 

and relations; problem-solving methods. Considerable knowledge 
of ordinances and regulations underlying the municipal corporation. 

Skill in analyzing problems and proposing solutions; eliciting the 
cooperation of others and negotiating with others; skill in 
collaborating with a variety of diverse interest groups in reaching a 
consensus for the betterment of the community; skill in making 
recommendations on matters of major policy and/or complex 
technical and administrative problems; skill in making public 
presentations; skill in organizing, directing, and coordinating the 
activities of various City departments. 

Ability to establish and maintain effective working relationships; 
effectively supervise subordinate staff; take a proactive approach to 
problem solving; learn the organization, procedures, and operating 
details of the City department to which assigned; communicate 
effectively in both oral and written form; speak effectively in public 
in regard to City issues; use good judgment; make sound decisions; 
analyze complex budgetary, management, and/or operational 
problems and propose solutions; devise effective and efficient 
operating methods or procedures; interact effectively with the 
public, representatives of business, industry, or other governmental 
agencies; elicit the cooperation of others; make every reasonable 
effort to continually improve the manner in which the job is performed 
and increase the quality of service to the public; monitor program or 
project implementation on a Citywide basis; negotiate or 
compromise on solutions. Attend, as scheduled, on a regular basis, 
to effectively perform the position's required duties and responsibility. 
Demonstrate an awareness and appreciation of the cultural 
diversity of the community. Ability to operate assigned equipment. 

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

TOOLS AND EQUIPMENT USED 

Personal computer, calculator, telephone, pager, fax, and copy machine. 

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 sit and talk 
or hear. The employee is occasionally required to walk; use hands to finger, handle, or 
operate objects, tools, or controls; and reach with hands and arms. 
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The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities 
required by this job include close vision 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. 

The noise level in the work environment is usually quiet. 

APPROVED BY DATE 

Spec for Deputy C1ty Manager 
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MANAGEMENT ANALYST 1111 

DEFINITION 

Under general superv1s1on of the Deputy City Manager, performs a wide variety of 
assignments within the City Manager's Office regarding projects that require experience 
in government administration, as well as the ability to effectively interact with the 
general public; assists in the development and recommendation of policies, procedures, 
and budgets; responsible for department intranet, Citywide publications and budget 
development; may assist in human resource-related functions such as recruitments, 
salary surveys, report research including preparation and presentation, document 
preparation and maintenance, City-wide training efforts; may be assigned to work with 
the media and public information; and performs other duties as assigned. Positions in 
this class series are flexibly staffed and positions at the Management Analyst II level are 
normally filled by advancement from the Management Analyst I level. 

DISTINGUISHING CHARACTERISTICS 

A distinguishing characteristic between the Management Analyst I and Management 
Analyst II is a combination of the scope, significance, and independence of the work 
performed and the level at which they are performing. Assignments in all areas of the 
City Manager's Office may be assigned at either the Management Analyst I or 
Management Analyst II level. 

The Management Analyst I is an entry-level management classification. Incumbents 
are given a moderate amount of responsibility and are required to be resourceful, work 
independently with minimal instruction, while learning and performing the functions of 
the position. The Management Analyst I exercises less independent discretion and 
judgment in matters related to work procedures and methods; is also assigned as 
needed to complete projects for other City departments on a temporary basis. Final 
work product is expected to be at a professional level. 

The Management Analyst II is the journey-level classification in this management 
series. Incumbents in the Management Analyst II classification are assigned a 
significant level of responsibility in completing complex and sensitive projects, using 
good judgment and tact, working with latitude for independent decision making and in 
recommending policy and solutions to problems; may be assigned as needed to 
complete analytical-level projects for other City departments on a temporary basis. 

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. 

Provides a professional-level resource for organizational, managerial, human resources, 
and operational analyses and studies; assists in all aspects of the City's recruitment 
process; prepares salary surveys as assigned; assists in technical human resources
related work as assigned; prepares a variety of reports, correspondence, presentation 
materials, speeches, and other written documents; assists in developing goals, 
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objectives, policies, procedures, work standards, and administrative control systems; 
performs professional-level administrative work in such areas as human resource 
administration, management, management analysis, financial administration and 
reporting, contract administration; conducts a variety of analytical and operational 
studies regarding departmental activities and makes recommendations; may participate 
on a variety of interdisciplinary committees and represents the City on a variety of 
community and stakeholder groups; develops and implements internal communication 
strategies and training designed to enhance and promote exemplary customer service; 
assists in monitoring and coordination of the City's website and the production of 
Citywide publications; assists in the City's legislative lobbying program, including 
monitoring and analyzing pending legislation, preparing correspondence and reports; 
may work with other departments, community organizations and the private sector to 
expand opportunities to reach the public with information about City services; depending 
on assignment, may be responsible for media communications and City-wide activities 
associated with cable television; may prepare and disseminate information to the press 
and other media in written form, including public service announcements, and feature 
articles as assigned; conducts City tours; coordinates and completes a variety of special 
assignments as directed; may be required to supervise staff or volunteers on a project 
basis; the Management Analyst II may provide training to the entry level Management 
Analyst I, as assigned; make every reasonable effort to continually improve the manner 
in which the job is performed and increase the quality of service to the public; and 
performs other duties as assigned. 

MINIMUM QUALIFICATIONS 

Education: Bachelor's degree in business management, public administration, 
communication, or related field required. 

Experience: Management Analyst 1: One year experience in municipal government 
administration coordinating projects requiring use of analytical and effective 
organizational skills. 

Management Analyst II: Four years increasingly responsible experience in 
municipal government administration involving high profile public contact 
assignments and coordinating complex projects requiring use of analytical 
and effective organizational skills. 

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 government practices and operations; reporting methods and 

techniques; methods and techniques of data collection, pertinent federal, 
state, and local laws, codes and regulations; research and report 
preparation; methods and techniques of statistical analysis; computer 
presentations and graphic software; modern office procedures, methods 
and equipment, including computer operations and office software 
applications such as Microsoft Office suite; principles of business letter 
writing and report preparation; basic principles of training; principles and 
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Ability to: 

License: 

practices of record keeping and records management; English usage, 
spelling, grammar, and punctuation; and principles and practices of 
exemplary customer service. 

Perform responsible and complex administrative support duties and special 
assignments involving the use of sound judgment; learn the organization, 
procedures, and operating details of the City department to which assigned; 
understand the organization and operation of the City and of outside 
agencies as necessary to assume assigned responsibilities in a timely 
manner; effectively represent the City to outside individuals and agencies to 
accomplish the goals and objectives of the City; coordinate multiple projects 
and meet critical deadlines; communicate effectively in both oral and in 
written form; take a proactive approach to problem solving; analyze, 
interpret, and apply pertinent federal, state, and local laws, codes and 
regulations as well as City policies and procedures; respond tactfully, clearly, 
concisely, and appropriately to inquiries from the public, or other agencies 
on sensitive issues in area of responsibility; independently prepare 
correspondences and memoranda; research, compile, analyze, interpret and 
prepare a variety of fiscal, statistical and administrative reports; work 
independently in the absence of supervision keeping within parameters as 
directed; attend, as scheduled, on a regular basis, to effectively perform the 
position's required duties and responsibility; demonstrate an awareness 
and appreciation of the cultural diversity of the community; operate and 
stay current in the use of modern office equipment including a computer and 
supporting applications; 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. 

TOOLS AND EQUIPMENT USED 

Requires frequent use of personal computer, including word processing, database and 
spreadsheet programs, mainframe computer terminal and applications; calculator, 
telephone, copy machine and fax machine. 

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 sit, talk, stand, and 
hear. The employee is occasionally required to walk; use hands to handle, finger, or feel 
objects, tools, or controls; and reach with hands and arms. 
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The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities 
required by this job include close vision 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. 

The noise level in the work environment is usually moderately quiet. 

APPROVED BY DATE 

Spec for Management Analyst 1-11 
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RECORDS COORDINATOR/DEPUTY CITY CLERK 

DEFINITION 

Under general direction of the Chief Deputy City Clerk, assists in performing a full range 
of professional and technical work in support of the Records/City Clerk Division including, 
but not limited to, planning and coordinating a centralized records management program 
to receive, store, retrieve and dispose of official City records and working with records 
representatives from all departments; performs a variety of complex and responsible 
clerical functions involved in accumulating, maintaining, and protecting official City 
documents and records; record, transcribe, and prepare the minutes of City Council 
meetings; and performs other work 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. 

Assists the Chief Deputy City Clerk in performing the work of the Records/City Clerk 
Division; acts on behalf of the Chief Deputy City Clerk and/or City Clerk in his/her 
absence, including the performance of statutory duties when assigned; coordinates all 
aspects of records management, including implementing the Document Management 
Program with records retention, records destruction, indexing and filing systems, disaster 
preparedness, record management policies, procedures and legislation affecting records 
management activities, and document imaging and application development; monitors 
and coordinates the division webpage; handles inquiries and complaints by telephone 
and at the counter; assists in the preparation of election materials and website content 
updates; assists in the administration of the State's campaign and disclosure laws, the 
City's Conflict of Interest Code, and other special projects; attends meetings as required, 
takes and transcribes meeting minutes from recorded media, and assists in the 
preparation, distribution, and follow-up of Council agendas and agenda related-materials; 
completes preparation of notices for public hearings and calls for bids; may assist with 
budget preparation; aids with the recruitment and appointment process of various boards, 
commissions, and committees in compliance with the Maddy Act; codifies ordinances and 
resolutions; updates the Municipal Code online and in hard copy; processes subdivisions 
and bond releases; tracks insurance certificates; may supervise other clerical staff 
members in the Chief Deputy City Clerk's absence; make every reasonable effort to 
continually improve the manner in which the job is performed and increase the quality of 
service to the public; and performs other duties as assigned. 

MINIMUM QUALIFICATIONS 

Education: High school graduation or General 
supplemented by college-level secretarial, 
related courses. 

Education Diploma, 
business education, or 
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Experience: Three years of recent, progressively responsible administrative 
support experience which includes office, clerical, and considerable 
public contact; experience in current records management practices, 
procedures, and laws related to records retention and disposition. 
Six months must have been with a municipal government, including 
a demonstrated working relationship with a records division. 
Previous experience working in a City Clerk's Office or related 
experience is 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: 

Ability to: 

Methods and practices of effective project management; municipal 
government operations, structure and regulation, such as the Brown 
Act, Political Reform Act, Public Records Act, and Elections Code; 
principles and practices of records management; filing and indexing 
methods; modern office technology, such as filing systems, personal 
computers, data processing, databases, and spreadsheet software 
programs; proper English usage, spelling, grammar, punctuation, 
and proofreading; principles and practices of exemplary customer 
service; advanced-level operation and use of office equipment 
including computers and the Microsoft Office suite and Adobe 
Acrobat software; and use of document imaging systems. 

Learn, interpret, and apply applicable Federal, State, City, 
department, and division rules, regulations, policies, practices, 
ordinances, resolutions, and laws; effectively use computers and 
software including word processing, spreadsheet, communication 
applications, and internet; interpret a variety of documents, 
including contracts; establish and maintain effective working 
relationships; acquire a working knowledge of other City 
departments and their functions/operations; communicate 
effectively in both oral and written form; summarize written material; 
solve problems, use sound judgment and make decisions that are 
consistent with the City's philosophy; work independently with 
minimal direction; take a proactive approach to problem solving; 
prioritize projects; promote continuous improvement of systems 
and processes; provide accurate and detail-oriented work product; 
learn and operate specialized systems and software, such as the 
document imaging software; exemplify an enthusiastic resourceful 
and effective customer service attitude with all who are contacted 
in the course of the work.; attend, as scheduled, on a regular basis, 
to effectively perform the position's required duties and 
responsibility; demonstrate an awareness and appreciation of the 
cultural diversity of the community; attend evening meetings, out
of-town meetings and/or seminars during work and non-work hours, 
as needed; learn the organization, procedures, and operating 
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License: 

Certificate: 

Dictation: 

details of the City department to which assigned; and type at a 
speed of 50 net words per minute. 

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 50 net words per minute from legible copy. Must be a 
licensed California Notary Public or obtain this designation prior to 
completion of probation. Certification as a Municipal Clerk (CMC) by 
the International Institute of Municipal Clerks or certification through 
the American Records Management Association is highly desirable. 

Ability to use and transcribe from automatic dictation equipment is 
required. 

TOOLS AND EQUIPMENT USED 

Personal computer, including word processing, spreadsheets, and databases; document 
imaging and scanning, copy machine; paper shredder; telephone; and fax machine. 

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 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. 

The noise level in the work environment is usually quiet. 
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APPROVED BY DATE 

Spec for Records Coordinator/Deputy City Clerk 



CITY OF SANTA MARIA MAY 2012 

SECRETARY TO THE CITY MANAGER 

DEFINITION 

Under general direction performs a variety of highly responsible, confidential and 
complex administrative, technical, and secretarial duties for the City Manager, the 
Mayor, members of the City Council, and the professional staff in the City Manager's 
Office; may supervise support staff; and performs other duties as assigned. 

DISTINGUISHING CHARACTERISTICS 

This class is distinguished from the Secretary class by the higher level of responsibility 
and accountability. The incumbent must possess a wide range of knowledge of City 
services and policies as well as the ability to communicate information and coordinate 
activities regarding highly sensitive and complex matters with high level City 
management, elected officials, members of outside agencies, and the general public 
and maintain confidentiality as appropriate. The Secretary to the City Manager may be 
required to make complex decisions regarding the interpretation of City policies and 
procedures; field and respond to complaints from the public under minimal supervision 
and direction; and supervise clerical staff as assigned in the City Manager's Office. 

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 a wide variety of complex, responsible, and confidential duties for the City 
Manager, the Mayor, Councilmembers, and the professional staff in the City Manager's 
Office including providing responsible secretarial and administrative staff assistance. 
Relieves the City Manager of as many operating details as possible, by independently 
handling routine business, responding to inquiries, issues of public concern, and 
general correspondence under minimal supervision and direction for the City Manager, 
the Mayor, Councilmembers, and professional staff in the City Manager's Office, not 
requiring their attention. Authors procedures and sensitive correspondence. Acts as 
liaison between the City Manager and City staff, Councilmembers, and the general 
public; screens, sorts, and coordinates information, correspondence, electronic 
communications, and phone calls, determining the priorities and the method of 
response; makes travel arrangements, maintains appointment schedules and 
calendars, and arranges meetings, special activities, and conferences. Interprets City 
policies, rules, and regulations in response to inquiries and complaints, refers inquiries 
and complaints to appropriate staff for response, completes follow-up on status of 
projects and referrals to departments. Compiles data and prepares reports and special 
documents with attention to detail including Council resolutions, recognition and 
proclamations, and coordinates the final editing of City Council Reports and related 
documents. Assembles detailed and complex reports and distributes to staff, the 
media, and interested members of the public. Coordinates administrative details of 
special studies and projects as assigned. Coordinates overall office support functions 
and activities for the City Manager's Office as assigned. Notarizes documents for the 
City and the public. Types, edits, and proofs a variety of complex materials from rough 
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draft, detailed oral instructions or notes, or verbal dictation. May transcribe tape
recorded information. Initiates and maintains a variety of files and records including 
confidential materials. Performs routine administrative tasks in support of office 
procedures, including payroll, and oversees departmental purchases. Supervises and 
directs clerical support staff. Acts as Secretary to Advisory Landmark Committee. And 
performs related duties as assigned. 

MINIMUM QUALIFICATIONS 

Education: 

Experience: 

High school graduation or General Education Diploma supplemented 
by college level coursework related to assigned secretarial and 
administrative duties and/or additional specialized training. 

Five years of relevant increasingly responsible secretarial experience, 
including two years at an administrative level. At least one year 
providing complex assistance to a management level administrator 
and knowledge of public sector organization. Experience with a local 
government agency and previous supervisory 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: Local government organizational structure, functioning and operating 
details; modern office practices and management; principles and 
practices of exemplary customer service; teamwork and developing 
consensus; business correspondence formatting; proper English 
usage, grammar, spelling, and punctuation; record keeping principles 
and procedures; research and report writing techniques; principles and 
practices of effective supervision; time management; personal 
computer operating systems and software applications, including, but 
not limited to calendars, word processing, and spreadsheets. 

Ability to: Work independently using good judgment in the absence of 
supervision; promote the mission, values, and standards of an 
effective organization; interact with high level management members, 
elected officials, staff and the general public with a high level of 
diplomacy and poise with a professional demeanor; communicate 
clearly, concisely, and effectively with a variety of people; establish 
and maintain effective working relationships with City officials and 
outside agencies; coordinate a variety of events for large and small 
groups; remain flexible and open to new ideas and procedures; take a 
proactive approach to problem solving; coordinate multiple projects or 
events within specified timeframes; make every reasonable effort to 
continually improve the manner in which the job is performed and 
increase the quality of service to the public; interpret and apply City 
policies, rules, and regulations; compose sensitive correspondence 
and reports independently; research, compile, and prepare complex 
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License: 

Certificate: 

written and statistical data and information; maintain confidentiality of 
data and information; analyze situations carefully and adopt effective 
courses of action; communicate effectively in both oral and written 
form; effectively supervise subordinate staff; learn the organization, 
procedures, and operating details of the City department to which 
assigned; attendance on a regular scheduled basis to effectively 
perform the position's required duties and responsibilities; operate 
modern office equipment including computer terminals and be highly 
proficient with software as required; demonstrate an awareness and 
appreciation of the cultural diversity of the community. 

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 60 net words per minute from legible copy. Notary Public of 
the State of California is required within twelve months of hire as a 
condition of continued employment. 

Requirements: Willingness and ability to work scheduled and emergency overtime, 
attend meetings, conferences, seminars, and City-sponsored functions 
during and outside of regularly scheduled hours, some of which may 
require traveling out of town. 

TOOLS AND EQUIPMENT USED 

Personal computer, including word processing, spreadsheets, and calendars; copy 
machine; telephone; recording equipment, dictaphone, and fax machine. 

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. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

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. 

APPROVED BY DATE 

Spec for Secretary to the City Manager 
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SPECIAL DISTRICTS SUPERVISOR 

DEFINITION 

Under general direction from the Parks Services Manager and the Director of Recreation 
and Parks, performs higher-level complex and specialized park planning, development 
and design work. Oversee the administration of contracts and develop property tax 
assessments. Prepares and conducts studies and presents recommendations to the 
Recreation and Parks Commission and other groups; 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. 

Works in conjunction with the development and parks community in the creation of 
public landscaping and parks designs within each of the landscape maintenance 
districts. Develops comprehensive site and master plans for assigned projects; create 
working technical drawings, plans and specifications; participates in budget 
development and estimating cost; ensures compliance to applicable guidelines and 
standards. Confers with developers in the planning, design, and development of public 
parks and open space; acts as technical advisor to the Parks Services Manager and 
Director of Recreation and Parks. Creates and sustains partnerships with public 
agencies, the private sector, and non-profit organizations to achieve community goals 
for acquisition, development and programming. Oversees the administration of 
contracts for professional services; develops and maintains tax assessments; ensures 
that annual property tax assessments be levied and collected within applicable state 
laws. Studies supportive materials necessary for environmental assessments of projects 
and analyzes the projects in conjunction with environmental documents to determine 
consistency with adopted City goals, policies, plans, and ordinances; and attends 
meetings as required. Supervises, evaluates, and monitors the work of subordinate staff 
within the Special Districts Division. Prepares presentations to public entities such as 
the Recreation and Parks Commission and Planning Commission; prepares staff 
reports with recommendations to the Recreation and Parks Commission and City 
Council; makes every reasonable effort to continually improve the manner in which the job 
is performed and increase the quality of service to the public; and performs other duties 
as assigned. 

MINIMUM QUALIFICATIONS 

Education: 

Experience: 

Graduation from college with a Bachelor's Degree in Recreation 
Administration; Landscape Architecture, Park Planning, Natural 
Resources Management or a closely related field. 

Four years of professional landscape management or park planning 
experience, preferably with a public agency. Demonstrates 
increasing responsibility in the areas of supervising field staff; 
construction project oversight; budget development and budget 
management. 
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OR any combination of education, training and/or work experience to demonstrate 
knowledge, skills, and abilities to meet the above minimum requirements. 

Knowledge of: 

Abilitv to: 

License: 

Principles and standards of park and landscape design; principles 
and practices of budgeting, record keeping, report writing, contract 
negotiation, and grant writing; applicable Federal, State, and local 
laws and regulations; extensive knowledge in principles of Park 
planning; working knowledge in the use of computers and related 
software applications; principles and practices of effective 
supervision; and principles and practices of exemplary customer 
service. 

Read and interpret construction plans and specifications, detailed 
public park, public landscape and irrigation design plans; conduct 
studies, analyze data, evaluate alternatives, and develop 
recommendations to resolve problems or issues; develop and 
prepare a variety of reports regarding park planning, feasibility 
studies, and related issues; plan and carry out work independently; 
organize and conduct research, interpret and apply laws and 
regulations pertaining to planning projects and cases; take a 
proactive approach to problem solving; demonstrate strong positive 
interpersonal skills; deal effectively with the public, other City 
departments, and regulatory agencies; effectively supervise 
subordinate staff; communicate effectively in both oral and written 
form; establish and maintain effective working relationships; learn the 
organization, procedures, and operating details of the City 
department to which assigned; attend, as scheduled, on a regular 
basis, to effectively perform the position's required duties and 
responsibility; and demonstrate an awareness and appreciation of the 
cultural diversity of the community. 

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

TOOLS AND EQUIPMENT USED 

Personal computer, including word processing, spreadsheets, and database; motor 
vehicle; calculator; copy machine; telephone; pager; and fax machine. 

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. 
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Work is performed mostly in office settings. Some outdoor work is required in the 
inspection of various land use developments and construction sites. Hand-eye 
coordination is necessary to operate computers and various pieces of office equipment. 

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

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 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 in the 
field. 

APPROVED BY DATE 

Spec for Special Districts Supervisor 
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SPECIAL DISTRICTS COORDINATOR 

DEFINITION 

Under general supervision, coordinates and implements all aspects of the City's Special 
Districts; works closely with the Special Districts Supervisor on development projects; 
works closely with the Special Districts Technician on the delivery of maintenance 
services and contracts, including staff assigned to Special Districts; ensures that quality 
control inspections are conducted in district areas; ensures that the City's tree inventory 
and service call program is operational; provides support to the department as needed; 
and performs other duties as assigned. 

In addition, the Special Districts Coordinator oversees all department construction and 
maintenance projects; gathers bids for goods and services; monitors project budgets; 
issues purchase requisitions; processes invoices; prepares contracts for professional 
services; and works closely with the City Engineer and building officials. 

DISTINGUISHING CHARACTERISTICS 

This is a journey level classification, and incumbents are expected to perform the full 
range of duties including maintenance and administration related tasks, with general 
supervision. The Special Districts Coordinator reports to and receives direction from the 
Special Districts Supervisor, Parks Services Manager and/or the Director of Recreation 
and Parks. 

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. 

Ensures that subdivision maps, use permits, building permits, street tree requirements, 
bonding, land acquisition and development fees are properly collected; oversees the 
maintenance of the database for parks and street tree maintenance; analyzes and 
prepares report data; analyzes current and historical data for decision-making purposes; 
prepares written reports and correspondence; responds orally and in writing to citizen 
inquiries; directs the field staff in the provision of field services including new construction, 
maintenance projects, quality control, and street tree service calls; make every 
reasonable effort to continually improve the manner in which the job is performed and 
increase the quality of service to the public; and performs other duties as assigned. 

MINIMUM QUALIFICATIONS 

Education: 

Experience: 

High school graduation or General Education Diploma. 
Supplemental college courses in landscape design, mathematics, 
and/or computers desirable. 

Two years of experience in the area of municipal park maintenance 
administration, or park planning. 
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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: 

License: 

General construction and maintenance management practices; 
project scheduling; computers and software working knowledge 
including Microsoft Word, Excel, (Office Suite) and the City's 
specialized applications to perform assigned duties; local, state, and 
federal regulations as they relate to permits, building permits, street 
tree requirements, bonding, land acquisition, and development fees; 
office procedures and practices, including an understanding of 
effective record keeping and file maintenance methods; principles 
and practices of construction and maintenance as it relates to 
assignments; budget preparation and administration; proper written 
correspondence techniques; complex mathematical calculations; 
task analysis, prioritization and distribution; how to manage multiple 
tasks; principles and practices of effective supervision; and principles 
and practices of exemplary customer service. 

Make mathematical calculations accurately; deal tactfully and 
courteously with the general public, developers, landscape 
architects, and co-workers; operate office machines; operate a 
computer; communicate effectively in both oral and written form; take 
a proactive approach to problem solving; quickly acquire a working 
knowledge of department policies and procedures; street tree 
requirements, bonding, land acquisitions and development fees; 
evaluate and recommend suggestions for improvement to 
processes; analyze and prepare data for computer entry; maintain 
records and files in an organized manner; collect, analyze and 
summarize data for reports; effectively supervise subordinate staff; 
establish and maintain effective working relationships; attend, as 
scheduled, on a regular basis, to effectively perform the position's 
required duties and responsibility; demonstrate an awareness and 
appreciation of the cultural diversity of the community; and learn the 
organization, procedures, and operating details of the City 
department to which assigned. 

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

TOOLS AND EQUIPMENT USED 

Personal computer, including word processing software; calculator; copy and fax 
machine; phone; mobile or portable radio; vehicle; and specialized construction 
equipment such as tractors, skiploaders, dump trucks, aerial lifts, and various hand power 
tools. 
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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 walk, sit 
and talk or hear. The employee is required to use hands to finger, handle, feel or operate 
objects, tools, or controls; and reach with hands and arms in all tasks. The employee is 
required to climb or balance; stoop, kneel, crouch, or crawl. 

The employee must frequently lift and/or move up to 75 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 works 60 percent of their day at field 
sites, with the remaining 40 percent in an office environment. 

The noise level in the work environment is usually quiet while in the office and noisy when 
in the field. 

APPROVED BY DATE 

Spec for Special Districts Coordinator 



FOR COUNCIL MEETING OF JULY 3, 2012 

COUNCIL AGENDA REPORT 

TO: City Council 

FROM: City Manager 
Prepared By: Acting Chief Deputy City Clerk 

SUBJECT: AMENDED CONFLICT OF INTEREST CODE 

RECOMMENDATION: 

That the City Council adopt a resolution amending the City of Santa Maria's Conflict of 
Interest Code. 

BACKGROUND: 

The Political Reform Act of 1974 as amended requires that cities adopt a Conflict of 
Interest Code (COIC) that establishes which positions within a city must file Statements 
of Economic Interest based on the duties and responsibilities of those positions. The 
Fair Political Practices Commission recommends that Conflict of Interest Codes be 
reviewed regularly to ensure that the list of designated filers is updated and accurate 
and that designated filers are filing under the correct disclosure categories for their 
position responsibilities. 

On November 5, 2002, the City Council adopted Resolution No. 2002-200 approving a 
revised COIC for designated filers. Since that time, the Records/City Clerk Division has 
consistently presented and the City Council approved amendments to Appendix A and 
Appendix B of the COIC as positions have been added or eliminated. 

DISCUSSION: 

Staff has recommended creating a Special Districts Supervisor and abolishing the 
Special Districts Planning Technician position in the Recreation and Parks Department. 
A COIC amendment is necessary to reflect the added and abolished classifications, 
and designate the Special Districts Supervisor position as a filer. 

Additionally, staff recommended creating three new classifications in the City Manager's 
Department, and abolishing one classification as part of a reorganization of the 
Department. The newly created classifications are: 1) Assistant to the City Manager; 2) 
Deputy City Manager - Administrative; and 3) Deputy City Manager -
Personnel/Human Resources. The abolished classification is the Assistant City 



Amended Conflict of Interest Code 
July 3, 2012 
Page 2 

Manager. A COIC amendment is necessary to reflect the added and abolished 
classifications, and designate the new City Manager Department classifications as 
designated filers. 

As part of the voter-approved Measure U2012, the essential services transactions and 
use sales tax measure, on June 5, 2012, a citizens oversight committee must be 
formed. Therefore, an amendment is necessary to add Measure U2012 Citizens 
Oversight Committee Members as a designated filers to the Administrative Services 
Department, as well as to the Boards, Commissions & Committees Designated 
Positions in the COIC. 

Fiscal Impact: 
None. 

Impact to the Community: 
None. 


