HUMAN RESOURCES DEPARTMENT
City of Burlington

179 South Winooski Avenue, STE 100, Burlington, VT 05401 Voice (802) 865-7145
Fax (802) 864-1777

Vermont Relay: 7-1-1 or 800-253-0191

To: Board of Finance

From: Stephanie Hanker, Human Resources Generalist
Susan Leonard, Human Resources Director

Date: July 12, 2012

Re: Recommendation — Creation of One Limited Service position for Burlington Parks and Recreation

I recommend approval for Burlington Parks and Recreation to create the following Limited Service
position: Associate Parks Project Coordinator.

As Ms. Steinbach indicated in her memo to the Board, this position'was included in the FY13 budget.
Parks and Recreation has demonstrated the position is imperative to accomplish goals set by the
Department.

This position was appropriately classified using the Willis position evaluation system (please see attached
Willis table, Grade 17).

If approved, the position will be posted following City Council approval.

Thank you for your consideration.

The City of Burlington does not discriminate on the basis of political or religious affiliation, race, color, national origin,
age, sex, sexual orientation, marital status, veteran status or disability.
The City is also committed to providing proper access to services, facilities, and employment opportunities.
For accessibility information or alternative formats, please contact Human Resources Department at 865-7145,
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- MEMO

City Council

Mayor Weinberger

Mari Steinbach, Director

July 12, 2012

Request for Limited Service Position, Associate Parks Project Coordinator

Please accept this request for creation and related funding of a Limited Service Position
of Associate Parks Project Coordinator, Grade 17, for the Parks & Recreation
Department. The Job Description is attached. In 2009 the department developed the Parks
Planner position, which has been planning and managing all parks-related projects. For
the past three years, approximately $100,000 to $130,000 in parks projects has been
successfully completed directly through the Penny For Parks capital fund. Approaching
FY13, you are aware that the department has put forward an aggressive schedule to
complete $874,700 in projects and possibly more.

The department will be unable to complete those projects without adding to its existing
capacity; therefore I am requesting the addition of this Limited Service position that will
be responsible for coordinating the projects on the FY13 Penny For Parks list, in concert
with the management by the existing Parks Planner, to whom the position will report. The
term of service is anticipated to be only for as long as it takes to clear the bulk of the
Penny For Parks projects, when typical department capacity can once again serve park
improvements well.

The annual salary of this new Associate Parks Project Coordinator position is to be
$46,925.81, as a Limited Service employee, which will include eligibility for benefits,
with the exclusion of Retirement and Short Term Disability. As part of the FY 2013
budget request that included the capital funding, the department was granted the funding
(up to the placeholder $65,000) for that position.

Thank you for your consideration of this request.

www.EnjoyBurlington.com




DRAFT

CITY OF BURLINGTON
JOB DESCRIPTION
Position Title: Associate Parks Project Coordinator
. Department: Parks & Recreation Department
Reports to: Parks Planner
Pay Grade: 17 TBD
Non

Exempt/Non-Exempt: TBD

Position Status: Limited Service Full Time (1 year)

General Purpose: This position is responsible for assisting with Parks projec'“‘“fi
professional level. Under the supervision of the Parks Planner, the primar

The “Essential Job Functions” sect/on outlj

this position.  The “Qualifications/Basic Jot

Requirements and Work Environment” state th

order to perform these essential functions. Ific

reasonable accommodations may be made to&fguallf/ed lﬁﬁwldua/s with disabilities to perform the
kY

essential functlons of the position.

ents, budgets nd processes.
project plans{g d speC|f|cat|ons obtain prlce quotes and proposals, prepare bid

Develop additional,proj t documents: scopes, memos; self-composed letters, mlnutes, staff

reports, agendas ther; assemble materials and coordinate office functions to meet
deadlines and maintain organized filing system, both digital and paper.

e Coordinate time, location and participant arrangements for meetings; prepare accompanying
meeting materials and conduct meetings.

e Maintain and communicate schedule and calendar.

e Attend commission, committee, and City Council meetings as required.

e Direct and coordinate public and agency plan review; submit any necessary permit applications
to various regulatory agencies.

e Coordinate capital parks improvement projects with all associated Parks & Recreation staff to

ensure inclusivity, comprehensive implementation processes, and proper design, permitting,

management and construction practices.
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Qualifications/Basic Job Requirements:

Coordinate project communications with all parties related to project implementation: City
staff, consultants, contractors, and the community.

Perform on-site inspections to ensure the successful completion of parks improvement projects.
Assist Parks Planner in coordinating parks improvement and planning updates to the general
public; perform and coordinate outreach support through mapping (GIS/AutoCAD/Google
Earth), graphic design, media updates (website, Facebook, Twitter), or other technical
demonstration.

Support the development of master plans and management plans, including preliminary site
assessments, public scoping and involvement, alternative development analysis, feasibility, and
cost estimates.

Support the development of grant applications for project funding and the management of
these resources when funded.

High level of pr i’@iency “’i’c’h Microsoft Outlook Word and Excel; experience with Adobe
Smte/GlS/AutoCAD/G@q
Ability to prepare compr

Ability to establish/maintai
details to consultants, City staff;:andithe general public.

Ability to mediate conflicts relat/\ projects needs and goals.

Ability to respond to requests for\mformatlon complaints and suggestions from the public, staff,
administration, elected officials and specials interest groups in a professional manner.

Ability to learn and understand applicable federal, state, and local rules, regulatlons and laws
related to construction on public lands.

Ability to complete multiple projects and meet deadlines required.

Ability to work both independently and as part of a team.

Ability to understand and comply with City standards, safety rules and personnel policies.
Possession of a valid driver’s license.

nsive report @ake recommendations, and communicate effectively.
ffective working relationships and clearly communicate project
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Physical and Mental/Reasoning Requirements and Work Environment:

These are the physical and mental/reasoning requirements of the position as it is typically performed.
Inability to meet one or more of these physical or mental/reasoning requirements will not automatically
disqualify a candidate or employee from the position. Upon request for a reasonable accommodation,
the City may be able to adjust or excuse one or more of these requirements, depending on the
requirement, the essential function to which it relates, and the proposed accommodation.

_X_seeing _x_ ability to move distances x_ lifting (specify)

_x_ color perception within and between

_10_pounds

(red, green, amber) warehouses/offices _x_ carrying (specify)
_x_ hearing/listening _x_ climbing _10_ pounds
_x_ clear speech __ability to mount/dismou 2driving (local/over
_X_ touching forklift/truck the road)

_X_ dexterity ___pushing/pulling
_X_hand
_x_finger

_%_ math skills - basic
_X_ math skills - complex
_x_ clerical

_x_reading - basic

_x _reading - complex

_X _writing - basic

_X_ writing - complex

_x_ shift work

_x_works alone

_x_ works with others

_x_ verbal contact w/others

____pressurized equipment
_X_ moving objects

_x_ high places

, < _x_fumes/odors
rpment“"‘%’%r;aﬁ

_x_ face-to-face contact _X%_mechanic hazardous materials
_X_ inside ___electrical equLE{nent *‘g;gﬁw _x_ dirt/dust

Supervision

Disclaimer: \%%}%\
The above statem ,»ts are mtend@d to descrlbe the general nature and level of work belng performed by

Approvals:

Department Head: ___ Date:

Human Resources: Date:
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Councilors Shannon,
Paul, Bushor,
Decelles: Bd. of
Finance

CREATION OF A CLASSIFIED LIMITED SERVICE FULL TIME
POSITION — ASSOCIATE PARKS PROJECT COORDINATOR — PARKS AND

RECREATION

CITY OF BURLINGTON

In the year Two Thousand twelve.. ..
Resolved by the City Council of the Clty of Burhngton as follows

That WHEREAS, the Director of Parks and Recreation has requested the creation of a
Limited Service, Associate Parks Project Coordinator; and

WHEREAS, the position shall be classified at a pay grade 17 within the Willis
Classification System; and

WHEREAS, the position is responsible coordinating and assisting Parks ongoing
projects; and

WHEREAS, the position will be evaluated annually by the Director of the
Department (on or near the anniversary of the date that the position is designated as
limited service) to determine the likelihood of continued need and/or funding. The results
of that determination shall be reported to the Human Resources Director within two
weeks of the anniversary date as provided by Section 4.4(d) of the Personnel Policy;

WHEREAS, the Human Resources Director and the Board of Finance have
approved this request;

NOW, THEREFORE, BE IT RESOLVED that the creation of a limited service
full time position for the Department of Parks and Recreation is approved and shall be
placed at a grade 17 within the Willis Classification System, effective as of City Council

approval.




