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FOR THE COUNCIL MEETING OF NOVEMBER 6, 2012 

COUNCIL AGENDA REPORT 

November6, 2012 

TO: 

FROM: 

SUBJECT: 

City Council 

City Manager 
Prepared by: Director of Administrative Services 

FINANCIAL REPORT FOR THE FIRST QUARTER ENDING 
SEPTEMBER 30,2012 

RECOMMENDATION: 

That the City Council receive and file the Financial Report for the First Quarter Ending 
September 30, 2012 

BACKGROUND: 

Four times each year, City staff completes a comprehensive analysis of City finances, 
including projected fund balances, revenues to date, departmental budgets, expenditures, 
encumbrances, and potential adjustments. This financial report summarizes the first 
quarter financial analysis. Along with the submission of the quarterly financial reports, 
staff usually submits quarterly budget amendments for Council's consideration. These 
amendments address the need for operational and personnel changes that have 
transpired since the budget was adopted. While normally there are a few budget 
amendment requests associated with the Quarterly Financial Report, this quarter there 
are ten budget amendments being requested. 

DISCUSSION: 

The attached report provides an overview of the current economic outlook on the State 
and National levels; General Fund revenues, expenditures, projected fund balances; and 
activity in the three Enterprise Funds. Though this information is not audited and does 
not contain all the usual year-end adjustments, accruals, or disclosures, the information 
does provide a picture of the City's activity and the developing financial trends. 

Impact to the Communitv: 
The interim financial statement provides the community with an understanding of the 
financial activity of the City's primary funds. 

~~~/ 
RENE M. VISE 
Director of Administrative Services 

Attachment Quarterly Financial Report 
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November 6, 2012 
 
OVERVIEW 
 

This financial report completes the first quarter of 2012-13 for 
the City of Santa Maria.  The report concentrates on the 
General and Enterprise Funds. 

The economy in the U.S. grew less than previously forecast 
reflecting slower gains in consumer spending.  The world’s 
largest economy expanded at a 1.3 percent pace in the 
second quarter after growing at a two percent rate from 
January through March.  The advance estimate for the third 
quarter released October 26th showed the economy expanding 
2 percent.  After growing at a four percent pace in the last 
three months of 2011, the deceleration over the past three 
quarters shows the world’s largest economy is struggling to 
gain momentum as consumers and companies curb spending.  
To potentially speed the expansion and reduce the 7.8 percent 
unemployment rate, the Federal Reserve stated in September 
that it will expand its holding of long-term mortgage backed 
securities and keep its target rate near zero until at least 
mid-2015. 

At this time last year, the National unemployment rate was 9.1 percent and has since come down to 7.8 
percent.  Weakening demand is forcing new and accelerated cost reductions at companies such as 
Bank of America (B of A), Hewlett Packard (HP), Staples, and Eastman Kodak, dimming the outlook for 
a major decline in the unemployment rate.  B of A, the second biggest lender, is speeding up a 2011 
plan to trim $8 billion in costs and more than 30,000 positions.  HP will cut 29,000 jobs instead of the 
27,000 announced in May and Staples is accelerating its shutdown of 15 American stores. 

The housing market is still on shaky ground.  Unemployment remains high at 7.8 percent.  The one 
sector in the U.S. economy that’s marching steadily back is the sector that once seemed the weakest:  
Automotive.  The auto industry in September reached an important milestone that few other sectors can 
claim.  Carmakers sold cars and light trucks at an annualized rate of 14.9 million.  That’s the best pace 
since March, 2008.  For the entire third quarter, the U.S. averaged a 14.5 million annualized sales rate, 
the fastest pace since the 15.3 million pace set in 2008’s first quarter.  The U.S. averaged 16.8 million 
annual deliveries from 2000 to 2007.  Consumers, weary of driving their 11 year old vehicles with poor 
mileage are increasingly trading in their old cars for new, fuel efficient models.  Small car sales climbed 
50 percent since last September as gasoline prices held above $3.75 a gallon.  

At the State level, General Fund revenues for the first quarter totaled $18.1 billion which trailed 
expectations by $200 million or 1.1 percent.  Personal income taxes were $347 million or 3.1 percent 
greater than budget.  But this was offset by less than forecasted receipts in corporate taxes and sales 
taxes.  Spending during the first three months totaled $31.8 billion, which exceeds budget by 3.8 
percent.  Spending during the first three months of the year typically accounts for about one-third of the 
year’s total. 
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General Fund  Budget 1st Quarter Percent

Balance, Start of Year 14,005,510$    14,005,510$    
Revenues* 53,780,800      6,890,930        12.8%
Expenditures* 55,326,840      11,864,990      21.4%
Balance 12,459,470$    9,031,450$      
* Includes Transfers

General Fund 2012-13 2011-12 Over (Under)
Revenues:
  Taxes 4,735,260$     4,593,730$     141,530$            
  Licenses & Permits 237,640          192,920          44,720                
  Use of money 234,840          248,090          (13,250)               
  Inter-governmental 103,730          70,240            33,490                
  Charges for services 714,150          1,196,020       (481,870)             
  Other revenue 55,820            65,050            (9,230)                 
Operating revenues 6,081,440       6,366,050       (284,610)             
  Transfers-in 809,490          817,760          (8,270)                 
Total revenues 6,890,930$     7,183,810$     (292,880)$           

Expenditures:
  Public Safety 7,095,780$     6,555,380$     540,400$            
  Recreation & Parks 1,672,700       1,569,650       103,050              
  General Government 1,522,630       1,521,350       1,280                  
  Community Dev. 554,290          592,110          (37,820)               
  Public Works 474,900          507,450          (32,550)               
Operating Expenses 11,320,300     10,745,940     574,360              
  Debt service                                                   
  Transfers-out 544,690          539,460          5,230                  
Total expenditures 11,864,990$   11,285,400$   579,590$            

Year to Date Comparison to Prior Year

GENERAL FUND  
 

General Fund Balance.  The chart, to the 
right, shows with 25 percent of the year 
complete revenues are at 12.8 percent of 
projections while expenditures are at 21.4 
percent of appropriations.  The City’s annual 
audit has not been finalized so the beginning 
fund balance is an estimate.  The $14,005,510 estimate includes the transfer from Local Economic 
Augmentation Fund (LEAF) of $1,400,000, whereas the budgeted appropriation of LEAF transfers was 
$2,691,000.  Revenues are less than budget primarily because property tax revenue is not received 
until December and April each year.  A discussion of the changes in each category follows in the “Major 
Revenue Variance” section of this report. 

At the end of each fiscal year, there are projects, 
contracts and transactions not completed.  The 
remaining appropriations for those projects, 
contracts and transactions are brought forward 
into the current fiscal year, resulting in 
appropriations exceeding estimated revenues. 
 
The City adopted the 2012-13 Budget using 
approximately $2.5 million in LEAF reserves.  
The chart to the left provides summary 
comparison information on revenues, 
expenditures, transfers and debt service for the 
first quarter ending September 30, 2012 versus 
the first quarter ending September 30, 2011. 
 
Major Revenue Variances:  The six major 
revenue sources, as shown on the below chart, 
account for approximately 68 percent of total 

General Fund revenues.  The sluggish economy has taken a toll on the City’s revenues.  The majority 
of revenues have remained stagnant, 
at low levels, since the recession 
officially ended.  Sales and Hotel/Bed 
taxes are the sources showing 
increased revenue.  However, these 
increases are offset by declining 
Non-Hazardous Impacted Soils 
Program (NHIS) revenue.  Though 
there are numerous differences 
between the individual revenues 
received during this year and prior 
years, following is a true picture of what is driving this revenue imbalance: 
 
Key variances include: 

 Sales Tax.  While first quarter receipts are approximately 7.8 percent or $238,000 greater 
compared to last fiscal year, receipts are significantly less than 2008-09.  However, sales tax 
revenues have been increasing over the past several quarters. 

General Fund         Budget

Actual 
Receipts

1st Quarter
Percent 

Received

Prior Year
Receipts 

1st Quarter

Sales Tax 17,278,700$   3,283,220$     19.0% 3,044,860$    
Property Tax 14,400,020                            0.0%                       
Hotel/Bed Tax 2,410,000       638,080          26.5% 634,690         
NHIS 2,000,000       266,690          13.3% 713,590         
Interest 909,910          191,070          21.0% 206,120         
Licenses, Permits, & Fees 853,900          237,640          27.8% 192,920         
Total Key Revenues 37,852,530     4,616,700       12.2% 4,792,180      

All Other Revenues 15,928,270     2,274,230       14.3% 2,391,630      
Total Revenues 53,780,800$   6,890,930$     12.8% 7,183,810$    
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 Property Tax.  Payments are received from Santa Barbara County in December and April of each 
year; therefore, the City has not received property tax as of September 30, 2012. 

 Hotel/Bed Tax.  Through June, receipts are about $3,000 greater than last fiscal year.  Hotel/Bed 
tax is normally cyclical with the majority of revenue coming in the summer months. 

 Non-Hazardous Impacted Soils Program (NHIS).  On Monday, September 24th, receipts of NHIS 
from Chevron’s Guadalupe Restoration Project began under the newly approved permit.  Initially, 
Chevron is running nine trucks daily and is looking to add six more trucks in the near future.  This 
hauling should continue on a daily basis and should bring some stability to NHIS revenue for the 
short term. 

The new permit will authorize up to an additional 500,000 cubic yards of NHIS material to be hauled 
to the landfill which could result in $6.5 million over the next three to five years depending on 
trucking, excavation and weather issues. 

 Interest.  Interest earned is under budget by $36,000 with revenue at $191,070.  Currently, the City 
earns less than one-half percent on cash required for operations; whereas rates on longer term 
investments earn approximately 1.59 percent.  The combined yield is 1.344 percent. For 
comparison purposes, in 2009, the City received $2,414,000 in interest income. 

 License, Permits, & Fees.  Permit revenue is at 27.8 percent of budget or approximately 
$238,000, which is $45,000 greater than received in 2011-12.  This is primarily due to projects such 
as Windset Farms and two commercial shopping centers. 

Expenditures.  For the first quarter ended September 30, 2012 expenditures are at 21.4 percent of 
budget, due primarily to departments making a concerted effort to reduce operational costs.  The below 
chart summarizes the results. 

Key variances include: 

 City Manager.  Under budget due 
to expenditures associated with yet 
to be paid contractual services with 
Santa Barbara County for animal 
control services. 

 Debt Service.  Payments on debt 
are due on December 1st and June 
1st each year, which results in a zero 
percentage spent at September 30, 
2012. 

The chart, on the right, summarizes the 
operating costs, by type and shows, with 
the exception of Debt Service, that each 
type of operating cost is within budget. 

 
It should be noted that each category of 
costs are under budget.  Staffing is under 
budget by approximately $1.1 million, or 
2.9 percent. 

        Budget YTD Actual Over (Under)

Staffing 39,768,700$    8,786,900$     22.1%
Contracts & Services 5,744,580        1,157,720       20.2%
Materials & Supplies 2,569,080        534,690          20.8%
Maintenance & Operations 3,048,330        742,170          24.3%
Capital Outlay 410,720           98,820            24.1%
Total Departmental 51,541,410      11,320,300     22.0%
Debt Service 1,396,660                               0.0%
Transfers 2,388,770        544,690          22.8%

Total 55,326,840$    11,864,990$   21.4%

General Fund        Budget YTD Actual
Percent 

Expended

Police 22,102,910$    5,007,360$     22.7%
Fire 8,821,600        2,088,420        23.7%
Recreation & Parks 8,077,320        1,672,700      20.7%
Administrative Svcs 3,856,740        900,480           23.3%
Community Dev. 2,738,020        554,290         20.2%
Public Works 2,389,270        474,900           19.9%
City Manager 2,312,410        364,200         15.7%
City Attorney 1,064,510        221,960         20.9%
Mayor & Council 178,630           35,990             20.1%
Total Departmental 51,541,410      11,320,300    22.0%
Debt Service 1,396,660                                0.0%
Transfers 2,388,770        544,690         22.8%
Total 55,326,840$    11,864,990$   21.4%
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ENTERPRISE FUNDS 
 
The Statement of Revenues and Expenses for 
the first quarter ending September 30, 2012 are 
shown on chart to the right. 
 
Water/Wastewater Fund. Expenditures 
exceeded revenues by $19,000, effectively 
breaking even.  The semi-annual debt service 
payment for the 2012AB Refunding Bonds 
occurred in the first quarter for $1,531,000.  
Capital expenditures primarily included the 
purchase of water meters for the fixed base 
meter project as well as continuing work on the 
percolation pond maintenance project.  There are sufficient reserves in the combined 
Water/Wastewater Fund to cover the current shortfall. 
 
Solid Waste Fund.  The Solid Waste Fund reports refuse collection and disposal activities.  For the 
first quarter, Solid Waste revenues exceeded expenses by $134,000.  Capital expenditures primarily 
consisted of refuse container purchases as well as post closure maintenance. 
 
Transit Funds.  The City operates the Santa Maria Area Transit (SMAT) and Breeze Transit systems, 
which are funded by a combination of Federal grants, State transportation funds and user fares.  The 
City has endeavored to meet the transportation needs of the community by providing numerous routes 
and services.  Fare revenue through the first quarter was $428,000 which is approximately $24,000 
more than the first quarter of 2011.  There are sufficient reserves in the combined Public Transit Fund 
to cover the current quarterly deficit. 

Water/ 
Wastewater Solid Waste

Public 
Transit

9,262,370$     3,903,830$    428,740$      
Interest Income 28,290 28,130 7,630
Other Revenue 110,290 18,860

9,400,950 3,950,820 436,370

2,523,170 3,513,820 751,470
901,790 302,860 5,600

4,464,280
1,531,340
9,420,580 3,816,680 757,070

(19,630)$         134,140$       (320,700)$     

Capital Expenditures
State Water Payments

Total Expenses
Profit (Loss)

Total Revenues

Revenues
Charges for Service

Expenses
Operating 

Debt Service



FOR THE COUNCIL MEETING OF NOVEMBER 6, 2012 

COUNCIL AGENDA REPORT 

November 6, 2012 

TO: City Council 

FROM: City Manager 
Prepared by: Director of Administrative Services 

SUBJECT: BUDGET AMENDMENTS - PERSONNEL AND OPERATIONAL 
CHANGES RELATED TO THE 2012-13 FIRST QUARTERLY 
FINANCIAL REPORT 

RECOMMENDATION: 

That the City Council adopt a resolution approving personnel and operational changes 
for the first quarter ending September 30, 2012. 

BACKGROUND: 

As part of the City's budget process, staff periodically presents to City Council for 
consideration various operational and personnel recommendations in conjunction with 
the quarterly financial report. Staff is presenting the following personnel and operational 
recommendations for incorporation into the 2012-13 Budget. 

DISCUSSION: 

PUBLIC SAFETY 

Create the limited-service classifications of Provisional Police Manager ($50.73 -
$55.93/hr) and Provisional Police Supervisor ($42.18 - $46.51/hr). 

At the October 16, 2012 City Council meeting, City Council approved a number of 
positions that will be budgeted using Measure U funding. Among those positions was 
the addition of five Police Sergeants. The new positions, coupled with recent 
retirements, creates vacancies at the Lieutenant and Sergeant levels. These 
management/supervisory level vacancies and operational needs can be addressed 
through the hire of seasoned temporary staff. 

The various personnel transitions in the Police Department is an ongoing systematic 
process and as such, the need for comprehensive internal law enforcement training has 
been identified. As the Police Department continues through this transition, in an effort 



to provide department-specific training, staff is recommending the hiring of temporary 
seasoned law enforcement professionals to work with staff on a mentoring and training 
basis. This training is not available through traditional one-day or one-week workshops. 
Accordingly, staff recommends creating the classifications of Provisional Police 
Manager and Provisional Police Supervisor; and as a result of creating these 
classifications certified trainers can be hired to provide training and develop a thorough 
in-house training program for newly promoted staff during the recruitment process. 

This innovative initiative can be done within the target budget requiring no increase in 
appropriations. 

LEISURE & CULTURAL SERVICES 

Increase the personnel complement in the Recreation and Parks Department by one 
part-time Facility Specialist II position ($15.56- $18.921hrl and one limited-service Park 
Services Aide position ($12.77- $14.08/hrl. 

Through an agreement between the City and the Santa Maria Joint Union High School 
District, the City provides staff at the three local high schools for pool maintenance 
operations and lifeguard duties. The Santa Maria Joint Union High School District 
reimburses the City for these services. Currently, one Facility Specialist Ill is 
responsible for maintenance operations, scheduling, training, programming and staff 
support at the three high school sites and at the Paul Nelson Aquatic Center. Due to 
the oversight of all aquatics-related activities at the four sites, direct supervision at each 
site is limited to once a week. Staff recommends increasing the personnel complement 
by one Facility Specialist II, as a direct report to the existing Facility Specialist Ill, to 
provide offsite locations with daily supervision of lifeguard staff, many of whom are first 
time job holders. This recommendation is revenue offset by the agreement between 
the City and the Santa Maria Joint Union High School District. 

The Park Services Officer Program patrols 2,400 acres of parks and open spaces, 13 
community buildings/gyms, the Main Library, and City-owned parking lots. To provide 
adequate services at the City's Transit Center, staff recommends increasing the 
personnel complement in the Recreation and Parks Department by one 19-hour per 
week limited-service Park Services Aide position for a total compliment of three Park 
Services Aides. The costs associated with this addition are funded within target 
budgets through a 50150 percent split between the Public Works Department's Transit 
Division and the Recreation and Parks Department; therefore, no new funding is 
required. 

Aoorooriate $15.000 in the Quimby Park Acquisition and Development Fund and 
$15.000 in the Growth Mitigation Fund for development of a 2013 Leisure Needs 
Assessment and Action Plan. 

A Leisure Needs Assessment and Action Plan identifies and assesses the needs of the 
community and assists staff with understanding the changing demographics and needs 



of the community. During the 2012-14 Budget process, staff requested an appropriation 
of $60,000 for a 2013 comprehensive leisure needs and assessment study and action 
plan. The request was approved; unfortunately $30,000 was inadvertently omitted from 
the budget resolution approved by City Council. 

GENERAL GOVERNMENT 

Abolish the classification of Treasury Manager ($2,546.98 - $3,095.88/bi-weeklyl and 
replace the classification with the newly created classification of Revenue Technician 
($1.815.07 - $2.206.24/bi-weekly); abolish the classification of Finance Lead Clerk 
($1 ,650.07- $2,005.68/bi-weekly), and replace the classification with the newly created 
classification of Utility Billing Lead Clerk ($1 ,650.07- $2.005.68/bi-weekly). 

Effective November 2, 2012, the Treasury Manager retired. Staff has evaluated the 
varied duties of the Treasury Manager as related to the organizational structure of the 
current staffing complement. 

Staff is recommending to abolish the classification of Treasury Manager and replace the 
classification with the newly created classification of Revenue Technician. The 
Revenue Technician classification is a downgraded position from that of Treasury 
Manager. If approved, the Revenue Technician will be primarily responsible for cash 
management, revenue tracking, and business license management, as well as assisting 
in the preparation of the monthly Treasurer's Report. The Director of Administrative 
Services will absorb those Treasury Manager duties that are related to revenue 
forecasting, year-end continuing disclosure, and debt management. 

Staff is also recommending to create the classification of Utility Billing Lead Clerk to 
replace the classification of Finance Lead Clerk. The Utility Billing Lead Clerk will 
provide backup to the Utility Billing Supervisor and back-up to the Revenue Technician 
as it relates to business licensing. 

Increase appropriations by $1,321,000 in the General Fund Administrative Services 
Budget for debt payments on the Redevelopment Agency (RDAl Lease Revenue 
Refunding Bonds. 

The State Department of Finance has rejected the Redevelopment Agency (RDA) 
Lease Refunding Bonds as an enforceable obligation to be paid with redevelopment tax 
revenue requiring the General Fund to pay the debt payments of approximately 
$2,683,000. Appropriations in the General Fund are only $1,362,000. The 
redevelopment tax revenue that should be received is approximately $1,321,000 and 
historically, this amount has been used to pay a portion of the annual debt payments. 
However, the pledge for payment of the bonds is documented in the 2003 Bond 
documents as annual lease payments from the City to the RDA. There is no pledge of 
redevelopment tax revenue as required by the legislation. 



News of the additional $1.3 million in debt service expense was not known until after the 
2012-14 Budget document went to press; consequently, the need for additional 
appropriation authority is being requested as part of this report. 

Advance $1 million in appropriations in the Capital Projects General Fund from 2013-14 
to 2012-13 to prepare the network for the anticipated move of the Police Department 
technology systems to the new Police headquarters. 

As part of the 2012-14 Budget, Council appropriated $4 million in 2013-14 Capital 
Funds to move Police Department technology systems to the new Police headquarters 
at 1111 West Betteravia Road. The requested advancement of $1 million will 
accommodate the design and building of the network/server/storage infrastructure that 
must be in place before technology systems and personnel can move into the new 
headquarters. If approved, the 2012-13 appropriations will be increased by $1 million 
and 2013-14 appropriations will be decreased by an equal amount. 

Appropriate $35.500 in the Communication Equipment Fund to purchase replacement 
portable two-way radio batteries and noise canceling extended microphones in the 
Police Department. 

The portable radios, in use at the Police Department, were purchased in 2005. The 
batteries, in these radios, have exceeded end-of-life and need to be replaced. This 
need was identified during a recent narrow banding procedure on all Police radios. 
Additionally, some extended microphones used by police officers to talk and listen 
without removing the radio from their belt or carry case, are due for replacement. These 
mission critical radio components are currently operating in a sub-optimal state. 
Replacing this equipment will provide optimal battery readiness, maximize talk-time, and 
remedy an officer safety issue. 

OTHER CITY FUNDS 

Appropriate $419.400 in the Mobile Equipment Fund for the replacement of one asphalt 
crack sealer. one solid waste side loader; and two police patrol vehicles. 

The City uses an internal service fund, called the Mobile Equipment Fund, to service, 
repair and replace the vehicles used by City personnel. Each year in the budget 
process, funds are set aside to replace equipment that has met the expected useful life, 
experienced greater than expected wear, or for a specific reason needs replacement. 

During the 2012-14 Budget process, staff requested $79,400, for the 2012-13 budget 
year, to be used to replace an asphalt crack sealer. And while this amount was 
approved by the Budget Review Team and was to be recommended to City Council, 
staff inadvertently omitted incorporating this item into the final document approved by 
City Council. 

In another related matter, staff has scheduled the purchase of four solid waste trucks. 
An appropriation of $280,000 is requested to include, with this purchase, a replacement 



solid waste side loader truck. The purchase of a fifth solid waste truck is to replace a 
side loader that was destroyed by fire due to a mechanical malfunction in August 2011. 
Funding for the other four trucks has been appropriated. Staff is also requesting 
$60,000 for the replacement of two patrol vehicles destroyed in accidents in July/August 
2012. The City's insurance indemnification requires that the City provide proof of 
purchase prior to compensation for the solid waste side loader and two police patrol 
vehicles. 

Aoorooriate $40.000 in the Capital Projects General Fund and decrease a 
corresponding amount of appropriations in the Mobile Equipment Fund for the purchase 
of a Y, Ton Extended Cab Pickup Truck for the Fire Department. 

During the 2012-14 Budget process, staff requested an appropriation of $40,000 to be 
used for the purchase of a "new" Y, Ton Extended Cab Pickup Truck for the Fire 
Department. Appropriations for new vehicles are budgeted in the Capital Projects 
General Fund and appropriations for replacement vehicles are budgeted in the Mobile 
Equipment Fund. During the 2012-14 Budget process the request for this new vehicle 
was listed as a replacement vehicle, therefore, budgeted in the Mobile Equipment Fund 
- it should have been in the Capital Projects Fund. To correct where the purchase of 
this new vehicle is budgeted, staff is requesting a $40,000 appropriation in the Capital 
Projects General Fund and a decrease of $40,000 in the Mobile Equipment Fund. 
Approval of this request is cost-neutral. 

Appropriate $85.000 in the Landscape District Operating Accounts and authorize the 
purchase of a tractor and implements to improve operations in the Special Districts and 
Special Benefit Zones. 

Currently, the Recreation and Parks Department has one tractor available for use in City 
parks, Special Districts, and Special Benefits Zones that was initially paid out of the 
General Fund. The tractor is shared among the Parks Division, Special Districts and 
Special Benefit Zones and services 294 acres of landscape and over 2,000 acres of 
open space. Critical projects are often deferred due to scheduling use of this tractor 
and scarcity of other equipment. Staff is requesting an appropriation of $85,000 to 
purchase a tractor and the associated implements for use specifically in the Special 
Districts and Special Benefit Zones. 

Fiscal Considerations: 
The proposed personnel changes in Public Safety do not reflect any changes relative to 
Measure U. At the October 16, 2012, meeting the City Council considered and 
approved Measure U funded staffing for the remainder of 2012-13, which will be 
monitored under a separate and distinct fund. 

Abolishing the classification of Treasury Manager and replacing the classification with 
the Revenue Technician classification will result in an annual General Fund cost 
savings of approximately $30,000. Costs associated with the other proposed personnel 
changes are within target budget requiring no increase in appropriations. 



The remaining appropriation requests will necessitate financing be appropriated from 
the fund balance of each respective fund. Currently, each fund balance has sufficient 
financing to cover the proposed action. 

Impact to the Community: 
The proposed personnel and operational changes are intended to maximize operational 
efficiencies and enhance service delivery. 

/) f//1, v:__/ 
~~ 

RENE M. VISE 
Director of Administrative Services 

Attachments: Job Descriptions 
A) Revenue Technician 
B) Utility Billing Lead Clerk 



CITY OF SANTA MARIA NOVEMBER 2012 

REVENUE TECHNICIAN 

DEFINITION 

Under general direction of the Director of Administrative Services, performs responsible 
and professional work in cash management and revenue tracking. Primary functions 
include cash management functions, business license management, and tax collection 
services. 

Performs technical accounting activities, including the analysis, preparation and 
maintenance of accounting records and reports, and preparation of special reports; may 
perform internal auditing; and performs other related 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. 

Establishes effective banking service relationships with the City's operating banks and the 
general banking community; monitors the performance of key revenue sources such as 
sales taxes, business license taxes, transient occupancy taxes, property taxes and various 
service charges; processes business licenses for renewal and issues licenses to new 
businesses; prepares monthly treasurer's report; reviews transactions for proper revenue 
account classification; prepares analytical, accounting and reconciliation reports; 
reconciles non-utility daily cash receipts, identifies deposits and disbursements and 
analyzes daily reports from banks, posts deposits and disbursements; processes 
electronic payments for payroll, taxes, and other sources; processes electronic payments 
from utilities and invoices from various entities; balances daily receipts; posts to 
appropriate accounts; prepares bank deposits and performs other related work as 
required. 

MINIMUM QUALIFICATIONS 

Education/Experience Three years of increasingly responsible financial record 
keeping experience related to cash management, technical 
accounting activities; and directly related college-level 
coursework. 

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

Attachment A 



Knowledge of: 

Ability to: 

License: 

Modern office procedures and practices; business mathematics; 
basic cashiering; accounting record keeping and reporting; analytic, 
problem solving, and decision making skills; and principles and 
practices of exemplary customer service. 

Establish and maintain financial systems; ensure timeliness in 
completing assignments; communicate effectively in both oral and 
written form; communicate tactfully and diplomatically with the public 
and other employees; use good judgment; analyze data and 
situations, draw sound conclusions, and adopt effective solutions; 
prepare clear, concise reports; proficiently operate a computer and 
related application software; learn and understand integrated 
accounting software program; make every reasonable effort to 
continually improve the manner in which the job is performed and 
increase the quality of service to the public; establish and maintain 
effective working relationships; take a proactive approach to problem 
solving; and 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; demonstrate an awareness and appreciation of the 
cultural diversity of the community. 

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

TOOLS AND EQUIPMENT USED 

Personal and network computer, financial management system, office automation 
products including word processing and spreadsheets; 10-key calculator; telephone; fax; 
and copy machines. 

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. 

APPROVED BY DATE 

Spec for Revenue Technician 
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CITY OF SANTA MARIA NOVEMBER 2012 

UTILITY BILLING LEAD CLERK 

DEFINITION 

Under general supervision of the Utility Billing Supervisor, oversees the day-to-day 
operation of the utility billing office and the billing system activities; assists in planning, 
developing and maintaining utility billing procedures and work load assignments; is 
responsible for providing guidance to Finance Clerks and other staff as assigned; trains, 
monitors, and evaluates subordinate staff; performs a variety of complex financial record 
keeping functions and provides counter assistance and information to the public. 
Responsible for balancing cash drawers, daily deposit and daily cash reconciliation; 
processes 48 hour phone notification notices; sorts incoming mail; assists staff in 
processing payments; processes closing bills; processes accounts to send to collection 
agency; and processes returned checks including journal entry. May also perform duties 
in business licensing. Employees in this classification receive limited supervision within a 
framework of standard policies and procedures, and perform other work as required. 

DISTINGUISHING CHARACTERISTICS 

The incumbent in this single position classification is required to exercise good judgment in 
planning, assigning, and overseeing day-to-day operations, which requires a strong 
background of experience or training in the practices, policies, procedures, and activities of 
the utility billing operation. The Utility Billing Lead Clerk journey-level classification is 
distinguished from the Finance Clerk 1111 in that the former is a working supervisor for the 
full-time and part-time clerical staff, in assigning and reviewing work. 

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 variety of complex financial duties in support of accounting and customer 
service activities and operations, and takes a lead in overseeing and reviewing the work of 
clerical staff. Works to resolve complex work problems independently, referring to a 
supervisor those matters involving policy decisions and unusual public relations problems. 
Balances cash receipts for accounts receivable and posts payments; processes daily cash 
reconciliation; processes closing bills, accounts to collection agency and returned checks. 
Provides backup to Revenue Technician for business licensing. Provides assistance and 
information to the public and other City employees; answers telephone; explains City and 
Finance Division related policies, rates, and fees. Performs utility billing functions as 
assigned; balances and records payments, prepares and records adjustments, service 
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orders, and change orders; processes meter reads; prepares, proofs, and adjusts bills. 
Performs account and other data reconciliation. Trains and assists clerical accounting 
staff in the proper operations and procedures of assigned desk related to utility billing 
operations. May perform cashiering duties. Performs other duties as assigned. 

MINIMUM QUALIFICATIONS 

Education: 

Experience: 

High school graduation or General Education Diploma. 

One year of experience as a Finance Clerk II or four years 
progressively responsible experience in the preparation and 
maintenance of financial records. One year of recent experience in a 
lead or supervisory capacity is 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: 

Abilitv to: 

Principles and practices of effective supervision; basic accounting 
principles and procedures; methods, principles, and practices of 
financial and statistical record keeping; principles and practices of 
exemplary customer service; proper English usage, grammar, 
punctuation, vocabulary, and spelling; general office methods, 
procedures, and practices; and modern office equipment including 
computer operations, data entry, and spreadsheets. 

Effectively supervise subordinate staff; apply, explain, and follow the 
proper account record keeping procedures and rules used in 
assigned areas; perform complex financial and statistical record 
keeping functions; perform arithmetic calculations using addition, 
subtraction, multiplication, and division with speed and accuracy; 
accurately type and enter data at a rate required for successful job 
performance; use tact and poise in dealing with the public and 
co-workers; take a proactive approach to problem solving; operate 
standard office equipment/machines including computer systems; 
maintain a variety of complex financial statistical records and prepare 
related reports; communicate effectively in both oral and written form; 
establish and maintain effective working relationships; be 
knowledgeable in and learn new computer applications; make every 
reasonable effort to continually improve the manner in which the job 
is performed and increase the quality of service to the public; 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; demonstrate an awareness and appreciation of the 
cultural diversity of the community; and perform related duties similar 
to the above in scope and function as required. 

Attachment B 



License: 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 and network computer, financial management system, office automation 
products, 10-key calculator, telephone, base radio, fax, and copy machines. 

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. 

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 Utility Billing Lead Clerk- KSA update 
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