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CITY OF SEBASTOPOL
CITY COUNCIL
STAFF REPORT
Meeting Date: October 4, 2016
To: Honorable Mayor and City Councilmembers
From: Ana Kwong — Finance Director
Subject: Contracts and job description for Assistant City Manager/City Clerk position

Recommendation  Adopt and Approve Resolution Approving the City of Sebastopol Assistant City
Manager/City Clerk’s employment contract and job description

Funding: Currently Budgeted: XX Yes No N/A
Net General Fund Cost: $
Amount:

INTRODUCTION: This item is to request City Council Approve and Adopt the Resolution Approving
the City of Sebastopol’s Assistant City Manager/City Clerk employment contract.

BACKGROUND: The City Council has appointed City Clerk Mary Gourley with an added title of
Assistant City Manager to her position as the City Clerk on September 20, 2016. The employment contract
here is amended for the Assistant City Manager/City Clerk position, along with a revised job description.
Additionally, CalPERS requires employment contract needs to be specific and incorporates such terms as
pay and benefits directly into the contract.

DISCUSSION: As a result of such requirement and the newly added title with amended pay language in
the contract, staff is bringing to the City Council, Assistant City Manager/City Clerk’s employment
contract for the City Council’s approval and adoption.

RECOMMENDATION: That the City Council Adopt and Approve the Resolution for updated the
contracts and job description for Assistant City Manager/City Clerk position.

Attachment(s):
Contracts
Resolution

Job Description
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AGREEMENT FOR PROFESSIONAL SERVICES
APPOINTED ASSISTANT CITY MANAGER/CITY CLERK

This Agreement is made and entered into on this 4" day of October, 2016, with an effective date
of September 20", 2016, by and between the City of Sebastopol, California (herein “City” or
"Employer") and Mary Gourley, (hereinafter referred to as "Employee"), with reference to the
following facts:

WHEREAS, City desires to retain Employee as the Assistant City Manager/City Clerk; and
WHEREAS, Employee was hired September 2006 for the City of Sebastopol as City Clerk; and

WHEREAS, Employee has and continues to perform functions and duties as City Clerk for the City
of Sebastopol as well as the Assistant City Manager duties and responsibilities as has been assigned;
and

WHEREAS, Municipal Code 2.12.100 states that "It shall be the duty of the City Manager to, and
he shall appoint, remove, promote and demote any and all officers and employees of the City of
Sebastopol, except the City Clerk, City attorney and City Treasurer, subject to Personnel rules and
regulations as adopted by the City Council" and

WHEREAS, Employer desires to continue conditions of employment for Employee on the terms
and conditions set forth herein as Assistant City Manager/City Clerk of City under the terms and
conditions recited herein; and

WHEREAS, Employer and Employee hereby mutually covenant and agree to the following:

A. EMPLOYMENT:

The term of this Agreement shall be through January 14, 2021, and to be renewed
annually thereafter unless changed by written mutual agreement. September 2006,
Employer hired Employee to serve as the City Clerk for the City of Sebastopol and said
Employer desires continued services of Employee. Additionally, Employee has been
performing the duties of the Assistant City Manager for the last 3+ years. It is at the
Employer’s desires to continue the services of said employee as the Assistant City
Manager/City Clerk.

B. TITLE AND DESCRIPTION OF DUTIES:

1) The employee serves as Assistant City Manager/City Clerk of the City of Sebastopol. In
that capacity, the Employee shall do and perform all duties, services, acts, and all that
is necessary or advisable to fulfill the duties of Assistant City Manager/City Clerk as
specified in approved job description or by law. Employee shall at all times be subject
to the direction of the City Council (for City Clerk Duties) and to the City Manager (for
Assistant City manager Duties) and to the policies established by the City Council;
however; City Council hereby authorizes City Manager, acting on the City Council's behalf,
to amend said contract as may be needed from time to time to set working conditions and
agreements for this position.



2)

3)

Employee agrees to accomplish specific tasks as specified and described in the Assistant
City Manager/City Clerk job description in a timely and professional manner. Employee
understands that the determination of timeliness and professionalism lies solely in the
discretion of the City Council for the City Clerk duties and with the City Manager for the
Assistant City Manager duties.

Employee agrees that to the best of her ability and experience, she will at all times loyally
and conscientiously perform all of the duties and obligations of her as Assistant City
Manager/City Clerk either expressly or implicitly by the terms of this Agreement.

COMPENSATION:

For the services to be provided pursuant to this agreement, Employee shall receive the
following compensation. The City Council shall evaluate the Employee’s performance on
a regular basis as such times that the Council may request.

a) Salary: Employee shall be paid an annual base salary of ($133,596). Such salary
shall be effective on September 20, 2016. On July 1, 2017, Employee annual salary
shall increase to (8137,604). On July 1, 2018, Employee annual salary shall
increase to ($143,108) as listed and approved in the Pay Rate and Ranges, and any
future updates to Ordinance No. 563 that are amended, approved and adopted by
the City Council. Prior to June 30, 2019, the employer or employee may request a
reopener for negotiations of salary. This salary is payable in promoted installments
on the same payment schedule as other City employees.

b) Benefits: Disability, Life, Health Insurance, Deferred Compensation Plan;
Employer agrees to provide to Employee medical, dental, vision, life and long term
disability insurance under the same terms and conditions said insurance is offered
to the management employees, and any future update, amended, approved and
adopted by the City Council. In the event the Employee does not choose to
participate in the City plans, she may choose to receive the City paid premium
benefits for medical coverage applied to her deferred compensation plan.

c) Retirement:

i.  The City implements the provisions of section 414(h)(2) Internal Revenue
Code by making employee contributions pursuant to California
Government Code Section 20691 to the California Public Employees'
System. "Employee contributions" shall mean those contributions to the
California Public Employees' Retirement System which are deducted from
the salary of employees and are credited to individual employee's accounts
pursuant to California Government Code Section 20691.

ii.  The amount of the contributions designated as employee contributions and
paid by the City to the California Public Employee's Retirement System on
behalf of Employee shall be the entire contribution required of the employee
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by the California Public Employees' Retirement Law (California
Government Code Sections 20000, et. seq.). These contributions for
"Classic members" are defined as 7% for non-public safety employees.
Should the employee contribution change as a result of amendments to the
aforementioned Government Code section, employee contributions will be
limited to the percentages stated, assuming such amendments allow the City
to adjust the designated employee contribution level.

iii.  The contributions designated as employees’ contributions made by the City
to the California Public Employee’s Retirement System shall be treated for
all purposes, other than taxation, in the same way that member contributions
are treated by the California Public Employees’ Retirement System.
Medical After Retirement Benefit/Retiree Health Plan: Resolution Number
2357 of the City of Sebastopol (known as the Master Personnel Resolution)
updates the terms and conditions of the City’s “Employee Medical After
Retirement” program benefit to bring it into compliance with the Anthem
Blue Cross and Kaiser medical plans, has been reviewed and approved by
the members of this bargaining unit. The following amendments are made
with respect to existing provisions of the Memorandum of Understanding
between the City and the Unrepresented, by Resolution Number 5710 per
Attachment 2, and Resolution 5734, per Attachment 3.

tv.  To fund future costs of retiree health premiums, those employees hired after
July 1, 2006 may voluntarily participate in the existing benefit plan
provided: The employee contributes 1% of base salary to a maximum of
$60/month to a retirce trust fund, to be matched by an equal City
contribution. The City contribution will not be available to any employee
hired after July 1, 201 1.Employees may only elect to participate in this
option within 60 days of their employment start date. This fund shall be
managed separate and apart from the existing fund used for this purpose.
An employee who elects to participate in this benefit, but decides at a later
date that he/she no longer wishes to continue in this program, may request
a reimbursement of 85% of the contributions that they have made to the
fund as of that date. An employee that leaves employment with the City
prior to retirement is eligible for a 90% reimbursement of their
contributions.

v.  Resolution Number 6087 or as amended of the City of Sebastopol updates
the terms and conditions of the City’s “Employee Medical After
Retirement” program benefit to bring it into compliance with the Anthem
Blue Cross and Kaiser medical plans, has been reviewed and approved by
the members of Unrepresented.

d) Longevity Payv: Employee is entitled to an additional 2% of monthly pay following
8 years of full-time service with the City, and an additional 2% is authorized
following 15 years of full-time service with the City.




e) Educational Incentive Pay: Employee is entitled to 11% of monthly pay earned
by completion off the job training programs.

f) Vacation, Administrative and Sick Leave: Upon the Commencement Date, the
Employee shall receive such benefit and other applicable benefits in the same
manner and under the same limitations provided to and imposed upon the
management employees unless otherwise amended in writing.

g) Vacation Leave Accrual Limits:

1. Any vacation balance that exists in excess of three times the Employee’s
accrual rate shall be transferred into a separate account.

ii.  Annually, Employee may cash out up to 20 hours and transfer up to 40 hours
to the deferred compensation form accrued bank.,

iii.  Employee may also set aside up to 10 hours per year of service toward
retiree share of payment for medical premium after retirement.

iv.  Any outstanding balance in this account shall be paid to the employee upon
retirement. Employee shall receive such benefit and other applicable
benefits in the same manner and under the same limitations provided to and
imposed upon the management employees unless otherwise amended in
writing.

h) Cash in Lieu of Vacation Pay:

v.  Beginning July 1, 2004, the City will set aside the sum of $25,000, annually,
for payment in lieu of accrued vacation to all eligible City employees,
subject to the following limitations:

a. Employee must maintain a minimum of 100 hours of accrued
vacation in order to be eligible to request a cash-in-lieu payment.

b. For accrued balances in excess of 100 hours, employees may request
a cash in lieu payment for up to 40 hours of vacation in any fiscal
year,

¢. City will set aside a total of $25,000 per fiscal year ($15,000 in
October, and $10,000 in April) for payment of cash in lieu of
vacation. City will accept written requests for cash in lieu of
vacation between October 1 and October 15. If all requests total an
amount greater than $15,000, approved requests will be pro-rated
accordingly. If total requests are less than $15,000, the unused
amount will be rolled toward to the period of April 1 through April
15 for disbursement according to the same procedure. In no event
shall the total amount of in-lieu payments exceed $25,000 in any
fiscal year.

d. Employee shall designate the payroll date on which they wish to



receive the cash payment, at the time of the request.

e. Employee may rescind their request, in writing, at any time prior to
the closing of the payroll period for which the payment was
requested.

f. Employee shall receive such benefit and other applicable benefits in
the same manner and under the same limitations provided to and
imposed upon the management employees unless otherwise
amended in writing,

i) Administrative Leave:

In order to compensate overtime exempt management employees for the added
hours they work, management employees shall be granted a total of 80 hours
Administrative Leave with pay during each fiscal year (3.34 hours credited to the
employee’s accrued balance during each pay period). City Manager has authority
to grant use of Administrative Leave in advance of accrual. Management
employees may be paid for up to 40 hours of unused administrative leave time at
the end of each fiscal year. In the event of resignation, termination, or retirement,
an employee will be paid for up to 40 hours of their accrued administrative leave
balance,

j) Sick Leave Accrual Limits:

i, Sick leave beyond the 240 hour maximum may continue to accrue during
the period of July 1% through June 30" of each year. By June 25" of each
year, employee shall choose one of the following options:

a. Set aside the accrued sick leave above 240 hours for conversion to
PERS service credit upon retirement; hour set aside under this
option shall be available for employee to use for sick leave, if
necessary, subject to the provisions of this section in accord with
Council Policy#75

b. “Sell back” accrued sick leave in excess of 240 hours to City for a
cash payment, said payment to be calculated as 50% of the dollar
value of the then current base salary multiplied by the number of
hours of sick leave in excess of 240

¢. Invest the equivalent value derived in (2) above in City deferred
compensation program

d. Employee shall receive such benefit and other applicable benefits in
the same manner and under the same limitations provided to and
imposed upon the management employees unless otherwise
amended in writing.

k) Floating Holidays: Effective July 1, 2004, Floating Holidays must be used within
the Fiscal Year during which they are accrued and may not be carried forward to
the following fiscal year or paid in cash. The Floating Holiday benefit shall be
extended to a total of 20 hours.



1) Holidays: For holidays that occur on weekend day, those holidays shall be moved
to the next appropriate workday as described in City policy. Those holidays that
occur on weekday, normal time off (Friday’s), holiday shall be moved to the closest
prior workday.

D. SEPARATION

Termination by Emplover: Employer may at any time terminate Employee upon a three
member vote of the whole City Council in a regular City Council meeting. Employee shall
be provided 30 days advance notice of such termination, unless other parties agree
otherwise. Employee agrees to remain in the exclusive employ of the City for so long as
employment is mutually acceptable to both Employee and City. In the event Employee is
terminated from employment while still willing and able to perform her duties under this
Agreement, then City agrees to pay Employee six (6) month severance of monthly base
pay plus all applicable incentives compensation. Employee shall be entitled to the
compensation earned and accrued to include sick leave, vacation leave, administrative
leave and such other termination benefits and payments as may be required by law. In
addition, City shall extend to Employee the right to continue health insurance as may be
required by and pursuant to the terms and conditions of the Consolidated Omnibus Budget
Act of 1986 (COBRA)

Termination by Employee: Employee may, at any time and for any reason, terminate this
employment as Appointed Assistant City Manager/City Clerk by providing 90 days
advance written notice of termination to Employer. Employee's position as City Clerk shall
not be affected by the provisions of this Section; however, the City Council shall meet and
confer with employee regarding his tenure, pay, benefits as City Clerk.

Arbitration: Any controversy or claim arising out of or pertaining to this Agreement, or
the breach thereof, shall be settled by binding arbitration in accordance with the rules of
the American Arbitration Association, and judgment upon the award rendered by the
arbitrator(s) may be enforced as provided by California Law. City shall pay the fees and
costs of the American Arbitration Association, the arbitrator’s fee shall be shared equally,
and otherwise the parties shall bear their own costs.

Notices: Any notices required by this Agreement shall be in writing and either given in
person or by first class mail with the postage prepaid and addressed as follows:

TO CITY: City Council ¢/o Mayor
City of Sebastopol
7120 Bodega Avenue, Post Office Box 1776
Sebastopol, CA 95473-1176
TO EMPLOYEE: Mary Gourley
c/o City of Sebastopol
7120 Bodega Avenue
Sebastopol, CA 95472



Entire Agreement: This agreement is the final expression of the complete agreement of
both parties with respect to the matters specified herein and supersedes all prior oral
and written understandings. Except as prescribed herein, this Agreement cannot be
modified except by written mutual agreement signed by the parties.

Assignment: This Agreement is not assignable by either Employer or Employee unless
otherwise indicated above.

Severability: In the event that any provisions of this Agreement is finally held or
determined to be illegal or void by a duly appointed arbitrator or by a court having
jurisdiction over the parties, the remainder of this Agreement shall remain in full force
and effect unless the parts found to be void are wholly inseparable from the remaining
portion of the Agreement.

Counterpart: This Agreement shall be executed and shall be deemed an original unless
amended in writing by mutual consent.

Government Code Section 53243.2: Pursuant to Government Code Section 53243.2, Employee
agrees that if this Agreement is terminated, Employee shall reimburse City the full amount of any
cash settlement Employee received from the City relating to that termination if the Employee is
convicted of a crime involving an abuse of her office or position.

IN WITNESS WHEREQF, the Employer has caused this Agreement to be signed and executed in
its behalf by its Mayor and said employee.

Mayor Sarah Glade Gurney

Mary Gourley, MMC, Assistant City Manager/City Clerk



RESOLUTION NO.

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF SEBASTOPOL
AUTHORIZING THE EMPLOYMENT CONTRACT FOR ASSISTANT CITY
MANAGER/CITY CLERK

WHEREAS, the Sebastopol City Council has on July 19" | September 6%, 2016, and
September 20, 2016, unanimously approved the Assistant City Manager/City Clerk’s
employment agreement; and

WHEREAS, the Sebastopol City Council on September 20, 2016 and October 4, 2016,
approved the job title and description for the position of Assistant City Manager/City Clerk; and

WHEREAS, the Sebastopol City Council and City Manager wish to enter into agreement
for said employee as Assistant City Manager/City Clerk; and

WHEREAS, the Sebastopol City Council and the Assistant City Manager/City Clerk have
entered into this agreement in recognition of the benefits accruing each party; and

WHEREAS, this Agreement will ensure the retention of Assistant City Manager/City Clerk
services and the performance of the duties of the said office in a manner which serves the best
interests of the City, subject to the direction of the City Council.

NOW, THEREFORE, BE IT RESOLVED by the City of Sebastopol City Council
approves the Contract for the Assistant City Manager/City Clerk as attached.

IN COUNCIL DULY PASSED this 4" day of October, 2016.

I, the undersigned, hereby certify that the foregoing Resolution was duly adopted by the
City of Sebastopol City Council by the following vote:

VOTE:
AYES:
NOES:
ABSENT:
ABSTAIN:
APPROVED:
Mayor Sarah Glade Gurney

ATTEST:
Mary Gourley, MMC, Assistant City Manager/City Clerk

Approved as to Form:

Larry McLaughlin, City Attorney



City of Sebastopol

Job Description

Job Title: Assistant City Manager/City Clerk (Confidential)
Division: Miscellaneous
Department: Administration
Location: City Hall
Shift: As Required
Reports To: City Council (City Clerk Duties

City Manager (Assistant City Manager Duties)
Prepared By: L. McLaughlin
Approved By: City Council
Approved Date: September 20, 2016
FLSA Status: Exempt
CITY CLERK
SUMMARY

Under administrative direction of the City Council and City Manager, serves as Clerk of the Council and
maintains all official City records, administers Fair Political Practice and conflict of interest legislation;
maintains official City seal; administers municipal elections; serves as an executive assistant to the City
Manager and is responsible for providing confidential support to the City Manager, the Council and other
City staff. The principal function of this position is to oversee, guide and assist the activities of various
Departments and special projects to ensure they are in concert with the policies and goals of the City
Manager and City Council; provide administrative guidance to departments to ensure the City’s goals and
objectives are achieved in a timely and professional manner; provide the City Manager and City Council
with accurate and timely information to support decision-making and policy direction; assist in the overall
daily administration, decision-making and policy direction guidance with the City Manager and Council.
The work is performed under the direct supervision of the City Manager, but considerable leeway is
granted for the exercise of independent judgment and initiative. The City Clerk also serves as a key
member of the City’s executive management team, assisting City Council, City Manager, City
Department Staff and the public in accomplishing projects, arranges meeting and performs related work
assigned.

ESSENTIAL DUTIES AND RESPONSIBILITIES FOR CITY CLERK POSITION include the
following:

Plans, organizes, coordinates and directs work of the City Clerk function.

Works closely with the City Manager, City Council, department management and other public and private
entities in providing information and services of the City Manager’s Office and City Council,

Prepares, coordinates and distributes City Council agendas and supporting documentation to City
Council, Department Staff and public; ensures that the City Council chambers are prepared prior to
meetings.

Composes agenda reports, resolutions, drafts ordinances, contracts, staff reports, proclamations, legal
notices and meeting minutes for the City Council and posts all information as required in accordance with
government code, including publishing of all ordinances adopted by City Council. Certifies and attests to
the passage of all resolutions, ordinances and minutes.

Attends all open sessions of the City Council and is responsible for the follow-up, documentation,
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maintenance and dissemination of Council actions, including minutes, ordinances, resolutions, execution
of contracts, etc.

Directs city-wide conflict of interest, ethics training and Fair Political Practices activities and serves as
filing officer for campaign disclosure statements and statements of economic interest, administers
municipal elections as required.

Administers Oath for City employees and officials. Serves as Notary Public.
Maintains a comprehensive index of all resolutions, ordinances, Minute Orders and City Council policies.

Maintains custody of all official City records, such as deeds, agreements, claims and contracts pertaining
to the City. Custodian of the City Seal. Maintains custody of litigation documentation as required by
City Manager.

Maintains and updates City Municipal Code in conjunction with all City Departments.
Coordinates the procedures and activities of municipal elections.

Receives subpoenas and processes claims against the City in coordination with the Redwood Empire
Municipal Insurance Fund procedures and/or City Attorney. Processes claims after City Council or City
Manager action.

Provides notice of vacancies on City commissions, boards and committees; receives and process
applications for vacancies on these organizations; maintains appointive listing of persons serving on all
such boards, committees and commissions.

Assists other departments by providing research and administrative documentation from City's archives.
Cooperates with other agencies, groups and individuals in connection with providing information and
documents as required; may answer complaints personally through knowledge of City ordinances and
procedures. Receives and responds to all public records requests in accordance with government code
public records act.

Serves as executive assistant to the City Manager; provides executive assistance to the Mayor and City
Council; reads and routes incoming mail; arranges for local and out of city meetings and conferences for
City Council and City Manager. Prepares and signs routine correspondence.

Maintains special event calendar, receives and processes applications for special events at City owned
facilities in coordination with City staff. Ensures all permits meet City requirements, to include all
insurance requirements.

Provides follow-up on and coordinates City Council referrals and special projects, assists in development
and presentation of written and oral staff reports to City Council. Ensures follow up of City Council and
City Manager items.

Provides confidential staff support to City Council, City Manager and other Departments.

ESSENTIAL JOB DUTIES FOR ASSISTANT CITY MANAGER include the following:

Serves and Represents the City Manager in his or her absence. Represents the City before the City
Council, community, outside agencies, and professional meetings as directed by the City Manager; offers
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opinions and votes on issues in the best interest of the City. Attends City Council meetings, representing
the City Manager, when directed.

Performs the duties of the City Manager, as assigned, and during the City Manager’s absence.

Provides advice and assistance to the City Manager, researches issues, makes recommendations and
prepares presentations and written communication on a variety of issues and special projects covering all
departments.

Meets with individual members of City Council, Department Heads, employee work committees and
teams as required/assigned; offers guidance and advice to departments as needed.

Assist in the development and implementation of goals, objectives, policies and priorities for the City
Manager and City Council as directed; Manage the preparation and administration of the City Council
and City Manager’s annual operating budgets and makes recommendations to the City Manager.

Serves as project manager for a variety of special projects; facilitates project activities and resolves
problems as directed.

Serves as an agent of the City Manager in conflict dispute and resolution. Maintains close working
relationship with City Manager, City Council, and Department Heads to ensure internal communications
and avoid conflicts to ensure maximum effectiveness of the City Manager’s office.

Represents the City before the City Council, community, outside agencies, and professional meetings as
directed by the City Manager. Coordinate activities of the City Manager’s Office with City departments
and divisions and with outside agencies. Serves as staff and liaison to a variety of Boards and
Commissions; provides responsible staff support to the City Manager.

Provides the City Manager with accurate and timely information to support decision-making and policy
direction. Facilitates policy making and team building at the upper management level. Interprets and
enforces City Manager and City Council policies. Meets with Departments as requested to answer
questions and discuss matters regarding programs and policies.

Actively and professionally takes part in the advancement and promotion of the City to support the needs
of the customer, both internally and externally to maintain a positive image of the City; Assists the City
Manager in efforts to provide proactive City public relations. Responds to customer inquiries, resolves
issues and addresses challenges which may arise in the course of daily business. Participates in resolution
of customer complaints; responds to citizens requests for service; negotiates and resolves sensitive,
significant and controversial issues.

Maintains regular contact with the City Manager to keep him/her apprised of situations and issues and
relieves the City Manager of day to day routine items associated with the governmental operations of the

City.
SUPERVISORY RESPONSIBILITIES

Upon direction.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.
The requirements listed below are representative of the knowledge, skill, and/or ability required.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
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functions.

EDUCATION and/or EXPERIENCE

Associate's degree (A. A.) or equivalent from two-year college or technical school; or two to three years
related experience and/or training; or equivalent combination of education and experience. Knowledge of
standard office practices and procedures including the operation of standard office equipment and
computer applications related to the City Clerk's office.

LANGUAGE SKILLS

Ability to read, analyze, and interpret general business periodicals, professional journals, technical
procedures, or governmental regulations. Ability to write reports, business correspondence, and procedure
manuals. Ability to effectively present information and respond to questions from groups of managers,
clients, customers, and the general public. Skills in analyzing, interpreting and applying complex
documents, regulations and administrative procedures and regulations. Prepare clear, concise and
complete minutes, documentation and other reports and correspondence. Take and compile meeting
minutes through the use of shorthand or other acceptable method.

MATHEMATICAL SKILLS
Ability to add and subtract two digit numbers and to multiply and divide with 10's and 100's. Ability to
perform these operations using units of American money and weight measurement, volume, and distance.

REASONING ABILITY

Ability to apply commonsense understanding to carry out instructions furnished in written, oral, or
diagram form. Ability to deal with problems involving several concrete variables in standardized
situations, Exercise sound, independent judgment within general policy guidelines. organizing own work,
setting priorities and meeting critical deadlines.

CERTIFICATES, LICENSES, REGISTRATIONS
California driver's license is required for this position.

OTHER QUALIFICATIONS

Knowledge of modern office practices and procedures, business English, including vocabulary, correct
grammar and punctuation is required. Also necessary is a working knowledge of the general operations,
procedures and personnel of the City of Sebastopol, modern filing and indexing methods, and computer
word processing. Ability to deal tactfully and courteously with the general public in situations requiring
mature judgment and self-control. Understand and interpret City resolutions and ordinances and apply
such interpretations in a variety of situations. Prepare and maintain accurate and complete records and
reports and devise improvements as necessary. Follow oral and written directions. Type accurately from
clear copy at a rate of 50 words a minute using Word Perfect, Microsoft Word or a similar computerized
word processing program. Carry out assigned duties without close supervision.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit and talk and hear. The
employee is occasionally required to stand; walk; reach with hands and arms; climb or balance; stoop,
kneel or crouch. The employee must occasionally lift and/or move up to 35 pounds. Specific vision
abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth
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perception, and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters
while performing the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions. Must be willing and able to attend evening
meetings as required, usually at least two per month.

The noise level in the work environment is usually moderate.
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