AGENDA

COMMITTEE BILLS ON SECOND READING

March 4, 2008 4:00 P.M.

Aldermen Osborne, DeVries, Aldermanic Chambers
M. Roy, Pinard, Domaingue City Hall (3" Floor)
I Chairman Osborne calls the meeting to order.

2. The Clerk calls the roll.

3. Ordinance Amendment:

“Amending Sections 33.024 and 33.025 (Custodial Services
Supervisor — Police; Equipment Maintenance Superintendent I —
Police; Equipment Maintenance Superintendent I — Fire; and
Equipment Mechanic IT — Fire) of the Code of Ordinances of the
City of Manchester.”

If the Committee so desires, a motion is in order that the ordinance
amendment ought to pass.

4. Communication from Robert MacKenzie, Planning Director, submitting a
draft Master Plan for presentation by members of the Master Plan Steering
Committee.

(Forwarded to Mayor and Aldermen under separate cover and on file with
the City Clerk.)

TABLED ITEMS
A motion is in order to remove any of the following items from the table.

5. Ordinance Amendment:

“Amending Sections 33.024, 33.025, & 33.026 (Purchasing
Assistant) of the Code of Ordinances of the City of Manchester.”
(Tabled 2/5/08)
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6. Ordinance Amendment:

“Amending Chapter 70: Motor Vehicles and Traffic of the Code of
Ordinances of the City of Manchester by expanding the Residential
Parking Permit Zone #6 in Section 70.55(D) (6) to include Mechanic
Street, north side, between Elm Street and Canal Street.”

(Tabled 11/26/07; Remained tabled 2/5/08)

7. If there is no further business a motion is in order to adjourn.



City oF MANCHESTER

Human Resources Department

One City Hall Plaza
Manchester, New Hampshire 03101
Tel: (603) 624-8543 (V/TTY) « Fax: (603) 628-6065
www, ManchesterNH.gov

January 10, 2008

Alderman Ted Gatsas, Chairman

Human Resource and Insurance Committee
City of Manchester

One City Hall Plaza -

Manchester, New Hampshire 03101

Dear Alderman Gatsas and Members of the Committee:

If you will recall, during the negotiating process, certain unions were granted one grade up and
two steps back. A few of the job titles in those unions are in other areas of the City. In order to
have our systems and class specifications reflect the difference in salary grades, T am requesting
that you approve the change in title for the following classifications:

Custodial Services Supervisor — Police Salary grade 18
New Class Code 5011
Equipment Maintenance Superintendent I- Police Salary grade 21

New Class Code 5571

Equipment Maintenance Superintendent II — Fire Salary grade 22
New Class Code 5381

Equipment Mechanic II - Fire Salary grade 18
New Class Code 5541 :

Y our approval to make these changes will allow this office and the payroll system the ability to
distinguish the approved salary grades between the departments.

Your favorable approval of this request would be greatly appreciated.
Respectfully subm:ited

//C/((/;Ja(fz_ é’\’i »d/;: /g_ Q_gf;

Virginia A. Lamberton
Human Resources Director

Attachments



ity of Manchester
Neto Hampshire

In the year Two Thousand and eight

AN ORDINANCE

“Amending Sections 33.024, 33.025 (Custodial Services Supervisor — Police, Equipment
Maintenance Superintendent I-Police, Equiprnent Maintenance Superintendent II-Fire, &
Equipment Mechanic [I-Fire) of the Code of Ordinance of the City of Manchester.”

BE IT"ORDAINED, By the Board of Mayor and Aldermen of the City of Manchester.
as follows: ‘

SECTION 33.024 CLASSIFICATION QF POSITION be amended as follows:

Change classification title for Custodial Services Supervisor-Police, Class
Code 5011

Equipment Maintenance Superintendent I-Police, Class Code 3571,
Equipment Maintenance Superintendent II-Fire, Class Code 3581 &
Equipment Machanic II-Fire, Class Code 5541

SECTION 33.025 COMPENSATION OF POSITION be amended as follows:

Change grades for Custodial Services Supervisor-Police, Class Code 5011,

Grade 18,

Equipment Maintenance Superintendent I-Police, Class Code 3571, Grade
21,

Equxpmem Maintenance Superintendent II-Fire, Class Code 5581, Grade
22& S

Equipment Mechanic -Fire, Class Code 5541, Grade: 18

This Ordinance shall take effect upon its passage and all Ordinances or pdrts of
Ordinances inconsistent therewith are herby repealed.



Update

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 Txt!e C 1 Custodial Services Supervisor - Police

Class Code Number =" 5011

 General Statement of Duties

Manages and supervises the custodial cleaning function for schools and municipal buildings.

The principal function of an employee in this class is to oversee the attainment of clean, safe, orderly
and pleasant environments within municipal buildings. The work is performed under the supervision
and direction of the Public Building Services Director but considerable leeway is granted for the
exercise of independent judgement and initiative. Supervision is exercised over the work of the.
Custodial Program. 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 an office environment and
municipal buildings managing custodial services.

oo o (illustrative only) T

e Supervises, plans, organizes and directs custodial services within schools and municipal
buildings;

Prioritizes jobs and distributes assignments;

Inspects all completed work;

Trains statf in job duties;

Assures maintenance of supplies and equipment used in custodial operations;

Assures physical support to custodial staff in the completion of their duties;

® @ & & o
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Custodial Services Supervisor--5010 Page 2

] Makes recommendations on how to better structure job duties towards reaching the goal of

' clean and safe municipal buildings;

o Assures 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 functzon of the
classification;

® Coordinates school functions with custodial services;

. Maintains records of oil consumption and coordinates with School Department.

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

. Comprehensive knowledge of custodial maintenance operations and procedure;
. Thorough knowledge of all equipment and supplies related to facilities maintenance,
including chemicals used for cleaning;
. Substantial knowledge of facilities maintenance operations and procedures;
e - Ability to communicate effectively with others, both orall y and in writing, using both
technical and non-technical language; N
e Ability to supervise, train, coordinate and evaluate the work of others;
¢ 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 knowledge brought
about by rapidly changing information and/or technology;
° Ability to prepare and present accurate and reliable reports- containing fmdmgs and
' recommendations; _
o - Integrity, ingenuity and inventiveness in the performance of assigned tasks.

Acceptable Ex;ier_iériée and T'rainihg

€ Graduation from High School or possession of a GED; and
. Considerable experience in custodial operations; and
® Two (2) years supervisory experience;

5.4



Custodial Services Supervisor--5010 Page 3

. 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.

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 orother powers of observation, with or without reasonable accommodation,
which permits the employee to perform janitorial duties; |

. Sufficient manual dexterity with or without reasonable accommodation, which permits the
employee to use a range of arm movements necessary to complete cleaning duties;

v Sufficient personal -mobility and physical reflexes, with or without reasonable

accommodation, which permits the employee to have access to various work sites throughout
the municipal buildings at heights, on ladders, roofs and outside during extreme summer and
winter conditions.

Approved by: Date:




Update

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 itis not intended to
describe and does not necessarily list every duty for a given position in a classification.

Class Tltle :f i I j;‘-'-_'_ﬁ_::-.-'. .| Equipment Maintenance Superintendent I - Police

.Class Code Number = . | 557121

S GeneralStalementof Duties

Supervises mechanical repair and maintenance work on City vehicles, equipment 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 ensure City vehicles and related equipment are
kept in operable condition. The work is performed under the supervision and direction of an assigned
supervisor but extensive leeway is granted for the exercise of independent judgement and initiative.
Supervision is exercised over the work of employees in the class of Equipment Mechanic I and related
support personnel. 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 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
 (Gllustrativeonly) 5

. Supervises, trains, evaluates and coordinates the work of Equipment Mechanics in the repair and
maintenance of ali assigned vehicles, equipment and related;

Provides technical advice to maintenance staff in complex repair situations;

Develops and implements a preventative maintenance program for all vehicles and equipment;
Writes specitications for vehicles, equipment, outside repairs and related supplies;
Participates in budget process by providing information relating to vehicle and equipment
maintenance, repair and purchasing;

e 8 o e
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Demonstrates proper safety methods and practices and oversees shop operations to ensure

adherence to all guidelines;

Maintains through and accurate records of all repair activities;

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;

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;

Inspects, tests and repairs vehlcie electrical charging systems such as alternators, regulators and

batteries;

Performs service calls for stalled vehicles as needed;

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;

Performs structural and equipment repair and maintenance at related fac:hties

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;

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.

Required Knowledge, Skills and Abihtles
{(at time of appeintment) :

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

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

Comprehensive knowledge of electromcs and computer systems in automotive vehicles and
equipment;

Comprehensive knowledge of the principles and practices of automotive hydraulics and hydraulic
systems repair; _
Comprehensive knowledge of the servicing and repair of air brakes and systems;
Comprehensive knowledge of power steering and automotive air conditioning controls and
systems;

Comprehensive knowledge of both manual and automatic transmission operations and repair;
Comprehensive knowledge of differential assembly repair and maintenance;

Comprehensive knowledge of repair methods of suspension systems;
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Equipment Maimenance'Superinfendcnt 1--5576 ' . _ Page 3

Comprehensive knowledge of safety precautions and procedures rclating to mechanical
equipment repair and maintenance operations;

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

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

Ability to diagnose mechanical and automotive malfunctions and determine approprlate
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 techmcai
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 use logical and creative thought processes to develop solutions accordmg 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 Train_ing

Graduation from High School, 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 knowiedgc skills and
abilities necessary to perform the work.

" Required Speéial 'Qualiﬁcations

Class B CDL.
Various ASE Certifications preferred.

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 equipment and vehicles;

Sufficient manual dexterity with or without reasonable accommodation, which permits the
employee to use all 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.

Approved by: BMA Date:___Feb 21, 2006

5.3




Update

City of Manchester, N ew 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 Tltle e .: 7. | Equipment Maintenance Superintendent IT - Fire

| jClass Code Number . | 5581-22

Superwses mechanical repair and maintenance work on vehicles and heavy equipment assocxated
with large civic construction projects; performs directly related work as required.

__ Distinguishing Featuresof 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 the
Chief of Street Operations or other assigned supervisor but extensive leeway is granted for the
exercise of independent judgement and initiative. Supervision is exercised over the work of
employees in the class of Equipment Service technician I and IT, Equipment Mechanic I and II and
Shop Supervisor. This class is distinguished from the class of Equipment Maintenance
Superintendent [ by the responsibility for 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 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.




Equipment Maintenance Superintendent I1--5580 Page 2

'Examples of Essential Work
(illustrative only)

¢ Supervises, trains, evaluates and coordinates the work of Equipment Mechanics in the repair
and maintenance of all heavy equipment used in civic construction projects, including single
and tandem axle trucks, motor patrols, loaders, motor graders, backhoes, truck or tractor and
trailer combinations, low-boy, self propetled roller, snowblowers, pavers, planers, bulldozers,
street sweepers, power shovels, cranes, deadlines, clam shells and related;;

. Provides technical advice to maintenance staff in complex repair situations;

. Develops and implements a preventative maintenance program for all heavy equipment and
vehicles;

*  Writes specifications for vehicles, equipment, outside repairs and related supplies;

. Participates in budget process by providing information relating to vehicle and equipment
maintenance, repair and purchasing;

e Demonstrates proper safety methods and practices and oversees shop operations to ensure
adherence to all guidelines;

. Maintains through and accurate records of all repair activities;

. Oversees all buildings within the Highway Department, including coordinating repairs and
inspecting completed work;

. 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, truck or tractor and trailer combinations, fow-boy, self propelled roller,
snowblowers, pavers, planers, bulldozers, street sweepers, power shovels, cranes, deadlines,
clam shells and related;

» 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;

. 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;

. 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 such as alternators, regulators
and batteries; R

® Performs service calls for stalled vehicles as needed;

. 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 adequate coverage of services to ensure that

there is minimal disruption to work services;
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Equipment Maintenance Superintendent II--5580 Page 3

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 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.

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

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

Comprehensive knowledge of the principles, practices and operations of internal combustion
engines, both gasoline and diesel; _

Comprehensive knowledge of electronics and computer systems in automotive vehicles and
equipment;

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

Comprehensive knowledge of the servicing and repair of air brakes and systems;
Comprehensive knowledge of power steering and automotive air conditioning controls and
systems;

Comprehensive knowledge of both manual and automatic transmission operations and repair;
Comprehensive knowledge of differential assembly repair and maintenance;
Comprehensive knowledge of repair methods of suspension systems;

Comprehensive knowledge 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 supervise, train, evaluate and coordinate the work of others;

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;

Ability to understand and follow oral and/or written policies, procedures and instructions;
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Eguipment Maintenance Superintendent 1I--5580 ' Page 4

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

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

Extensive experience in heavy equipment maintenance and repair 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 Special Qualifications

On-call status;
Class B CDL.

. Essential Physical Abilities

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;
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;

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. '

% -1




Update

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 itis not intended to
describe and does not necessarily list every duty for a given position in a classification.

Class Title LT e .:_l:' { Equipment Mechanic I - Fire

Class CodeNumber | 554118

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

The principal function of an employee in this class is to ensure City vehicles and related equipment are
keptin operable condition. The work is performed under the supervision and direction of the Equipment
Maintenance Superintendent I1, Shop Supervisor or other assigned supervisor but considerable leeway is
granted for the exercise of independent judgement and initiative. This class is distinguished from the
class of Equipment Mechanic I 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 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 o Esentl Work
_ (lstrativeonly)

. 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, truck 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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Equipment Mechanic I--5540 Page 2

. 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;

. 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;

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

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

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

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

. Performs service calls for stalled vehicles as needed;

* 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 adequate coverage of services to ensure that there is
minimal disruption to work services;

. Performs structural and equipment repair and mainienance 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 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 ttmely 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.

* Required Knowledge, Skills and Abilities
~ (at time of appointment) .- -

. Thorough knowledge of the modern principles, practices, methods, tools, materials and diagnostic
equipment 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;

s . Thorough knowledge of power steering and automotive air conditioning controls and systems;
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o 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 systems;

» Thorough knowledge 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;

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

° Ability to read and follow wiring and related diagrams;

e 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.

Accepiable Experi"ence and Traihing '

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

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

‘e Anyequivalent combination of experience and training which provides the knowledge, skills and

abilities necessary to perform the work.

o -Réc’;ui_red Special Qu_aﬁfications :

° 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)

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 equipment and vehicles;

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

o 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.

.15



Equipment Mechanic [1--5540 Page 4

Approved by: Date:

Revision Approved by: BMA Date: 5/4/01
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Ciry oF MANCHESTER

Planning and Community Development

. . Planning Staff to:
Robert S. MacKenzie, AICP Community Improvement Program Pianning Board
Director Growth Management Heritage Commision

Millyard Design Review Committee

(PR

DATE:  2/5/2008

January 28, 2008

‘N MOTION OF ALD, 'Nei
Honorable Members of the Board of Mayor and Aldermen O'Ne1l

City Hall SECONDED BY ALD:
One City Hall Plaza ‘ Smith
Manchester, New Hampshire 03101 _ VOTEDTO Refer Bills 2nd Reading

re: Draft Master Plan and referral t0 Bills on Second Reading

Honorable Board Members:

The Planning Board, through a Steering Committee, has been working on a new City Master Plan
which was last completed in 1993. 1 have attached a copy of the draft which currently includes
roughly half of the sections that the Plan wiil include. The plan provides a vision for the future
development of the City and also forms the legal basis for the City’s Zoning Ordinance.

I'would request that the matter be referred to the Committee on Bills on Second Reading so that the
Steering Committee can make a presentation at the Committee level.

[f you have any questions, I will be available at your meeting.

(/]
E&obert 5. MacKenzie, AICP
Director of Planning and Community Development

One City Hall Plaza, Manchester, New Hampshire 03101
Phone: (603) 624-6450 Fax: (603) 624-6529
E-mail: planning@ManchesterNH gov
www.ManchesterNH.gov
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.TQ the Board of Mayof and Aldermen of the City of Manchester:

The Committee on Human Resources/Insurance respectfully advises, after due and
‘careful consideration, that is has approved the reclassification of the Legislative =
Assistant (Grade 16) position in the Highway Department to Purchasing Assistant
(Grade 12) and for such purpose recommends that the related ordinance be

referred to the Committee on Bills on Second Reading for technical review.

(Unanimous vate with the exception of Alderman Garrity who was absent,)
/N BOAAD OF MAYOR & ALDERMEN
DATE: November 7, 2007 ' Respectfully submitted,

ONMOTIONOFALD. Garrity |
' ' %/// {/‘QA’/’/JQ.

_ SECONDEDBYALD, O'Neil
' ' Clerk of Committee
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City of IManchester
Neto Hampshire

In the year Tvo Thousand and ~ Seven

AN ORDINANCE

“Amending Sections 33.024, 33.025, & 33.026 (Purchasing Assistant) of the Code of
Ordinances of the City of Manchester.”

BE IT ORDAINED, By the Board of Mayor and Aldermen of the City of Manchester,
as follows:

SECTION 33.024 CLASSIFICATION OF POSITIONS be amended as follows:

Establish Purchasing Assistant, Class Code 1121

SECTION 33.025 COMPENSATION OF POSITIONS be amended as follows:

Establish Purchasing Assistant, Class Codel121, Grade 12

SECTION 33.026 CLASS SPECIFICATIONS be amended as follows

Establish Purchasing Assistant, Class Codel 121, Grade 12 non-exempt
(Class Spec. attached)

This Ordinance shall take effect upon its passage and all Ordinances or parts of
Ordinances inconsistent therewith are hereby repealed.



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:

| Legislative Assistant

1205

 General Statement of Duties

Performs administrative support to the areas of legistative process, documents, policies and procedures
and for city clerk operations; performs directly related work as required.

" Distinguishing Features of

The principal function of an employee in this class is to provide clerical support in the area of technical
documents, legislative requirements, policies and procedures in the administration of city clerk functions..
The work is performed under the supervision and direction of the City Clerk or Deputy City Clerk 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, the Board of Mayor and Aldermen, business and community
organizations and the public. The principal duties of this class are performed in a general office

environment.

Examples of Essentlal._Work

(ilustrative only). -
o Oversees special projects for the Department, including grant writing, administration of
campaign reporting, and special events such as inaugurations and City Hall functions;
. Prepares legislation and review codification updates;
* Oversees coordination of and/or prepares policies and procedures manuais and related

materials for departmnental operations;

53




Page 2

Legislative Assistant - 1205

Transcribes and prepares letters, minutes, reports, statements, grant applications,

specifications, contracts, memoranda, notices, resolutions, budgets, presentations, and other
refated materials, including confidential corespondences and reports;

Represents City Cierk or Deputy City Clerk in connection with other governmental agenmes
or associations in areas of work assigned;

Attends meetings of the Board of Mayor and Aldermen or its committees as directed mcludmg
note-taking and procedural advising to members when addressed,;

" Provides technical support and oversight of election duties 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;

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

Keeps immediate supervisor and designated other 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;

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.

(at tn’né of appomtment)

Substantial knowledge of current principles and practices associated with legislative pz‘ocess
" Thorough knowledge of modern office procedures, practices and equipment;

Thorough knowledge of modern office filing systems and procedures;

Some knowledge of public administration and municipal government act1v1tzes relatmg to
departmental operations;

Abilityto train, evaluate and coordmate the work of others;

Ability to prepare and review legislative documents;

Ability in writing to prepare correspondences according to standard business practices;

- Ability to accurately type correspondences, reports and memoranda;

- Ability to learn City policies and Departmental rules, procedures, practices anc objectives;
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 r&hable 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;
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Lepgislative Assistant - 1205 Page 3

. 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 kﬁowl_edge brought
about by rapidly changing information and/or technology;

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

AcceptableExperlenceand Tralmng -

¢ Graduation from an accredited college or university with an Associate’s Degree in Public
Administration, Business Administration or closely related field; and

] Considerable experience in general office operations with utilization of a variety of computer
applications; 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™ 0

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

s 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 hardcopy
form, '

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

e Sufficient personal mobility and physical reflexes, with or without reasonable
accommodation, which permits the employee to function within the generai office
environmert.

Approved by: BMA Date: 12101



Purchasing Assistant 1121 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 list every duty for a given position in a classification.

* .| Purchasing Assistant

" General Statement of Duties

To assist Purchasing Agent in the procurement of goods and services; performs related work as
required. '

' Distinguishing Featuresof the Class ~ .

The principal function of an employee in this class is to work under the direct supervision of the

Purchasing Agent or other designated personnel to assist in the purchasing processes pursuant to
Municipal Code and related guidelines. Some leeway is granted for the exercise of independent

judgment 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 vendors

and the public. The principle duties of this class are performed in a general office environment.

e . - (ilusrativeonly) _

. Checks purchase requisitions and confers with department employees concerning
procurement problems;

. Reviews and approves purchase requisitions for goods and services;

. Generates purchase orders as needed and required;

. Generates credit purchase orders;

. Requests, compiles and prepares comrespondence for vendors and bid process;

] Maintains and updates vendor and data files;
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Purchasing Assistant 1121 Page 2

e  Completes purchase reqmsmon forms and prepares correspondence for vendors and bid
process,

® Requisitions supplies and materials for Department as requested, applying City
guidelines and policies;

. Obtains telephone and internet quotations for use in purchasing supplies, materials,
equipment and services;

o P-Cards — incumbent is required to match up receipts with what is in the system, enters
item description, account line item, work order, job number, etc., into HTE;

s Maintains Toter inventory and database;

o Inputs monthly gasoline transactions;

. Schedules vehicie inspections;

® Compiles data, assembles using spreadsheets or related computer applications and
publishes reports as requested;

. Answers inguiries/questions from City Departments regarding existing purchasing
procedures;

. Writes reports as required;

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

° Performs other directly related duties const stent with the role and function of the

~ classification.

Requ:red Knowledge, Skills and Abilities

(at:time of appointment)
* Knowledge of current public sector purchasing practices, State laws and City Ordinances;
® Knowledge of business methods, markets and purchasing practices;
° Knowledge of various grades and qualities of a variety of materials, supplies and
- equipment used by various departrnents;
. Knowledge of standard office procedures, practices and equipment;
. Ability to operate a personal computer using standard or customized software
applications appropriate to assigned tasks;
° 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 pohcxes procedures and mstmcU ons;
. 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;
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Purchasing Assistant 1121 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 variety of duties and responmbﬂmes 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.

Acceptable Experiénce and Training

. Graduation from high school or G.E.D equivalent; and
. Three years of experience associated with purchasing activities; or
. Any equivalent combination of experience and traming which provides the knowledge

skills and abilities necessary to perform the work.

" Required Special Qualifications

. 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;

o 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 perrnits
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.

Date:

- Approved by:

G-



CitY oF MANCHESTER

Hurnan Resources Department lﬂ'ﬁa FEEE

One City Hall Plaza
Manchester, New Mampshire 03101
Tel: (B03) 624-6543 (V/TTY) « Fax: (BO3) 628-6065
www.ManchesterNH.gov

September 12, 2007

Alderman Ted Gatsas, Chairman

Human Resource and Insurance Committes
City of Manchester

One City Hall Plaza

Manchester, New Hampshire 03101

Re: Request for Reclassification

Dear Alderman Gatsas and Mémbers of the Committee:

Last winter a position was reassigned from the City Clerk’s Office to the Highway Department.
The position, Legislative Assistant, was assigned to work with the centralized purchasing
program in the Highway Department under the direct supervision of the Purchasing Agent.

The duties that are assigned to a Legislative Assistant are significantly different than those that
are needed to work with the Purchasing Agent. Therefore, we decided to wait six or seven
months to determine what the proper job title and salary grade should be for the Purchasing
Assistant function. We have now concluded a position review and have determined that the

- Legislative Assistant position, salary grade 16, should be reclassified to a new title of Purchasing

Assistant, salary grade 12,

I am attaching a proposed class specification for your review and information. The class
specification has been reviewed and revised by the Purchasing Agent and her manager at the
Highway Department. As you will note, the general statement of duties for the Purchasing
Assistant are to assist the Purchasing Agent in the procurement of goods and services. This
position works under the direct supervision of the Purchasing Agent or other designated person to
assist in the purchasing processes pursuant to Municipal Codes and related guidelines. Some
examples of work are to check purchase requisitions, review and approve purchase requisitions
for goods and services, generate purchase orders as needed, maintains and updates files, etc. ete.
As you can see, the level of the duties are those of a clerical support person. The level of
responsibility for these duties is consistent with cther class specification that are at a salary

 grade 12.
R ECEIVE B
" ocT 19 2007
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Alderman Ted Gatsas -2 - September 12, 2007

Pursuant to Ordinance 33.046 (G}, Entrance Pay Rates, the incumbent of this position should go
from an annual salary of $42,536 to $33,412. Rather than reducing her pay, I would recommend
that her salary be frozen until such time as her current salary is equivalent to the Purchasing
Assistant salary grade. Therefore, she would not be eligible for any merit or longevity increases
until step 9 of salary grade 12 is equal to $42,536. :

I would be happy to answer any questions that you might have. I am attaching a copy of the
proposed class specification for Purchasing Assistant as well as Legislative Assistant.

Your favorable approval of this reclassification would be greatly appreciated.

Respectfully submitted,

Sl & Tolostr=

Virginia A. Lamberton
Human Resources Director

Cc¢: Frank Thomas, P.E., Director

G5O



'To the Board of Mayor and Aldermen of the City of Manchester:

The Committee on Public Safety, Health and Traffic respectfully advises, after due

and caretul consideration, that it has approved Ordinance Amendment:

“Amending Chapter 70: Motor Vehicles and Traffic of the Code of
Ordinances of the City of Manchester by expanding the Residential Parking
Permit Zone #6 in Section 70.55(D)(6) to include Mechanic Street, north
side, between Elm Street and Canal Street.”

and recommends that it be referred to the Committee on Bills on Second Reading

for technical review,

(Unanimous vote.)

L& maemg o Uve Board of Mayor am Aidermen Réspectfully submitted,
held Nov. 7, 2007 on amotionof Ald,__O'Neil 'y

July secondad by Alg, _____ Pinard the report % £ &WM |

of the Committee was accepted and its recommendations Clerk of Committee
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Uity of Manchester
Neto Hampshire

In the year Two Thousand and sewen

AN ORDINANCE

“Amending Chapter 70: Motor Vehicles and Traffic of the Code of

Ordinances of the City of Manchester by expanding the Residential

Parking Permit Zone #6 in Section 70.55(ID)(6) to include Mechanic
Street, north side, between Elm Street and Canal Street.”

BE IT ORDAINED, By the Board of Mayor and Aldermen of the City of Manchester,
as follows: : ' '

L Amend the Code of Ordinances by deleting language as stricken (-----} and inserting new
as bolded (bold). Sections of the following chapters that remain unchanged appear in
regular type. '

§ 70.55 RESIDENTIAL PERMIT PARKING.

(D) Residential Parking Permit Zones. The following areas are hereby designated as the
Residential Parking Permit Zones:

{6)  Residential Parking Permit Zone #6. Area bounded on the west by the west side of
Elm Sireet, on the north by the south side of Bridge Street, on the east by the east side
of Chestnut Street and on the south by the north side of Merrimack Street, also to
inciude 41 Mechanic St. Residents within this district shall not be issued a

- residential parking permit to park within the District.  Residents within the district o
the north of the north side of Amberst Street shall be issued a permit to park in
Residential Parking Permut Zone (2)(b). Residents within the district to the south of
the south side of Amherst Street shall be issued a permit to park in Residential

Parking Permit Zone (1).



