AGENDA

COMMITTEE ON ADMINISTRATION/INFORMATION SYSTEMS

May 6, 2008 6:00 PM

Aldermen O’Neil, Garrity, Aldermanic Chambers

Osborne, Pinard, Domaingue City Hall (3™ Floor)
1. Chairman O’Neil calls the meeting to order.

The Clerk calls the roll.

Presentation by the Information Systems Department providing the
Committee with an update on the automation of the Building Department
and the Neighborhood Enhancement Team.

Ladies and Gentlemen what is your pleasure?

Communication from Jason Hoffman, Big J's Dogs, requesting to extend
the hours of operation of his Peddler’s License at Hampshire Plaza 1000
Elm Street. '

Ladies and Gentlemen what is your pleasure?

Communication from Jonathan Hallet, Jonathan’s Quick Eats, requesting to
extend the hours of operation of his Peddler’s License at City Hall Plaza
Ladies and Gentlemen what is your pleasure?

TABLED ITEMS
(A motion is in order to remove the following items from the table for
discussion.)

6.

Proposal of new Department of Facilities, Grounds & Recreation submitted
by Mayor Guinta.

Tabled 2/5/08 for discussion at Special Meeting.

(Note: Information requested from Parks & Recreation and
Highway/Facilities enclosed)
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7. Copy of a communication from Alderman Lopez to Committee on
Community Improvement requesting the BMA to ask the Finance Officer,
City Solicitor and Bond Counsel (if needed) to review the possibility of
using Rooms and Meals Tax money in the future for Storm Water
Utility/Sidewalks/Streets.
(Tabled 09/25/2007 pending further information from the Finance
Department.)

8. Communication from Jennie Angell, Director of Information Services,
regarding a policy authonzing website access to City Commissioners.

9. Ifthere is no further business, a motion is in order to adjourn.



NET/BUILDING

AUTOMATION PRCOJECT

IMPROVING e
“QUALITY OF LIFE"
in MANCHESTER

Improving Service Delivery

Improving Service Effectivenass

Impraving Employee Efficiency
But

Not Increasing Delivery Cosis

DEPARTMENTS INVOLVED

0O O

I}
]
)
j]

City Clerk  NET and Business License
Building Housing Code & Building

Permits
Highway Solid Waste
Heatth Environmental Heaith
Fire Fire Inspections
Police General Support

o




FIVE PHASE PROJECT

Analysis of where we are

Revamping existing processes
Training

Deploying appropriate equipmeant in the
fieid (CIP request)

implementation of a Citizer Request
System {CIP request — next year)}

oo oo

a

PHASE 1 - PARTNERED WITH UNH

o Analyzed Existing Processes

NET Team Interaction

Forms

What Was Working Well

Frustrations

identified needs that weren’{ being met
11 Provided a Comprehensive Report

ap o oo

THE BIGGEST PROBLEMS WERE

o Communication among the members
# Duplication of efforts
» Phone tag
= Not knowing what someans else was already
doing
o Getting information on the history of a property
% Violatiohs
5 Permits
= Qwners and Property Managers

-9




NOT JUST
NEIGHBORMOOD ENHANCEMENT TEAM

11 These problems
= affect day-to-day operations
# bmpadt the efficiency of overall operations

= Affect the quality of service delivered to
citizens

PHASE 2 - SUNGARD-HTE

o Comprehensive Report Sent to Sungard-
HTE for recommendations
o HTE System aiready has
# Property Information
# Building and Housing Code Information
# Work Order System
# Cost Tracking

Sungard-HTE

i Streamiined Existing Processes
# Updated Housing Code Process
# Set up the Solid Waste Compliance Officer
# Currently Updating Building Permit Process

= Wil be setting up Work Order for NET in
June




EFFICIENCY IMPROVENMENT

i

All activity on a property will be viewable by any

empioyee within the City on a need-to-know basis.

# This should reduce multiple agencies responding to
the same comptlaint

= Inspectors will be better Informed when doing
inspections and responding to complaints

w  185u8s on property could be reseived befors
becoming NET problems

Complaint Tracking and Follow-up

Cost Capluring for billing back to the property ownar

Statistics

| I ]

PHASE 3 - TRAINING

Assessors
Building
City Clerk
Finance

o Provide training toall o
o
0
o
= Fire
|
o
o
o

City stake holders

Health
Highway
Planning
Police

PHASE 4
PUT EQUIPMENT IN THE FIELD

o CIP Reguest — 2009 {not currently funded)

% Conducted a pilot with one inspector from
Building

w Small portable iaptop with mobile
communications

#  Small portable printar

= Cell phone with email and camera

Standard Equipment for mobile workers

in the business world

O -«'{“’*é




WHAT WILL THE MARDWARE DO?

o Increase Employee Efficiency

o Increase the fime in the field

o increase the quantity of the inspections
because there is more fime

o Provide faster turnaround of documents {o
constituents

o improve the guality of decisions because of
befter information in the fleld

PHASE 5 - CITIZEN REQUEST MODULE

rr CIP Reguest 2010
1 Provides new constifuent service

o Gives the public access o follow up on
Requests for Service

o information Systems might be able to
provide tha service at less than currently
proposed

o Oplional — can be decided next year

NET/Buiiding Automation Project

. Modified CiP Request 2008 - $72,000
% Project was revised to take 2 years
2™ year is gptional
# 5o far this is not funded
= Partial Funding will move the project forward

N
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NET/Building
Automation Project

Part of the Solution
To

Improve Services
While
Holding the Line on Expenses




Peddier Request

OFFICE OF THE CITY CLERK
‘Business Licensing & Enforcement Div.
One City Hall Plaza

-‘Manchester, NH 03101
Tel: (603) 624-6348 Fax: (603) 624-6481

- Committee on Administration
Office of the City Clerk
One City Hall Plaza
Manchester, NH 03103

HEARING REQUEST FORM

Date: Lf” go! O

 To Whom It May Concern:

1 would iike to request a hearing before the Committee on Administration to extend the
hours of operation permitted by my Peddler’s License at the following location in the city

of Manchester:

You must attach all documentation required

Si Iy, ) o
Incerely for a Peddler License Application

j;,%g@« H HWV\
AYVIE
[;;N\JS'M b S1.

Maach eofer ol 6318 I
8¢ - J6e |

Completed license application
Certificate of Insurance
Copies of all State/City Licenses
Written permission from proposed location
" Deseription and photo of standfcart to be used

"K'

SRR R SRl




Business License Renewal Anphcatlon

BUSD3552

Office of the City Clerk - 'Note: Alt outstandmg
Business Licensing and Enforcement Division "'mumc;pm fees mcludlng;;-_

City Hall Plazs ; Hng.
One City Hall Plaza Alarm’ Permlts, must be

Manchester, NH 63101
(693) 624-6348

BIG J'S DOGS
617 SHASTA STREET
MANCHESTER, NH 03103

Section I. Identification

Lh

Instructions:
Please return all pages of this application, with
ail applicable information completed, no Jater
thans Wednesday, April 30, 2008, Applications
received after that date will be subjectto a
late charge.

If there have been changes in square footage or
amusement devices, use the workshest
provided to figure your business license fees.

Make corrections as necessary. Complete any
biank line which applies to your business,

Please make checks payable to "City of
Manchester". (Returned checks are subject to
a minimum $30.00 penalty.)

The new licensing year begins May I, 2008.
New licenses will expire on April 30, 2009,
anless the ticensed activities are otherwise
iimited or invalidated by local, state, or federal
authority,

Applicant: Veuse . tofpvin

Business Name: BIG I'S DOGS

Location Address (NO P.O. Box} 61FSHASTASTRERL

1006 klo <

Business Telephone: (603} 396-7602 Federal Tax ID#:_(>C - CLOs (L
Manager's Name(s): _ 1656 Metfinean
Corporation Name: f%\b‘t ¥e (oo (Lo
Corporation Address: By Shasde <F
City, State, Zip Code: Pnche sfte wou USIE
Corporation Telephone: 261 - e
2 H 3 i P
Property Owner/Management Company: léfﬁ&l;? CAlivar F ’r;-'i.*-‘» Lic

Mailing Address: (8 N (owmenidt! S W L0y
City State Zip Code: Menihetk, il 340
Telephone: {0y

As part of the application process, some City departments may need to contact your business to schedule an
interview or an inspection Please identify the person to be contacted and the best time(s) to call:

T L LY I,
Contact Person(s): 3&. A u‘{:ﬁ‘{\;\”;@ S i

Section II. Business Information

Time(s):

iy
{

Business Activities (please check all applicable activities):

Amusement Devices**
Amusement Device Vendor
Antique Dealer®

Arcade {6+ amusement devices)™
Auctioneer/Auction House*
Christmas Tree Sales*
Circus/Carnival***

Dance*

Entertainment*

LTI

Performers/Exhibitors***
Secondhand Dealer”
Sunday Activities*
Taxicab/Dispatch Company*
Towing Company*

Hot Tubg****

Other (Specify:

Dance/Entertainment-Restaurant*~*
Entertainment Pi. of Assembiy Class |
Entertainment Pl. of Assembly Class 1l
Employment Agency*

Fair*

Food Service**

Fuel Wood Sales*

Junk Dealar/duni Collector*
Peddler™*

{(")Refer to Section 1(1)

i

("™Refer to Section 1[(2)

(**")Refer to Section {I{3)  (™**)Refer to Section 154}

Page ]
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Page 2 BUS03552

Section Il (cont.) Business Information - License Fee Worksheet

Following are the license fee categories for businesses and business activities in the City of Manchester, NH. Please review each section
and calculate the fees where appropriate.

1. Enter your business' square footage here to calculate your fee. Ifthe square foatage is
already entered, this number is based on figures submitted with your appiication from last FEES
year. If there have been ne changes since last year, continue to the next applicable
section. Otherwise, correct the square footage and calculate the new fee. To caleufate the
fee, the first 1,500 square feet is $30.00 plus $2.00 per 100 square feet, or portion thereof,
thereafter. Minimum fee is $50.00, maximum is $1,000.00. (Example: A business has
2,180 square feet. The license fee is $50.00 for the first 1,500 sq.ft. and $14.00 for the
next 680 sq.ft. (rounded up to 700 sq.ft. and $2 « 7=514) for a total of $64.00.)

~Square footage on file:

2. Enclosed Amusement Device Registration form must be fiiled out completely and
submitted. Fees, per machine, are as follows:

& $25.00 for each children's amusement device (height and weight requirements for
children only), skee ball, baskethall device, pinball, concession game, pool table, or

billiard table. Number of machines: 0 x $25.00 =

b. $50.00 for each juke box, centralized music system, video games, video dart machine, etc,
Number of machines: ¢ X $50.00 =

¢. $1500.00 for each video poker or video siot machine.
Number of machines: 0 x $1500.00 =

d. 8300.00 for Arcade License (six or more amusement devices).
Note: The count of devices is NOT to include pool tables, billiard fables, juke boxes,
or centralized music sysiems. Fee: $300.00

e. An Amusement Device Vendor License fee is required of all device vendors.
Device vendors located outside City limits are required to submit a list of ali
"Manchester accounts™ along with a $100.00 license fee. Device vendors
located within City lmits shail maintain an "account log" and submit a Heense
fee derived from the square footage calcelation above {item 1).

Note: All records of accounts located in Manchester must ramain accurate
throughout the licensing period.

3. The iicenses for the foliowing activities may also require additional paperwark, State
-licenses, insurance certificates, ete.; Contact Business Licensing Division for more

information.
a. Pance/Entertainment (Restaurant) Fee: No Charge
t. Peddier Fee: $150.00/year $150.00
¢. Peddler - Civic Center Zone Fee: $400.00/year
d. Fair Fee: $300.00/$50.00 add" day
4. Total license fees, excluding anv required late fees: $150.00

5. Late fees will be due if your application is received after Aprii 30, 2006. Figure late fees
as follows:

May I through May 30: 10% of the total license fee (line 4)
May 31 through June 29:  20% of the total license fee (line 4)
June 30 and after; 50% of the total license fee (line 4}

6. Add the fees shown on lines 4 and 5 here. This is your total license fee. Remit payment
for this amount with your completed application.

43



Page 3 BUS03552
Section III.  Amusement Device Registration

Complete the following registration form for any amusemen! device(s) on the premises (coin-operated and/or non-coin-operated
devices). If there are more devices on the premises than space is provided for below, please atiach a tist of additional devices.

i NOTE: Any unlicensed amusement device located on the premises may result in a fine. |

£, » hereby certify that all of the information presented above is true and accurate.

Signature: Title:

Date:
(Sigrature and Title of duly authorized officer, owner, or partner)

4ot



Page 4

Section IV.  Business Principals and Signature

BUS03552

All signatures must be of an owner, partner, or duly awthorized corporate officer, Please correct as
necessary. The information listed below reflects what was submitted with last year's application,

Type of business organization: Corporation

President: JASON HOFFMAN D.OB.: 05181977

Residence Address; 617 SHASTA STREET Social Sec#: (I} |- - 8 (Y7
/f\ MANCHESTER NH 03103 Telephone #: é} ﬂ = 765—2-

Signature: ___ N\ Y~ \Lﬁ-—- Date: __ I; !fﬁ 2

g



Section V.  Department Signoffs

THE FOLLOWING SECTION MUST BE COMPLETED PRIOR TO ACCEPTANCE OF THE
APPLICATION FOR CONSIDERATION. DEPARTMENTS MAY ATTACH CONDITIONS TO
THE SIGNOFES AND/OR INDICATE THAT APPROVAL IS TENTATIVE OR SUBJECT 1O
FURTHER REVIEW. PURSUANT TO SECTION 110.02(C) OF THE CODE OF ORDINANCES,
DEPARTMENTS MAY PLACE ADDITIONAL RESTRICTIONS OR CONDITIONS ON CER TAIN

ACTIVITIES.
v
¥ Building Department, One City Hall Plaza-West Wing 2™ Floor (603-624-6475) P i) 4
icant has met all permitting

The above application has been reviewed by this department and app!
requirements. The business is consistent with zoning regulations or has been approved through

variance. The square footage reported appears to be accurale.
" Buildine Department: M W
°TP [Veee [V [V

,

\/ Health Department, 1528 Elm Street (603-624-6466)
The above application has been reviewed by this department and applicant has met all permitting

requirements and/or other requirements of this department, )
Health Department: P/(/j {/{ Q A /%mb:% 7 / ‘ / 0 X

o Police Department. 351 Chestnut Street (603-668—8;\1)
‘The above application has been reviewed by this depart#pt and applicant bas met all permitting

requirements and/or other requirements of this departmfni.

Police Department: -~ /

Fire Department, 100 Merrimack Street (603—6’24/6/597_) ﬂ
The above application has been reviewed by this department and applicant has met all permitting

requirements and/or other requirements of this department.

Fire Department:

Parks ;'igd_Recreation Department. 625 Mammoth Road (603-624-6565)
The above application has been reviewed by this department and applicant has met all permitting

requirements and/or other requirements of this department.

Parks & Rec. Department:

| Signoffs will be
needed from the
depts. above in

the indicated.
order.







HEALTH DEPARTMENT
CITY OF MANCHESTER, NH

License for: FOOD ESTABLISHMENT

License # 10- 46 Expiration Date: March 31, 2008 License Type: Hi-M Mobile

Name of Establishment: Big Js Dogs
Address: Manchester, NH

Owner: Jason Hoffman
Ving 16HGB16266P055714 MV Plate# Big-J's

R
M S<:v-—/{
Jason Hoffman \ M‘{S |

MANAGER : HEALTH GFFICER

Tris icense must be posted and may be suspended or revoked in accordance with the provisions of e City of Manchester Ordinance
redating t Ihe Licensing of Food-Service Establishments (Passed April 19651 This Scense is not Bansterable from one parson to
arwdher person or place.




RECTRD

i BLICE CRIMINAL BEGORTS UNIT

MAY 01 2005

New Hampshire Department of S@f’ety H f‘;,zj;ffh 0y

DIVISION OF STATE POLICE

Central Repaository for Criminal Records
33 Hazen Drive, Concord, NH 03305

- SECTION | |
PLEASE TYPE OR PRINT CLEARLY, ALL INFORMATION IN THIS SECTION MUST 8E COMPLETED
NAME ‘r\e H i Joven ¢
LAST (MA!DEN/AL!AS) FIRST M
ADDRESS__bi] Shask S [Nadh ke N 05 (63
CITY STATE ZIP CODE

STREET
HAIR COLOR Blew~ EVE COLOR Riwn  SEX 0

DATE OF BIRTH S li#i)

DRIVER LICENSE NUMBER CSHN T 771, STATE N

PURPOSE FOR RECORD: O Housing ™ Employment O Annuiment/Expungement & Other

Specify
_ My below signature g{ertlfi s that | am the individual listed above and that the information provxded is true.
YOUR SIGNATURE: _ VY[ ' paTE Sl

”Sigred undef frenatty of unsworn falsification pursuant to RSA 641.3.

)] ' sECTIONI
IF RECORD IS TO BE MAILED TO YOU, OR RECEIVED BY SOMEONE COTHER THAN YGURSEL;—

ALL OF SECTION Il MUST BE COMPLETED

| hereby authoﬁze'-the release of my criminal record conviction{s), if any, to the following individual:

NAME OF PERSON/ FIRM TO RECEIVE RECORD

ADDRESS
STREET - CITY . STATE 2P CODE
YOUR SIGNATURE. DATE
NOTARY'S SIGNATURE DATE
(AffixSeatl) {Cormm Exp.}
DATE

SIGNATURE OF PERSON / FIRM TC RECEIVE RECORD
NOTE: A $15.00 fee is required for each request - make checks payable to: State of NH — Criminal

Records

49



DATE IMAM/DDIYY)
i 4-28-08
ED AS A MATTER OF INFORMATION

PRODUCER THIS CERTIFICATE IS IS

‘ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE
Blossom Insurance Agency, Inc. HOLDER. THIS CERTIFICATE DGES NOT AMEND, EXTEND OR
58 South Street ALTER THE COVERAGE AFFORDED BY THE POLICIES BELOW.
PO Box 3000 COMPANIES AFFORDING COVERAGE
Concord, NH 03302-3000 COMPANY

A peerless Insurance Co.

HNSURED COMPANY

Jason Hoffman dba Big J’'s Dogs
£17 Shasta Street COMPANY
Manchester, NH 03103 ¢

COMPANY
D

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE
INDICATED, NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN 1S SUBJECT TD ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

co POLICY EFFECTIVE | POLICY EXPIRATION
e TYPE OF INSURANGE POLICY NUMBER BATE (MEADRVY] | DATE (ne/mory) LIMITS
GENERAL LIABIITY GENERAL AGGREGATE $ 2,000,000
PN Gl 8367704 11/19/2007 11/18/20¢C
| COMMERCIAL GENERAL LIABILITY PRODUCTS - COMP/OP AGG | § 2, 000, 000
CLAIMS MADE OCCUR | PERSONAL & abvinauRY 18 1 000,000
! CWNER'S & CONTRACTCR'S PROT EACH DCCURRENCE $ 1,000,000
! FiRE DAMAGE (Any one firel | § 50,000
A
MED EXP tAny one person) $ 5 . Qo0
AUTOMOBILE LIABILITY
COMBINED SINGLE LIMIT $
ANY AUTO
ALL OWNED AUTOS _ BODILY IJURY .
SCHEDULED AUTOS {Par person)
HIRED AUTOS BOOHY INJURY s
NON-OWNED AUTOS {Per accigent}
— PROPERTY DAMAGE E
GARAGE LIABILITY ' AUTO DNLY - EA ACCIDENT | §
s :
ANY AUTO OTHER THAN AUTO ONLY:
EACH ACCIDENT | 8
AGGREGATE | ¢
| EXCESS LIABILITY EACH OCCURRENCE $
i UMEBRELLA FORM 1 AGGREGATE $
| OTHER THAN UMBRELLA FORM 3
WORKERS COMPENSATION AND TORY LIS | em
EMPLOYERS' LIABILITY .
EL EACH ACCIDENT §
THE PROPRIETOR/ ~
INCL DHSEASE - POLICY 1)
PARTNERG/EXECUTIVE ~ EL DISEASE - POLICY LIMIT_ L ¢
OFFICERS ARE: EXCL EL DISEASE - EA EMPLOYEE | &

QTHER

DESCRIPTION OF OPERATIONS/LOCATIONS/VEHICLES/SPECIAL ITEMS For the leased premi ses located at 1 GOO Elm Street

Manchester,NH. Brady Sullivan Plaza,LLC and Brady Sullivan Properties,LLC are
additional insured to the policy by endorsement CG 20260704,

. SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE THE
' Brady Sullivan Plaza, LLC and

Brady Sullivan Properties, LLC
670 North Commercial St

B IKURE TO MAIL SUGFIINOTICE SHALL IMPOSE NO OBLIGATION OR LIABILITY
Manchester, NH 03101
A7 OE/ANY KkiND  updn coffPANY, ITS AGENTS OR REPRESENTATIVES,

EXPIRATION DATE THEREQF, THE ISSUING GOMPANY WILL ENDEAVOR TO MAIL
10 DAYS WRITTEN NOTICE TO THE CERTIFIGATE HOLDER NAMED TO THE LEFT,




Fhe Jtate of” New-

Hawker & Peddler State License
Department of State

ANy

\(7’1‘ valid m{[/ess signed by Applicant)

Date May 1, 2008

This certifies that in accordance with RSA Chapter 320

5 ~ Jason Hoffman of 617 Shasta St. Manchester NH , 03103 A
= has filed in this office an application in proper form for s Hawker & Peddler’s )
State License.

A license is hereby granted to the said Jason Hoffman to sell, throughout the state, any goods, wares 3
¢ and merchandise, the sale of which is not prohibited by the laws of this state. i ,J

CL j,:-f;'?)
Date’of Birth 5/18/77 Height 69" Weight 165 iy
Color of Hair Brown  Color of Eyes Brown

Distinguishing Characteristics NONE

License Number 2008/107 This License .Expires April 30, 2009

Depury Secretary of State

This license may be laminated




Peddler Reguest

OFFICE OF THE CITY CLERK
Business Licensing & Enforcement Div.
One City Hall Plaza

Manchester, NH 03101
Tel: (603) 624-6348 Fax: (603) 624-6481

Committee on Administration
Office of the City Clerk

One City Hall Plaza
Manchester, NH 03103

HEARING REQUEST FORM

Date: 6.C/02 /008
To Whom It May Concemn:

I would like to request a hearing before the Committee on Administration to extend the

hours of operation permitted by my Peddler’s License at the following location in the city

of Manchester:
Gty Hatl Plazy
Sincerel You must attach all documentation required
A4 for a Peddier License Application
Q,,,:— AN L,W“ """" Completed license application |

7 1
" o , 2. Certificate of Insurance
! (r} LA fE/V; (j-‘f' C'/rt’ 3. Copies of all State/City Licenses
4.
5

] _ . Written permission from proposed location
M ohin Sl @,571,{5/’ AL Description and photo of stand/cart to be used
03iol =




|

City of Manchester, NH LICENSE NO. 09-BUS1965
Office of the City Clerk

(603) B24-5455 OO \

CITY OF MANCHESTER, STATE OF NEW HAMPSHIRE
THIS LICENSE MUST BE CONSPICUOQUSLY POSTED ON PREMISES

JONATHAN'S QUICK EATS, LLC, doing business as JONATHAN'S QUICK EATS, LLC
at 157 WILMOT STREET, has been granted a license/licenses by the Board of Mayor and
Aldermen to engage in business as follows:

!

LICENSED ACTIVITIES: Effective  #Items Fee
Peddler {(Annual) Apr 29,2008 1 vear $150.00 ‘
TOTAL LICENSE FEES: 515000

b T T T T T L T S T T T T TR P Y P RPNy

License Restrictions:  iLicensee (Jonathan Hallet) & employee, (Ryan Melendy) is permited 10 operate untl
£2:00 am. at the Black Brimmer Restaurant ONLY . Licensee is aiso permitted to operate
fat City Hall Plaza between the hours of 9:00 AM and 8:00 PM ONLY.

T S T I T T L I O N I I I T Y TEEAEERR O LT NN I RN NN RN R AN NN O R RTRE R

Expiration Date: Thursday, April 30, 2009

The foregoing license/licenses is/are granted subject to the provisions and restrictions of the ordinance sections appiicable and the rules,
segulations of the Board of Mayor and Aldermen, and enforced by the Manchester Police Department. Licenses shall remain the property of
the City of Manchester and are to be returned to the Office of the City Clerk during a period of suspension, after revocation, or if the persen,
corporation, or association holding the ficense ceases to operate, This printed license supercedes all previous printed licenses for this
business. Licenses issued herein are valid until the stated expiration date, unless otherwise restricted, suspended, or revoked by the Ciy.
Licenses issued for video poker machines or any other device, vehicle, or activity which may later be prohibited by action of the State
legislature, shall become null and void upon the effective date of such legisiation. License fees are nonrefundable, in whole or in part.

LEEZTTET Ty

Issued: Fridav, Mav 02, 2008 Attest:

............ w;A@é@p}" City Clork

A~



Business License Renewal Agghcatmn

BUS01965

Office of the City Clerk

Business Licensing and Enforcement Division
Ume City Hall Piaza

Manchester, NH 63101

(663) 6246348

Instructions:
Please return all pages of this application, with
all applicable information completed, no later
than Wednesday, April 30, 2008. Applications
received after that date will be subject 10 2
iate charge.
If there have been changes in square footage or
amusement devices, use the worksheet
provided to figure your business license fees.

3. Make corrections as necessary. Complete any
blank line which applies to your business.
JONATHAN'S QUICK EATS, LLC 4. Please make checks payable to "City of
157 WILMOT STREET Manchester”. (Returned checks are subject to
MANCHESTER, NH 03103 a minimum $30.00 penaity.}
5. The new licensing year begins May 1, 2008,
New licenses will expire on April 36, 2009,
unless the licensed activities are otherwise
limited or invalidated by local, state, or federal
Section 1. Identification authority.
Applicant:
Business Name: JONATHAN'S QUICK EATS, LLC
Location Address (NO P.O. Box)y: 137 WILMOT STREET
Business Telephone: (603) 485-4487 Federal Tax ID#:
Manager's Name(s):
Corporation Name: JONATHAN'S QUICK EATS, LLC
Corporation Address: 157 WILMOT STREET

City, State, Zip Code: MANCHESTER, NH (3103

Corporation Telephone:

Property Owner/Management Company:

Mailing Address:

City State Zip Code:

Telephone:

As part of the application process, some City departments may need to contact your business to schedule an
mnterview or an inspection. Please identify the person to be contacted and the best time(s) to call;

Contact Person(s): T q i dlacein Moy Liet Time(s):

Section II. Business Information

Amy{i}mé‘«

Business Activities (please check all applicable activities):

Amusement Devices™ Dance/Entertainment-Restaurant™*
Amusement Device Vendor™ Entertainment PL of Assembly Class |
Antique Deaier*

Arcade {6+ amusement devices)™
Auctioneer/Auction House*
Christmas Tree Sales*

Circus/Carnivai**

Entertainment #1. of Assembly Class {f
Employment Agency™

Fair™

Food Service™™

Fuel Wood Sales”

Junk Dealer/Junk Collector”
Peddler*

Dance*

HEEREEER
<L TTTIT T

Entertainment®

(*)Refer to Section 1)  {**)Refer to Section (2} {"*)Refer 1o Section 13}

Performers/Exhibitors**
Secondhand Dealer”
Sunday Activities*
Taxicab/Dispatch Company*
Towing Company”

Hot Tubg™***

Other (Specify:

{""Refer to Section 11(4)

Page |
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Page 2 BUS01965

Section IT (cont.) Business Information - License Fee Worksheet

Following are the license fee categories for businesses and business activities in the City of Manchester, NH. Please review each section
and calculate the fees where appropriate.

1. Enter your business’ square footage here to calculate your fee. If the square footage is
already entered, this number is based on figures subnutted with your application from last FEES
year. If there have been no changes since last year, continue to the next applicable
section. Otherwise, correct the square footage and calculate the new fee.  To calculate the
fee, the first 1,500 square feet is $50.00 plus $2.00 per 100 square feet, or portion thersof,
thereafier, Minimum fee is $50.00, maximum is $1,000.00. (Example: A business has
2,180 square feet. The license fee is $50.00 for the first 1,500 sq.ft. and $14.00 for the
next 680 sq.ft. (rounded up to 700 sq.ft. and $2 x 7=$14) for a tofal of $64.00.)

Square footage on file:

2. Enclosed Amusement Device Registration form must be filled out completely and
submitted. Fees, per machine, are as follows:

a. §25.00 for cach children's amusement device (height and weight requirements for
children only), skee ball, basketball device, pinball, concession game, pool table, or

. billiard table. Number of machines: § X $25.00 =

b. §50.00 for each juke box, centralized music system, video games, video dart machine, ete.
Number of machines: 0 x $56.00 =

¢. $1500.00 for each video poker or video slot machine.
Number of machines: 0 x $1508.00 =

d. $300.00 for Arcade License (six or more amusement devices),
Note: The count of devices is NOT to include pool tables, billiard tables, juke boxes,
or centralized music systems. Fee: $300.00

e An Amusement Device Vendor License fee isrequired of ali device vendors.
Device vendors located outside City limits are required to submit a list of alf
"Manchester accounts” aleng with a $100.00 license fee. Device vendors
located within City limits shall maintain an "account log" and submit a license
fee derived from the square footage calculation above (item 1),

Note: All records of accounts located in Manchester must remain accurate
throughout the licensing period.

3. The licenses for the following activities may also require additional paperwork, State
licenses, insurance certificates, etc.: Contact Business Licensing Division for more

information.

a. Dance/Entertainment {(Restaurant) Fee: No Charge

b. Peddler Fee: $156.00/year $150.00

¢. Peddler - Civic Center Zone Fee: $406.00/year

d. Fair Fee: 3300.00/$50.08 add'l day
4. Total license fees. excluding any reguired Iate fees: $150.60
5. Late fees will be due if your application is received afier Apnl 30, 2006, Figure late fees

as follows:

May 1 through May 30: 10% of the total license fee {line 4)
May 31 through June 29:  20% of the total license fee (line 4)
June 30 and after: 50% of the total license fee (line 4)

6. Add the fees shown on lines 4 and 5 here. This is your total license fee. Remit payment
for this amount with your completed application.

1689
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Page 3 BUS01865

Section III.  Amusement Device Registration

Complete the following registration form for any amusement device(s} on the premises (coin-operated and/or non-coin-operated
devices). If there are more devices on the premises than space is provided for below, please attach a list of additional devices.

I NOTE: Any unlicensed amusement device located on the premises may result in a fine. i
L , hereby certify that all of the information presented above is true and accurate.
Signature: Tithe: Date:

(Signature and Title of duly authorized officer, owner, or pariner)

1650
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Section IV.  Business Principals and Signature

All signatures must be of an owner, partner, or duly authorized corporate officer. Please correct as
necessary. The information listed below reflects what was submitted with last year's application.

Type of business organization: Sole Proprietorship

Member: JONATHAN HALLET DOB.: (05/23/1976

Residence Address: 157 WILMOT STREET Social Sec.#:.  019-04-1098
MANCHESTER, NH 03103 Telephone #:  (603) 668-3834

Signature: 9-,;:7’43 U L Date: 04 /29 /0%

1841
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X NO RECGERD

NH STATE POUICE CRIVINAL RECORDS LM,

New Hampshire Department df Sa fﬁgjg 25 2008
DIVISION OF STATE PRLICESMS

Central Repaository for Criminal RECOrAs
33 Hazen Drive, Concord, NH 03305

' SECTION I |
PLEASE TYPE OR PRINT CLEARLY, ALL INFORMATION IN THIS SECTION MUST BE COMPLETED
NAME ;Ha {/f)‘f" mv ﬂﬁ‘f“/i’r cit? B
LAST (MAIDEN / ALIAS) FIRST MI
ADDRESS _ (.€0 wilwmo+t &F  Meuclbesder Mt ozloe
: STREET CITY STATE ZIP CODE
DATE OF BIRTH_xsc/22/ 7 4 HAIR COLOR Risuc/cEYE COLOR Riug  SEX_M
DRIVER LICENSE NUMBER o SHT I 1623 | STATE___ MK

PURPOSE FOR RECORD: O tousing ™ Employment DAnnuimenUExpungement L Other

. Specify
_ My below signature certifies that | am the individual listed above and that the information prowded is frue.
YOUR SIGNATURE:_ f%%éiﬁﬁ@Lﬂ - DATE pu/25/08
Signed under penalty of unsworn falsification pursuant to RSA 641:3. ]
SECTION I

IF RECORD IS TO BE MAILED TO YOU, OR RECEIVED BY SOMEONE OTHER THAN YOURSELF,
- ALL OF SECTION Il MUST BE COMPLETED

i hereby authorizelthe release of my criminal recerd conviction(s), if any, o the foliowing individual:

NAME OF PERSON / FIRM TO RECEIVE RECORD

ADDRESS |
' STREET CITY STATE ZIF CODE
YOUR SIGNATURE DATE
NOTARY'S SIGNATURE DATE
(AffixSeal) {Comm Exp.)
DATE

SIGNATURE OF PERSON / FIRM TO RECEIVE RECORD
NOTE: A $15.00 fee is required for each request - make checks payable to: Staf:e of NH - Criminal
Records :

51



NO RECO
NH STATE SOLICE CRIVINAL RECORDS L

APR 25 2008

ment of Safety
TE POLICE

Central Repository for Criminal Records
33 Hazen Drive, Concord, NH 03305

' SECTION |
PLEASE TYFE OR PRINT CLEARLY, ALL INFORMATFON IN THIS SECTION MUST BE COMPLETED
NAME \[\e \e Oy ' Euc{ ™ C
LAST ) (MAIDEN /ALIAS
aopress 2\E TTcgell A M 6(‘?{:’(;%@@ nNA H O399
STREET CiTY _ STATE ZiP CODBE :
DATE OF BIRTH '\Z{/Z(}/ 198 [ nar coLor Bl eve cotor Blu sex M
DRIVER LICENSE NuMBER__ |2 MY £[20 \ sTaTe_AJ

PURPOSE FOR RECORD: g Housing %p%oyment DAnnuImant/Expungement L other '
' .. Specify -
| listed above and that the information provided is true.

© My beiow signature ce:yhaf | a%a
il ' DATE 17//2 S/&g

YOUR SIGNATURE: Y AT
/7 Slaned under penally of finsworn faisification pursuant to RSA 641:3.

e .
/ SECTION II
iF RECORD IS TO BE MAILED TO YOU, OR RECEIVED BY SOMEONE OTHER THAN YOURSELF,

ALL OF SECTION [l MUST BE COMPLETED

| hereby authorize the releass of ry criminal record conviction{s), if any, to the following individual:

NAME OF PERSON/ FIRM TO RECEIVE RECORD

ADDRESS
STREET CITY STATE 2P CODE
YOUR SIGNATURE' DATE
NOTARY'S SIGNATURE DATE
{AffixSeal) _ {Comm Exp.)
DATE

SIGNATURE CF PERSON/FIRM TO RECEIVE RECORD
NOTE: A $15.00 fee is required for each request - make checks payable to: Stafe of NH — Criminal

Records
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CERTIFICATE OF LIABILITY INSURANCE

DATE (MM/DDIYYYY)
4/24/2008

PRODUCER  (503)669-4300 FAX: (603)641-5062
Crose Insurance-Manchester

57 Market Street

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION
ONLY AND CONFERS NQ RIGHTS UPON THE CERTIFICATE
HOLDER. THIS CERTIFICATE DOES NOT AMEND, EXTEND OR
ALTER THE COVERAGE AFFORDED BY THE POLICIES BELOW.

PO Box 4189
Manchester NH 03101 INSURERS AFFORDING COVERAGE NAIC #
INSURED wsurera Concord Group Ins Co 00450
Jonathan Hallet, DBA: Jonathan's Stand INSURER B
157 Wilmot Street INSURER C.
INSURER D:
Manchester NH 03103 INSURER E.
COVERAGES

THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE IN

AGGREGATE LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS,

SURED NAMED ABOVE FOR THE POLICY PERIOD INDICATED. NOTWITHSTANDING ANY
REQUIREMENT, TERM QR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS CERTIFICATE MAY BE ISSUED OR MAY PERTAIN,
THE INSURANCE AFFCRDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS, EXCLUSIONS AND CONDITIONS OF SUCH POLICIES,

POLICY BFFECTIVEI POLICY EXPIRATION

'X—! POLICY ﬁ o ﬂ LoC

‘.’j'?,? E?g% TYPE QF INSURANCE POLICY NUMBER DATE (as/DoryY) | DATE (MMDDIYY} LiMiTS
| GENERAL LIABILITY EACH OCCURRENCE 5 500,000
X | COMMERCIAL GENERAL LIABILITY gﬁ?ﬁ%%ér ?E}:\Ec@g&%nce) 3 100,000
A | e ams mape occur| EB41681-8 T/16/2007 | 7/16/2008 | yep exp (any ore person; |3 5,000
. PERSONAL & ADV INJURY 18 500,000
- GENERAL AGGREGATE § 1,000,000
GEN'L AGGREGATE LIMIT ARPLIES PER: PRODUCTS - COMPIOP AGG |3 1,000,000

AUTOMOBILE LIABILITY
ANY AUTO
ALL OWNED AUTOS

SCHEDULED AUTOS
HIRED AUTOS
NON-OWNED AUTDS

COMBINED SINGLE LiMIT
{Ea accidant}

BODILY INJURY
{Per person}

BODILY INJURY
{Per accident

FROPERTY DAMAGE

ANY PROPRIETOR/PARTNERIEXECUTIVE
OFFICERMEMBER EXCLUDED?

If yes, describe under

SPECIAL PROVISIONS below

{Per accident}
GARAGE LIABILITY AUTO ONLY - EA ACCIDENT |$
ANY AUTO GTHER THAN EaAce |8
AUTO ONLY: JU
EXCESS/UMBRELLA LIABILITY EACH OCCURRENCE 3
GCCUR D CLAIMS MADE AGGREGATE $
s
:’ DEDUCTIBLE $
| RETENYION $ 3
WORKERS COMPENSATION AND S sTaU [ O
EMPLOYERS' LIABILITY
E.L EACH ACCIDENT 3

o

E.L DISEASE - EA EMPLOYEE

i

E.L BISEASE - POLICY LIMIT

OTHER

DESCRIPTION OF OPERATIONS/LOCATIONSIVEHICLES/EXCLUSIONS ADDED BY ENDORSEMENT/SPECIAL PROVISIONS

Re: Hot dog Cart

CERTIFICATE HOLDER

CANCELLATION

(603)624-6481

City Hall

Attn: Matt Normand
Elm Street
Manchester, NH 03101

SHOULD ANY OF THE ABOVE DESCRIBED POLIGIES BE CANCELLED BEFORE THE
EXPIRATION DATE THEREOF, THE I[SSUING INSURER WILL ENDEAVOR TO MAIL
_l-gww DAYS WRITTEN NOTICE TO THE CERTIFICATE HOLDER NAMED TO THE LEFT, BUT
FAILURE TO DO SO SHALL IMPOSE NO OSLIGATION OR LIABILITY OF ANY KIND UPON THE

INSURER, IT3 AGENTS OR REPRESENTATIVES.
ED -
AUTHOREZ EEPRESENTATIVE /( }&W . ﬁ? p .
Donna Pelrce/Dp2 W i P LR A AR

\CORD 25 (2001/08)
5025 (p108).08a
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City of Manchester

Office of the Mayvor
Hon. Frank C. Guinta

January 16, 2008

The Honoerable Board of Aldermen
One City Hall Plaza
Manchester, NH 03101

SUBJECT:  Proposal of New Department of Facilities, Grounds & Recreation
Dear Members of the Board:

Since the departure of Parks, Recreation & Cemetery Director Ron Ludwig early last
Spring, I have had considerable time to review how the city should move forward in
addressing the vital functions of this department and the burgeoning fiscal crisis of the
Recreation Enterprise Fund. [ remain extremely concerned with the business model of the
enterprise and fear that if strong action is not taken soon, our bond rating could be
adversely affected.

1 am also concerned with maintaining necessary city services in a time where residents
want lower property taxes. As this Board is well aware, finding ways to make
government more efficient has been a primary goal of my administration and is essential
if the tax rate is to remain comparatively low. I know that you share these concerns with
me and are equally concerned that the services we provide people remain superior.

Keeping these principles in mind, I have decided to propose to this Board the formation
of a new city department that conselidates the Parks, Recreation & Cemetery Department
with the Facilities Division of the Highway Department. Please find attached a proposed
organizational chart for the department and a job description for the proposed department
head.

Furthermore, I want to make the following recommendations/clarifications:

o  Although I am specifically recommending this particular consolidation, [ am not
opposed to seeking alternatives {specifically consolidating Parks & Recreation
into Public Works.) However, [ believe that the synergies between Facilities and
Parks are considerable and prefer this route to that of creating a mega-department
in the form of Public Works. !r

One City Hall Plaza « Manchester, NH 03101 « Fax: (603} 624-6576 « Phone: (603) 624-6500
www.ManchesterNH. gov



e If this plan is adopted, it is my intention to nominate Mr. Tim Clougherty as the
Director. Mr. Clougherty is an able leader who has gained the respect of city
officials and workers alike. His efforts at Facilities Division have greatly
improved efficiency within that department, saving taxpayers money while
providing quality service.

e No positions are eliminated as part of this consolidation except for the Chief of
the Facilities Division. The net savings yielded by this proposal will be $99,395 in
salary alone.

e Improved leadership/innovation are necessary to save the Recreation Enterprise
and to prevent the bond rating agencies from downgrading our bond rating due to
that fund’s mounting deficit. Mr. Clougherty is not only an exemplar empioyee;
he is also a dedicated hockey player who is familiar with our existing enterprise
facilities. Whatever changes he makes to the Enterprise will not have a negative
impact upon the current users of those facilities.

e - Greater interdepartmental cooperation will ensue which will improve morale and
lead to greater efficiencies.

» Potential future cost savings are undetermined although they seem likely. Mr.
Clougherty has indicated to me that he will not seek significant changes in policy
or personne! without further input from employees and the public.

I am sending this proposal to the Committee on Administration for its consideration and
am forward the job classification to the Committee on Human Resources & Insurance. [
believe that after carefully reviewing this proposal, the Committees will agree with me
that this plan makes sense and will benefit the city greatly in the future.

Frank C. Guinta
Mayor

nnnnnnn g



Facilities, Grounds and Recreation Director 4252 Page 1

DRAFT

City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
intended to describe and does not necessarily tist every duty for a given position in a classification. .

| Facilities, Grounds and Recreation Director

1 4252:29

Plans, organizes and directs the operational, maintenance and activities of the Facilities, Grounds
and Recreation Department to include the Division of Parks, Division of Recreation, Division of
Cemeteries and Division of Facilities.

_ Distinguishing Features of the Class

The principal function of an employee in this class is to provide administrative oversight to all
operations and activities of the Department of Facilities, Grounds and Recreation. The work is
performed under the supervision and direction of the Board of Mayor and Aldermen, but extensive
leeway is granted for the exercise of independent judgment and initiative. Supervision and direction
is exercised over the work of all employees within the Divisions of Parks, Recreation, Cemetery and
Facilities.. The nature of the work performed requires that an employee in this class establish and
maintain effective working relationships with other City employees, the Board of Mayor and
Aldermen, business and community groups, the School District, other recreational jurisdictions, State
and Federal officials, representatives of the media and the public. The principle duties of this class
are performed ina generai ofﬁce env1ronment

5 Examples of Essential Work
S A (:llustratwe oniy)

¢ Plans, organizes, directs and evaiua%es the work of the Departmental Managers n
implementing the expressed goals, policies and directives of the Department of Facilities,

Grounds and Recreation, -

#
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Facilities, Grounds and Recreation Director 4252 Page 2

e Develops policies and procedures designed to increase the efficiency and effectiveness of
departmental operations.

¢ Develops and administers the departmental budget;

e Coordinates and manages major capital improvement contracts relating to City buildings,
parks and cemeteries;

¢ Knowiedge of trust fund administration and State Attorney General Office, laws
governing trust funds;

s Identifies outsourcing needs, administers and supervises all contracts for consultant
services to include architects, mechanical, civil, electrical and environmental engineers
(excluding the airport);

» Directs, develops, administers and monitors budgets incfuding capital and replacement
functions, innovative organization, planning for future needs and reviewing as well as
implementing all purchases and construction;

s Prepares reports and correspondence relating to departmental activities to meet regulatory
requirements, documents activities and efficiency of operations, develops plans and
improvements, responds to requests from elected officials and the public to ensure the
public is being well served;

¢ Plans for the development of activities to ensure the attainment of customer needs and
public support of Department programs, :

» Coordinates special events with business organizations and community groups

e Serves as the chief spokesperson for the Department;

e Plans for the acquisition and development of properties and buildings in connection with
public parks properties and related areas designed to improve the quality of life within the
City of Manchester;

e Responsible for the various aspects of human resource administration to include hiring,
termination, grievance procedures, collective bargaining, employee training, etc. etc.;

e Performs special projects for the Board of Mayor and Aldermen;

» Keeps Mayor and designated others fully and accurately informed concerning work
progress, including present and potential work problems and suggestions for new or
improved ways of addressing such problems;

e Attends meetings, conferences, workshops and training sessions and reviews
publications and audio-visual materials to become and remain current on the principles,
practices and new developments in assigned work areas;

. Responds to citizens’ questions and comments in a courteous and timely manner;
e Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;
® Performs other directly related duties consistent with the role and function of the

classification.

o _Required meledge, Skﬂls and Ablhtles'_: G
R  (at time of appointment) SRR

. Comprehensive knowledge of current principles, practices and operations associated with
buildings, construction, maintenance, grounds, recreation activities and cemeteries

within a municipality;
aig”ﬁ - Z}?’I



Facilities, Grounds and Recreation Director 4252 Page 3

J Comprehensive knowledge of current principles and practices of public administration;

. Comprehensive knowledge of budgetary principles within a municipality;

® Comprehensive knowledge of current applicable federal, state and local laws, rules and
regulations for building construction and management operations;

® Comprehensive knowledge of building design construction and maintenance;

® Thorough knowledge of engineering prirciples and practices including mechanical,
electrical and energy management systems;

| Thorough knowledge of current developments in the field of building and grounds
construction techniques and management practices;

e Ability to organize and direct procedures for budget preparation, supply, purchasing,
facility maintenance, financial reporting and human resource administration;

e Ability to demonstrate compliance with all applicable rules and regulations and to operate
a safe, effective department within budget;

. Ability to communicate effectively with others, both orally and in writing, vsing both
technical and non-technical language;

° Ability to understand and follow oral and/or written pohczes procedures and instructions;

. Ability to prepare and present accurate and reliable reports containing findings and
recommendations;

U Ability to operate or quickly leam to operate a personal computer using standard or
customized software applications appropriate to assigned tasks;

. Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

s Ability to perform a wide variety of duties and responsibilities with accuracy and speed
under the pressure of time-sensitive deadlines;

. Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

. Integrity, ingenuity and inventiveness in the performance of assigned tasks.

s Graduation from an accredited college or university with a Bachelor’s Degree in
Engineering, Construction Management, Business Administration, Parks and Recreation;
or a related feld; and

* Considerable experience in the administration of buildings, facilities and program
management; or
e Any equivalent combination of experience and training which provides the knowledge,

skills and abilities necessary to perform the work.

Ve - 5



Facilities, Grounds and Recreation Director 4252 Page 4

 Reguired Special Qualifications _

s Possession of a NH driver’s license or access to transportation.

 Essential Physical Abilities

* Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permits the employee to communicate '
effectively;

° Sufficient vision or other powers of observation, with or without reasonable
accommodation, which permits the employee to monitor assigned areas,

* Sufficient manual dexterity with or without reasonable accommodation, which permits
the employee to operate a vehicle; :

* Sufficient personal mobility and physical reflexes, with or without reasonable

accommodation, which permits the employee to have access to all areas of the City.

Approved by: ' Date:




saafo|duig
saiior JusLng

gT-1afeuepy _
- seqyed 143 |

4

pajeuig

seafojdwg
SYde 4 JUOLINS

542 tasy
el Bpjg

81 {2} sasuinid

gl-kERinsagg

pEe

m §1-{2) +opuadien

4 117} 1 4o 3dby

ampnig jeuoneziuedlo
UoneaIday pue 'spundicy saniped jo juswnedsg

B¢ Jopang




City of Manchester

Department of Highways Kevin A. Sheppard
veers . Public Werks Director
Facilities Division
275 Clay Strest

L ) Timothy J. Clougherty
Manchester, New Hampshire 03103-5613 Chief* Facilities Manager

i
q _ EME
ERe

(603) 624-6555 Administrative Office
(603) 624-6562 Fax

s M}’?ﬁgﬂmﬁ} } \Ej:‘

|

To: Carol Johnson

From:: Kevin Sheppard f # /
Date: 02/15/08

Re: Information

Attached please find information requested by the Committee on Administration, for distribution to
the Board.

‘Thank you.



Department of Public Works
acilities Division - Organization

¥Division Head
ﬁ
* _
Maintenance Construction
*BldgMtce.Superintendent *Facilities Superintendent
Administration Custodial Mtce. ”
L E i ¢
2 AcckSpecilsts ¥ st Spenviso Bldg.Program Supervisor | | *Clerk of the Works

Mechanical Maintenance | oy Structural Maintenance
* 1 Bldg. Mtce, Supervisor | : * 1 Bldg, Mtce. Supervisor

* JHVAC Technicians | | ¥ 1 Bldg.Automation Specialist




2-13-08 Highway - Facilities Division

Actuals FY03-FYD8 vs FY09 Budget Request - 103%

Construction

Function Added Fyas FY03%
FY03 FY04 FYos FYas FYQ7 Madified 103%
Actuals Actuals Actuais Actuals Actuals Budget Request Difference
110 Regutar Salary 563151 631918 802513 802,574 $565,898 $971,880 $1,028,145 356,465
130 Overlime 43840 47708 52562 550,819 538,334 $39,525 $40,900 $1,378
SALARIES $607,091  $679,627  $856,016  $953,193 $1,004,232 $1,011,205 $1,069,045 $57,840
211 Heallh insurance 100364 114313 135227 $184,87¢ $192,787 IN HR IN HR
212 Dental Insurance 7643 10125 12613 $14,743 $15,303 N HR N HR
213 Death Benefit!life insurance 51,110 51,283 $1,238 51,111 $1,188 IN HR iNHR
244 Workers Compensation iNHR $5,734 $6,340 $1,320 510,214 510,811 $13,081 2,270
219 Disabiiity Insurance $1.016 $1,09% $1,178 1,111 $1,135 51,148 $1,172 $24
228 Contributory Retiremant INHR $57,748 $73,887 $83,845 $122,623 $119,885 $153,584 $33,719
230 FICA $44 012 $48,510 $63,208 $71,185 $70,395 874,980 $79,545 $4,565
271 Staff Development 3745
298 Uniform Allowance 3922 $1,000 $1.048 1,118 $1,100 $2,300 $1.200
BENEFITS $154,445 $240,742 $295,444 $339,240 $414,761 $207 904 249,682 544,778
SALARIES & BENEFITS 761,536 $920,369 51,150,459 5$1,292.433 $1,418,993 $1,219,109 $1,318,727 $99,618
EXPENSES
380 Cther Services $4,280 $889 34,170 $4,340 $5,047 $3,625 54,375 $750
419 Service Agreements $9,761 510,266 $6,662 $11,304 $16,860 $21.,898 $30,480 58,592
441 Mtce. & Repair Equipment $23,235 $16,030 22,279 524,809 514,060 $20,000 $20,87% $876
445 Contract work $278,930 $265,416 $300,485 $288,518 $355,644 $251 851 $275.000 $23,14¢
451 Eguipment Rental 5758 $422 3531 1177 $700 $700 $700 30
521 insurance - CBL 81,731 $5,038 $4,531 510,385 $9,676 $11,127 $1.454
531 Telephone $9,129 $8,190 $8,085 $7,505 $7,708 $8,000 $8,620 $620
532 Postage $370 $458 5670 $34¢ 5691 5548 $933 ($13)
533 Radic Communications 5286 $262 $426
540 Advertising $668 $1,397 $516 51,331 51,148 51,625 51,625 50
850 Prining $90 §80 $320 5340 $289 5400 5400 50
580 Travel, Conference & Meeilings $590 %40 $345 $1,437 $2,921 $1,855 $2.000 $145
591 Contract Manpower $3,504,120 $3,646,487 $3,928212  $4,304,627 $4,269,486 $4,260,082 $4,400,048 $139,968
592 Dupticating §321 $1,145 §2,242 $2,026 $3,330 $3,520 $3.470 {3150
810 General Supplies 51,818 $835 82,378 $2,450 $2,998 $2,800 52,000 fited
817 Minor Toals $4.363 $8,15¢9 $6,146 $6.190 $7.264 $5,000 $5,750 $750
618 Custodial Bupplies $1,90% $3,891 $1,207 $1,487 $1,9583 $1,400 $1,400 30
81¢g Fire Extinguishers $1,159 $oM g281 $424 $1,120 $800 $800 30
830 Books 551 $54 $28 378 $400 3400 S0
840 Periodicals $677 5383 §765 5785 5727 $850 $330 {$520)
851 Natural Gas $28,499 $38,939 3871 $42,440 $43,580 $50,000 $52 500 $2,500
852 Eteciricity $97,290 $8e,715 $89,560 $106,423 $116,641 $118,911 $128,602 $11,691
653 Fuel Cil $3,036 $2,354 56,538 $6,331 £5,884 $9,845 $9,845 50
682 Caonstruction Materials 3251,1688 $251,682 $243 043 $268,348 $235,748 $231,791 $251,000 318,208
740 Capital Egquipment $12,248 $13,250 £25754 $18,15¢ $15,703 §7,000 $7,600 $0
810 Dues, Fees & Licenses $500 3624 £712 $1,408 $1.540 $1,515 (825)
865 Medial Suppiies $71 $50 48 $147 598 5100 3175 §75
280 Miscellaneous 30 $6 $28 $25 %0
898 Special Projects $272,083 $188,117 $208,514 $708,408 $273,133 $280,000 $135,747 {$114,253)
EXPENSES TOTAL $4,507,027 $4,549,479 $4,919,395 $5812,702 $5,394,624 $5,261,940 $5,356,753 $94,813
ORGANIZATION TOTALS | $5,268563] $5469,848] $6,069,854] $7,405,135] $6,813,636] $5,484,048] $8.675,480] 3194 431
Projected Revenue - School Chargeback 54,707,114 54849847 §5544375 96,285 483 $5,603,947 55,782,101 $5,679,118
BMA Budget Cut {school portion) 11/3/04 -$113.675
Anticipated Schooi Chargeback £5,430,504 35,805,000
Final Approved Modification by School 54,707,114 $4,849.817  $5,493,107  35518,000 $5,795 110 35,601,202
Schocl Freeze During Year $93,574
Actual School Chargebacks $4.547,124 $4,728,168 $5,1680,646 $5,826,958 $5,722,855

#4
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FACIHLITIES DIVISION
FUNCTIONS AND PURPOSES
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City of Manchester
Parks, Recreation & Cemetery Department

Inter-Office Correspondence

Memo to: Carol Johnson

From: Chuck DePrima

Date: February 20, 2068

Re: Information requested by Ald. O'neil

Here is the information Ald. O’neil requested prior to the committee on Admin.

HECETVE]
FEB 2 2008
CITY CLERK'S CFFIGE




Recreation Enterprise Fund
Transition 2001 to 2008

Net Loss, 2001 $(208,071) Pools removed 7/1/88
EY2002, new cost, contributory retirement {82,157) 2006 number win Gill
Depreciation on New Clubhouse (150,000) inciudes parking, mtne bidng
Depreciation on JFK $1,750,000 (70,008) estimated 25 year life
interest on new DCC Bonds {130,398}

Interest on new JFK Bonds (72,444}

Additional interest on DCC Drainage, 2004 (24,000) approximate

increase in Rental Income, DCC 116,452 includes % of gross $13,379
Loss of Subsidy, effective 7/1/08 (200,000)

Adjusted Loss $(920,618)

Assumption is that increases in salaries & operating expenses are offset by revenue increases



General Fund

Parks, Recreation & Cemeler 5 year Budget History

Salaries
Restricted
Operating
Enterprise/Gill Games
6500 General Fund Admin
Salaries
Restricted
Operating
6504  Gill Stadium
Salaries
Restricted
Operating
6506 Aquatics
Salaries
Restricted
Operating
8512 Schl Grounds
Salaries
Restricted
Operating
6513 Parks
Salaries
Restricted
Operating
6514 Maintenance Garage
Salaries
Restricted
Operating
8515 Forestry
Salaries
Restricted
Operating
8516 Workreation
Salaries
Restricted
Operating
6517 General Recreation
Salaries
Restricted
Operating
6518 Cemetery
Salaries
Restricted
Operating
§522 Spec Perpetual Care
Salaries
Restricted
Operating
Subsidy & Gill Per Game
Total General Fund
Schl Chargebacks
Other Gen Fund Revs

2008 2007 2006 2005 2004
$ 82283 $ 252258 § 223954 § 209,125 $ 183,976
148,365 179,915 125,551 137,041 130,532
27,800 32,727 20,592 42,589 35,592
- - 110,000 410,000 335,000
256,448 464,900 370,097 368,755 685,100
99,342 103,170
21,422 35,081
59,400 66,000
180,164 204,251 : : -
261,057 250,333 563,562 265,204 223,184
34,747 38,485 28,530 26,194 21,084
89,300 125,566 112,250 92,750 84,750
385,304 414,384 404,342 374,238 309,018
70,510 106,627 78,628 83,872 76,714
19,078 30,893 17,539 13,224 9,664
24,250 45,750 18,750 18,750 18,750
113,838 183,270 115,217 115,846 105,126
437 560 547,021 558,004 480,344 544,586
66,146 103,668 151,929 124,013 124,255
131,883 190,441 144,020 119,020 121,920
535,589 841,130 854,173 723,377 790,761
86,583 87,642 85,703 82,285 84,761
17,548 23,910 24,776 23,262 19,820
153,850 144,200 118,000 108,500 104,500
267,961 255,752 238,479 214,047 209,181
155,170 142,264 127,108 125,186 98,388
30,429 66,391 45,204 44,179 31,928
500 2,000 3,000 3,000 18,000
186,099 210,655 175,312 172,365 148,316
56,714 56,714 43,813 42,125 52,666
4,338 7,421 3,351 3,222 4,029
1,000 1,000 1,200 1,200. 1,200
62,052 65,135 48,364 - 46 547 57,807
8,365 8,365 71,180 10,744 8,953
640 640 855 822 685
2,700 2,000 3,800 3,800 3,800
11,705 11,005 15,835 15,366 13,436
622,680 580,764 650,168 568,014 608,905
89,090 117,679 187,596 159,396 152,424
128,606 184,108 128,072 127,285 128,785
840,376 862,569 065,836 874,695 890,114
47,056 47,819 41,175 37,968 37,169
9,274 40,515 16,609 15,496 14,377
44,861 44,836 33,025 29,025 27,525
101,191 133,170 30,809 82,489 79,071
1927520 2,182,997 2,083,815 1,914,957 1,919,304
439,077 = 644,598 601,940 546,849 508,798
674,150 818,626 582,709 545,919 544,922
- - 110,000 410,000 335,000
$3,040.747 $3,646,021 § 3,376,464 $3,417,725 §$ 3,308,024
§ 243150 § 183,000 § 183000 § 193,000 § 154,337

$ 479,745 § 488755 §

G5

472352 § 462,050 § 501,038



Parks, Recreation & Cemeter § year Budget History

Enterprise Fund Salaries

Restricted
Operating
Debt Payments
JFK Coliseum Expenses
JFK School Charges
JFK Other Revenues
Salaries
Restricted
Operating
Debt Payments
8502 Westice Arena
WEA Scheol Charges
WSA Other Revenues
Salaries
Restricted
Operating
Debt Payments
8503 Mcintyre Ski Area
Mcintyre Revenue Budgei
Salaries
Festricted
Operating
Debt Payments
6504 Gill Stadium

6501

Gill Revenue Budget
Salaries
Restricted
Operating
Debt Payments
8505 Derryfieid Country Club
BCC Revenue Budget
Salaries
Restricted
Qperating
Debt Payments
6507 Administration
Admin Schi Chargebacks
Admin Other Revenue
Salaries
Hestricted
Operating
Debt Payments
Athletics
Athletic Chargebacks
Salaries '
Restricted
Operating
Dabt Payments
Total Enterprise Fund

5511

Total Enterprise Revenue

Total Parks & Rec

2008 2007 2006 2005 2004
138,848 $ 170,799 $ 316,064 $ 218,762 $ 308,323
54,369 52,361 118,216 78,741 101,788
186,044 184,700 245,550 245,550 245,550
164,802 50,250 41,825 43,356 44,844
544,164 458,110 721,855 586,409 700,505
50,0060 46,000 38,680
208,500 278,100 288,800 324,710 312,820
223,534 220,362 261,422 243,469 219,063
82,880 58,903 78,679 71,383 50,655
256,017 185,300 200,850 200,850 200,850
563,331 484,565 540,851 515,712 470,568
20,000 23,000 18,840
408,500 368,030 348,740 200,073 396,006
255,832 255,084 250,583 249,781 232,099
39,652 55,421 38,655 27,973 24,091
198,085 213,800 177,250 152,250 152,250
162,071 157,220 193,586 118,362 57,660
645,640 681,625 661,084 548,366 466,100
382,820 382,820 452,949 477,970 437,949
29,265 38,428 38,414
8,377 804 8,916
81,000 89,000 81,000
21,819 23434 29,100
- 140,461 161,666 157,430
221,050 5,000 10,000
267,786 261,497 238,765 199,306 161,081
93,048 72,261 55,449 48,717 45,723
188,883 140,200 121,900 121,900 121,800
362,861 140,165 106,405 52,786 159,340
§13,488 614,123 522,519 422,708 488,044
928,430 £79,459 869,371 703,215 776,382
296,812 357,496 291,061 302,226 320,796
112,172 93,894 107,098 81,877 103,534
128,809 158,534 131,308 112,450 108,250
537,883 807,824 529,467 496,563 532,580
50,000 25,000
- 300,000 305,000 300,000 300,000
46,859 61,264 83,206 100,046 90,133
18,778 28,769 26,056 38,992 26,768
31,813 31,813 20,450 20,450 20,450
97,448 121,846 129,712 159,488 137,351
115,000 115,000 181,000 451,000 491,000
1,228,672 1,326,502 1,470,366 1,352,018 1,369,908
401,797 371,809 433,430 348,497 361,475
880,661 922,447 978,308 952,450 930,250
879,834 347,635 363,845 237,938 290,944
$3,301,964 $2,968,193 $ 3245749 §$2,890,903 $2,952,578
2252250 2,417,409 2,724,430 2,461,868 2,723,837
$6,342,711 $6,614414 $ 6,624,213 §$6,308,628 $6,260,602

.



City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

Class Title o Accounting Technician

Class Code Number 2020-14

Ge'nera-i Statemen:t of Duties

Performs budget preparation, administration and related accounting duties; performs directly related
work as required.

Distiﬁgu.ishih-g Features of the Class

The principal function of an employee in this class is to ensure accurate data compilation, budget
preparation and related accounting functions are performed within a City Department. The work 18
performed under the supervision and direction of an assigned supervisor but considerable leeway 18
granted for the exercise of independent judgement and initiative. The nature of the work performed
requires that an employee in this class establish and maintain effective working relationships with
other City employees, outside auditors, vendors, business organizations and the public. The
principal duties of this class are performed in a general office environment.

Examples of Essential Work
(illastrative only)

e Prepares an annual budget, portion of a budget or divisional representation of a budget,
including preparing proposals, analyzing data, allocating priorities, gathering input from
key departmental personnel and documenting all decision making;

° Monitors and prepares specialized reports relating to cost accounting procedures;

» Posts and balances general and subsidiary accounts;

617



Accounting Technician--2020 Page 2

. Audits, computes and records financial transactions;

e Posts budget adjustments;

) Reviews and approves of purchase requisitions for goods and services, including
conducting cost feasibility studies and making recommendations fo Department Head;

. Supervises accounting personnel in accounts processing and purchasing activities;

@ Prepares specifications for the purchase of goods and services;

e Monitors financial accounts reports for accuracy;

. Prepares budget adjustments and determines accounts to be utilized;

J Compiles data, assembles using spreadsheets or related computer applications and
publishes reports on specialized Departmental operations as requested;

J Performs grant administration as requested;

. Provides needed information and demonstrations concerning how to perform certain work
tasks to new employees in the same or similar class of positions;

o Keeps immediate supervisor and designated others fully and accurately informed

concerning work progress, including present and potential work problems and
suggestions for new or improved ways of addressing such problems;

. Attends meetings, conferences, workshops and training sessions and reviews
publications and audio-visual materials to become and remain current on the principles,
practices and new developments i assigned work areas;

J Responds to citizens’ questions and comments in a courteous and timely manner;
. Commumicates and coordinates reguiarly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

. Performs other directly related duties consistent with the role and function of the

classification.

Required Knowledge, Skills and Abilities
(at time of appointment)

. Thorough knowledge of Generally Accepted Accounting Principles;

° Thorough knowledge of current principles and procedures mvolved in purchasing within
a municipality;

. Substantial knowledge of financial office procedures and practices;

. Substantial knowledge of the functions of government in a municipality;

. Substantial knowledge of accounts payable and payroll processes;

J Substantial knowledge of budget preparation within a municipality;

e Ability to interpret accounting reports and records and to analyze accounting data for
control and reporting purposes;

° Ability to handle confidential and administrative information with tact and discretion;

s Ability to supervise, train and evaluate the work of others;

‘ Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

. Ability to understand and follow oral and/or written policies, procedures and instructions;

. Ability to prepare and present accurate and reliable reports containing findings and
recommendations;

6-18



Accounting Technician--2020 Page 3

. Ability to operate or quickly leam to operate a personal computer using standard or
customized software applications appropriate to assigned tasks;

] Ability to use logical and creative thought processes to develop solutions according (o
written specifications and/or oral instructions;

. Ability to perform a wide variety of duties and responsibilities with accuracy and speed
under the pressure of time-sensitive deadlines;

® Ability and willingness to quickly leam and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

° Integrity, ingenuity and inventiveness in the performance of assigned tasks.

Acceptable. Experience and Training

° Graduation from an accredited college or university with an Associate’s Degree in
Accounfing; and

] Some experience in Accounting operations within a municipality; or

® Any equivalent combination of experience and training which provides the knowledge,

skills and abilities necessary to perform the work.

Required Special Qualifications

® None. .

Essential Physical Abilities

. Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommedation, which permits the employee to communicate
effectively;

o Sufficient vision or other powers of observation, with or without reasonable

accommodation, which permits the employee to review a wide variety of written material
m both electronic and hardcopy;

. Sufficient manual dexterity with or without reasonable accommodation, which permits
the employee to operate a personal computer and related equipment;

o Sufficient personal mobility and physical reflexes, with or without reasonable
accommodation, which permits the employee to function within the general office
epvironment,

Approved by: Date:



City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. Aclass specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

1 Administrative Services Manager

Class Title

'Class Code Number =~ ] 113016

Provides administrative support within the area of fiscal administration and related in a City
Department; performs directly related work as required.

: -D:isti:ﬁi'g:_ i .h:ilqi-"giiFléf;i’tu res ass : &

The principal function of an employee in this class is to ensure professional standards are used in the
administration of all assigned Departmental functions. The work is performed under the supervision
and direction of an assigned administrator and/or Department Head but extensive leeway is granted
for the exercise of independent judgement and initiative. Supervision is exercised over the work of
employees in accounting and related support function activities. The nature of the work performed
requires that an employee in this class estabiish and maintain effective working relationships with
other City employees, business organizations and the public. The principal duties of this class are
performed in a general office environment.

Traffic Department: Position may require the handling of hazardous wastes.

- (illustrative onl

° Administers fiscal management functions within the Department, including overseeing
expenditures and revenues, payroll processes, budget development and administration and
related;

&-20



Administrative Services Manager 1130 Page 2

Oversees and participates in plans for the procurement of monies from outside funding
sources, including community services, grant development and administration and
related;

Coordinates the implementation of new computer systems and related technology in the
Department;

Prepares specialized analytical reports relating to a core function of 2 Departmental
operation for use in policy development and evaluation of existing programs and
Initiatives;

Participates in policy development with the Department Head and other Departmental
managers as requested;

Performs special projects as assigned;

Provides needed information and demonstrations concerning how to perform certain work
tasks to new employees in the same or similar class of positions;

Keeps immediate supervisor and designated others fully and accurately informed
concerning work progress, including present and potential work probiems and
suggestions for new or improved ways of addressing such problems;

Attends meetings, conferences, workshops and training sessions and reviews
publications and audio-visual materials to become and remain current on the principles,
practices and new developments in assigned work areas;

Responds to citizens’ questions and comments in a courteous and timely manner;
Communicates and coordinates regutarly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

Performs other directly related duties consistent with the role and function of the
classification.

Thorough knowledge of Generally Accepted Accounting Principles;

Thorough knowledge of financial office procedures and practices;

Thorough knowledge of the functions of assigned Department or speciality area within
City government;

Thorough knowledge of accounts payable and payroll processes;

Thorough knowledge of budget preparation within a municipality;

Ability to interpret accounting reports and records and to analyze accounting data for
contro! and reporting purposes;

Ability to handle confidential and administrative information with tact and discretion,
Ability to supervise, train and evaluate the work of others;

Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

Ability to understand and follow oral and/or written policies, procedures and instructions;
Ability to prepare and present accurate and reliable reports containing findings and
recommendations;

Ability to operate or quickly learn to operate a personal computer using standard or
customized software applications appropriate to assigned tasks;

G-2.




Administrative Services Manager 1130 Page 3

® Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

° Ability to perform a wide variety of duties and responsibiiities with accuracy and speed
under the pressure of time-sensitive deadhines;

* Abihty and willingness to quickly learn and put to use new skalls and knowledge brought
about by rapidly changing information and/or technology;

. Integrity, ingenuity and mnventiveness in the performance of assigned tasks.

¢ Graduation from an accredited college or university with a Bachelor’s Degree in Public

Administration, Business Administration or a closely related field; and

. Some experience in office management, financial administration and/or human resources
operations and related; or

. Any equivalent combination of experience and training which provides the knowledge,

skills and abilities necessary to perform the work.

.. Required Special Qualifications

e None.

. Essential Physical Abilities”

. Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permits the employee to communicate
effectively;

. Sufficient vision or other powers of observation, with or without reasonabie

accommodation, which permits the employee to review a wide variety of materizal in both
electronic and hard copy form;

» Sufficient manual dexterity with or without reasonabie accommodation, which permits
the employee to operate a personal computer and related equipment;
. Sufficient personal mobility and physical reflexes, with or without reasonable

accommodation, which permits the employee to have access to various areas of the City.

Approved by: Date:

Revision Approved by: BMA Date: __ 4/20/04




City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

ClassTltie . Arb orist

Class Code Number - T 6030

'%Gener'alls.taﬁétr{é

Performs a full range of duties in the maintenance and care of trees and shrubs in public areas;
performs directly related work as required.

stinguishing Featix

The principal function of an employee in this class is to maintain healthy and beautiful trees and
woody plants. The work is performed under the supervision and direction of an assigned supervisor
but considerable leeway is granted for the exercise of independent judgement and initiative. The
nature of the work performed requires that an employee in this class establish and maintain effective
working relationships with other City employees and the public. The principal duties of this class are
performed in an outdoor work environment with potential personal bazards.

. Maintains {rees on public and private property within the City of Manchester Parks
system and related common areas, inctuding pruning and cutting trees according to work
orders;

. Climbs trees of varying height and proximity to structures and other trees and uses ropes,

spurs, ladders, pole pruners, hand pruners, axes, hand saws, safety belts, saddles and
hydraulic equipment to perform tree maintenance;
) Treats cavities in trees;

{-23
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Arborist--6030 Page 2

e Inspects trees and shrubs for insects, diseases, split or weak limbs or other anomalies, and
reports all serious problems to the supervisor;

. Fells and removes trees according to guidelines for safe operations within proximity to
population;

° Operates hand saws, power saws, compressors, spray rigs, chippers and hydraulic hoists
to have access to tree imbs, remove tree stumps, manage and haul away tree debnis;

° Chops and removes tree stumps;

® Plants trees and shrubs;

® Applies pesticides and herbicides on trees and shrubs;

. Performs preventative maintenance on all equipment;

e Responds fo requests for information from the public regarding tree operations and the
goals and objectives of Forestry operations;

° Provides needed mformation and demonstrations concerning how to perform certain work
tasks to new employees in the same or similar class of positions;

. Keeps immediate supervisor and designated others fully and accurately informed

concerning work progress, including present and potential work problems and
suggestions for new or improved ways of addressing such problems;
o Attends meetings, conferences, workshops and training sessions and reviews
- publications and audio-visual materials to become and remain current on the principles,
practices and new developments in assigned work areas;

e Responds to citizens’ questions and comments in a courteous and timely manner;
e Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

. Performs other directly related duties consistent with the role and function of the

classification.

e, Sk ls_and‘Ablhtzes A

e Thorough knowledge of the standard operations and procedures involved in free
maintenance activities;

o Thorough knowledge of the operating procedures of chainsaws, ropes, boom trucks,
chippers and related equipment;

. Thorough knowiedge of all safety guidelines as applied to Forestry operations;

. Some knowledge of common trees and shrubs of New Hampshire, or those that have been
transplanted to New Hampshire;

| Some knowledge of the identification of infestation or disease within trees and shrubs;

. Skili in the felling of trees;

J Skill in the climbing and roping of trees;

e Ability to communicate effectively with othezs voth orally and in writing, using both
technical and non-technical language;

® Ability to understand and follow oral and/or written policies, procedures and instructions;

. Ability to use logical and creative thought processes to develop solutions according to

written specifications and/or oral instructions;

G- 2.4



Arborist--6030 Page 3

Ability to perform a wide variety of duties and responsibilities with accuracy and speed
under the pressure of time-sensitive deadines;

Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing informatior and/or technology;

Infegrity, ingencity and inventiveness in the performance of assigned tasks.

; Eg.d;c.cep'tabié Experience and Training i

Graduation from High School or possession of a GED; and

Some experience in Forestry operations; or

Any equivalent combination of experience and training which provides the knowledge,
skills and abilities necessary to perform the work.

& e o

On-call status;

Class CDL-B with air brakes;

New Hampshire Arborist Association Certificate or equivalent State Certified Arborist;
Pesticide Applicator’s License.

EssentlalI’flysmal Ablhtles .

Approved by: Date:

Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permits the employee to communicate
effectively;

Safficient vision or other powers of observation, with or without reasonable
accommodation, which permits the employee to observe tree conditions and work i
PrOgress;

Sufficient manual dexterity with or without reasonable accommeodation, which permits
the employee to operate chain saws and related equipment;

Sufficient personal mobility and physical reflexes, with or without reasonable
accommodation, which permits the employee to climb trees and work in confined spaces;
Sufficient personal mobility and flexibility, with or without reasonable accommodation,
which permits the employee to stoop, kueel, crouch, stand, walk, push, pull, climb and
grasp repetitively;

Sufficient strength and endurance, with or without reasonable accommodation, which
allows the employvee to lift and carry up to 80 pounds occasionally and 30 pounds
frequently.
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City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibiiities of aill positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

Clas .' {thie Business Services Officer

'Class Cade Number 19225.22

Plans, coordinates, and supervises fiscal and/or human resources operations for an assigned C1ty
department; performs directly related work as required.

The principal function of an employee in this class 1s to plan, coordinate, and supervise the fiscal and/or
human resources operation to ensure efficiency and compliance with prescribed policies, rules, and
regulations. The work 1s performed under the supervision and direction of an assigned supervisor, but
considerable leeway is granted for the exercise of independent judgement and initiative, The nature ofthe
work performed requires that an employee in this class establish and maintain effective working
relationships with assigned supervisors, other City employees, elected City officials, union
representatives, contractors, and the general public. The principal duties of this class are performed in
general office environment.

Examples of Essen al
: (1llustrat1ve oni

o - Administers and manages the fiscal operations for an assigned City department/division,
including budget planning and preparation, financial analysis, accounting, payroll, and
preparation of related financial reports as required;

» Monitors and reviews a variety of periodic financial reports to insure accurate reporting,
Including general ledger, accounts receivable, accounts payable, payroll, cash
flow/reconciliation, budgeting, and other related reports as required;

Y



Business Services Officer--9225 Page 2

Plans and develops the operational budget for an assigned City department, including research,
data collection, and statistical analysis for fiscal management purposes;

Advises department heads and supervisory personnel on complex fiscal matters, budgetary
consideration, transfers of funds, payment procedures, investments, expenditures, and
commitment of funds as requested;

Oversees the implementation, maintenance, and support of the Department computer
information systems;

Formulates and interprets policies and regulations for implementation by staff, including
establishing financial objectives and internal controls under the direction of the Director;
Oversees personnel administration for an assigned Department, including interviewing
applicants, hiring, and reviewing any personnel related decisions to ensure compliance with all
Federal, State, and City rules, regulations, and policies;

Provides advice and counsel to other City department and/or division heads regarding hiring,
promotions, disciplinary actions, benefits, worker’s compensation, and other contractual
1ssu€s; _

Provides supervision of assigned department personnel, including coordinating work
schedules and directives;

Serves as a representatives for the Department at a variety of meetings, conferences, boards,
and committees as required;

Provides needed information and demonstrations concerning how to perform certain work
tasks to new employees in the same or similar class of positions;

Keeps immediate supervisor and designated others fully and accurately imformed concerning
work progress, including present and potential work problems and suggestions for new or
improved ways of addressing such problems; '

Attends meetings, conferences, workshops and training sessions and reviews publications and
audio-visual materials io become and remain current on the principles, practices and new
developments in assigned work areas;

Responds to citizens’ questions and comments in a courteous and timely manner;
Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

Performs other directly related duties consistent with the role and function of the
classification.

ired Knowledge, Skills and Abilitie
. (at time of appointment)

t

Comprehensive knowledge of Generally Accepted Accounting Principles;

Comprehensive knowledge of the functions of government in a nmumnicipality;

Comprehensive knowledge of financial office procedures and practices;

Comprehensive knowledge of accounts payable, cost accounting, and payroll processes;
Comprehensive knowledge of City department functions, policies, procedures, and established
human resources rules and regulations;

Thorough knowledge of computer information systems used by the City;

Thorough knowledge of municipal budgeting processes;



Business Services Gfficer-9225 Page 3

° Thorough knowledge of the Fair Labor Standards Act and other laws that relate to salaries and
wages;

s Thorough knowledge of the principles and practices of personnel administration within the
public sector;

® Ability to interpret accounting reports and records, and to analyze accounting data for control
and reporting purposes;

o Ability to evaluate departmental needs in the development and implementation of the
departmental budget; '

° Ability to supervise, train, and evaluate the work of others;

. Ability to effectively deal with difficult people in diplomatic and proiessional manner;

U Ability to handle confidential and administrative information with tact and discretion:

. Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

) Ability to understand and follow oral and/or written policies, procedures and instructions;

v Ability to use logical and creative thought processes to develop solutions according to written
specifications and/or oral instructions;

. Ability to perform a wide variety of duties and responsibilities with accuracy and speed under
the pressure of time-sensitive deadlines;

J Ability to operate a personal computer using standard or customized software apphications
appropriate to assigned tasks;

. Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

. Integrity, ingenuity and inventiveness in the performance of assigned tasks.

. Bachelor’s Degree in Accounting, Finance, Business Administration; and
. Considerable experience in public financial administration; or
. Any equivalent combination of experience and training which provides the knowledge, skills

and abilities necessary to perform the work.

| Required Special Qualifications

e None.
Essential Physical Abilities
° Sufficient clarity of speech and hearing or other communication capabilities, with or without
reasonable accommodation, which permits the employee to communicate effectively;
® Sufficient vision or other powers of observation, with or without reasonable accommodation,
which permits the employee to review a wide variety of materials in electronic or hardeopy
form;

G-28
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° Sufficient manual dexterity with or without reasonable accommodation, which permits the
employee to operate a personal computer, telephone, and other related office equipment;
. Sufficient personal mobility and physical reflexes, with or without reasonable

accommodation, which permits the employee to function within a general office environment.

Approved by: Date:




City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. Aclass specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given positien in a classification.

:Class Title : Carpenter

?::-'Class Cede Numbér. i 6020

GeneralSatem £

Performs general and finish carpentry work: performs directly related work as required.

Distinguishing Featur.

The principal function of an employee in this class is to complete carpentry elements of parks civic
projects. The work is performed under the supervision and direction of the Parks and Recreation
Manager but considerable leeway is granted for the exercise of independent judgement and initiative.
The nature of the work performed requires that an employee in this class establish and maintain
effective working relationships with other City employees and the public. The principal duties of this
class are performed in an indoor and outdoor work environment with potential personal hazards.

. Constructs forms, builds frames, benches, bleachers, playground equipment, picnic tables
and related carpentry specific to Parks projects;

. Erects, repairs, maintains, modifies and fabricates frame buildings and structures,
including constructing walls and roofing;

2 Repairs and maintains window frames, sashes, door frames, doots, hardware and locks
and related structural features;

o Reads blueprints and examines materials and take-offs, estimates and costs for projects;

e Prepares sketches of carpentry work to be done;

] Builds, repairs, restores and maintains furniture and cabinets;

G- 50
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) Installs partitions and applies floor coverings, drywall, wall coverings and wood
paneling;

) [nstalls ceramic tiles and window glass;

e Operates all hand tools associated with carpentry work and power tools, including power
saws, jointers, shapers and planers;

. Oversees maintenance crews in their participation in carpentry projeets;

J Adheres to all safety procedures and guidelines regarding carpentry work;

. Completes plumbing, painting and related skilled trades work as necessary,

o Provides needed information and demonstrations concerning how to perform certain work
tasks to new employees in the same or similar class of positions;

. Keeps immediate supervisor and designated others fully and accuarately informed

concerning work progress, including present and potential work problems and
suggestions for new or improved ways of addressing such problems;

s Attends meetings, conferences, workshops and training sessions and reviews
publications and audio-visual materials to become and remain current on the principles,
practices and new developments in assigned work areas;

. Responds to ¢itizens’ questions and comments in a courteous and timely manner;
e Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdeparimental operations and activities;
® Performs other directly related duties consistent with the roie and function of the

- classification.

. Thorough knowledge of the current principles and practices associated with rough and
finish carpentry work;

. Thorough knowledge of the tools, equipment and materials used in carpentry work;

. Thorough knowledge of OSHA guidelines and safety hazards associated with carpentry
operations;

. Skill in the completion of carpentry duties;

e Ability to coordinate work of others;

. Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

° Ability to understand and follow oral and/or written policies, procedures and instructions;

. Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

° Ability to perform a wide variety of duties and responsibilities with accuracy and speed
under the pressure of time-sensitive deadlines;

. Ability and willingness to quickly learn and put to use new skills and knowiedge brought
about by rapidly changing information and/or technology; '

° Integrity, ingenuity and inventiveness in the performance of assigned tasks.

.

&
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- Acceptable Experience and Training

) Graduation from High School or possession of a GED; and
o Considerable experience in carpentry operations; or
. Any equivalent combination of experience and training which provides the knowledge,

skills and abilities necessary to perform the work.

al Qualifications

. Valid New Hampshire driver’s license;

® On-call status;

s CDL with air brakes;

. Completion of an apprenticeship in carpentry.

e Es_ée}'iﬁa_'-l? Physical Ab.il.ikties:ik 3

. Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permits the employee to communicate
effectively;

e Sufficient vision or other powers of observation, with or without reasonable
accommodation, which permits the employee to monitor work in progress;

o Sufficient manual dexterity with or without reasonable accommodation, which permits
the employee to operate hand and power tools;

. Sufficient personal mobility and physical reflexes, with or without reasonable
accommodation, which permits the employee to have access to various work sites
throughout the City.

Approved by: Date:
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City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of ail positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

Class Title: Cemetery Supervisor

| 6070-18

="'ifClaSS:Code:Nﬁ;mfbiéf:f et X

Supervises cemetery day to day operations,, including burial services, grounds maintenance and
meeting with people in need of cemetery services; performs directly related work as required.

The principal function of an employee in this class is to ensure the cemetery operates in alignment
with all standard cemetery operations. The work is performed under the supervision and direction of
the Parks and Recreation Manager but considerable leeway is granted for the exercise of independent
judgement and initiative. Supervision is exercised over the work of employees involved in cemetery
operations. The nature of the work performed requires that an employee in this class establish and
maintain effective working relationships with other City employees, business and community
organizations, outside contractors and the bereaved. The principal duties of this class are performed
in a City cemetery, including work in all types of weather.

. oversees all operations, to include distributing work orders and inspecting cemetery
maintenance, as well as the promotion/marketing of City cemeteries;

e Supervises maintenance operations, including sodding, seeding, fertilizing, watering,
mowing, grave and foundation layout and services, snow removal and sanding;

e Coordinates burial areas with families, including providing spaces for both pre-need and
need lots;
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. Supervises and performs the work of maintenance crews in the construction, repair and
maintenance of buildings, grounds, shrubbery, roads, paths and parking spaces in City
cemetery areas;

° Coordinates traffic for burial services to ensure a lack of congestion and proper direction
to burlal sites;

® Investigates complaints from the public and takes actions to ensure solid public relations
and adequate behavior of work crews within the cemetery environment;

e Coordinates and monitors the work of private contractors;

J Gathers information for time and material estimates, laying out grave lots and spaces and
light construction eguipment;

s Prepares accurate and thorough reports of maintenance activities;

e Ensures all work crews operate with an adherence to prescribed safety rules and
procedures,

. Provides needed information and demonstrations concerning how to perform certain work
tasks 1o new employees in the same or similar class of positions;

e Keeps immediate supervisor and designated others fully and accurately informed

concerning work progress, including present and potential work problems and
suggestions for new or improved ways of addressing such problems;

. Attends meetings, conferences, workshops and training sessions and reviews
publications and audio-visual materials to become and remain current on the principles,
practices and new developments in assigned work areas;

. Responds to citizens’ questions and comments in a courteous and timely manner;
e Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

* Performs other directly related duties consistent with the role and function of the

classification.

equ ed Knowiedge Sk andAblhtIes

i ‘(alt:‘tif!;'.t:é'::{jf 'ap_pb_iﬁ}:.ﬁient)

e Thorough knowledge of current practices and procedures involved in cemetery
construction and maintenance; '

° Thorough knowledge of all safety procedures involved in cemetery maintenance
operations;

® Substantial knowledge of the purposes and policies of the Parks and Recreation
Department;

. Knowledge of all power equipment, hand tools, vehicles and tractors involved in
cemetery parks construction and maintenance;

J Ability to use, tact, patience and courtesy in dealing with grieving families;

» Ability to supervise, train, evaluate and coordinate the work of others;

e Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

. Ability to understand and follow oral and/or written policies, procedures and instructions;

. Ability to prepare and present accurate and reliable reports containing findings and
recommendations;
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. Ability to operate or quickly ieam to operate a personal computer using standard or
customized software applications appropriate to assigned tasks;

. Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

. Ability to perform a wide variety of duties and responsibilities with accuracy and speed
under the pressure of time-sensitive deadlines;

s Ability and wiliingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

o Integrity, ingenuity and inventiveness in the performance of assigned tasks.

e Bxperience

| Training -
e Graduation from High School or possession of a GED; and
J Considerable experience in cemetery operations; or ‘
. Any eguivalent combination of experience and training which provides the knowledge,

skills and abilities necessary to perform the work,

equired Special Qualifications

. On-call status;
. Pesticide Applicator’s License;
J Valid New Hampshire CDL with air brakes.

. Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permits the employee to communicate
effectively;

° Sufficient vision or other powers of observation, with or without reasonable
accommodation, which permits the employee to monitor the progress of work crews;

. Sufficient manual dexterity with or without reasonable accommodation, which permits
the employee to operate hand and power tools;

e Sufficient personal mobility and physical reflexes, with or without reasonable

accommodation, which permits the employee to visit work sites throughout the City.

Approved by:  BMA Date:_12-06-05




City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification,

Customer Service Representative I

Class Title

 Class Code Number ] 1020411

: ééﬁéra‘l‘Startémé‘n_'t,o

Performs a variety of clerical, general office duties and information dissemination services for
employees and visitors; performs directly related work as required.

; stmgulshmgFeatur

The principal function of an employee in this class is to serve as a central communication point
within a City department and to provide clerical and administrative support functions to office
personnel. The work is performed under the supervision and direction of an assigned supervisor but
some leeway is granted for the exercise of independent judgement and initiative. The nature of the
work performed requires that an employee in this class establish and maintain effective working
relationships with other City employees, business and community organizations and the public. The
‘principal duties of this class are performed in a general office environment.

® Answers department telephone calls, receives and greets visitors to the department and
provides information to callers and visitors or refers callers and visitors to other
appropriate departments or City personnel;

. Prepares correspondence, lists and other documents on computer,

e (Gathers, assembles, updates, distributes and/or files a variety of information, forms,
records and data as requested,;
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e Receives cash for designated items, makes appropriate change and reconciles cash
- drawers; ’
J Processes applications, licenses or related documents as necessary;
. Diastributes incoming mail to all appropriate City departments;
. Provides needed information and demonstrations concemning how to perform certain work
tasks to new employees in the same or similar class of positions;
) Keeps immediate supervisor and designated others fully and accurately informed

concerning work progress, inciuding present and potential work problems and
suggestions for new or improved ways of addressing such problems;

. Attends meetings, conferences, workshops and training sessions and reviews
publications and audio-visual materials to become and rematn current on the principies,
practices and new developments in assigned work areas;

® Responds to citizens” gquestions and comments in a courteous and timely manner;

. Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

. Performs other directly related duties consistent with the role and function of the
classification.

. Substantial knowledge of current practices and procedures involved in customer service
delivery;

o Substantial knowledge of modern office procedures, practices and equipment;

] Substantial knowledge of modern office filing systems and procedures;

® Some knowledge of the function of services within the public sector preferably w1th1n a
municipality:

® Ability to deal with a wide range of persons, including sifuations in which individuals
may be upset over some issue involved with City activities and policies;

° Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

. Ability to understand and follow oral and/or written policies, procedures and instructions;

. Ability to prepare and present accurate and reliable reports containing findings and
recommendations;

e Ability to operate 2 personal computer using standard or customized software
applications appropriate 1o assigned tasks; r

° Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

. Ability to perform a wide variety of duties and reSpon51b111tles with accuracy and speed
under the pressure of time-sensitive deadlines;

o Ability and willingness to quickly leam and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

® Integrity, ingenuity and inventiveness in the performance of assigned tasks.
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7 Acceptable Experience and Training:' - o 0

. Graduation from High School or possession of a GED; and

® Some experience in general office operations; knowledge of keyboard and ability to type
at a reasonable speed, or

® Any equivalent combination of experience and training which provides the knowledge,

skills and abilities necessary to perform the work.

] None.
‘Essential Physical Abilities
e Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permits the employee to communicate
effectively;
. Sufficient vision or other powers of observation, with or without reasonable

accommodation, which permits the employee to review a wide variety of materials in
electronic or hard copy form; "

* Sufficient manual dexterity with or without reasonable accommodation, which permits
the employee to operate a personal computer, telephone and refated equipment;

o Sufficient personal mobility and physical reflexes, with or without reasonable
accommodation, which pernuts the employee to function within the general office
environment. '

Revised: Apnl 15,2003 by BMA




City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. Aclass specification defines the
general character and scope of responsibilities of ail positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

Class Titl:é: - Customer Service Representative III

Class Code Number 1 1040-13

Performs a variety of high level clerical and information dissemination services for employees and
visitors within City government; performs directly related work as required.

The principal function of an employee in this class is to serve as a central communication point
throughout the City or within one Department dealing with a wider range of issues. The work is
performed under the supervision and direction of an assigned supervisor but considerable leeway 1s
granted for the exercise of independent judgement and initiative. Supervision may be exercised over
other office personnel. This class is distinguished form the class of Customer Service Representative
T due the larger scope of responsibilities associated with a diversity of functions. The nature ofthe
work performed requires that an employes in this class establish and maintain effective working
relationships with other City employees, business and community organizations and the public. The
principal duties of this class are performed in a general office environment.

amples ot BasoRaWork
. (iBustrative only)

e Answers department telephone calls and radio communications, receives and greets
visitors to the department and provides information to callers and visttors or refers callers
- and visitors to other appropriate departments or City personnel;
o Answers customer questions requiring detailed programmatic knowledge of
Department(s) operations;
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] Greets visitors to the City, answers programimatic questions, distributes literature on local
government activities and/or referring individuals to designated City personnel or other
City departments or outside agencies as necessary,

e Supervises, trains, evaluates and coordinates the work of other designated office
personnel;

® Follows up on complaints from customers involving processing of complaints and
gathering information from several Departmental and/or intra-Department sources;

. Compiles and archives key information on Department and/or City operations as
necessary;

. Prepares correspondence, lists and other documents on computer;

s Gathers, assembles, updates, distributes and/or files a variety of information, forms,
records and data as requested;

o Receives cash for designated 1tems, makes appropriate change and reconciies cash
drawers;

* Processes applications, licenses or related documents, including bonds and certificates of
insurance and schedules inspections as necessary;

Y Dispatches information to key Departmental personnel as necessary,

e Distributes incoming mail o all appropriate City departments;

e Provides needed information and demonstrations concerning how to perform certain work
tasks to new employees in the same or similar class of positions;

. Keeps immediate supervisor and designated others fully and accurately informed

concemning work progress, including present and potential work problems and
suggestions for new or improved ways of addressing such problems;

J Attends meetings, conferences, workshops and training sessions and reviews
publications and audio-visual materials to become and remain current on the principles,
practices and new developments in assigned work areas;

e Responds to citizens” questions and comments in a courteous and timely manner;
. Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

. Performs other directly related duties consistent with the role and function of the

classification,
. Attends board meetings, takes notes and prepares minutes.

] Thorough knowledge of current practices and procedures involved in customer service
delivery, '

° Thorough knowledge of modern office procedures, practices and equipment;

e Thorough knowledge of modern office filing systems and procedures;

e Thorough knowledge of the function of services within the public sector, preferably
within a municipality;

. Ability to deal with a wide range of persons, including situations in which individuals

may be upset over some issue involved with City activities and policies;



Customer Service Representative 11--1040 Page 3

. Ability to quickly learn the core area of knowledge of Departmental operations;

. Ability to train, supervise and evaluate the work of others;

e Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

° Ability to understand and follow oral and/or written policies, procedures and instructions;

. Ability to prepare and present accurate and reliable reports containing findings and
recommendations;

. Ability to operate a personal computer using standard or customized software
applications appropriate to assigned tasks;

J Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

° Ability to perform a wide variety of duties and responsibilities with accuracy and speed
under the pressure of time-sensitive deadlines;

o Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

o Integrity, ingenuity and inventiveness in the perfonmance of assigned tasks.

:..'-'::_:A:é_'c‘eptébl._é Expékriénc'éhn}dTrhihinﬁ" i

] Graduation from High School or possession of a GED; and
. Considerable experience in general office operations; or
. Any equivalent combination of experience and training which provides the knowledge,

skills and abilities necessary to perform the work.

. Required Special Qualifications

» None.

. Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permits the emplovee to communicate
effectively;

o Sufficient visicn or other powers of observation, with or without reasonable

accommodation, which permits the employee to review a wide variety of materials in
electronic or hard copy formy;

J Sufficient manual dexterity with or without reasonable accommodation, which permits
the employee to operate a personal computer, telephone and related equipment;

® Sufficient personal mobility and physical reflexes, with or without reasonable
accommodation, which permits the employee to function within the general office
environment.

Approved by: Date:




City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

Class Title o L .| Deputy Parks and Recreation Director

Class Code Number - '] 6160

Genel‘ai S

Manages daily functions within the Parks and Recreation Department; performs directly related work
as required.

The principal function of an employee in this class is to provide planning, project and policy
development, management and oversight duties in support of the Parks and Recreation Director. The
work is performed under the supervision and direction of the Parks and Recreation Director but
extensive leeway is granted for the exercise of independent judgement and initiative. Supervision is
exercised over the work of all employees within the Parks and Recreation Department. The nature of
the work performed requires that an employee in this class establish and maintain effective working
relationships with other City employees, the Board of Mayor and Alderman, business and
community groups, other recreational jurisdictions, State and Federal officials, representatives of the
media and the public. The principal duties of this class are performed in a general office
environment.

xamplesof Essén_ﬁal Work
. (illustrative only) :

o Manages and coordinates deily functions within the Parks and recreation Department,
including conferring with Departmental Managers in specific project areas and keeping the
Parks and Recreation Director informed on all major issues;
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. Participates in policy development to increase the efficiency and effectiveness of
Departmental operations and address recreational and public area needs within the City of
Manchester;

. Coordinates the Capital Improvement Program, including planning and administration of all
projects and contracts;

J Performs fiscal administration within the Department, including preparation of budget
information and oversight of projects accounts;

. Prepares proposals for professional services, including architects, landscape architects,
engineers and related;

o Prepares bidding documents for Departmental purchases and special projects;

o Prepares reports, plans and issues for discussion with appropriate staff members;

® Manages daily operations within the Parks and Recreation Administrative office;

° Plans for the development of recreational activities to ensure the attainment of customer
needs and public support of Department programs,

] Coordinates special events with business organizations and-community groups;

) Participates in various aspects of personnel administration within the Department, including

' hiring, termination, grievance procedures and coordination of employee training;

. Serves as a spokesperson for the Parks and Recreation Department;

. Performs special projects for the Parks and Recreation Director as requested;

J Provides needed information and demonstrations concerning how to perform certain work
tasks to new emplovees in the same or similar class of positions;

. Keeps immediate supervisor and designated others fully and accurately informed concerning

work progress, including present and potential work problems and suggestions for new or
improved ways of addressing such problems;

° Attends meetings, conferences, workshops and training sessions and reviews publications
and audio-visual materials to become and remain current on the principles, practices and new
developments in assigned work areas;

° Responds to citizens’ questions and comments in a courteous and timely manner;

. Communicates and coordinates regularly with appropriate others fo maximize the
effectiveness and efficiency of interdepartmental operations and activities;

e Performs other directly related duties consistent with the role and function of the
classification.

.'g'_::f::Required Knowledge, Skzl nd Abilities
el 0 (at time of appomtme_

* Comprehensive knowledge of current principles, practices and operations associated with
Parks, Recreational activities and public areas within a municipality;

. Comprehensive knowledge of current principles and practices of public administration;

L Thorough knowledge of budgetary principles within a municipality;

. Ability to provide adrninistrative direction within a municipal Department;

. Ability to supervise, train, evaiuate and lead the work of others;

. Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

@ Ability to understand and follow oral and/or written policies, procedures and instruciions;

B oa ety
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e Ability to prepare and present accurate and reliable reports containing findings and
recommendations;

] Ability to operate or quickly learn to operate a personal computer using standard or
customized software applications appropriate to assigned tasks;

o Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

® Ability to perform a wide variety of duties and responsibilities with accuracy and speed under
the pressure of time-sensitive deadlines;

. Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

o Integrity, ingenuity and inventiveness in the performance of assigned tasks.

® Graduation from an accredited college or university with a Bachelor’s Degree in Public
Admunistration, Business Administration, Parks and Recreation Management or a related
field; and

U Considerable experience in Parks and Recreation operations with some management role; or

. Any equivalent combination of experience and traimng which provides the knowledge, skills

and abilities necessary to perform the work.

becial Qualifications.

® None.
1tial :_Phy_sficg :L.Ab.ilities'
s Sufficient clarity of speech and hearing or other communication capabilities, with or without
reasonable accommodation, which permits the employee to communicate effectively,
. Sufficient vision or other powers of observation, with or without reasonable accommodation,

which permits the employee to review a wide variety of written material in electronic or
hardcopy form,;

. Sufficient manual dexterity with or without reasonable accommodation, which permits the
employee to operate a personal computer and related equipment;
o Sufficient personal mobility and physical reflexes, with or without reasonable

accommeodation, which permits the employee to have access to various work sites throughout
the City and out of the area.

Approved by: Date:
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City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. Aclass specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
infended to describe and does not necessarily list every duty for a given position in a classification.

Class Title - .

Parks, Recreation and Cemetery Director

Class Code Number

1617028

i General's.tateﬁlent of Duties

Pians, organizes and directs the operations and activities of the Parks, Recreation and Cemetery
Department; performs directly related work as required.

. Distinguishing Features of the Class

The principal function of an employee in this class is to provide administrative oversight to ali
operations and activities of the Parks, Recreation and Cemetery Department. The work is performed
under the supervision and direction of the Board of Mayor and Alderman but extensive leeway is
granted for the exercise of independent judgement and initiative. Supervision is exercised over the
work of all employees within the Parks, Recreation and Cemetery Department, in coordination with a
management team consisting of the positions of Deputy Parks, Recreation and Cemetary Director,
Parks Operations manager and Recreation Enterprise Manager. The nature of the work performed
requires that an employee in this class establish and maintain effective working relationships with
other City employees, the Board of Mayor and Alderman, business and community groups, other
recreational jurisdictions, State and Federal officials, representatives of the media and the public. The
principal duties of this class are performed in a general office environment.
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' 3-’-Examples of Essential Wo:k o
27 (ilustrative'only)

° Plans, organizes, directs and evaluates the work of Departmental Managers in implementing
the expressed goals, policies and directives of the Parks, Recreation and Cemetery
Department;

. Develops policies and procedures designed to increase the efficiency and effectiveness of
Departmental operations and address recreational and public area needs within the City of
Manchester;

. Develops and administers the Departmental budget;

. Knowledge of trust fund administration and State Attorney General Office, laws governing
trust funds;

¢ Confers with Department management team to track implementation of policies and receive
specific recommendations and suggestions on Division or Departmental operations;

» Provides status reports to the Board of Mayor and Alderman on Departmental operations, any
major shift in policies or procedures and recommendations for future development;

¢ Plans for the acquisition and development of properties in connection with public parks
properties and related arcas designed to improve the quality of life within the City of
Manchester;

o Plans for the development of recreational activities to ensure the attainment of customer
needs and public support of Department programs;

* Coordinates special events with business organizations and community groups;

. Participates in various aspects of personnel administration within the Department, including
hiring, termination, grievance procedures and coordination of employee training;

. Serves as the chief spokesperson for the Parks, Recreation and Cemetery Department;

° Performs special projects for the Board of Mayor and Alderman as requested,

. Provides needed information and demonstrations concerning how to perform certain work
tasks to new employees in the same or similar class of positions;

. Keeps immediate supervisor and designated others fully and accurately informed concerning

work progress, including present and potential work problems and suggestions for new or
improved ways of addressing such problems;

J Attends meetings, conferences, workshops and training sessions and reviews publications
and audio-visual materials to become and remain current on the principles, practices and new
developments in assigned work areas;

. Responds to citizens’ questions and comments in a courteous and timely manner;

e Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

® Performs other directly related duties consistent with the role and function of the
classification.

:Reqmred Knowledge, Sk}lis and'Ab

{at tlme ‘of appmntment) .

® Comprehensive knowledge of current principles, practices and operations associated with
Parks, Recreational activities and public areas within a municipality;

& 46
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. Comprehensive knowledge of current principles and practices of public administration;

. Comprehensive knowledge of budgetary principles within a municipality;

e Thorough knowledge of iand acquisition principles;

. Ability to provide administrative direction within a municipal Department;

. Ability to supervise, train, evaluate and lead the work of others;

] Ability to commumicate effectively with others, both orally and in writing, using both
technical and non-technical language;

. Ability to understand and follow oral and/or written policies, procedures and instructions;

J Ability to prepare and present accurate and reliable reports contaiming findings and
recommendations;

] Ability to operate or quickly learn to operate a personal computer using standard or
customized software applications appropriate to assigned tasks;

U Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

. Ability to perform a wide variety of duties and responsibilities with accuracy and speed under
the pressure of time-sensitive deadlines;

. Ability and willingness to quickiy iearn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

. Integrity, ingenuity and inventiveness in the performance of assigned tasks.

. Graduation from an accredited coilege or university with a Master’s Degree in Public
Administration, Business Administration, Parks and Recreation Management or a related
field; and

. Extensive experience in Parks, Recreation and Cemetery operations with some management
role: or '

. Any equivalent combination of experience and training which provides the knowledge, skills

and abilities necessary fo perform the work.

' Required Special Qualifications’

. None.
' 'Essential Physical Abilities

° Sufficient clarity of speech and hearing or other communication capabilities, with or without
reasonable accommodation, which permits the employee to communicate effectively;

® Sufficient vision or other powers of observation, with or without reasonable accommodation,
which permits the employee to review a wide variety of written material in electronic or
hardcopy form;

° Sufficient manual dexterity with or without reasonable accommodation, which permits the

employee to operate a personal computer and related equipment;

O+
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® Sufficient personal mobility and physical reflexes, with or without reasonable
accommodation, which permits the employee to have access to various work sites throughout
the City and out of the area.

Approved by: Date:




City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A ¢lass specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

Class Title Recreation Enterprise Manager

- Class Code Number

The principal function of an employee in this class is to oversee revenue generating operations within
the Parks and Recreation Department and implement strategic planning. The work is performed
under the direct supervision of the Deputy Parks and Recreation Director and the Parks and
Recreation Director but extensive leeway is granted for the exercise of independent judgement and
inttiative. Supervision is exercised over the work of all employees in the Enterprise Division. The
nature of the work performed requires that an employee in this class establish and maintain effective
working relationships with other City employees, business and community organizations, outside
contractors, representatives of the media and the public. The principal duties of this class are
performed in a general office environment.

. Plans, organizes and manages revenue generating activities within the Parks and Recreation
Department, including developing policies for revenue generation and ensuring the
accounting of all funds; _

° Manages and supervises the operation, maintenance and development of public cemeteries,
ski areas, swimming pools, the ice arena, Gili stadium and golf courses, including

649
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determining fees, establishing and monitoring budget, monitoring maintenance and creating
advertising and related promotions;

® Reviews the performance of Supervisors involved in Enterprise activities;

. Develops strategic planning for the Parks and Recreation Department, including determining
priorities and time tables, assembling and allocating resources, monitoring implementation
and evaluating resulfs;

J Manages the Parks and Recreation Administrative offices responsible for hiring and training,
payroll, accounting, clerical support functions, purchasing, records and file maintenance,
customer sales and customer relations;

® Develops and administers specifications and bids for vehicles and equipment;

e Creates, maintains and evaluates various contracts, agreements and related documents in
connection with Parks and Recreation development, maintenance and program activities;

. Receives requests for information and complaints from the public and follows-up to ensure a
resolution of the situation;

J Performs special projects for the Parks and Recreation Director as requested;

. Coordinates activities for and monitors outside contractors and consultants;

. Provides needed information and demonstrations concerning how to perform certain work
tasks toc new employees in the same or similar class of positions;

. Keeps immediate supervisor and designated others fully and accurately informed concerning

work progress, including present and potential work probiems and suggestions for new or
improved ways of addressing such problems;

. Attends meetings, conferences, workshops and training sessions and reviews publications
and audio-visual materials to become and remain current on the principles, practices and new
developments in assigned work areas;

o Responds to citizens’ questions and comments in a courteous and timely manner;

® Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

L Performs other directly related duties consistent with the role and function of the
classification.

U Comprehensive knowledge of business marketing and administration principles within a
municipality;

s Comprehensive knowledge of the operation, upkeep, development and implementation of
revenue generating ventures within the public sector;

| Comprehensive knowledge of the principles and practices involved in the development and
implementation of a strategic parks, recreation and open space pians;

s Thorough knowledge of current principles and practices involved in Parks and Recreation
activities;

. Thorough knowledge of generally accepted accounting principles;

s Ability to supervise, train and evaluate the work of others;

° Ability to monitor a revenue flow through an accounting system;

©- 50
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s Ability to design policies to promote customer service and customer relations within the
Parks and Recreation Department;

e Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical fanguage;

o Ability to understand and follow oral and/or written policies, procedures and instructions;

) Ability to prepare and present accurate and reliable reports containing findings and
recommendations; _

. Ability to operate or quickly learn to operate a personal computer using standard or
customized software applications appropriate to assigned tasks;

° Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

. Ability to perform a wide variety of duties and responsibilities with accuracy and speed under
the pressure of time-sensitive deadlines;

o Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology; :

. Integrity, ingenuity and inventiveness in the performance of assigned tasks.

e Gradunation from an accredited college or university with a Bachelor’s Degree in Public
Administration, Parks and Recreation Administration, Business Administration or a closely
related field; or

. Considerable experience in parks and recreation activities, including some supervisory and
management role; ot
. Any equivalent combination of experience and training which provides the knowledge, skills

and abilities necessary to perform the work.

® None.
sical Abilities

. Sufficient clarity of speech and hearing or other communication capabilities, with or without
reasonable accommodation, which permits the employee to communicate effectively;

e Sufficient vision or other powers of observation, with or without reasonable accommodation,
which permits the employee to review documents in electronic and hardcopy form;

° _Sufficient manual dexterity with or without reasonable accommodation, which permits the
employee to operate a personal computer and related equipment,

e Sufficient personal mobility and physical reflexes, with or without reasonable

accommodation, which permits the employee to visit various work sites throughout the City.

Approved by: Date:




City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

" | Equipment Mechanic I

s Code Number | 5530-16

4l Statement of Duties

Completes mechanical repair and maintenance work on City vehicles, equipment and related
facilities; performs directly related work as required. '

nguishing Features of the Class

The principal function of an employee in this class is to ensure City vehicles and related equipment
are kept in operable condition. The work is performed under the supervision and direction of an
Equipment Maintenance Superintendent I and Equipment Maintenance Superintendent If or other
assigned supervisor but considerable leeway is granted for the exercise of independent judgement
and initiative. The nature of the work performed requires that an employee in this class establish and
maintain effective working relationships with other City employees, outside contractors and the
public. The principal duties of this class are performed in 2 maintenance shop and at various work
sites throughout the City, including repairing equipment at field work locations. An employee in this
class may also be required to handle and/or manage hazardous waste and if so, appropriate training
will be provided annually.

Examples of Essential Work
- (illustrative only) - - -

. Performs complete repair and maintenance of City vehicles and heavy equipment,
including routine service, engine overhauls, transmission, electrical system diagnostic,
heating and air systems, body work, brake and frame maintenance, suspension, tires and

related;
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. Documents identified problems and diagnoses basic mechanical problems and repairs or
replaces defective parts;

. Discusses vehicle problems with operators in order to identify problems and explain what
work may be required;

e Inspects, tests and repairs vehicle electrical charging systems such as alternators,
regulators and batteries;

. Performs service calls for stalled vehicles as needed;

J Completes a schedule of preventative maintenance by testing equipment to ensure
readiness for use;

° Prioritizes repairs to be completed based on adequate coverage of services to ensure that
there is minimal disruption to work services;

e Performs structural and equipment repair and maintenance at related facilities;

e Maintains records on maintenance activities;

. Provides needed information and demonstrations concerning how to perform certain work
tasks to new employees in the same or similar class of positions;

° Keeps immediate supervisor and designated others fully and accurately informed

concerning work progress, including present and potential work problems and
suggestions for new or improved ways of addressing such problems;

. Attends meetings, conferences, workshops and training sessions and reviews
publications and audio-visual materials to become and remain current on the principles,
practices and new developments in assigned work areas;

o Responds to citizens” questions and comments in a courteous and timely manner;
e Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

. Performs other directly related duties consistent with the role and function of the

classification.

wowledge, Skills and /
(at time of appo

o Thorough knowledge of the modern principles, practices, methods, tools, materials and
diagnostic equipment associated with the maintenance and repair of vehicles;

. Thorough knowledge of the principles, practices and operations of internal combustion
engines, both gasoline and diesel,

e Thorough knowledge of electronics and computer systems in automotive vehicles and
equipment; .

. Thorough knowledge of the principles and practices of automotive hydraulics and
hydraulic systems repair;

. Thorough knowledge of the servicing and repair of air brakes and systems;

. Thorough knowledge of power steering and automotive air conditioning controls and
sysiems;

e Thorough knowledge of both manual and automatic transmission operations and repair;

e Thorough knowledge of differential assembly repair and maintenance;

o Thorough knowledge of repair methods of suspension systems;

@m
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] Thorough knowledge of safety precautions and procedures relating to mechanical
equipment repair and maintenance operations;

® Skill m the use and maintenance of tools employed in all phases of vehicle maintenance
and repair;

. Ability to diagnose mechanical and automotive malfunctions and determine appropriate
maintenance and repair needed;

. Ability to read and follow wiring and related diagrams;

. Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

e Ability to understand and follow oral and/or written policies, procedures and instructions;

. Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

J Ability to perform a wide variety of duties and responsibilities with accuracy and speed
under the pressure of time-sensitive deadlines;

. Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

. Integrity, ingenuity and inventiveness in the performance of assigned tasks.

. Graduation from High Scheol or possession of a GED, supplemented by training in
automotive repair; and

. Considerable experience in vehicle and equipment maintenance and repair; or

. Any equivalent combination of experience and training which provides the knowledge,

skills and abilities necessary to perform the work.

° Class B CDL.

o Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permits the employee to communicate
effectively;

. Sufficient vision or other powers of observation, with or without reasonable
accommodation, which permits the employee to monitor equipment and vehicles;

. Sufficient manual dexterity with or without reasonable accommodation, which permits
the employee {0 use ali tools associated with equipment maintenance;

® Sufficient personal mobility and physical reflexes, with or without reasonable

accommodation, which permits the employee to have access to various works sites
throughout the City.
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City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not intended to
describe and does not necessarily list every duty for a given position in a classification,

. Equipment Mechanic Il

| Class Title |
| 5540-17

CIassCode N-ﬁ-mber_ e

General Statement of Duties |

Completes mechanical repair and maintenance work on vehicles and heavy equipment associated with
targe civic construction projects; performs directly related work as required.

t igui'shih_g Feafur%e'sl Gf t

The principal function of an employee in this class is to ensure City vehicles and related equipment are
kept in operable condition. The work is performed under the supervision and direction of the Equipment
Maintenance Superintendent II, Shop Supervisor orother assigned supervisor but considerable leeway is
granted for the exercise of independent judgement and initlative. This class is distinguished from the
class of Equipment Mechanic T by performing mechanical duties on large scale civic construction
equipment. The nature of the work performed requires that an employee in this class establish and
maintain effective working relationships with other City employees, outside contractors and the public.
The principal duties of this class are performed in a maintenance shop and at various work sifes
throughout the City, including repairing equipment at field work locations. An employee mn this class
may also be required to handle and/or manage hazardous waste and if so, appropriate training will be
provided annually.

° Performs complete repair and maintenance of heavy equipment used in civic construction
projects, including single and tandem axle trucks, motor patrols, loaders, motor graders,
backhoes, fruck or tractor and trailer combinations, low-boy, self propelled roller, snowblower,
pavers, planers, bulldozers, street sweepers, power shovels, cranes, draglines, clam shells and

related;
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L Performs complete repair and maintenance of City vehicles, including routine service, engine
overhauls, transmission, electrical system diagnostic, heating and air systems, body work, brake
and frame maintenance, suspension, tires and related;

e Documents identified problems and diagnoses basic mechanical probiems and repairs or replaces
defective parts;

® Discusses vehicle problems with operators in order to identify problems and explain what work
may be required,;

J Installs specialized components to heavy equipment used in Highway and Airport operations;

. Performs structural and equipment repair and maintenance at related facilities;

e Completes fabrications on vehicles and heavy equipment and designs and builds specialized items
as requested;

. Inspects, tests and repairs vehicle electrical charging systems, including altemators, regulators and
batteries;

. Performs service calls for stalled vehicles as needed;

s Completes a schedule of preventative maintenance by testing equipment to ensure readiness for
use;

. Performs welding duties as applied to heavy equipment, including the fabrication, repair and
replacement of metal parts;

° Cuts metal and related items using an oxy-acetylene torch

. Prioritizes repairs to be completed based on adeguate coverage of services to ensure that there is
minimal disruption fo work services;

® Performs structural and equipment repair and maintenance at related facilities;

° Maintains records on maintenance activities;

® Provides needed information and demonstrations concerning how to perform certain work tasks
to new employees in the same or similar class of positions;

. Keeps immediate supervisor and designated others fully and accurately informed conceming

work progress, including present and potential work problems and suggestions for new or
improved ways of addressing such problems;

. Attends meetings, conferences, workshops and {raining sessions and reviews publications and
audio-visual materials to become and remain current on the principles, practices and new
developments in assigned work areas;

° Responds o citizens’ questions and comments in & courteous and timely manner;

° Communicates and coordinates regularly with appropriate others to maximize the effectiveness
and efficiency of interdepartmental operations and activities;

¢ Performs other directly related duties consistent with the role and function of the classification.

) . 'idcre, Skllls and Ablht;es L
(at time of appomtment) '

J Thorough knowledge of the modern principles, practices, methods, tools, materials and diagnostic
equipmment associated with the maintenance and repair of vehicles and construction equipment;

® Thorough knowledge of the principles, practices and operations of internal combustion engines,
both gasoline and diesel;

. Thorough knowledge of electronics and computer systems in automotive vehicles and equipment;

. Thorough knowledge of the principles and practices of automotive hydraulics and hydraulic
systems repair;

° Thorough knowledge of the servicing and repair of air brakes and systems;

J Thorough knowledge of power steering and automotive air conditioning controls and systems;

©-35%
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" Thorough knowledge of both manual and automatic transmission operations and repair;

. Thorough knowledge of differential assembly repair and maintenance,

° Thorough knowledge of repair methods of suspension systerns;

s Thorough knowiedge of safety precautions and procedures relating to mechanical equipment
repair and maintenance operations;

. Skill in the use and maintenance of tools employed in all phases of vehicle maintenance and
repair;

) Ability to diagnose mechanical and automotive malfunctions and determine appropriate
maintenance and repair needed;

. Ability to read and follow wiring and related diagrams;

o Ability to communicate effectively with others, both orally and in writing, using both technical
and non-technical language;

. Ability to understand and follow oral and/or written policies, procedures and instructions;

J Ability to use logical and creative thought processes to develop solutions according to written
specifications and/or oral instructions;

. Ability to perform a wide variety of duties and responsibilities with accuracy and speed under the
pressure of time-sensifive deadlines;

. Ability and willingness to quickly learn and put to use new skills and knowledge brought about
by rapidly changing information and/or technology,

. Integrity, ingenuity and inventiveness in the performance of assigned tasks.

erience and Training -

. Graduation from High School or possession of a GED, supplemented by training in heavy
+ equipment and automotive repair; and

° Considerable experience in vehicle and equipment maintenance and repair; or

U Any equivalent combination of experience and training which provides the knowledge, skills and

abilities necessary to perform the work.

o On-call status;

. Class B CDL with air brakes. (Individuals that are hired by the Airport, Parks and Water
Departments may be employed without the CDL. However those individuals must attain the
Class B CDL with air brakes within the first six months of employment)

. Sufficient clarity of speech and hearing or other communication capabilities, with or without
reasonable accommodation, which permits the employee to communicate effectively;

¢ Sufficient vision or other powers of observation, with or without reasonable accommodation,
which permits the employee to monitor equipment and vehicles;

° Sufficient manual dexterity with or without reasonable accommodation, which permits the
employee to use all tools associated with equipment maintenance;

U Sufficient personal mobility and physical refiexes, with or without reasonable accommodation,

which permits the employee to have access to various works sites throughout the City.
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City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

“Class Title Equipment Operator IV

ClassCode Number - . 5470

.. “iGeneral Statement.of Duties

Operates complex motorized construction and repair equipment; performs directly related work as
required. '

The principal function of an employee in this class is to operate specialized equipment involved in
municipal construction projects. The work is performed under the supervision and direction of an
assigned supervisor but considerable leeway is granted for the exercise of independent judgement
and initiative. This class is distinguished from the class of Equipment Operator 1II by the use of
larger scale equipment. The nature of the work performed requires that an employee in this class
establish and maintain effective working relationships with other City employees and the pubiic. The
principal duties of this class are performed in an outdoor work environment with potential personal
hazards.

.

Egé:mpiesg.lof Essential Work
(illustrative only)

® Operates complex motorized equipment, including motor patrols, two-yard and larger
Joaders, motor graders, backhoes, truck or tractor and trailer combinations, low-boy, self
propelled roller, snow blowers, pavers, planers, bulldozers;

. Cuts and finishes grades and prepares sub-grades;
J Bvacuates trenches, spreads earth, digs holes, clears debris and related earth moving
procedures;

o-Lo
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® Grades and resurfaces sireets;
. Lifts, moves and lowers pipes, beams and related heavy weight materials;
° Maintains responsibility for assigned piece of equipment, including maintaining an

awareness of all activity around the equipment and practicing defensive driving when n
pedestrian and vehicle traffic;

o Uses backhoe to dig, grade, load trucks and lift and remove buried objects;

. Grades and prepares surfaces for athletic fields;

. Changes buckets, blades and other attachments on equipment;

® Inspects and performs preventative maintenance on equipment;

® Loads and unloads eguipment, materials and refusc to dispose of material, distribute
construction goods and products and municipal areas;

® Operates equipment of a lower classification as necessary;

. Provides needed information and demonstrations concerning how to perform certain work
tasks to new employees in the same or similar class of positions;

. Keeps immediate supervisor and designated others fully and accurately informed concerning

work progress, including present and potential work problems and suggestions for new or
improved ways of addressing such problems;

® Attends mectings, conferences, workshops and training sessions and reviews publications
and audio-visual materials to become and remain current on the principles, practices and new
developments in assigned work areas;

. Responds to citizens’ questions and comments in a courteous and timely manner;

e Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

® Performs other directly related duties consistent with the role and function of the
classification. '

Knowledge, Skills and Abit

at time of appointment). .

e Comprehensive knowledge of the operation and maintenance of all motorized equipment
appropriate to assigned tasks;

- Comprehensive knowledge of construction equipment, materials and methods;

° Comprehensive knowledge of traffic hazards and traffic safety principles, practices and
procedures; . :

° Comprehensive knowledge of proper lifting techniques and personal protective equipment;

s Ability to comprehend and follow safety rules and regulations;

) Ability to train and coordinate the work of others;

J Skill in the operation of motorized equipment as applied to public construction projects;

. Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language; ‘

o Ability to understand and follow oral and/or written policies, procedures and instructions;

° Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

J Ability to perform a wide variety of duties and responsibilities with accuracy and speed under

the pressure of time-sensitive deadlines;
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e Ability and willingness to quickly learn: and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;
. Integrity, ingenuity and inventiveness in the performance of assigned tasks.

Acceptable Experience a
) Graduation from High School or possession of a GED; and
. Some experience in motorized equipment operation; or
. Any equivalent combination of experience and training which provides the knowledge, skills

and abilities necessary to perform the work.

) On call status;
® Possess a valid tractor trailer and/or tanker licenses;
® Class B CDL.

® Sufficient clarity of speech and hearing or other communication capabilities, with or without
reasonable accommodation, which permits the employee to comnmunicate effectively;

o Sufficient vision or other powers of observation, with or without reasonabie accommodation,
which permits the employee to monitor construction and mainienance activities;

. Sufficient manual dexterity with or without reasonable accommodation, which permits the
employee to operate assigned motorized equipment;

. Sufficient physical strength and endurance, with or without reasonable accommedation, to
1ift and carry, through a full range of motion, up to 70 pounds occasionally and 35 pounds
{requently.

Approved by: ‘Date:
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City of Manchester, New Hampshire

Class Specification

:j(jfléjss;?}f;’it1=e: T B Golf Course Superintendent

‘Class Code Number o | 6080

General Statement of Duties

Supervises the maintenance, care and general improvement plans of a municipal golf course;
performs directly related work as required.

Distinguishing | of the Class -

The principal function of an employee in this class is to ensure safe, playable and efficient golf
course operations and conditions. The work is performed under the supervision and direction of the
Recreation Enterprise Manager but considerable leeway is granted for the exercise of independent
judgement and initiative, Supervision is exercised over the work of employees involved in golf
course maintenance activities and seasonal workers, The nature of the work performed requires that
an employee in this class establish and maintain effective working relationships with other City
employees, outside contractors, golf course patrons and the public. The principal duties of this class
are performed in both a general office environment and an outdoor work environment.

. Trains, supervises and evaluates seasonal and full time employees in the operations of golf
course maintenance and construction, including mowing, grounds care, chemical spraying,
irrigation projects and elements of course construction;

° Maintains and assigns mowing growth to ensure the health of golf course grass throughout
the entire season; :

o Inspects golf course greens for disease, insect infestation and damage and supervises proper
treatment;

. Determines correct amounts of fertilizer to be used on greens, tees and fairways and
supervises spraying procedures;

J Installs, repairs and monitors irrigations systems;

. - e
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° Responsible for front line maintenance of golf course equipment, including preventive
maintenance and the training of personnel in proper procedures for use;

® Maintains all appropriate records on golf course maintenance schedules;

e Provides technical advice fo all golf course employees on the unique maintenance of the
various surface types of golf course grass;

. Supervises the maintenance of all golf course buildings;

o Responsible for being on-call during the golf season to respond to any problems which may
occur, (faulty irrigation, chemical, heat or fungus burn of grass etc.);

° Performs the duties of golf course crew workers as required,

. Provides needed information and demonstrations concerning how to perform certain work
tasks to new employees in the same or similar class of positions;

° Keeps immediate supervisor and designated others fully and accurately informed conceming

work progress, including present and potential work problems and suggestions for new or
improved ways of addressing such problems;

. Attends meetings, conferences, workshops and training sessions and reviews publications
and audio-visual materials to become and remain current on the principles, practices and new
developments in assigned work areas;

. Responds to citizens” questions and comments i a courteous and timely manner;

J Communicates and coordinates regularly with appropriate others fo maximize the
effectiveness and efficiency of interdepartmental operations and activities;

. Performs other directly related duties consistent with the role and function of the
classification.

. eqmred Knowledge, Sklils and Abllltles
i {attime-of appomtment) =

* Comprehensive knowledge of current golf course maintenance and construction practices and
procedures;

* Comprehensive knowledge of chemical fertilizer use as related to the maintenance of golf
courses;

. Comprehensive knowledge of golf course equipment and wrrigation systems

) Substantial knowledge administering golf course personnel procedures during the extended
work hours of the golf season;

* Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

° Ability to understand and follow oral and/or written policies, procedures and instructions;

* Ability to prepare and present accurate and reliable reports containing findings and
recommendations;

® Ability to install and repair irrigation systems;

® Ability to operate or quickly learn to operate a personal computer using standard or
customized software applications appropriate to assigned tasks;

® Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

® Ability to perform a wide variety of duties and responsibilities with accuracy and speed under

the pressure of time-sensitive deadlines;
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J Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;
J Integrity, ingenuity and inventiveness in the performance of assigned tasks.

o Acceptab}e Experience 'é-h'ﬁ'Tréiﬁ?mg:

® Graduation from an accredited college or university with Bachelor’s Degree in Golf Course
Maintenance Management, Turf Management, Horticulture or a closely related field; and

. Considerable experience in golf course operations with some supervisory role; or

e Any equivalent combination of experience and training which provides the knowledge and

abilities necessary to perfonn the work.

® On-call status;
J Supervisory Pesticide Applicator’s License;
° Valid New Hampshire driver’s license.

e Sufficient clarity of speech and hearing, or other communication capabilities, with or without
reasonable accommodation, which permits the employee to communicate effectively;
° Sufficient vision, with or without reasonable accommodation, which permits the employee to

observe park maintenance needs and problems and to operate moforized equipment and
perform maintenance and repair activities for buildings, grounds and park facilities;

. Sufficient manual dexterity, with or without reasonable accommodation, which perrmts the
emplovee fo use hand and power tools and perform construction and maintenance activities;
° Sufficient personal mobility, with or without reasonable accommodation, which permits the

employee to enter and exit vehicles, work in cramped spaces, transport supplies and materials
and operate a variety of tools used in park, facility and building construction and
maintenance activities.

Approved by: Date:




City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. Aclass specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

Class Title | Horticultural Specialist

Class Code Number | 6050

General Statement of Duties

Grows and maintains plants and shrubbery within the Parks system and related common areas;
performs directly related work as required.

Distinguishing Features-of the Class

The principal function of an employee in this class is to ensure all horticultural principles are applied
to the growing, transplant and upkeep of plants. The work is performed under the supervision and
direction of the Horticultural Supervisor but considerable leeway is granted for the exercise of
independent judgement and initiative. The nature of the work performed requires that an employee
in this class establish and maintain effective working relationships with other City employees and the
public. The principal duties of this class are performed in both a greenhouse and outdoor work
environment.

Examples of Essential Work
(illustrative only)

o Grows and transplants seedlings;

. Maintains both woody and herbaceous annuals and peremnzals, including pruning,
planting, watering, raking, fertilizing and mulching;

. Implements flower bed designs;

® Operates garden power equipment, including tractors, mowers, tillers and related;

* Maintains gardening hand tools and related equipment to ensure efficient use;

(b6
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® Manages pesticide applications for outdoor plantings;

. Grows crops for special purpose displays;

. Waters and fertilizes greenhouse crops;

* Maintains through and accurate records of all related turf maintenance activities;

. Applies herbicides and pesticides;

. Responds to reguests for information from the public regarding areas of the horticultural
program, greenhouse or related;

. Informs immediate supervisor of any assigned area which seems anomalous to normal
conditions;

. Provides needed information and demonstrations concerning how to perform certain work
tasks to new employees in the same or similar class of positions;

. Keeps immediate supervisor and designated others fully and accurately informed

concerning work progress, including present and potential work problems and
suggestions for new or improved ways of addressing such problems;

. Attends meetings, conferences, workshops and training sessions and reviews
publications and audio-visuai materials to become and remain current on the principies,
practices and new developments in assigned work areas;

J Responds to citizens’ questions and comments in a courteous and timely manner;
J Communicates and coordinates reguiarly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

. Performs other directly related duties consistent with the role and function of the

classification.

Required Knowledge, Skills and Abilities
{at time of appointment)

° Substantial knowledge of cultural requirements for growing ornamental plants;

o Substantial knowledge of the methods, materials and tools used in gardening and
horticultural growing procedures;

° Substantial knowledge of proper watering, spraying and fertilizing methods as applied to
horticultural operations;

. Substantial knowledge of standard pesticide application procedures;

° Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language,

. Ability to understand and follow oral and/or written policies, procedures and instractions;

° Ability to prepare and present accurate and reliable reports containing findings and
recommendations; '

. Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral mstructions;

. Ability to perform a wide variety of duties and responsibilities with accuracy and speed
under the pressure of time-sensifive deadlines;

. Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

% Integrity, ingenuity and inventiveness in the performance of assigned tasks.
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Acceptable Experience and Training

» Graduation from High School or possession of a GED, preferably supplemented by
additional training in horticultural sciences; and

® Some experience in horticultural operations; or

s Any equivalent combination of experience and training which provides the knowledge,

skills and abilities necessary to perform the work.

Required Special Qualifications

] Class B CDL with air brakes;
o Ornamental and Turf Pest Control Pesticide Applicator’s License.

Essential Physical Abilities

s Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permuits the employee to communicate
effectively;

* Sufficient vision or other powers of observation, with or without reasonable
accommodation, which permits the employee to observe assigned horticulture areas;

° Sufficient manual dexterity with or without reasonable accommodation, which permits
the employee fo operate all related hand and power tools; |

» Sufficient personal mobility and physical reflexes, with or without reasonable

accommodation, which permits the employee to work In various areas across the City.

Approved by: Date:
BB



City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

Class Title Horticnltural Supervisor

Class Code Nuniber 6066

General Statement of Dutics

Oversees Horticultural operations within the Parks system and related common areas; performs
directly related work as required. ' '

Distinguishing Features of the Class

The principal function of an employee in this class is to ensure all horticultural principles are applied
to the growing, transplant and upkeep of plants. The work is performed under the supervision and
direction of the Cemetery Supervisor but considerable leeway is granted for the exercise of
independent judgement and initiative. Supervision is exercised over the work of employees in the
class of Horticultural Specialist and seasonal workers. The nature of the work performed requires
that an employee in this class establish and maintain effective working relationships with other City
employees, outside vendors and the public. The principal duties of this class are performed in both a
greenhouse and outdoor work environment.

Examples of Essential Work
(illustrative onlyy

. Supervises Parks personnel involved in horticultural activities;

s Orders seeds, grows, propagates and oversees transplanting throughout all areas of the
Parks system;

. Oversees and maintains all operations within the City’s greenhouse;

® Orders and cares for cuttings within the greenhouse and oversees final planting;
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® [dentifies diseases and pests and applies pesticides according to prescribed guidelines;

o Maintains both woody and herbaceous annuals and perennials, including pruning,
planting, watering, raking, fertilizing and mulching;

U Implements flower bed designs;

» Operates garden power equipment, including tractors, mowers, tillers and related;

e Maintains gardening hand tool and related equipment to ensure efficient use;

o Manages pesticide applications for outdoor plantings;

® Grows crops for special purpose displays;

° Waters and fertilizes greenhouse crops;

® Maintains through and accurate records of all related turf mamtenance activities;

¢ Responds to requests for information from the public regarding areas of the horticultural
program, greenhouse or related;

° Monitors all areas within the Parks system o identify green areas which seems
anomalous to normal conditions;

. Trains Parks personnel in horticultural activities;

. Provides needed information and demonstrations concerning how to perform certain work
tasks to new employees in the same or similar class of positions;

J Keeps immediate supervisor and designated others fully and accurately informed

concerning work progress, including present and potential work problems and
suggestions for new or improved ways of addressing such problems;

. Attends meetings, conferences, workshops and training sessions and reviews
publications and audio-visual materials to become and remain current on the principles,
practices and new developments in assigned work areas;

° Responds to citizens’ questions and comments in a courteous and timely manner;
° Communicates and coordinates regularly with appropriate others fo maximize the
effectiveness and efficiency of interdepartmental operations and activities;

° Performs other directly related duties consistent with the role and function of the

classification.

Required Knowledge, Skills and Abilities
(at time ol appointment}

. Thorough knowledge of cultural requirements for growing ornamental plants;

. Thorough knowledge of the methods, materials and tools used in gardening and
horticultural growing procedures; i

s Thorough knowledge of proper watering, spraying and fertilizing methods as applied fo
horticultural operations;

e Thorough knowledge of standard pesticide application procedures;

o Ability to train, supervise, evaluate and coordinate the work of others;

e Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

. Ability to understand and follow oral and/or written policies, procedures and instructions;

. Ability to prepare and present accurate and reliable reports containing findings and
recommendations;
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® Ability to use logical and creative thought processes to develop solutions zccording to
written specifications and/or oral instructions;

. Ability to perform a wide variety of duties and responsibilities with accuracy and speed
under the pressure of time-sensitive deadlines;

o Ability and willingness to quickly leamn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

) Integrity, ingenuity and inventiveness in the performance of assigned tasks.

Acceptabie Experience and Training

® Graduation from High School or possession of a GED, preferably supplemented by an
Associate’s Degree in Horticultural Sciences; and

° Considerable experience in horticultural operations; or

o Any equivalent combination of experience and training which provides the knowledge,

skills and abilities necessary to perform the work.

Required Special-Qualifications

. Class B CDL with air brakes;
. Ornamental and Turf Pest Control Pesticide Applicator’s License.

Essential- Physical Abilities

. Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permits the employee to communicate
effectively;

® Sufficient vision or other powers of observation, with or without reasonabie
accommodation, which permits the employee to observe assigned horticulture areas;

. Sufficient manual dexterity with or without reasonable accommodation, which permits
the employee to operate all related hand and power tools;

) Sufficient personal mobility and physical reflexes, with or without reasonable

accommodation, which permits the employee to work in various areas across the City.

Approved by: Date:
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City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

Class Title Irfigation Technician

Class Code Number 6040

General Statement of Duties

Completes and supervises the installation, restoration, construction, maintenance and repair of water
irrigation systems; performs directly related work as required.

Distinguishing Features of the Class

The principal function of an employee in this class is to ensure operable irigation systems n support
of parks, golf courses and related common areas. The work is performed under the supervision and
direction of the Parks and Recreation Manager or other assigned supervisor within the Parks and
Recreation Department but considerable leeway is granted for the exercise of independent judgement
and initiative. The nature of the work performed requires that an employee in this class estabiish and
maintain effective working relationships with other City employees, outside contractors and the
public. The principal duties of this class are performed in an outdoor work environment with
potential personal hazards. '

l Examples of Essential Work
, {ilustrative only)

. Supervises and completes the installation, construction, cleaning, maintenance and repair
of water irrigation systems;
° Serves as a crew leader on urigation projects, including training maintenance personnel in

job functions, providing technical advice on more difficult functions and taking
responsibility for completed assignments;
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. Opens and closes automatic irrigation systems, repairs Jeaks and changes urigation heads;

J Operates and maintains electric pumps and motors, control systems and related devices
associated with water delivery systems,;

e Installs new water pipes;

o Troubleshoots irrigation control problems;

e Winterizes irrigation systems and seasonal buildings throughout the Parks system;

. Develops, prepares and reads irrigation plans and sketches;

» Uses manual and heavy equipment to dig trenches for irrigation systems;

e Installs, operates, maintains and repairs computerized irrigation systems;

. Performs other duties of Parks maintenance personnel as necessary;

. Provides needed information and demonstrations concerning how to perform certain work
tasks to new employees in the same or similar class of positions;

® Keeps immediate supervisor and designated others fully and accurately informed

concerning work progress, including present and potential work problems and
suggestions for new or improved ways of addressing such problems;

. Attends meetings, conferences, workshops and training sessions and reviews
publications and audio-visual materials to become and remain current on the principles,
practices and new developments in assigned work areas;

. Responds to citizens’ questions and comments in a courteous and timely manner;
o Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

. Performs other directly related duties consistent with the role and function of the

classification.

Required Knowledge, Skills and Abilities
(at time of appointment)

. Thorough knowledge of the methods, procedures and equipment used in water irrigation
systems, including all maintenance and repair functions;

“ Thorough knowledge of all water pumps and electrical components used in water delivery
systems;

. Substantial knowledge of plumbing codes, tools and requirements for back flow
preventers,

. Ability to prepare and read plans and sketches;

® Ability to operate heavy equipment used in trenching operations;

® Ability to coordinate the work of others;

® Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

® Ability to understand and follow oral and/or written policies, procedures and nstructions;

. Ability to prepare and present accurate and reliable reports containing findings and
recommendations; '

® Ability to operate or quickiy learn to operate a personal computer using standard or
customized software applications appropriate to assigned tasks;

. Ability to use logical and creative thought processes to develop solutions according to

written specifications and/or oral instructions;
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® Ability to perform a wide variety of duties and responsibilities with accuracy and speed
under the pressure of time-sensitive deadlines;

. Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

® Integrity, mmgenuity and inventiveness in the performance of assigned tasks.

Acceptable Experience and Training

. Graduation from High School or possession of 2 GED; and
. Considerable experience in irrigation, plumbing and electrical operations; or
. Any eqguivalent combmation of experience and training which provides the knowledge,

skills and abilities necessary to perform the work.

Required Special: Qualifications

©  On-call status;
. Class B CDL with air brakes;

Issential Physical Abilities

) Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permits the employee to understand
department and safety rules and regulations and work around high traffic areas;

. Sufficient vision or other powers of observation, with or without reasonable
accommodation, which permits the employee to work safely in heavy traffic and heavy
equipment operation;

® Sufficient manual dexterity with or without reasonable accommodation, which permits
the employee to operate hand and power tools continuously;
. Sufficient personal mobility and physical reflexes, with or without reasonable

accommodation, which permits the employee to work in trenches, in rough terrain and
access construction equipment;

. Sufficient strength and endurance with or without reasonable accommodations, to 1ift and
carry, through a full range of motion, up fo 100 pounds occasionally, 50 pounds
frequently, and 20 pounds continuously;

. Sufficient mobility and flexibility which allows the employee to stoop, kneel, crouch,
stand, walk, push, pull, climb and grasp repetitively.

Approved by: ' Date:
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City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but if is not
intended to describe and does not necessarily list every duty for a given position in a classification.

| Lifeguard I

ClassTifle'

1 6240

. General Statement of Duties

Monutors activities m swimming areas to prevent accidents and provide assistance to swimmers;
performs directly related work as required.

The principal function of an employee in this class 1s to provide surveillance and protection duties at
public swimming facilities. The work is performed under the supervision and direction of an
assigned supervisor but some leeway 1s granted for the exercise of independent judgement and
initiative. The nature of the work performed requires that an employee in this class establish and
maintain effective working relationships with supervisors, other City employees and the public. The
principal duties of this class are performed at public swimming facilities, with some exposure to
rescue hazards and hazardous pool chemicals.

e Monitors activities of swimmers at public bathing facilities;

o Rescues swimmers in distress and performs life saving duties, including CPR, rescue
breathing, and swimmer rescue techniques;

o Maintains order at bathing facilities, including enforcing pool rules, resolving minor
conflicts, and furnishing mformation to the public;

o Performs first aid to injured patrons;
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e Completes all required reports and paperwork;

® Performs moderate manual labor, as required;

. Provides needed information and demonstrations concerning how to perform certain work
tasks to other employees in the same or similar class of positions;

. Keeps immediate supervisor and designated others fully and accurately informed

concerning work progress, including present and potential work problems and
suggestions for new or improved ways of addressing such problems;

® Attends meetings, and internal training sessions to become or remain current on the
principles, practices and new developments in assigned work areas;

¢ Responds to citizens’ questions and comments in a courteous and timely manner;

® Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

. Performs other directly related duties as required;

o (at tlmé of appol_

® Thorough knowledge of water rescue, resuscitation, first aid and fife saving practices and
technigues;

e Some knowledge of aquatics facility operation;

® Some knowledge of safety requirements and standards, rules and regulatlcms

® Some knowledge of labor and custodial fundamentals;

. Ability to identify resources in rescues and ground management;

. Ability to accurately complete reports;

. Ability to comprehend and follow safety rules and regulations;

® Ability to deal with and resoive minor conflicts;

o Ability to complete assignments that require good physical condition,

. Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

. Ability to understand and follow oral and/or written policies, procedures and instructions;

e Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

° Ability to perform a wide variety of duties and responsibilities with accuracy and speed
under the pressure of time-sensitive deadlines;

e Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

. Integrity, ingenuity and inventiveness in the performance of assigned tasks.

Acceptable Exper'i'é_ijc;_ an Traini;

° Two-years High School,

. Some experience in public bathing facility activities; or

. Any equivalent combination of experience and training which provides the knowledge,
skills and abilities necessary to perform the work.
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" Roquired Speciel Gualieations

* Current Certified Lifeguarding Certificate;
® Current Basic First Aid Certificate;
. Current CPR.

% 'EsSéntia]'Ph_y;éi'g ]

J Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permits the emplovee to communicate
effectively;

* Sufficient vision or other powers of observation, with or without reasonable

accommodation, which permits the employee to review a wide variety of materials in
electronic or hard copy form;

. Sufficient manual dexterity with or without reasonable accommodation, which permits
the empioyee to operate a personal computer, telephone and related equipment;
. Sufficient personal mobility and physical reflexes, with or without reasonable

accommodation, which permits the employee to perform water rescue procedures in a
public bathing facility environment.

Approved by: BMA Date: 5/16/00
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City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A ciass specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

- Class Title Lifeguard I1

- Class Code Number 6230

L General Statementof]?utles ;:

Monitors activities in swimming areas to prevent accidents and provide assistance to swimmers;
conducts water safety training; performs directly related work as required.

The principal function of an employee in this class is to provide surveillance and profection duties at
public swimming facilities. The work is performed under the supervision and direction of an
assigned supervisor but some leeway is granted for the exercise of independent judgement and
initiative. This class is distinguished from the class of Lifeguard 1 by added responsibilities as a
Water Safety Instructor. The nature of the work performed requires that an employee m this class
establish and maintain effective working relationships with supervisors, other City employees and
the public. The principal duties of this class are performed at public swimming facilities, with some
exposure to rescue hazards and hazardous pool chemicals.

Examples of Essential Work
i (illustrative only) '

. Monitors activities of swimmers at public bathing facilities;

° Rescues swimmers in distress and performs life saving duties, including CPR, rescue
breathing, and swimmer rescue techniques;

® Maintains order at bathing facilities, including enforcing pool rules, resolving minor

conflicts, and furnishing informatien to the public;
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e Teaches Water Safety Instruction Course to groups;

e Performs first aid to injured patrons;

° Completes all required reports and paperwork;

. Performs moderate manual labor, as required,

° Provides needed information and demonstrations concerning how to perform certain work
tasks to other employees in the same or similar class of positions;

. Keeps immediate supervisor and designated others fully and accurately informed

concerning work progress, inciuding present and potential work problems and
suggestions for new or improved ways of addressing such problems;

e Attends meetings, and internal training sessions to become or remain current on the
principles, practices and new developments in assigned work areas;

. Responds to citizens’ questions and comments in a courteous and timely manner;

® Communicates and coordinates regularly with appropriate others fo maximize the
effectiveness and efficiency of interdepartmental operations and activities;

. Performs other directly related duties as required;

. Thorough knowledge of water rescue, resuscitation, first aid and lifesaving practices and
techniques;

. Some knowledge of aquatics facility operation;

. Some knowledge of safety requirements and standards, rules and reguiations;

J Some knowledge of labor and custodial fundamentals;

J Ability to identify resources in rescues and ground management;,

. Ability to conduct water safety and swimmung {raining;

. Ability to accurately review and complete reports;

. Ability to comprehend and follow safety rules and regulations;

. Ability to deal with and resclve minor conflicts and public relation issues;

° Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

. Ability to understand and follow oral and/or written policies, procedures and instructions;

° Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

J Ability to perform a wide variety of duties and responsibilities with accuracy and speed
under the pressure of time-sensitive deadlines;

J Ability and willingness to quickly learn and put to use new skiils and knowledge brought
about by rapidly changing information and/or technology;

J Integrity, ingenuity and inventiveness in the performance of assigned tasks.
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Acceptable Experience and Traini

° Two-years High School;

. Some experience in public bathing facility activities; or

° Any equivalent combination of experience and training which provides the knowledge,
skills and abilities necessary to perform the work.

Required Special Quahﬁc

. Current Certified Lifeguarding Certificate;
. Current Water Safety Instructor Certificate
® Current Basic First Aid Certificate;

. Current CPR.

 Essential Ph
. Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permits the employee to communicate
effectively;
® Sufficient vision or other powers of observation, with or without reasonable

accommodation, which permits the employee to review a wide variety of materials in
electronic or hard copy form;

. Sufficient manual dexterity with or without reasonable accommodation, which permits
the employee to operate a personal computer, telephone and related equipment;
* Sufficient personal mobility and physical reflexes, with or without reasonable

accommodation, which permits the employee to perform water rescue procedures in a
public bathing facilities environment.

Approved by: BMA Date: 5/16/00
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City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsihilities of all positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given pesition in a classification,

Class Title | Lifeguard Supervisor

Class Code Number SRR 6220

Gen.eral'S-tatel'n;.e'ﬁt:b.f:ii)li:fiész": L

Oversees pool operation and maintenance activities at an assigned facility; monitors activities in
swimming areas to prevent accidents and provide assistance to swimmers; performs directly related
work as required.

DlstmguishmgFeaturesofthe Class

The principal function of an employee in this class is to oversee operation and maintenance activities
at an assigned facility and provide surveillance and protection duties at public swimming facilities.
The work is performed under the supervision and direction of a Pool Supervisor but considerable
leeway is granted for the exercise of independent judgement and initiative. Supervision is exercised
over the work of employees in the classes of Lifeguard I, Lifeguard I and pool attendants. The
nature of the work performed requires that an employee in this class establish and maintain effective
working retationships with supervisors, other City employees and the public. The principal duties of
this class are performed at public swimming facilities, with some exposure to rescue hazards and
hazardous poot chemicals.

E'x'a-r_nplés of Essent:alWork
~ (illustrative only) "

° Supervises, trains, evaluates and coordinates the work of other lifeguard personnel at
assigned facility;
. Monitors activities of swimmers at public bathing facilities to ensure compliance with

facility and pool rules;

G- g1
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o Rescues swimmers in distress and performs life saving procedures, including rescue
breathing techniques, CPR, and swimmer rescue techniques;

. Oversees order at bathing facilities, including enforcing water safety rules, resolving
confliets, and furnishing information to the public;

J Performs first aid to injured patrons;

. Completes schedules for lifeguards and other facility staff}

] Reviews and organizes lifeguard reports and prepares weekly reports for Pool Supervisor
review,

. Conducts periodic lifesaving drills to maintam lifesaving services at maximum efficiency
and checks hifesaving devices and equipment daily to insure proper location and
serviceability;

. Completes testing of water, filter and vacuum systems and initiates corrective action, as
required;

s Resolves staff conflict issues;

® Intercedes to resolve conflicts, complaints, and public relation issues that cannot be
resolved by lifeguard personnel at assigned facility;

J Performs moderate manual labor, as required;

. Provides needed information and demonstrations concerning how to perform certain work
tasks to other employees in the same or similar class of positions;

a Keeps immediate supervisor and designated others fully and accurately informed

concerning work progress, including present and potential work problems and
suggestions for new or improved ways of addressing such problems;

) Attends meetings, and internal training sessions to become or remain current on the
principles, practices and new developments in assigned work areas;

s Responds to citizens’ questions and comments in a courteous and timely manner;

) Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

. Performs other directly related duties as required;

. Comprehensive knowledge of water rescue, resuscitation, first aid and lifesaving
practices and techniques;

® Thorough knowledge of facility operation and aquatics program;

. Thorough knowledge of emergency procedures specific to facility and program;

° Thorough knowledge of paperwork, deadlines, and purpose;

e Thorough knowledge of water testing procedures;

e Substantial knowledge of labor and custodiai fundamentals;

. Ability to identify resources in rescues and ground management,

o Ability to accurately review and complete reports;

o Ability to comprehend and follow safety rules and regulations;

° Ability to deal with and resolve complex public relations issues;

® Ability to delegate tasks to subordinates;
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® Ability to remain constantly vigilant in facility environment;

. Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

® Ability to understand and follow oral and/or written policies, procedures and instructions;

o Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

. Ability to perform a wide variety of duties and responsibilities with accuracy and speed
under the pressure of time-sensitive deadlines;

¢ Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

* Integrity, ingenuity and inventiveness iz the performance of assigned tasks.

" Acceptable Experience an

¢ High School Graduate;

. Considerable experience in public bathing facility activities; or

. Any equivalent combination of experience and training which provides the knowledge,
skills and abilities necessary to perform the work.

Requ;red SpecfaiQuallfications

. Current Certified Lifeguarding Certificate;
. Current Head Lifeguard Certificate;
° Current Basic First Aid Certificate;

. Current CPR.

T Esentia Poysical Abii

. Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permits the employee to communicate
effectively;

e Sufficient vision or other powers of observation, with or without reasonable

accommodation, which permits the emplovee to review a wide variety of materials
electronic or hard copy form;- '

s Sufficient manual dexterity with or without reasonable accommodation, which permits
the employee to operate a personal computer, telephone and related equipment;
* Sufficient personal mobiiity and physical reflexes, with or without reasonable

accommodation, which permits the employee to perform water rescue procedures in a
public bathing facility environment.

Approved by: BMA Date: 5/16/00
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City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not intended to
describe and does not necessarily list every duty for a given position in a classification.

Class Title Parks Maintenance Supervisor -

Class Code Number i 6110

General Statement of Duties

Supervises a crew of Parks maintenance personnel; performs directly related work as required.

Distinguishing Features of the Class

The principal function of an employee in this class is to oversee daily assigned work. The work is
performed under the supervision and direction of the Parks and Recreation Manager but considerable
leeway is granted for the exercise of independent judgement and initiative. Supervision is exercised over
the work of employees in the class of Recreation Maintenance Worker I and If and refated. The nature of
fhe work performed requires that an employee in this class establish and maintain effective working
relationships with other City employees and the public. The principal duties of this class are performed in
an outdoor work environment with potential personal hazards.

Examples of Essential Work
{(illustrative only)

J Directly supervises a work crew, and participateé in repair, maintenance and construction
activities;

. Establishes job priorities and time frames for assigned personnel;

° Monitors completion of job assignments to ensure compliance with standards and instructions and
revises instructions and time {rames as necessary,

. Trains employees on equipment, task procedures, work standards and proper safety procedures;

. Completes thorough and accurate reports on daily work activities, including tasks completed;

. Reviews and analyzes methods, policies, procedures and performance to implement or

recommend implementation of objective improvement systems;

-8y
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e Serves as liaison to internal and external customers and responds to requests and inquiries
concerping programs, policies, procedures, time lines for construction, maintenance and repair
projects;

° Determines when additional staff and resources are necessary to complete duties in timely manner
and coordinates needs with other Supervisors and Superintendents;

] Plans methods for improving emplovee safety awareness and the safety of their working
environment,

] Supervises athletic field maintenance, including construction/renovation, game preparation, field

spiking, dragging, leveling of infields, mound repair, base inspection/placement, mowing of turf
areas and the lining and painting of playing surfaces;

. Grades and fills paying surfaces, fields, trails, roads and parking areas;

. Performs technical analysis of all fields and playing surface to determine the best course of action
in fertilization, mowing schedules and insect and weed confrol,

J Oversees the use of all chemicals in athletic fields and maintains proper documentation of the
spraying of herbicides, insecticides and pesticides;

. Oversees athletic field immigation, including design, installation, maintenance and operation;

. Oversees the mstallation, construction and repair of athletic field fencing, backstops, dugouts,
outhuildings, storage areas and related structures as necessary,

e Maintains outside security lights, field lights and scoreboards;

» Oversees other outside construction work, including electrical, plumbing and carpentry;

. Provides needed information and demonstrations concerning how to perform certain work tasks
to new employees in the same or similar class of positions;

J Keeps immediate supervisor and designated others fully and accurately informed concerning

work progress, including present and potential work problems and suggestions f01 new or
" improved ways of addressing such problems;
] Attends meetings, conferences, workshops and training sessions and reviews publications and
audio-visual materials to become and remain current on the principles, practices and new
developments in assigned work areas;

. Responds to citizens’ questions and comments in a courteous and timely manner,

] Cormmunicates and coordinates regularly with appropriate others to maximize the effectiveness
and efficiency of interdepartmental operations and activities;

® Performs other directly related duties consistent with the role and function of the classification.

Required Knowledge, Skills.and Abilities
(at time of appointment)

. Thorough knowledge of current practices and procedures involved in athletic fields
construction and maintenance; '

» Thorough knowledge of all safety procedures invelved in athletic fields maintenance
operations;

e Thorough knowledge of the application and handling of herbicides, pesticides and
msecticides;

. Substantial knowledge of the purposes and policies of the Parks and Recreation Department;

° Skill in the use of all power equipment, hand tools, vehicles and tractors involved in athletic
fields construction and mainienance;

. Ability to supervise, train, evaluate and coordinate the work of others;
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] Abiiity to coordinate Department objectives and community needs with Department resources
and personnel capabilities;

° Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

» Ability to understand and follow oral and/or written policies, procedures and instructions;

v Ability to prepare and present accurate and reliable reports containing findings and
recommendations;

o Ability to operate or quickly learn to operate a personal computer using standard or
customized software applications appropriate to assigned tasks;

. Ability to use logical and creative thought processes to develop solutions according to written
specifications and/or oral instructions;

. Ability to perform a wide variety of duties and responsibilities with accuracy and speed under
the pressure of time-sensitive deadlines;

. Ability and willinguess to quickly learn and put to use new skills and knowledge brought
about by rapidly changmg information and/or technology;

. Integrity, ingenuity and inventiveness in the performance of assigned tasks.

Acceptable Experience and Training

® Graduation from high School or possession of a GED; and
. Some experience in the position of Maintenance Worker; or
. Any equivalent combination of experience and training which provides the knowledge, skills

and abilities necessary to perform the work.

Required Special'Qualifications

® On call status;
J Class B CDL with air brakes.
Essential Physical Abilities
. Sufficient clarity of speech and hearing or other communication capabilities, with or without

reasonable accommodation, which permits the employee to understand department and safety
rules and regulations and work around high traffic areas;

. Sufficient vision or other powers of observation, with or without reasonable accommeodation,
which permits the employee to work safely m heavy traffic and heavy equipment operation; .
o Sufficient manual dexterity with or without reasonable accommodation, which permits the

employee to operate hand and power tools continuously and to lift and carry, through a full
range of motion, up to 100 pounds occasionally, 50 pounds frequently, and 20 pounds
confinuously;

® Sufficient personal mobility and physical reflexes, with or without reasonable
accommodation, which permits the employee to work in trenches, in rough terrain and access
construction equipment and to be able to stoop, kneel, crouch, stand, walk, push, pull, climb
and grasp repetitively.

Approved by: Date:
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City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not intended to

describe and does not necessarily list every duty for a given position in a classification.

Class Title ) | Recreation Maintenance Worker I

Class Code Number | 6000-13

General Statement of Duties

Maintains parks and related areas within the Parks and Recreation Department; performs related work as
required; performs directly related work as required.

Distin'g.uishirng--Features of the Class

The principal function of an employee in this class is to maintam parks and related common areas i a
pleasant and safe environment. The work s performed under the supervision and direction of a
Maintenance Supervisor but some leeway is granted for the exercise of independent judgement and
mitiative. The nature of the work performed requires that an employee i this class establish and mamtain
effective working relationships with other City employee, Parks patrons and the public. The principal
duties of this class are performed m an outdoor work environment with potential hazards.

Examples.of Essential Work
(illustrative only)

. Plants, waters, fertilizes, cultivates, mows and rakes grass; ,

. Trims fence lines and the banks of drainage ditches;

& Collects litter and debris;

* Empties park garbage cans and hauls the collected waste;

® Applies pesticides under close supervision;

. Uses hand tools such as picks, shovels and rakes;

° Operates power equipment, including chain saws, edgers, weed eaters, push and riding
mowers, back hoes and field painters;

o Operates dump truck for construction and maintenance including piowing and snow removai
operations;

}
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e Inventories Parks and Recreation areas and informs supervisor of any needed repairs and/or
maintenance,

° Cleans and weeds flower beds, mulches around flowers and waters as appropriate;

* Cleans flowers and prunes related shrubbery as necessary;

e Cleans and paints concession stands, field houses and related Parks and Recreation facilities;

o Repairs windows, doors, plumbing and other fixtures;

. Performs manual tasks in the instatlation of water lines, irrigation systems, fencing, flag poles,
benches and picnic tables,

. Constructs and maintains pitcher’s mounds and related components of athletic ficlds;

® Loosens, levels and mamtains dirt infields and baselines;

. Prepares playing fields through measuring and applying paint or marble dust,

° Installs and maintains soccer goals, outdoor basketball posts, football goalposts, bleachers,
gates, fencing, backstops and netting;

° Repairs worn areas of playing areas by cultivating, leveling grades and/or replacing grass;

. Prepares athletic fields for competition by setting out bases or related equipment as needed;

® Monitors and maintains equipment int a sate operating condition and reports all damages to

' supervisor,

e Checks and maintains air, oil, fuel, spark plugs, mower blades, tires etc.;

. Cleans equipment and work area;

. Measures and marks off grave lots;

. Removes grass for replanting over completed graves,

. Digs graves according to specification with a backhoe and/or hand tools;

. Covers open grave with plywood until the ceremony is held and the burial 1s compiete;

. Sets up tents and zall related equipment for burials;

J Filis and settles graves and installs markers and vases

. Provides needed information and demonstrations concerning how to perform certam work

' tasks to new employees in: the same or similar class of positions;
¢ Keeps immediate supervisor and designated others fully and accurately mformed concerning

work progress, including present and potential work problems and suggestions for new or
improved ways of addressing such problems;

. Attends meetings, conferences, workshops and training sessions and reviews publications and
audio-visual materials to become and remain current on the principles, practices and new
developments in assigned work areas; '

. Responds to citizens’ questions and comments n a courteous and timely manner;

. Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and cfficiency of interdepartmental operations and activities;

° Acts as the lead person on a crew, when assigned such;

° Performs other directly related duties consistent with the role and function of the
classification. :

Required Knowledge, Skilis and Abilities
{(at time of appointment)

U Substantial knowledge of parks and athletics fields maintenance activities and procedures;
e Substantial knowledge of safety procedures involved in parks maintenance activities;

o Substantiai knowledge of the proper operating procedures for all related equipment;

J Some knowledge of Departmental objectives and purposes;

. Skill in the use of picks, shovels, edgers, weed eaters, push and riding mowers;

o
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® Skill in the use of picks, shovels, chain saws, edgers, weed eaters, push and rniding mowers,
back hoes and field panters;

» Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

. Ability to understand and follow oral and/or written policies, procedures and instructions;

® Ability to prepare and present accurate and reliable reports contamning findings and
recommendations;

- Ability to use logical and creative thought processes to develop solutions according to wrilten:
specifications and/or oral instructions;

4 Ability to perform a wide variety of duties and responsibilities with accuracy and speed under
the pressure of time-sensitive deadlines;

. Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technelogy;

. Integrity, ingenuity and inventiveness in the performance of assigned tasks.

Acceptable Experience and Training

. Graduation from High School or possession of a GED; and
. Some experience in landscaping or related operations; or
. Any equivalent combination of experience and training which provides the knowledge, skills

and abilities necessary to perform the work.

Required Special Qualifications

. Valid CDL -B License with air brakes (or w/in 6-months of employment);
. Valid New Hampshire driver’s license.

Essential Physical Abilities

° Sufficient clarity of speech and hearing or other communication capabilities, with or without
reasonable accommodation, which permits the employee to understand department and safety
rules and regulations and work around high traffic areas;

o Sufficient vision or other powers of observation, with or without reasonable accommodation,
which permits the employee to work safely in heavy traffic and heavy equipment operation;

. Sufficient manual dexterity with or without reasonable accommeodation, which perrmits the
employee to operate hand and power tools continuously;

J Sufficient personal mobility and physical reflexes, with or without reasonable

accommodation, which permits the employee to work in trenches, in rough terrain and access
construction equipment;

| Sufficient strength and endurance with or without reasonable accommodations, to lift and
carry, through a full range of motion, up to 100 pounds occasionally, 50 pounds frequently,
and 20 pounds continuously;

. Sufficient mobility and flexibility which allows the employee to stoop, kneel, crouch, stand,
walk, push, pull, climb and grasp repetitively.

Approved by: Date:
Revision Approved By: BMA Date: 8/5/03
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City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

Class Title S Recreation Maintenance Foreman (Temp)

Ciass Code Number o | e210

General Statement of Duties

Supervises safety, operational, and maintenance activities within an assigned area of the Parks,
Recreation and Cemetery Department; performs directly related work as required.

Dist-i_nig_gl:i-_i.shi_n_'g'Fea_tﬁréé o_f'fhe Clz;sjs

The principal function of an employee in this class is to oversee daily assigned work. The work is
performed under the supervision and direction of an assigned supervisor but considerable leeway 1s
granted for the exercise of independent judgement and initiative. Supervision is exercised over
Recreational Maintenance Workers. The nature of the work performed requires that an employee in
this class establish and maintain effective working relationships with supervisors, other City
employees and the public. The principal duties of this class are performed i both an indoor and
outdoor work environment with potential hazards.

: _Ex_i_tinpl’es of Fssential Work o SR
' “ (illustrative only): : '

. Supervises a work crew and participates in clean-up, repair, and maintenance activities;

. Determines personnel, materials and equipment needed to complete assignments and
informs supervisor of needs;

. Assigns tasks to work crew, including shoveling and moving snow, chopping ice,

sweeping floors, mopping up spills, sweeping and vacuuming pools and decks, and
emptying garbage cans,
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s Uses hand tools such as picks, shovels and rakes;

® Operates power equipment, including chain saws, edgers, weed eaters, push and riding
mowers, field painters, snow gun, pool vacuums and filters, snow groomer, and
mechanical ski hft;

e Transports self and work crew to and from job sites;

. Maintains assigned work areas in a safe and usable manner and enforces facility and
safety rules; '

® Piants, waters, fertilizes, cultivates, mows and rakes grass;

. Trims fence lines and the banks of drainage ditches;

® Collects litter and debris;

. Checks and maintains equipment, including air, oil, fuel, spark plugs, mower blades,
tires, ski iift equipment, etc.

. Distributes custodial supplies form central locations to all facilities (pool facilities only);

s Inventories and recommends purchase of custodial supplies and products (pool facilities
only);

* Adds chemicals to pools, as needed (pool facilities only);

e Completes administrative and record keeping assignments;

. Provides needed information and demonstrations concerning how to perform certain work
tasks to other employees in the same or similar class of positions;

U Keeps immediate supervisor and designated others fully and accurately informed

concerning work progress, including present and potential work problems and
suggestions for new or improved ways of addressing such problems;

° Attends meetings, and internal training sessions to become or remain current on the
principles, practices and new developments in assigned work areas,

. Responds to citizens’ questions and comments in a courteous and timely manner;

. Communicates and coordinates regularty with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

o Performs other directly related duties as required;

. Comprehensive knowledge of operating procedures associated with assigned area with
the Parks, Recreation and Cemetery Department,

| Substantial knowledge of safety procedures involved in assigned area;

e + Substantial knowledge of the proper operating procedures for all related equipment;

. Substantial knowledge of Departmental objectives and purposes;

. Substantial knowledge of paperwork, deadlines, and purpose;

° Substantial knowledge of labor and custodial fundamentals;

s Skill in the use of all power equipment, hand tools, vehicles involved 1n assigned tasks;

. Ability to accurately review and complete reports;

s Ability to enforce and maintain safety rules and regulations;

. Ability to work under stress and deadlines;

® Ability to perform heavy physical labor,
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® Ability to delegate tasks to subordinates;

° Ability to communicate effectively with others, both orally and i writing, using both
technical and non-technical language;

. Ability to understand and follow oral and/or written policies, procedures and instructions;

® Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

. Ability to perform a wide variety of duties and responsibilities with accuracy and speed
under the pressure of time-sensitive deadlines;

e Ability and wiilingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

s Integrity, ingenuity and mmventiveness in the performance of assigned tasks.

e ooptabie Fxborsonce snd Troming -

L Graduation from High School or possession of a GED; and
. Considerable experience in ski areas, ice arenas, park facilities and other related areas; or
] Any eguivalent combination of experience and training which provides the knowledge,

skills and abilities necessary to perform the work.

Required Special Qualifications =~

o Valid Driver’s License

Essential Phiysical Abilities '

° Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permits the employee to communicate
effectively;

. Sufficient vision or other powers of observation, with or without reasonabie
accommodation, which permits the employee to perform assigned duties;

) Sufficient manual dexterity with or without reasonable accommodation, which permits
the employee to operate hand and power tools continuously;

° Sufficient strength and endurance with or without reasonable accommodations, to lift and

carry, through a full range of motion, up to 100 pounds occasionally, 50 pounds
frequently, and 20 pounds continuously;

® Sufficient personal mobility and physical refiexes, with or without reasonable
accomimodation, which allows the employee to stoop, kneel, crouch, stand, walk, push,
pull, climb and grasp repetitively.

Approved by: BMA Date: 5/16/00




City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not intended to
describe and does not necessarily list every duty for a given position in a classification.

Class Title Recreation Maintenance Supervisor |

Class Code Number _ 6125

General Statement of Duties

Supervises a crew of Parks maintenance personnel; performs directly related work as required.

Distinguishing Features of the Class

The principal function of an employee in this class is to oversee daily assigned work. The work 1s
performed under the supervision and direction of the Parks and Recreation Manager but considerable
leeway is granted for the exercise of independent judgement and initiative. Supervision is exercised over
the work of employees in the class of Recreation Maintenance Worker [ and Il and related. The nature of
the work performed requires that an employee in this class establish and maintain effective working
relationships with other City employees, facilities tenants and the public. The principal duties of this class
are performed in an outdoor work environment with potential personal hazards.

Examples of Essentiai Work
(iBustrative only)

s Converts multi-use ice facility on a seasonal basis for the purpose intended;

] Worlks with ice arena personnel on a daily basis performing maintenance duties as needed;

® Monitors, recommends and makes repairs in multi-use ice arena/civic facility;

) Performs installation, maintenance, removal and storage of portable flooring, hockey rink
plexiglass and glass; .

° Oversees other outside construction work, including electrical, plumbing and carpentry;

o Provides needed information and demonstrations conceming how fo perform certain work tasks

to new emplovees in the same or similar class of positions;
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) Keeps immediate supervisor and designated others fully and accurately informed concerning
work progress, including present and potential work problems and suggestions for new or
inproved ways of addressing such problems;

J Attends meetings, conferences, workshops and training sessions and reviews publications and
audio-visual materials to become and remain current on the principles, practices and new
developments in assigned work areas;

. Responds to citizens’ questions and comments in a courteous and timely manner;

. Communicates and coordinates regularly with appropriate others to maximize the effectiveness
and efficiency of interdepartmental operations and activities; '

o Performs other directly related duties consistent with the role and function of the classification.

Required Knowledge, Skills and Abilities
(at time of appointment)

. Thorough knowledge of current practices and procedures involved in athletic fields
construction and maintenance;

. Thorough knowledge of all safety procedures involved in athletic ficlds maintenance
operations;

- Thorough knowledge of the application and handling of herbicides, pesticides and
insecticides;

. Substantial knowledge of the purposes and policies of the Parks and Recreation Department;

. Skill in the use of all power equipment, hand tools, vehicles and tractors involved in athletic
fields construction and maintenance;

* Ability to supervise, train, evaluate and coordinate the work of others;

» Ability to coordinate Department objectives and community needs with Department resources
and personne] capabilities; -

® Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language; _

. Ability to understand and follow oral and/or written policies, procedures and instructions;

. Ability to prepare and present accurate and reliable reports containing findings and
recommendations;

. Ability to operate or quickly learn to operate a personal computer using gtandard or
custormized software applications appropriate to assigned tasks; '

. Ability to use logical and creative thought processes to develop solutions according to written
specifications and/or oral instructions;

o Ability to perform a wide variety of duties and responsibilities with accuracy and speed under
the pressure of time-sensitive deadlines;

° Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

o Integrity, ingenuity and inventiveness in the performance of assigned tasks.

Acceptable Experience and Training

. Graduation from high School or possession of a GED; and
. Some experience in the position of Maintenance Worker; or
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° Any equivaient combination of experience and training which provides the knowledge, skills
and abilities necessary to perform the work.

Required Special Qualifications

. On call status;
s Class B CDL with air brakes.
Essential Physical Abilities
. Sufficient clarity of speech and hearing or other communication capabilities, with or without

reasonable accommodation, which permits the employee to understand department and safety
rules and regulations and work around high traffic arcas;

e Sufficient vision or other powers of observation, with or without reasonable accommodation,
which permits the employee to work safely in heavy traffic and heavy equipment operation;
. Sufficient manual dexterity with or without reasonable accommodation, which permits the

employee to operate hand and power tools continunously and to {ift and carry, through a full
range of motion, up to 100 pounds occasionally, 50 pounds frequently, and 20 pounds
continuously;

s Sufficient personal mebility and physical reflexes, with or without reasonable
accommodation, which permits the employee to work in trenches, in rough terrain and access
construction equipment and to be able to stoop, kneel, crouch, stand, walk, push, pull, climb
and grasp repetitively.

Approved by: Date:
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City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

Class Title Recreation Maintenance Supervisor Il

Class Code Number 6130

General Statement of Duties

Supervises maintenance and construction activities at the Ice Arena and related facilities; performs
directly related work as required.

Distinguishing Features of the Class

The principal function of an employee in this class is to oversee daily assigned work. The work 1s
performed under the supervision and direction of'the Parks and Recreation Manager but considerable
leeway is granted for the exercise of independent judgement and initiative. Supervision is exercised
over the work of employees in the class of Maintenance Worker I and II and related. The nature of
the work performed requires that an employee in this class establish and maintain effective working
relationships with other City employees and the public. The principal duties of this class are
performed in an outdoor work environment with potential personal hazards.

Examples of Essential Work
{illustrative only)

. Directly supervises a work crew and participates in repair, maintenance and construction
activities; '

. Establishes job priorities and time frames for assigned personnel;

o Monitors completion of job assignments to ensure compliance with standards and

mnstructions and revises instructions and time frames as necessary,
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® Trains employees on equipment, task procedures, work standards and proper safety
procedures;

® Recommends promotions, transfers and disciplinary action;

® Develops and monitors seasonal and weekly employee schedules at ice arenas, and semi-
professional ball park;

® Develops schedules in conjunction with Golf Course Superintendent;

® [nitiates and oversees bailpark seasonal changeovers for multi-use athletic facility;

s Develops and monitors all athletic facilities and ice arena schedules;

. Completes thorough and accurate reports on daity work activities, including tasks completed,

° Reviews and analyzes methods, policies, procedures and performance to implement or
recommend implementation of objective improvement systems;

J Determines when additional staff and resources are necessary to complete duties in timely
manner and coordinates needs with other Supervisors;

J Plans methods for improving employee safety awareness and the safety of their working
environment;

. Oversees skilled trades areas within ice facilities, including carpeniry and plumbing
activities;

. Trains employees in ice maintenance activities;

o Ensures all physical components of the Ice Arena and related facilities are maintamed mn a
safe manner for the use by large numbers of people;

. Provides needed information and demonstrations concerning how to perform certain work
tasks to new employees in the same or similar class of positions;

. Keeps immediate supervisor and designated others fully and accurately informed concerning

work progress, including present and potential worl problems and suggestions for new or
improved ways of addressing such problems;

. Attends meetings, conferences, workshops and traiming sessions and reviews publications
and audio-visual materials to become and remain current on the principles, practices and new
developments in assigned work areas,

] Responds to citizens’ questions and comments in a courteous and timely manner;

. Communicates and coordinates regularly with appropriate others to maximize the
effectivencss and efficiency of interdepartmental operations and activities;

e Performs other directly related duties consistent with the role and function of the
classification.

Required Knowledge, Skills and Abilities
(at time of-appointment)

e Thorough knowledge of current practices and procedures involved in ice facilities
consiruction and maintenance;

o Thorough knowledge of all safety procedures involved in ice maintenance operations;

e Thorough knowledge of the skilled trades areas of carpentry and plumbing;

e Substantial knowledge of the purposes and policies of the Parks and Recreation Department;

e Skill in the use of ail power equipment, hand tools, vehicles and tractors involved in athietic
facilities construction and maintenance;

° Ability to'supervise, train, evaluate and coordinate the work of others;
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. Ability to coordinate Department objectives and community needs with Department
resources and personnel capabilities;

s Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

. Ability to understand and follow oral and/or written policies, procedures and instructions;

» Ability to prepare and present accurate and rehiable reports containing findings and
recommendations;

. Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

. Ability to perform a wide variety of duties and responsibilities with accuracy and speed under
the pressure of time-sensitive deadlines;

) Ability and willingness to quickly leamn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

° Integrity, ingenuity and inventiveness in the performance of assigned fasks.

Acceptabie Experiencé and Training

. Graduation from High School or possession of a GED; and
. Considerable experience in ice facilities maintenance; or
) Any equivalent combination of experience and traiming which provides the knowledge, skills

and abilities necessary to perform the work.

Required Special Qualifications

® On call status;
® (Class B CDI.

Essential Physical Abilities

e Sufficient clarity of speech and hearing or other communication capabilities, with or without
reasonabie accommodation, which permits the employee to understand department and safety
rules and regulations and work around high traffic areas;

. Sufficient vision or other powers of observation, with or without reasonable accommodation,
which permits the emplovee to work safely in heavy traffic and heavy equipment operation;
° Sufficient manual dexterity with or without reasonable accommodation, which permits the

employee to operate hand and power tools continuously and to lift and carry, through a full
range of motion, up to 100 pounds occasionally, 50 pounds frequently, and 20 pounds
continuously;

. Safficient personal mobility and physical reflexes, with or without reasonable
accommodation, which pernmts the employee to work in trenches, in rough terrain and access
construction equipment and to be able to stoop, kneel, crouch, stand, walk, push, pull, climb
and grasp repetitively.

Approved by: Date:
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City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is notintended to
describe and does not necessarily list every duty for a given position in a classification.

Class Title + Parks Operations Manager

Class NCod'e:N'u{:n;Béf - | 6150

E ;‘Geherai,Stétzéni‘en<f of Duties

Manages construction and maintenance functions within the Parks and Recreation Department; performs
directly related work as required.

| Distinguishing Features of the Class

The principal function of an employee in this class is to oversee the work of the Parks, Cemetery and
Forestry Divisions. The work is performed under the supervision and direction of the Parks and
Recreation Director but extensive leeway is granted for the exercise of independent judgement and
initiative. Supervision is exercised over the work of all maintenance, construction and operational
personnel within the Parks, Cemetery and Forestry Divisions. The nature of the work performed requires
that an employee in this class establish and maintain effective working relationships with other City
employees, outside contractors, vendors, business and community organizations and the public. The
principal duties of this class are performed in 2 general office environment with occasional fieid visits.

- Examples of Essentia
o t(illustrative only).

s Plans, organizes and schedules all maintenance activities on City parks, cemeteries and related
_areas within the Parks system,

® Supervises, trains, evaluates, motivates and coordinates the work of construction and maintenance
personnel; .

. Schedules Park’s facility and athletic field use;

. Schedules work crews according to daily, weekly, monthly and long term needs of the Parks

system and makes daily prioritization on needed tasks;,
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. Participates in personnel actions with assigned employees, including interviewing, fraining, safety
programs, grievances, contract negotiations and related;

. Performs budget planning in assigned area,

® Plans methods for improving employee safety awareness and the safety of their working
environment;

® Determines equipment needs and develops plans for pre-maintenance, repair, replacement and
equipment acquisition;

] Maintains, coordinates and monitors maintenance contracts for capital projects;

° Develops plans for the maintenance of playground equipment, fences and other components of
City parks;

° Assigns areas of responsibilities to different work crews;

o Writes specification sheets and procures equipment needed for athletic fields and facilities

maintenance, inchuding coordinating efforts with outside vendors to secure the best equipment
and supplies at a competitive cost;

. Oversees work sites at different locations within the City at any given time;

. Provides advice to Parks maintenance personnel in the best methods, procedures and practices for
achieving desired goals;

. Ensures effectiveness and efficiency in Parks, Forestry and Cemeteries maintenance and
operations;

“ Responds to requests from the public regarding maintenance activities and schedules and works
to resolve complaints and/or conflicts as they occur;

o Investigates any accidents involving work crews and maintains all related documentation for
review by the Risk Control Manager; _

e Provides needed information and demonstrations concerning how to perform certain work tasks
to new employees in the same or similar class of positions; '

. Keeps immediate supervisor and designated others fully and accurately informed concerning

work progress, including present and potential work problems and suggestions for new or
improved ways of addressing such problems;

) Attends meetings, conferences, workshops and training sessions and reviews publications and
audio-visual materials to become and remain current on the principles, practices and new
developments in assigned work areas;

. Responds to citizens’ questions and comments in a courteous and timely manner;

. Communicates and coordinates regularly with appropriate others to maximize the effectiveness
and efficiency of interdepartmental operations and activities;

] Performs other directly related duties consistent with the role and function of the classification.

° Comprehensive knowledge of current practices and procedures involved in civic construction and
mainfenance;

o Comprehensive knowledge of Forestry operations within public or common areas;

e Comprehensive knowledge of current practices and procedures involved in cemetery construction
and maintenance;

° Comprehensive knowledge of the skilied trades areas of carpentry, plumbing and electrical
operations;

. Comprehensive knowledge of all safety procedures involved in parks maintenance operations;

#
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® Thorough knowledge of the purposes and policies of the Parks and Recreation Department;

o Substantial knowledge of budgetary principles within a municipality;

o Ability to plan and implement comprehensive construction and maintenance programs within a
large scale Parks system;

e Ability {0 frain, supervise, evaluate and coordinate the work of others;

e Ability to communicate effectively with others, both orally and in writing, using both technical
and non-technical language;

J Ability to understand and follow oral and/or written policies, procedures and instructions;

s Ability to prepare and present accurate and reliable reports containing findings and
recommendations;

. Ability to operate or quickly learn to operate a personal computer using standard or customized
software applications appropriate to assigned tasks;

. Ability to use logical and creative thought processes to develop solutions according to written
specifications and/or oral instructions;

. Ability to perform a wide variety of duties and responsibilities with accuracy and speed under the
pressure of time-sensitive deadlines;

° Ability and willingness to quickly learn and put to use new skills and knowledge brought about
by rapidly changing information and/or technology;

® Integrity, ingenuity and inventiveness in the performance of assigned tasks.

Acc'éptable Experience and Trammg L

. Graduation from an accredited college or university with a Bachelor’s Degree in Engineering or
related; and '

° Considerable experience in civic maintenance and construction operations; or

° Any equivalent combination of experience and training which provides the knowledge, skills and

abilities necessary to perform the work.

" ‘Required Special Qualifications

. Valid New Hampshire driver’s license.

‘ Sufficient clarity of speech and hearing or other communication capabilities, with or without
reasonable accommodation, which permits the employee to communicate effectively;

e Sufficient vision or other powers of observation, with or without reasonable accommodation,
which permits the employee to monitor large scale construction projects ;

. Sufficient manual dexterity with or without reasonabie accommodation, which permits the
employee to operate a personal computér and related equipment;

° Sufficient personal mobility and physical reflexes, with or without reasonable accommodation,

which permits the employee to have access to all areas of the City.

Approved by Date:
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City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibiiities of all positions in a job classification, but it is not intended to
describe and does not necessarily list every duty for a given position in a classification.

Cias Tltie i Planner I

Class Code Number .| 1330418

Performs professional planning duties in support of planning initiatives within the City of Manchester;
performs directly related work as required.

Distinguishing Features of the Class

The principal function of an employee in this class is to apply professional standards to planning,
administration, coordination, research and implementation of parks, neighborhood, business development,
urban re-vitalization and related within the City of Manchester. The work is performed under the
direction of an assigned supervisor but some leeway is granted for the exercise of independent judgement
and initiative. Supervision is exercised over the work of employees in the class of administrative support
staff. The nature of the work performed requires that an employee in this class establish and maintain
effective working relationships with other City employees, State and federal officials, representatives of
neighborhood organizations, business and community organizations and the public. The principal duties
of this class are performed in a general office environment and at on site locations throughout the
community in all types of weather conditions.

; Examples of Essenﬁa} Wark
‘ ..-(iBustrative: oniy)

e Performs professional planning duties of component parts of plans, policies and programs in
support of the City’s goals in alignment with private and public development in the City of
Manchester;

e Gathers and analyzes data on land use, transportation, recreation, open space needs,

development and related based on present and future conditions;

=102
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]

Coordinates and participates in the scheduling, completing and evaluating various
construction and improvement activities and projects;

Assists in the bid process for capital improvement projects;

Assists in monitoring project accounts and funds;

Assists in recommending improvements in facilities;

Uses computerized modeling techniques, including forecasting, capacity analysis and related
to determine impact of various plans on existing City conditions;

Prepares recommendations for the review and consideration of City Boards and Commissions;
Explains policies, procedures and regulations to the public, developers, business
organizations, contractors , architects and related;

Performs on-site inspections to determine conformance with improved plans;

Checks zoning regulations applicable to a particular property and provides all related
inforrmation to stalkeholders;

Catalogues and maintains official subdivision and site plan documents and other improvement
plans for the department and public access;

Establishes procedures for collecting, summarizing and storing programmatic data to improve

‘program effectiveness using computers, source documents and related;

Prepares reports for public review, internal use or review by outside organizations, including
graphics, to describe projects and program goals or activities;

Prepares and makes presentations before citizen groups, City commissions, hearing officers
and/or the Board of Mayor and Alderman as requesied;

Determines the appropriateness and validity of data for use in various projects and makes
recommendations for additional data collection as needed;

Prepares reports to funding agencies on the status of grant-funded projects;

Analyzes rules, laws and regulations of other agencies to determine their impact on the City of
Manchester;

Coordinates the work of outside planning consultants;

Provides needed information and demonstrations concerning how to perform certain work
tasks to new emplovees in the same or similar class of positions;

Keeps immediate supervisor and designated others fully and accurately informed concerning
work progress, including present and potential work problems and suggestions for new or
improved ways of addressing such problems;

Attends meetings, conferences, workshops and training sessions and reviews publications and
audio-visual materials to become and remain current on the principles, practices and new
developments in assigned work areas;

Responds to citizens’ questions and comments in a courteous and timely manner;
Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities; .
Performs other directly related duties consistent with the role and function of the
classification.

” R o Required Knowledoe, Skllls and Abilities

~{at tlme of appomtment) ;

Substantial knowledge of land use theory, urban design, economics, recreation planning,
municipal finance operations, land use law, demographics, environmental design, resource
development and ecology;




Planner I-1330 Page 3

. Substantial knowledge of the methods used for citizen involvement in planning projects;

. Substantial knowledge of data gathering and research techniques;

. Substantial knowledge of the theory and methods for formulating land use policies and
related;

. Substantial knowledge of Arc GIS 8 or greater; (Parks Department only)

. Substantial knowledge in Auto Cadd 2000 or greater; (Parks Department only)

| Substantial knowledge of the current principles and practices involved in urban planning
research;

. Some knowledge in preparation of grant applications for Federal, State, and private funding;

] Some knowledge of practices and techniques of construction and design;

® Some knowledge in developing and maintaining public facilities;

J Some knowledge of requirements for public bidding and procurement process;

] Some knowledge of cartography,

J Some knowledge of, or the ability to quickly learn, the architectural, economic and cultural
history of the City of Manchester;

. Ability to read and interpret architectural and engineering designs and specifications,
including planimetric, topographic, geologic, hydrological, statistical maps, charts and graphs;

. Ability to performs basic designs;

. Ability to make public presentations on complex planning designs and municipal operations
and represent the City in a professional capacity;

. Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

° Ability to understand and follow oral and/or written policies, procedures and instructions;

. Ability to prepare and present accurate and reliable reports containing findings and
recommendations on all facets of planning operations;

. Ability to operate or quickly learn to operate a personal computer using standard or
customized software applications appropriate to assigned tasks;

J Ability to operate or quickly learn AutoCAD and Engineering software;

o Ability to use logical and creative thought processes to develop solutions according to written
specifications and/or oral instructions; _

. Ability to perform a wide variety of duties and responsibilities with accuracy and speed under
the pressure of time-sensitive deadlines;

° Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

. Integrity, ingenuity and inventiveness in the performance of assigned tasks.

| AeceptableEXPerleﬂCe and Tramm :

e Graduation from an accredited coilege or university with a Master’s Degree m Urban
Planning, Architecture, Landscape Architecture, Pubiic Administration or related; and

& Some experience related activities; or

. Two years of additional work experience in municipal planning operations plus a Bachelor’s

degree may be substituted for the Master’s Degree.
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s Possession of a NH driver’s license or access to transportation.

" EssentlaIP Y I

al Abilities

. Sufficient clarity of speech and hearing or other communication capabilities, with or without
reasonable accommodation, which permits the employee to communicate effectively;

J Sufficient vision or other powers of observation, with or without reasonable accommodation,
which permits the employee to perform on-site inspections and review plans, designs and
drawings;

® Sufficient manual dexterity with or without reasonable accommodation, which permits the
employee to operate a personal computer and related equipment;

o Sufficient personal mobility and physical reflexes, with or without reasonable

accommodation, which permits the employee to have access to all areas of the City.

Approved by: __BMA : Date: March 7, 2000
Revised by: BMA Date: Feb 21, 2006




City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. Aclass specification defines the
general character and scope of responsibilities of all positions in a job classification, but it 13 not
intended to describe and does not necessarily list every duty for a given position in a classification.

Class Title | Recreation Aide

| 6280

'- Class fCé‘de-Numb'e}';. ki

e General 'Statémﬁe.r_l_a_ of

Performs light to moderate manual labor duties and other activities at various City parks and
facilities; performs directly related work as required. '

The principal function of an employee in this class is to perform light to moderate labor duties and
other activities. The work is performed under the supervision and direction of an assigned supervisor
but some leeway is granted for the exercise of independent judgement and nitiative. The nature of
the work performed requires that an employee in this class establish and maintain effective working
relationships with supervisors, other City employees and the public. The principal duties of this class
are performed in both an indoor and outdoor environment, sometimes in uncomfortable weather
conditions.

s Performs minor custodial tasks, including mopping bathhouse floors, sweeping, cleaning
restrooms, emptying garbage cans, picking up paper and litter; '

s Rakes leaves, pulls weeds and spreads mulch on flower beds at various park locations;

® Plants, waters, fertilizes, cultivates, and rakes grass;

® Trims fence lines and the banks of drainage ditches;

J Cleans and paints field houses and related facilities;
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° Performs manual labor tasks relating to the installation of water lines, irrigation systems,
fencing, flag poles, benches and picnic tables;

® Repairs worn areas of playing areas by cultivating, leveling grades and/or replacing grass;

e Cleans and maintains work area;

. Monitors pool area to ensure safekeeping of pool patrons’ belongings;

® Uses hand tools such as brooms, rakes, picks, and shovels;

. Paints park benches, bollards and similar structures;

. Provides needed information and demonstrations concerning how to perform certain work
tasks to other employees in the same or similar class of positions;

® Keeps immediate supervisor and designated others fully and accurately mformed

concerning work progress, including present and potential work problems and
suggestions for new or improved ways of addressing such problems;

° Attends meetings, and internal training sessions to become or remain current on the
principles, practices and new developments in assigned work areas;

. Responds to citizens’ questions and comments in a courteous and timely manner;

J Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

J Performs other directly related duties as required,;

dge, § Skills and.Abﬂmes

e offfippomtment) L

. Some knowledge of operating procedures associated with assigned area within the Parks,
Recreation and Cemetery Department;

e Some knowledge of safety procedures involved in assigned area;

. Some knowledge of labor and custodial fundamentals;

. Ability to work in harmony within a small group;

. Ability to comprehend and follow safety rules and regulations;

. Ability to complete assignments that require good physical condition;

. Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

J Ability to understand and follow oral and/or written policies, procedures and instructions;

. Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

e Ability to perform a wide variety of duties and respounsibilities with accuracy and speed
under the pressure of time-sensitive deadiines;

® Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

. Integrity, ingenuity and inventiveness in the performance of assigned tasks,

| Ajc'cépta_ﬁlé Experience an d

e Completion of eight grade; or

‘ P e
{@ el s



Recreation Aide -- 6280 Page 3

° Any eguivalent combination of experience and traiming which provides the knowledge,
skills and abilities necessary to perform the work.

) equlred _Sijééiai"Quaiiﬁé'ations _

J None.
ssential Physical Abilities

) Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permits the employee to communicate
effectively;

J Sufficient vision or other powers of observation, with or without reasonable
accommodation, which permits the employee to work safely in a parks environment;

. Sufficient manual dexterity with or without reasonable accommodation, which permits
the employee {0 use hand tools;

. Sufficient personal mobility and physical reflexes, with or without reasonable

accommodation, which permits the employee to stoop, kneel, crouch, stand, walk, push,
pull, and grasp repetitively.

Approved by: BMA Date: __5/16/00




City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job ciassification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

4 Recreation Facilities Maintenance Worker

ClassTite

Class Code Number | 6134

: -Genéi‘al"S:tﬁtéinéntwofﬂl)'ﬁﬁéé"3‘:f:-_;j?-“" e

Maintains Recreation Facilities and related areas within the Parks and Recreation Department;
performs related work as required.

. Distinguishing Features of the C

The principal function of an employee in this class is {o operate and maintain Recreation Facilities
and related common areas in a pleasant and safe environment. The work in performed under the
supervision and direction of the Recreation Maintenance Supervisor I and the Recreation
Maintenance Supervisor If but some leeway is granted for the exercise of independent judgement and
initiative. This class is distinguished from other classifications in the Parks and Recreation,
Cemetery Department with added responsibility for oversight of completed projects. The nature of
the work performed requires that an employee in this class establish and maintain effective working
refationships with other City employee’s, Recreation Faciiities patrons and general public. The
principal duties of this class are performed n an indoor/outdoor work environment with potential
hazards.

- Examples of Essential Work =

< (illustrative only)

o Directly supervises a work crew, and participates in repair, maintenance and construction
activities;

® Establishes job priorities and time frames for assigned personnel;

o Monitors completion of job assigmments to ensure compliance with standards and

mstructions and revises instructions and time frames as necessary,

b -70%
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J Trains employees on equipment, task procedures, work standards and proper safety
procedures;

. Completes thorough and accurate reports on daily work activities, including tasks completed;

J Reviews and analyzes methods, policies, procedures and performance to implement or
recommend implementation of objective improvement systems;

s Serves as liaison to internal and external customers and responds to requests and inguiries

concerning programs, policies, procedures, time lines for construction, maintenance and
repair projects;

* Determines when additional staff and resources are necessary to complete duties in timely
manner and coordinates needs with other Supervisors;

. Plans methods for improving employee safety awareness and the safety of their working
environment;

. Completes reports on risk management activities;

. Provides needed information and demonstrations concerning how to perform certain work
tasks to new employees in the same or similar class of positions;

. Keeps immediate supervisor and designated others fully and accurately informed concerning

work progress, mncluding present and potential work problems and suggestions for new or
mproved ways of addressing such probiems;

. Attends meetings, conferences, workshops and training sessions and reviews publications
and audio-visual materials to become and remain current on the principles, practices and new
developments in assigned work arcas;

y Responds to cifizens’ questions and comments in a courteous and timely manner;

. Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

. Performs other directly related duties consistent with the role and function of the
classification.

B Requlred KZ]i_(_JVVl&déE

(at-time of appointmen

. Thorough

. Substantial knowledge of the purposes and policies of the Parks and Recreation
Department;

® Skill in the use of all power equipment, hand tools, vehicles and tractors involved in
construction and maintenance activities;

. Ability to supervise, train, evaluate and coordinate the work of others;

J Ability to coordinate Department objectives and community needs with Department
resources and personnel capabilities;

J Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

» Ability to understand and foliow oral and/or written policies, procedures and instructions;

¢ Ability to prepare and present accurate and reliable reports containing findings and
recommendations;

. Ability to operate or quickly learn to operate a personal computer using standard or
custornized software applications appropriate to assigned tasks;,

J Ability to use logical and creative thought processes to develop solutions according to

written specifications and/or oral instructions;

‘iﬁ - f FO
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° Ability to perform a wide variety of duties and responsibilities with accuracy and speed
under the pressure of time-sensitive deadlines;

* Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

. Integrity, ingenuity and inventiveness in the performance of assigned tasks.

) Graduation from High School or possession of a GED; and
. Any equivalent combination of experience and training which provides the knowledge,
skilis and abilities necessary to perform the work.

_ Reguired Special Qualification
o On call status;
. Valid New Hampshire Driver’s License.
ssential Physical Abilities
e Sufficient clarity of speech and hearing or other communication capabiﬁ.ties, with or

without reasonable accommodation, which permits the employee to understand
department and safety rules and regulations;

. Sufficient vision or other powers of observation, with or without reasonable
accommodation, which permits the employee to monitor assigned areas and inspect
refated equipment;

. Sufficient manual dexterity with or without reasonable accommodation, which permits
the employee to operate hand and power tools continuously and to lift and carry, through
a full range of motion, up to 100 pounds occasionally, 50 pounds frequently, and 20
pounds continuously;

o Sufficient personal mobility and physical reflexes, with or without reasonable
accommodation, which permits the employee to work in trenches, in rough terrain and
access construction equipment and to be able to stoop, kneel, crouch, stand, walk, push,
pull, ciimb and grasp repetitively.

[

Approved by: Date:
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City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is notintended to
describe and does not necessarily list every duty for a given position in a classification.

Class Title _ o | Recreation Maintenance Worker (Temporary)

Class Code Number ' - | 6015

General Statement of Duties

Performs safety, operational, and maintenance activities within an assigned area of the Parks, Recreation
and Cemetery Department; performs related work as required; performs directly related work as required.

Distinguishing Features of the Class

The principal function of an employee in this class is to perform safety, operational, and maintenance
activities in an assigned area of the Parks, Recreation and Cemetery Department to ensure a pieasant and
safe environment. The work is performed under the supervision and direction of an assigned supervisor
but some leeway is granted for the exercise of independent judgement and mitiative. The nature of the
work performed requires that an employee in this class establish and mamtain effective working
relationships with other City employees, park patrons and the public. The principal duties of this class are
performed in both an indoor and outdoor work environment with potential hazards.

Examples:-of Essential: Work
{(illustrative only) -

b

J Performs light to heavy labor tasks, including shoveling and moving snow, chopping ice,
sweeping floors, mopping up spills, emptying garbage cans and hauling the collected waste;

. Plants, waters, fertilizes, cultivates, mows and rakes grass;

J Trims fence lines and the banks of drainage ditches,

o Collects litter and debris;

o Uses hand tools such as picks, shovels and rakes;

] Operates power equipment, including chain saws, edgers, weed eaters, push and riding
mowers, and field painters, snow gun, and mechanical ski liff;

] Maintains assigned work areas in a safe and usable manner and enforces facility and safety
rules;
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o Inventories assigned areas and informs supervisor of any needed repairs and/or
maintenance; :

® Cleans, weeds and mulches flower beds, and waters as appropriate;

e Prunes shrubbery as necessary;

e Cleans and paints concession stands, field houses and related Parks, Recreation and Cemetery
facilities;

® Repairs windows, doors, plumbing and other fixtures;

. Performs manual tasks in the installation of water lines, frrigation systems, fencing, flag poles,
benches and picnic tables;

. Constructs and maintains pitcher’s mounds and related components of athletic fields;

» Loosens, levels and maintains dirt infields and baselines;

® Prepares playing fields through measuring and applying paint or marble dust;

. Instails and mamtains soccer goals, outdoor basketball posts, football goalposts, bieachers,
gates, fencing, backstops and netting;

® Repairs wormn areas of playing areas by cultivating, leveling grades and/or replacing grass;

® Prepares athietic fields for competition by setting out bases or related equipment as needed;

o Monitors and maintains equipment in a safe operating condition and reports 2ll damages to
SUpCrvisor,

® Checks and maintains air, oil, fuel, spark plugs, mower blades, tires etc.;

Cleans equipment and work area;

® Removes grass for replanting over completed graves;

® Digs graves according to specifications;

o Covers open grave with plywood unti] the cerermony is held and the burial is complete;

° Sets up tents and all related equipment for burials;

® Fills and settles graves and mstalls markers and vases;

° Performs various cashier assignments, including selling tickets, collecting cash payment,
malking change for cash transactions, counting money in cash till, and keeping daily account
balances of cash received and tickets sold (ice guards only);

. Performs various clerical tasks, including answering phones, providing information to the
public and simple record keeping as required in assigned area;

. Prepares reports such as public attendance reports, incident and accident reports, and minor
mjury reports as required in assigned area;

e Resolves conflicts, complaints and public relations issues as required in assigned area;

. Locks up and secures facilities upon completion of event;

. Provides needed information and demonstrations concerning how to perform certain work
tasks to new employees in the same or similar class of positions;

. Keeps immediate supervisor and designated others fully and accurately informed concerning

work progress, including present and potential work problems and suggestions for new or
improved ways of addressing such problems;

. Attends meetings, conferences, workshops and training sessions and reviews publications and
audio-visual materials to become and remain current on the principles, practices and new
developments m assigned work areas;

s Responds to citizens’ questions and comments in a courteous and timely manner;
. Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

. Performs other directly related duties consistent with the role and function of the

classification.

lo=113
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Required Knowledge, Skills and. Abilities
{at time of appointment)

® Substantial knowledge of operating procedures associated with assigned area within the
Parks, Recreation and Cemetery Department;

e Substantial knowledge of safety procedures mvolved in assigned area,

¢ Substantial knowledge of the proper operating procedures for all related equipment;

J Some knowledge of Departmental objectives and purposes;

® Skill in the use of picks, shovels, chain saws, edgers, weed eaters, push and riding mowers,
and field painters, mechanical sk: fift for assigned area;

° Ability to skate (ice guards only)

) Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

o Ability to understand and foliow oral and/or written policies, procedures and instructions;

J Ability to prepare and present accurate and reliable reports containing findings and
recommendations;

° Ability to use logical and creative thought processes to develop solutions according to written
specifications and/or oral instructions;

® Ability to perform a wide variety of duties and responsibilities with accuracy and speed under
the pressure of time-sensitive deadlines;

) Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology:;

. Integrity, ingenuity and inventiveness in the performance of assigned tasks.

Acceptable Experience and Training

o Graduation from High School or possession of a GED; and
® Some experience in ski areas, ice arenas, park facilities and other related areas; or
. Any equivalent combination of experience and training which provides the knowledge, skills

and abilities necessary to perform the work.

Required: Special Qualifications

o None.

. Essential-Physical Abilities

e Sufficient clarity of speech and hearing or other communication capabilities, with or without
reasonable accommodation, which permits the employee to understand department and safety
rules and regulations and work around high traffic areas;

. Sufficient vision or other powers of observation, with or without reasonable accommeodation,
which permits the employee to work safely in heavy traffic and heavy equipment operation;
® Sufficient manual dexterity with or without reasonable accommodation, which permits the

employee to operate hand and power tools contimuously;

b—114
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J Sufficient personal mobility and physical reflexes, with or without reasonable
accommodation, which permits the employee to work in trenches, in rough ferrain and access
construction equipment;

e Sufficient strength and endurance with or without reasonabie accommodations, to 1t and
carry, through a full range of motion, up to 100 pounds occasionaily, 50 pounds frequently,
and 20 pounds continuously;

. Sufficient mobility and flexibility which altows the employee to stoop, kneel, crouch, stand,
wall, push, pull, climb and grasp repetitively.

Approved by: BMA Date:  9/4/01




City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

Class Tritl’e. B Recreational Specialist I

Cl-as's:.?c:iofl'féi.Nil_mber o | 6400

Geneéral ;S;ta{_if_::iﬁént of Dutle

Plans and supervises recreational activities for children; performs directly related work as required.

istinguishing Features of the Class

The principal function of an employee in this class is to plan and supervise quality of life recreational
programs for children. The work is performed under the supervision and direction of the Senior Fun
in the Sun Counselor but considerable leeway is granted for the exercise of independent judgement
and initiative. The nature of the work performed requires that an employee in this class establish and
maintain effective working relationships with supervisors, other City employees, Schoot Department
officials, community and neighborhood organizations and the public. The principal duties of this
class are performed in various outdoor recreational settings.

. EXﬂmpleS 56;f;Es_sehfiér1’
' (llustrative only)

J Provides supervision to youths participating in the City’s recreational programs;

. Plans recreational activities such as arts and crafts from available resources to keep

7 children active and entertained throughout the day;

e Maintaing accurate attendance records at all times;

* Provides a safe and secure play environment for children participating in the program;
s Meets with parents to discuss special needs of child and deveiops methods to deal with

any speclal needs;

(s — 114
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s Performs first aid to injured children;

e Resolves conflicts, complaints, and public relation issues;

o Provides needed information and demonstrations concerning how to perform certain work
tasks to other employees in the same or similar class of positions;

e Keeps immediate supervisor and designated others fully and accurately informed

concerning work progress, including present and potential work problems and
suggestions for new or improved ways of addressing such problems;

° Attends meetings, and internal training sessions to become or remain current on the
principles, practices and new developments in assigned work areas;

o Responds to citizens’ questions and comments in a courteous and timely manner;

® Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdeparimental operations and activities;

. Performs other directly related duties as required;

e Substantial knowledge of current principles and practices involved 1n recreational
activities for children’s programs;

. Ability to create games to keep children entertained and actively participating in the
planned recreational activity;

o Ability to relate to children;

. Ability to accurately monitor and keep complete attendance reports;

J Ability to establish and maintain a safe play environment;

. Ability to deal with and resolve conflicts between children;

e Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

) Ability to understand and follow oral and/or written policies, procedures and instructions;

s Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

. Ability to perform a wide variety of duties and responsibilities with accuracy and speed
wnder the pressure of time-sensitive deadlines;

® Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

. Integrity, ingenuity and inventiveness in the performance of assigned tasks.

eptable Experi

® Graduation from High School or possession of a GED; and

) Some experience in planning recreational activities for children; or

o Any equivaient combination of experience and training which provides the knowledge,

skills and abilities necessary to perform the work.

&
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Required Special Qualifications . |

. Ability to pass a background check.

Essenitial Physical Abilities .~

] Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permits the employee to communicate
effectively;

. Sufficient vision or other powers of observation, with or without reasonable

accommodation, which permits the employee to review a wide variety of materials in
electronic or hard copy form;

. Sufficient manual dexterity with or without reasonable accommodation, which permits
the employee fo operate a personal computer, telephone and related equipment;

. Sufficient personal mobility and physical reflexes, with or without reasonable
accommodation, which permits the employee to be physically active for long peried of
time.

Approved by: ‘ Date:

Revision Approved by: BMA Date: _9/4/01




City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. Aclass speacification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

~Class-Titie | . Recreational Specialist II

Class Code Number S 6300

- General Statement of

Oversees and supervises recreational activities for all age groups at an assigned facility; performs
directly related work as required.

. Distinguishing Features of the

The principal function of an employee in this class is to supervise quality of life recreational
programs at an assigned facility. The work 1s performed under the supervision and direction of the
Recreation Activities Supervisor but considerable leeway 1s granted for the exercise of independent
judgement and inifiative. Supervision is exercised over the work of Recreational Specialist [
involved in recreational activities. The nature of the work performed reguires that an employee in
this class establish and maintain effective working relationships with other City employees, School
Department officials, community and neighborhood organizations and the public. The principal
duties of this class are performed in an indoor and outdoor recreational setting.

. _ V-Exampl_?es. of Essei:{ﬁél}‘ Work
' (illustrative only) - 0

e Supervises, trains and evaluates support stafF;

. Reviews and maintains records and reports, including verifying payroll, accident/injury
reports, discipline reports, and maintenance records;

° Organizes group events, such as field trips, special event days, etc., for all participants;

. Contacts and solicits small donations from local business owners for program activities;

w
-
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Recreational Specialist If -- 6300 Page 2

Promotes recreational activities by explaining programs and encouraging callers or
visitors to participate in events;

Provides administrative oversight to recreational sites by ensuring equipment 1s available
and in good working condition and that grounds are clean and safe;

Coordinates administrative oversight of recreational sites by ensuring facilities utilized
are operational and secured.

Ensures the safety of all participants at assigned recreational programs;

Provides needed information and demonstrations concerning how to perform certain work
tasks to new employees in the same or similar class of positions;

Keeps immediate supervisor and designated others fully and accurately informed
concerning work progress, including present and potential work problems and
suggestions for new or improved ways of addressing such problems;

Attends meetings, conferences, workshops and training sessions and reviews
publications and audio-visual materials fo become and remain current on the principles,
practices and new developments in assigned work areas;

Responds to citizens” questions and comments in a courteous and timely manner;
Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

Performs other directly related duties consistent with the role and function of the
classification.

Substantial knowledge of the current principles and practices involved in recreational
activities and athletic programs,

Substantial knowledge of the goals and objectives of the recreational area of the Parks,
Recreation and Cemetery Department; '

Substantial knowledge of techniques used n the promotion of community, recreational
and athietic events;

Ability to supervise, train and evaluate the work of others;

Ability to coordinate the work of volunteers;

Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

Ability to understand and follow oral and/or written policies, procedures and instructions;
Ability to prepare and present accurate and reliable reports containing findings and
recommendations;

Ability to operate or quickly leam to operate a personal computer using standard or
customized software applications appropriate to assigned tasks;

Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions; '

Ability to perform a wide variety of duties and responsibilities with accuracy and speed
under the pressure of time-sensitive deadlines;

Ability and willingness to quickly leam and put to use new skills and knowiedge brought
about by rapidly changing information and/or technology;

Integrity, ingenuity and inventiveness in the performance of assigned tasks.
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" Acceptable Experience and Train

e Graduation from High School or possession of a GED, preferably supplemented by
additional training in Leisure Arts, Parks and Recreation Admunistration or related field;
and

. Some experience in supervising recreational activities; or

. Any equivalent combination of experience and training which provides the knowledge,

skills and abilities necessary to perform the work.

RequiredSpe(:ia ._

e Ability to pass a background check;

. Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permits the employee to communicate
effectively;

° Sufficient vision or other powers of observation, with or without reasonable
accommodation, which permits the employee to monitor assigned recreational activities;

e Sufficient manual dexterity with or without reasonable accommodation, which permits
the employee to function in a recreational environment,

o Sufficient personal mobility and physical reflexes, with or without reasonable
accommodation, which permits the employee to be physically active for long period of
time.

Approved by: Date:

Revistion Approved by: ___ BMA Date: 9/4/01
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City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibiiities of all positions in a job classification, but if is not
intended to describe and does not necessarily list every duty for a given position in a classification,

| Recreation Supervisor

| 6133

Plans organizes and directs recreational activities for all age groups; performs directly related work
as required.

The principal function of an employee in this class is to develop and implement quality of life
recreational programs. The work is performed under the supervision and direction of the Parks and
Recreation Director but considerable leeway is granted for the exercise of independent judgement
and nitiative. Supervision is exercised over the work of seasonal employees involved i recreational
activities. The nature of the work performed requires that an employee in this class establish and
maintain effective working relationships with other City employees, School Department officials,
community and neighborhood organizations and the public. The principal duties of this class are
performed in various recreational settings.

wpics of Dssen

(iHustrative only
@ Supervises, trains and evaluates seasonal, part-time and contract employees in providing a
wide variety of recreational activities and areas for children and adults;
® Plans, organizes, coordinates, implements and evaluates recreation programs within

assigned areas, including preparing program budgets;

b~/ 22
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e Collects fees for activities as necessary, maintains thorough and accurate records of
participants and related materials;

. Oversees an after school program;

. Organizes league sports, records scores, develops and distributes schedules and recruits
coaches; ’

° Promotes recreational activities through dissenunating information on scheduled events,

responding to requests for information from the public, meeting with school and
community groups and ensuring a wide range of people are encouraged to participate in

events;
. Participates in supervising community Service Programs;
. Provides administrative oversight to a youth center, including ordering equipment and

supplies, making staff assignments, hire instructors, ensuring security within the building
and maintaining a clean and safe environment;

. Monitors expenses and administers assigned budgetary funds;

. Ensures the safety of all participants within an assigned recreational program;

. Arranges for special recreational frips;

® Provides needed information and demonstrations concerning how to perform certain work
tasks to new employees in the same or similar class of positions;

° Keeps immediate supervisor and designated others fully and accurately mformed

concerning work progress, including present and potential work problems and
suggestions for new or improved ways of addressing such problems;
o Attends meetings, conferences, workshops and training sessions and reviews
publications and audio-visual materials to become and remain current on the principles,
- practices and new developments in assigned work areas;

. Responds to citizens’ questions and comments in a courteous and timely manner;
» Commumicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

. Performs other directly related duties consistent with the role and function of the

classification.

. Require |

. Substantial knowledge of the current principles and practices involved in recreational
activities and athletic programs;

J Substantial knowledge of the goals and objectives of the recreational area of the Parks
and Recreation Department;

° Substantial knowledge of techniques used in the promotion of community, recreational
and athletic events; '

o Ability to supervise, train and evafuate the work of others;

) Ability to coordinate the work of volunteers;

° Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

. Ability to understand and follow oral and/or written policies, procedures and instructions;

;
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. Ability to prepare and present accurate and reliable reports containing findings and
recommendations;

* Ability to operate or quickiy learn to operate a personal computer using standard or
customized software applications appropriate to assigned tasks;

s Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

o Ability to perform a wide variety of daties and responsibilities with accuracy and speed
under the pressure of time-sensitive deadlines;

. Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

e Infegrity, ingenuity and inventiveness in the performance of assigned tasks.

aining -

' Acéelitabzle EXPe ience and T

. Graduation form an accredited College or University with a Bachelor’s Degree in Leisure
Arts, Parks and Recreation Administration or related field; and

o Some experience in supervising recreational activities; or

. Any equivalent combination of experience and training which provides the knowledge,

skills and abilities necessary to perform the work.

o Ability to pass a background check;
. Valid New Hampshire Driver’s License.

Essential Physical Abi

° Sufficient clanity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permits the employee to communicate
effectively;

. Sufficient vision or other powers of observation, with or without reasonable
accommodation, which permits the employee to monitor an assigned recreational activity,

. Sufficient manual dexterity with or without reasonable accommodation, which permits
the employee to participate mn recreational activities;

o Sufficient personal mobility and physical reflexes, with or without reasonable

accommodation, which permits the emplovee to visit work sites throughout the City.

Approved by: Date:




City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
intended fo describe and does not necessarily list every duty for a given position in a classification.

Class Title ' Ski/Aquatics Supervisor

Class Code Number: 6090-18

{zenerai Statement of Duties

Supervises maintenance and construction activities at both ski and aguatics facilities; performs
directly related work as required.

Distinguishing Features of the Class

The principal function of an employee in this class 1s to oversee daily assigned work. The work is
performed under the supervision and direction of the Recreation Enterprise Manager but
considerable leeway is granted for the exercise of independent judgement and initiative. Supervision
is exercised over the work of employees in the class of Maintenance Worker I and IT and related.
The nature of the work performed requires that an employee in this class establish and maintain
effective working relationships with other City employees and the public. The principal duties of this
¢class are performed in an outdoor work environment with potential personal hazards.

Examples of Essential Work
{(illustrative only)

Directly supervises a work crew, and participates in repair, maintenance and construction

activities:
» Establishes job priorities and time frames for assigned personnel;
° Delegates supervisory functions to subordinate supervisors and foremen;

Monitors completion of job assignments fo ensure compliance with standards and
instructions and revises instructions and time frames as necessary;

g w««z§ ryﬁw"*'
.

";9 gy




ski/Aguatics Supervisor--6090 ' Page 2

e Trains employees on equipment, task procedures, work standards and proper safety
procedures;

. Completes thorough and accurate reports on daily work activities, including tasks completed;

. Reviews and analyzes methods, policies, procedures and performance to implement or
recomumend implementation of objective improvement systems;

» Serves as liaison to internal and external customers and responds to requests and inquiries

concerning programs, policies, procedures, time lines for construction, maintenance and
repair projects;

. Determines when additional staff and resources are necessary to compiete duties in timely
manner and coordinates needs with other Supervisors;

. Coordinates slope and lodge use time to accommodate ski school activities, races, and other
functions;

s Plans methods for improving empioyee safety awareness and the safety of their working
environment;

) Provides technical advice to work crews in the maintenance of equipment and machinery
related to ski/aquatics facilities;

. Completes reports on risk management activities;

. Investigates and follows-up on complaints, accidents and other problems involving

ski/aquatics personnel, fallure of equipment and/or machinery and takes corrective actions to
resolve situations and implement policies to prevent similar incidents 1n the future;

® ‘Collects feés, balances account funds and deposits reconciled funds;

» Completes purchasing responsibilities, including bid specifications, vendor selection and
mventory control; '

) Determines certifications of life guards and ski patrol personnel, including checking all
credentials for validity and timeliness;

. Serves as a Departmental spokesperson on ski and aquatics 1ssues;

] Provides needed information and demonstrations concerning how to perform certain work
tasks to new employees in the same or similar class of positions;

. Keeps immediate supervisor and designated others fully and accurately informed concerning

work progress, including present and potential work problems and suggestions for new or
improved ways of addressing such problems;

. Aftends meetings, conferences, workshops and training sessions and reviews publications
and andio-visual materials to become and remain current on the principles, practices and new
developments in assigned work areas;

. ‘Responds to citizens’ questions and comments in a courteous and timely manner;

o Commumnicates and coordinates regularly with appropriate others fo maximize the
effectiveness and efficiency of interdepartmental operations and activities;

® Recommends promotions, transfers, and disciplinary actions;

o Understands and provides input to the budgeting process;

s Performs other directly related duties consistent with the role and function of the

classification.




Ski/Aquatics Supervisor--6090 Page 3

Required Knowledge, Skills and Abilities
(at-time.of appointment)

e Thorough knowledge of standard aquatics life saving procedures, meluding rescuing
swimmers from drowning, instructing and disciplining unsafe pool practices and
administering first aid;

. Thorough knowledge of First Aid instruction procedures and practices;

* Thorough knowledge of CPR and other related life saving techniques;

J Thorough knowledge of general swimming skills for the purpose of instruction;

o Ability to supervise lifesaving personnel and coordinating the activities of all swimming
pool staff;

* Thorough knowledge of the goals, purposes and functions of ski patrols and ability o
supervise and prioritize work for such personnel;

. Thorough knowledge of current practices and procedures involved in ski operations,
including maintenance and upkeep on all types of equipment and machinery;

® Thorough knowledge of all safety procedures involved in ski/aquatics operations;

® Substantiaf knowledge of accounts processing procedures;

® Substantial knowledge of the purposes and policies of the Parks and Recreation
Department;

. Skill in the use of all power equipment, hand tools, vehicles and tractors involved n
construction and maintenance activities,

o Ability to supervise, train, evaluate and coordinate the work of others;

. Ability to coordinate Department objectives and community needs with Department
resources and personnel capabilities;

. Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

. Ability to understand and follow oral and/or written policies, procedures and instructions;

. Ability to prepare and present accurate and reliable reports containing findings and
recommendations;

. Ability to operate or quickly learn to operate a personal computer using standard or
customized software applications appropriate to assigned tasks;

e Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

. Ability to perform a wide variety of duties and responsibilities with accuracy and speed
under the pressure of time-sensitive deadlines;

. Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

o Integrity, ingenuity and inventiveness in the performance of assigned tasks,

Acceptable Experience and Training

. Graduation from High School or possession of a GED; and
. Considerabie experience in ski/aquatics operations; or
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° Any equivalent combination of experience and training which provides the knowledge,
skilis and abilities necessary to perform the work.

- Required Special Qualifications

® On call status;
. Valid New Hampshire Dniver’s License;
* Ski Patrol certification;
. Standard First Aid Instructor;
~ Lifeguard Training Instructor.
Essential Physical Abilities -
. Sufficient clarity of speech and hearing or other communication capabilities, with or

without reasonable accommodation, which permmts the employee to understand
department and safefy rules and regulations and work in aguatics and outdoor ski
environments;

J Sufficient vision or other powers of observation, with or without reasonable
accommodation, which permits the employee to monitor assigned areas and inspect
related equipment;

® Sufficient manual dexterity with or without reasonable accommodation, which permits
the employee to operate hand and power tools continuously and to lift and carry, through
a full range of motion, up to 100 pounds occasionally, 50 pounds frequently, and 20
pounds continuously; '

v Sufficient personal mobility and physical reflexes, with or without reasonable
accomumodation, which permits the employee to work i trenches, in rough terrain and
access construction equipment and to be able to stoop, kneel, crouch, stand, walk, push,
puli, climb and grasp repetitively.

Approved by: Date:
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City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of ail positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

Class Title Ski/Aquatics Maintenance Worker

Class Code Number 6092-15

(zeneral Statement of Duties

Assists in the operation and maintenance of ski and aquatics areas; performs directly related work as
required.

Distinguishing Features of the Class

The principal function of an employee in this class is to assist the Ski/Aquatic Supervisor in
operating and maintaining activities at ski and aguatic facilities. The work is performed under the
supervision and direction of the Ski/Aquatics Supervisor or an assigned supervisor. Considerable
leeway is granted for the exercise of independent judgement and initiative. This class is
distingmished from other classifications 1 the Parks and Recreation/Cemetery Department by the
broader scope of responsibility due to oversight of completion of projects assigned and supervision
of seasonal/temporary workers (Ski Area Maintenance Worker, Cashier, Lift Attendants,
Maintenance Worker, and Recreational Aide). The nature of the work performed requires that an
employee in this class establish and mamtain effective working relationships with other City
employees and the public. The principal duties of this class are performed in an indoor/outdoor work
environment with potential hazards.

Examples of Essential Work
(illustrative only)

» Supervises a work crew, and participates in repair, maintenance and construction
activities;

] Establishes job priorities and time frames for assigned personnel;

. Assigns tasks to seasonal/temporary workers

o — 1019
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. Monitors completion of job assignments to ensure compliance with standards and
instructions and revises instructions and time frames as necessary;

. Collects fees, balances account funds and deposits reconciled funds; _

° Assists the Ski/Aquatics Supervisor in training employees on equipment, task procedures,
work standards and proper safety procedures;

) Completes thorough and accurate reports on daily work activities, including tasks
compieted;

° Assists the Ski/Aquatic Supervisor in reviewing and analyzing methods, policies,

procedures and performance to mmplement or recommend implementation of objective
improvement systems;

s Determines when additional staff and resources are necessary to complete duties in a
timely manner and coordinates needs with the Ski/Aquatic Supervisor and/or other
SUPErvisors;

. Completes reports on risk management activities, as needed;

o Operates and performs maintenance on equipment and machinery involved in ski area
operation, aquatic system operation and other recreation operations;

. Initiates evacuation procedures in the event of a lift failure and serves as OIC through
completion of evacuation;

. Provides technical advice to work crews in the maintenance of equipment and machinery
related to ski/aquatics facilities;

. Provides needed information and demonstrations concemning how to perform certain work
tasks to new employees in the same or similar class of positions;

. Keeps immediate supervisor and designated others fully and accurately informed

concerming work progress, inciuding present and potential work probiems and
suggestions for new or improved ways of addressing such problems;

° Attends meetings, conferences, workshops and training sessions and reviews publications
and audio-visual matenals to become and remain current on the principles, practices and
new developments in assigned work areas;

® Responds to citizens’ questions and comments in a courteous and timely manner,

® Communicates and coordinates regularly with appropnate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

® Performs other directly related duties consistent with the role and function of the
classification.

Required Knowledge, Skills.and Abilities
(attime of appointment)

. Thorough knowiedge of current practices and procedures involved in ski operations,
including maintenance and upkeep of all types of equipment and machinery;
s Thorough knowiedge of current practices and procedures involved in aguatics system

operation, including maintenance and upkeep of related equipment and machinery;
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s Thorough knowledge of all safety procedures involved in ski area and aquatics
operations;

. Substantial knowledge of accounts processing procedures;

o Substantial knowledge of the purposes and policies of the Parks and Recreation
Department;

* Ability to coordinate Department objectives and community needs with Department
resources and personnel capabilities;

. Ability to supervise, train, evaluate, and coordinate the work of others;

U Ability to use all power equipment, hand tools, vehicles, and tractors involved m
construction and maintenance activities;

. Ability to communicate effectively with others both orally and in writing, using both
technical and non-technical language;

. Ability to understand and follow oral and/or written policies, procedures and instructions;

. Ability to prepare and present accurate and reliable reports containing findings and
recommendations; .

. Ability to operate a personal computer using standard or customized software
applications appropriate to assigned tasks;

. Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

. Ability to perform a wide variety of duties with accuracy and speed under the pressure of
time sensitive deadlines; _

. Ability and willingness to learn quickly and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

o Integrity, ingenuity and inventiveness in the performance of assigned tasks.

Acceptable Experience and Training

. Graduation from High School or possession of a GED; and
. Some experience in ski area and aquatics operations; or
. Any equivalent combination of experience and training which provides the knowledge,

skills and abilities necessary to perform the work.

Required Specia-l.‘:Qualifications

® On-call status;

o Valid CDL-B License (or w/in 6-months of employment};
. Ski Patrol Certification (or w/in 1 year of emplovment);

e Variable schedule dependent on seasonal needs.

Essential Physical Abilities
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. Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permits the employee understand department
and safety rules and regulations and work in aquatics and outdoor ski environments;

° Sufficient vision or other powers of observation, with or without reasonable
accommodation, which permits the employee to monitor assigned areas and inspect
related equipment;

® Sufficient manual dexterity with or without reasonable accommodation, which permits
the employee to operate hand and power tools continuously and to lft and carry, through
a full range of motion, up to 100 pounds occasionally, 50 pounds frequently, and 20
pounds continuously;

. Sufficient personal mobility and physical reflexes, with or without reasonable
accommodation, which permits the employee to work in the trenches, in rough terrain and
access construction equipment and to be able to stoop, kneel, crouch, stand, walk, push,
pull, climb and grasp repetitively.

Approved by: BMA Dhate: Mav 3, 2005
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City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

ClassTltle - s s Urban Forester

Class Code Number: . 6135

 General Statement of Duties

Manages the daily operations of the Urban Forestry Division; performs directly related work as
required.

[t ".":f‘Di'stfiﬁg'ﬁi‘siﬁng eatur

The principal function of an employee in this class is to plan and supervise the daily work of the
Urban Forestry Division. The work is performed under the direct supervision of the Parks
Operations Manager but considerable leeway is granted for the exercise of independent judgement
and imitzative. Supervision is exercised over the work of employees in the class of Tree Trimmer and
related maintenance personnel. The nature of the work performed requires that an employee 1n this
class establish and maintain effective working relationships with other City employees and the
public. The principal duties of this class are performed in an outdoor work environment with
potential personal hazards.

- (Hllustrative on
o Oversees, plans, directs and organizes the Foresiry operations of the Parks and Recreation
Department, including management of all daily work;
. Coordinates bidding processes of purchases of equipment and services;
o Prepares and administers the Urban Forestry budget;

T o 5”‘;?“‘“:"‘
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° Designs methods for work activities to increase efficiency and effectiveness in Forestry
functions;

® Prioritizes work, distributes assignments and monitors and performs inspections of all
completed work;

. nvestigates complaints from citizens regarding a Forestry function, ensures all personnel act

in a professional manner and according to prescribed guidelines and provides information on
Forestry operations to any inquiring patty,

. Reviews public tree work requests and determines the appropriate work schedule for the
Department;
. Consults with the public to investigate appropriate forestry work and explain the necessary
course of action;
s Ensures safe distances between woody vegetation and streets, traffic signs, parks etc.;
. Determines unsafe trees and/or tree limbs for removal from public contact;
o Prepares City tree planting plans;
. Provides training methods for alt designated personnel and participates in training programs;
* Provides information for budgetary purposes;
o Maintains thorough and accurate records of all activities within the Urban Forestry Diavision;
. Handles personnel/disciplinary issues within the division;
e Provides needed information and demonstrations conceming how to perform certain work
tasks to new employees in the same or similar class of positions;
e Keeps immediate supervisor and designated others fully and accurately informed concerning

work progress, including present and potential work problems and suggestions for new or
improved ways of addressing such problems;

. Attends meetings, conferences, workshops and training sessions and reviews publications
and audio-visual materials to become and remain current on the principles, practices and new
developments in assigned work areas;

. Responds to citizens’ questions and comments in a courteous and timely manner;

. Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

* Performs other directly related duties consistent with the role and function of the
classification.

. Comprehensive knowledge of the procedures and equipment used in Forestry operations;

. Comprehensive knowledge of tree care, including the use of common insecticides, fungicides
and fertilizers;

® Comprehensive knowledge of hazards and safety precautions of tree cutting, pruning and
chipping; '

. Comprehensive knowledge of trees, flowers, shrubs, grass planting, cultivation, pruning and
other aspects of plant propagation and care, including the use of common pesticides and
fertilizers;

U Comprehensive knowledge of plant biology and the common and botanical names of trees,

flowers, shrubs and grasses native to or transplanted to New Hampshire;

b-13y
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° Thorough knowledge of horticultural principles and practices;

J Thorough knowledge of landscape planning;

® Thorough knowledge of surveying principals and practices;

* Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

® Ability to operate tree planting and removal equipment;

° Ability to recognized hazardous location of trees or tree limbs;

. Ability to use hand and power tools appropriate to assigned tasks;

® Ability to plan, organize, coordinate and supervise the work of others;

J Ability to understand and follow oral and/or written policies, procedures and instructions;

° Ability to prepare and present accurate and reliable reports containing findings and
recommendations;

. Ability to operate a personal computer using standard or customized software applications
appropriate to assigned tasks;

. Ability to use logical and creative thought processes to develop solufions according to
written specifications and/or oral instructions;

J Ability to perform a wide variety of duties and responsibilities with accuracy and speed under
the pressure of time-sensitive deadlines;

® Ability and willingness to guickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology:

J Integrity, ingenuity and inventiveness in the performance of assigned tasks.

¢eptable Experience and Training

° Graduation from an accredited coliege or university with a Bachelor’s Degree in Urban
Forestry, Landscape Architecture or related; and

. Considerable experience in forestry operations with some supervisory role; or

. Any equivalent combination of experience and training which provides the knowledge, skills

and abilities necessary to perform the work.

_______ . Required Sp
. Pesticide Applicator’s License;
U Certified Arborists License.

EssentxaiPhysmalAblhtles ;

° Sufficient clarity of speech and hearing or other communication capabilities, with or without
reasonabie accommodation, which permits the employee to communicate effectively;

° Sufficient vision or other powers of observation, with or without reasonable accommodation,
which permits the employee to observe tree conditions and work in progress;

e Sufficient manual dexterity with or without reasonable accommodation, which permits the

employee to operate chain saws and related equipment;

% fﬂ"”“w
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. Sufficient personal mobility and physical reflexes, with or without reasonable
accommodation, which permits the employee to climb trees and work in confined spaces.

Approved by: Date:
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City oF MANCHESTER

Board of Aldermen QUSSR
1 BOARD OF MAYOR & ALDERMEN

DATE: July 10, 2007
ONMOTIOMOFALD.  Lopez

SECOMNDED BY ALD. Sheé
Committee on Community Im ent
mmunity Improvem v TO pefer to 3 rration.

June 19, 2007

One City Hall Plaza

Chairman Garrity and Honorable Members:

As you meet and have discussions about using Rooms and Meals tax money in the future
for Storm Water Utility/Sidewalks/Streets, please consider these comments.

First, let me say that money is needed now and in my point of view shouid be started with
first addressing our reserve fund ordinances that are in place. [ do believe that at some
point we might look at the revenue that will be in the Rooms and Meals tax, but
remember we do have a tax rate stabilization account that we should consider and put
money into that account. Afier all, when we built the civic center we said money would
go back to the taxpayer after. '

Before we rush into starting another fund, I believe that we need to review some of our
ordinances. 5o, before we make another policy effecting rooms and meals revenue, some
of these special ordinances should be changed to start putting money into a special
“account for storm water/sidewalks/streets this year.

The Finance Officer should review the following to see if they apply today and make
recommendations to the Board regarding what changes he would suggest. One area that
we should talk about is how rnuch percent of the surplus should go into these accounts,
and what they should be used for. An example that I would like to see is instead of
putting 50% of the surplus into the Revenue Stabilization Account, how about 25% into
this account and 25% into special storm water/sidewalks/streets. That way we can start
doing something this year after the audit takes place for the 2007 budget. That’s just one
ordinance that might be changed. The reserve ordinances are as follows:

&

35.032 Revenue Stabilization Reserve Account (Ordinance passed 5-6-97)
35.033 Special Revenue Reserve Account {(Ordinance passed 11-6-02)
35.034 Tax Rate Stabilization Reserve Account (Ordinance passed 11-6-02)
25.035 Risk Retention Reserve Account (Ordinance Passed 11-6-02)

TECETVE]]
JUN 19 2007
{TY CLERK'S OFFICE

One City Hall Plaza, Manchester, NH 03101 Phone (603} 624-6455 Fax (603} 624-6481
www.ManchesterNH.gov
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Committee on Community Improvement
June 19, 2007
Page 2

I am asking the Board of Aldermen to have the Finance Officer, the City Solicitor and if
needed our Bond Council for recommendation before we move forward to make sure that
it would not hurt our bond rating to make some changes.

Sincerely,

:’Aldeiﬁan At-Large

C: Board of Mayor and Aldermen /
Finance Officer
City Solicitor
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Jennie Angell
Director, Information Services

CITY OF MANCHESTER

Information Systems Department

March 21, 2008

The Honorable Dan O’ Neil
Comumnittee on Administration
and Information Systemns
One City Hall Plaza
Manchester, NH 03101

Dear Alderman O'Neil,

Re: Boards and Comrmissions and
The City’s Website

The Information Systems Department is currently working on the website upgrade project. Currently, only city
employees, who are authorized by the security administrator in their department, have access to update their
department’s pages on the City’s Website. While Information Systems reviews most updates after they are posted, it
15 the individual department’s responsibility to insure postings to the website are accurate and appropriate.

The Arts Commission has had a presence on the City’s website but all updates have been done by Information
Systems. We have a request to provide update access to Crystal Nadeau, who is on the Arts Commission. Based
on her background, we believe she will be able fo do an exceptional job on the website for the Arts Commission,

With the new website, there will be increased opportunity for the commissions to have a presence on the City’s
website if they so desire. Some of the commissions are very closely connected to a department, such as the Police
Commission, but some are not, like the Art’s Commission.

There currently is no policy for “who provides system access authorization to non-city employees” so they can
update content on the City’s website for these commissions.

We are suggesting that conmunissions that want to update the city’s website should receive authorization from the
security administrator in the department the commission represents and in the case of the more independent
commissions, the authorization will come from the City Clerk’s office. In addition, the updates of the independent
commussions will have an added step of requiring the Information Systems Department to actually publish the page
to the website. This will help insure the pages function as intended.

We are requesting your direction in this matter.

Sincerely,

g
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Jennie Angell

100 Merrimack Street « Manchester, New Hampshire 03161 « (603) 624-6577 = FAX: (603) 624-6320
E-mail: MIS@ ManchesterNH.gov » Website: www.manchesternh.gov
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