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A Resolution of the Mayor and City Councll of the City of San Luis, Arizona, adopting
and directing the City Manager and/or his designee to follow the document titled
“Classification Study and Final Report”; approving an appeal process; and providing for

severability.




OFFICE OF THE
MAYOR
CITY OF SAN LUIS

No. 1196

A RESOLUTION OF THE MAYOR AND CITY COUNCIL OF THE CITY OF SAN LUIS,
ARIZONA ADOPTING AND DIRECTING THE CITY MANAGER AND/OR HIS
DESIGNEE TO FOLLOW THE DOCUMENT TITLED “CLASSIFICATION STUDY AND
FINAL REPORT”; APPROVING AN APPEAL PROCESS; AND PROVIDING FOR
SEVERABILITY.

BE IT RESOLVED by the Mayor and City Council of the City of San Luis, Arizona, as
follows:

Section 1. Findings of City Council

Because it has been many years since the classification of positions have been brought
into line with current employment norms, it is determined that it is necessary to make
certain changes to the Classification Plan and Organizational Chart in order to provide
more efficient delivery of services to the residents of the City of San Luis.

Section 2. Adopt and Follow Study

The City Council hereby adopts and directs the City Manager and/or his designee to
follow the document titled “Classification Study and Final Report” prepared by CPS HR
Consulting and attached as Exhibit A. Exhibit A is hereby referenced, incorporated and
made a part of this resolution as if fully set in this Resolution No. 1196. The City
Manager and/or his designee is hereby directed to take any and all actions as may be
necessary including but not limited to amending the Classification Plan and
Organizational Chart in order to put the recommendations of the study in Exhibit A into
effect.

Section 3. Appeal Process

CPS HR Consulting will conduct investigations and appeal processes for individual
challenges to the Classification Plan. Based on the results of the investigation and
appeal process, CPS HR Consulting will make recommendations to the Human
Resources Department and the City Manager. The City Manager will consider the
recommendations of CPS HR Consulting and the recommendations of the Human
Resources Department and in the best interest of the City of San Luis will make the final
determination as to the individual classifications challenged as is authorized by Section
HR-3-01 of the City of San Luis Personnel Policies adopted by City Council by
Resolution No. 750 and within limits of the authority of the City Manager under San Luis
City Code Section 31.20.




Section 4. Future Classification Changes

As authorized by Section HR-3-01 of the City of San Luis Personnel Policies adopted by
the City Council by Resolution No. 750 and within the limits of the authority of the City
Manager under San Luis City Code Section 31.20, future changes can be made under
this authority.

Section 5. Severability

If any section, clause, phrase or portion of this resolution is for any reason held to be
invalid or unconstitutional by the decision of any court of competent jurisdiction, such
decision shall not affect the validity of the remaining portions thereof.

PASSED, ADOPTED and APPROVED by the Mayor and City Council of the City of

San Luis, Arizona, this fZ day of June, 2017.

Gerardo Sanchez, Mayor

ATTEST: APPROVED AS TO FORM:

Ku, Mosirn Macy)

Sonia. €6 i0, City Clerk Kay Marion Macuil, City Attorney

Resolution No. 1196
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. Background

The City of San Luis (City) retained CPS HR Consulting (CPS HR) to conduct an agency wide classification
and total compensation study. This project was divided into two phases. The first phase was a
classification review of all positions in the City, and the second phase compensation. This report is limited
to the classification study which covers two hundred fifty-five (255) positions allocated to one hundred
ten (110) classifications. The compensation study is currently in progress and includes 10 labor market
agencies and 40 benchmark positions. A separate compensation report will be provided to the City.

The purpose of the classification study was to (1) review the current classification structure and related
concepts; (2) prepare concepts for a more defined classification structure with fewer departments and
an appropriate number of direct reports to the City Administrator (recommended to undergo a title
change to City Manager as a result of the classification study); (3) revise existing classification
specifications to reflect current and accurate duties; (4) prepare new classification specifications as
necessary; and (5) ensure that all positions are properly allocated within the newly proposed
classification structure.

Other background considerations were identified during the kickoff meeting with City management. For
example, Arizona is a right to work state. The City of San Luis does not have unions; however, Police and
Fire personnel can belong to a union. There was a general concern around a lack of career ladders or
clear paths for employees to advance in the City’s existing classification structure. The Parks and
Recreation Department was specifically mentioned as lacking an effective career ladder. Managers also
expressed an interest in addressing specialty positions that combine multliple tasks since functions tend
to be combined in smaller cities; they mainly want to understand how to appropriately classify,
supervise, and reward specialty classifications.

Another important factor to consider is that the City underwent a previous classification and
compensation study in 2015. Results of the 2015 study were not implemented. During discussions, City
management attributed the outcome to a lack of clear communication from the prior consultant to City
employees about the purpose and goal of the study. In addition, there was a lack of clear rationale for
classification changes and lack of transparency in defining and distinguishing between classification
levels (i.e., Director and Manager). A group of seven employees were dissatisfied with the outcome of
the study and went directly to City Council to express concern. City Council threw out the study.

The 2017 Classification Study Report is designed to provide an overview of study tasks, a conceptual
framework for the analysis, a recommended classification structure that involves reorganization, specific
allocation analyses, recommendations for each of the positions encompassed in this study, and the next
steps in the study.
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The classification study encompasses two hundred fifty-five (255) positions allocated to one hundred
ten (110) classifications which are listed below:

Existing Classification Structure at Onset of Study

ACCOUNTANT
ACCOUNTING SPECIALIST
ADMIN. ASSISTANT

ADMIN. COORDINATOR
ANIMAL CONTROL OFFICER
ASISSTANT FINANCE DIRECTOR
ASSISTANT CITY ATTORNEY

ASSISTANT PARKS AND RECS
DIRECTOR
ASSISTANT PLANNER

ASSISTANT PW DIRECTOR
ASSISTANT TO COUNCIL/PIO
BAILIFF JUDICIAL SPECIALIST
BUILDING INSPECTOR
BUILDING MAINTENANCE TECHNICIAN
BUILDING PERMIT TECH
BUILDING PLANS EXAMINER
BUILDING SAFETY DIRECTOR
CHIEF COURT CLERK

CHIEF OF POLICE

CHIEF OPERATOR

CITY ATTORNEY

CITY CLERK

CITY PROSECUTOR

CODE ENFORCEMENT POLICE OFFICER
COMMUNICATION OFFICER
COMMUNICATIONS COORDINATOR

COMMUNITY DEVELOPMENT
DIRECTOR
COMPLIANCE OFFICER

CONTRACTS & GRANTS
COORDINATOR
COURT ADMINISTRATOR

COURT CLERK |

COURT CLERK I

COURT COMPLIANCE OFFICER
CREW LEADER SUPERVISOR
CUSTODIAN

CUSTOMER SERVICE |

CPS HR &= CONSULTING

DEPUTY CITY CLERK
DRIVER

ECONOMIC DEVELOPMENT
ASSISTANT
ELECTRICIAN

ENGINEER

ENGINEER /PARAMEDIC
EVIDENCE TECHNICIAN
FINANCE DIRECTOR

FIRE CAPTAIN

FIRE CHIEF

FIRE ENGINEER

FIRE INSPECTOR
FIREFIGHTER

FIREFIGHTER /PARAMEDIC
FIREFIGHTER /PARAMEDIC PART
FIREFIGHTER EMT

G.L.S. TECHNICIAN
GRAPHIC ARTS SPECIALIST
HEAD LIFEGUARD

HR MANAGER

HR PROGRAM & TRAINING
COORDINATOR
HR SENIOR ANALYST

HR SPECIALIST

HR TECHNICIAN

I.T. MANAGER

I.T. TECHNICIAN

INTERIM CITY ADMINISTRATOR

LEAD CUSTODIAN
LEAD MECHANIC

LEGAL SECRETARY

LIFEGUARD

MAGISTRATE

MAINTENANCE TECH/IRRIGATION
MAINTENANCE TECH. (PARKS)
MAINTENANCE TECH. (PW)
MANAGEMENT ANALYST

MECHANIC
METER READER
METER READER TECHNICIAN

OFFICE CLERK

OFFICE MANAGER

OFFICE SUPPORT SPECIALIST
PARAMEDIC

PARKS AND RECREATION DIRECTOR

PARKS SUPERVISOR

PLANNING TECHNICIAN

POLICE ADMINISTRATOR

POLICE CORPORAL

POLICE LIEUTENANT

POLICE OFFICER

POLICE RECORDS CLERK

POLICE SERGEANT

PUBLIC WORKS DIRECTOR
PURCHASING AGENT Il

PW EQUIPMENT OPERATOR

PW HEAVY EQUIPMENT OPERATOR
PW MAINTENANCE SUPERVISOR

PW SUPERVISOR

RECREATION COORDINATOR
RECREATION INTERN (SEASONAL)
RECREATION SPECIALIST

RISK AND PROPERTY MANAGER
SECRETARY

SENIOR AIDE
SENIOR AIDE /DRIVER

SENIOR SERVICES DIRECTOR
SWIMMING POOL COORDINATOR
TRANSIT ENFORCEMENT OFFICER
UTILITIES DIRECTOR
WASTEWATER PLANT OPERATOR
WASTEWATER SUPERVISOR
WATER SUPERVISOR

WATER SYSTEMS OPERATOR
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Overview/Status of Study Tasks

In conducting the classification study, CPS HR completed the following steps beginning in August 2016
through today:

1.

CPS HR Project Manager, Jennifer Ramos, conducted introductions by telephone with the Interim
City Administrator (recommended title change to City Manager), Tadeo De La Hoya, and Senior
Human Resources Analyst, Maria Sabori, who served as the client’s point of contact at the onset
of classification study.

Received and reviewed background documents provided by the City and listed below in order to
prepare for the kickoff meeting and to formulate a strategy for the classification study.

Organization Charts

Classification Specifications (electronic copies)

Relevant Paolicies and Procedures
B Previous classification studies

On September 1, 2016, conducted a formal kickoff presentation with City management,
consisting of the Interim City Administrator (recommended title change to City Manager) and his
direct reports (i.e., department heads and human resources team), at the City of San Luis City
Hall, to ensure all were apprised of the study goals, processes, and objectives; and had an
opportunity to express any concerns or questions regarding the study.

On September 19 & 20, 2016, conducted four employee orientation sessions over a two-day
period, three in English and one in Spanish, to ensure all employees were apprised of the study
goals, processes, and objectives. Employees also had an opportunity to express any concerns or
questions regarding the study. Sessions in English and Spanish were recorded and made available
on the City’s intranet for employees unable to attend in-person sessions. These steps were added
to mitigate any concerns about a lack of transparency or clear purpose/goals related to the study.

Coordinated the distribution of a customized Position Description Questionnaire (PDQ) that was
pre-populated with existing job description information to make the completion process easier
and faster for employees in response to concerns below.

B Previous study PDQ was too difficult for some staff to understand
B Previous study PDQ took a long time to complete (form was a fillable Word document)

B Some staff only speak Spanish, or prefer to communicate in Spanish, particularly
anything that is written or related to documenting their job duties

CPS HR created English and Spanish versions of PDQs for select classifications in order to better
assist employees during the data collection process.
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7. Collected job related information from City employees from late September through October
2016. The PDQ section of report below provides more details about the three-tiered approach
(collecting data from employees, supervisors, and department heads).

8. In October 2016, CPS HR conducted a detailed analysis of each position through the analysis of
individual Position Description Questionnaires (PDQs), organization charts, and relevant
background materials.

9. On November 7 & 8, 2016, three CPS project consultants (Alfred Bingham, Barbara Santos, and
Justin Tucker) conducted job evaluation interviews in Spanish/English with a representative
sample of study incumbents to gain a comprehensive understanding of work performed.
Interview schedules are included in the appendix of this report and include respective date,
incumbent names, departments, and class titles.

10. Analyzed all of the information gathered via the PDQs and job evaluation interviews to identify
the scope and level of work performed by each employee as well as the typical duties and the
requisite knowledge, skills, abilities, and other job-related characteristics required to perform the
work assigned to each position.

11. In December 2016, developed Draft Preliminary Classification Concepts for review by the City.
Presented a classification structure consistent with the classification concepts encompassing the
total bodies of work being performed within the study positions. CPS HR recommendations were
based on information provided by employees during the PDQ collection phase, interviews, and
follow-up research or data clarification with Human Resources.

12. On December 13 & 14, 2016, presented the Draft Preliminary Classification Concepts, which
included reorganization recommendations, via Skype to Tadeo De La Hoya and Maria Sabori.
During this meeting, the CPS Project Manager learned that Tadeo De La Hoya was formally
appointed to City Administrator (recommended title change to City Manager), and the City was
in the process of recruiting for the vacant Director of Human Resources position.

13. On January 11, 2017, presented the Draft Preliminary Classification Concepts, which included
reorganization recommendations, via Skype meeting to the City Administrator (recommended
title change to City Manager), Tadeo De La Hoya, newly appointed Director of Human Resources,
Olivia Jenkins, and Senior HR Analyst, Maria Sabori.

14. Created and proposed a classification specification template for approval by the Director of
Human Resources prior to developing standardized and updated classification specifications.

15. Developed new classification specifications supporting the classification structure
recommendations. The classification specifications include/describe appropriate job definitions;
distinguishing characteristics; supervision received and exercised; essential duties and
responsibilities statements; knowledge, skills, and abilities statements; minimum qualifications;
any required training, certifications, or licenses; and physical and environmental working
conditions.
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17.

18.

19.

20.

21.

22.

23.
24,
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Based on classification concepts and proposed class structure, CPS HR developed allocation
recommendations for each position to an appropriate classification.

Developed a Draft Classification Report for the City’s review and comments and submitted initial
report via email on March 3, 2017.

Received questions and feedback from the City on March 13, 2017. These items were considered
in CPS HR’s final recommendations.

Prepared and submitted a Revised Draft Classification Report via email on March 28, 2017.

CPS HR Project Manager, Jennifer Ramos, conducted a series of meetings during the month of
May with HR Director, Olivia Jenkis, and Senior HR Analyst, Maria Sabori, in order to explain the
methodologies and rationale used by CPS HR to arrive at classification recommendations.

CPS HR and the City determined a need for a Formal Appeal Process given the unforeseen delays
in reaching final classification recommendations. The appeal process will allow employees to
receive a preliminary classification notice and option to submit an appeal for reconsideration.
Appeals would require justification in the form of new job related information, significant
changes to duties, or operational changes in order to support a subsequent review.

On May 12, 2017, CPS HR Project Manager, Jennifer Ramos, sent an Appeal Process Proposal
outlining two scope of work and pricing options via email to the HR Director, Olivia Jenkins, for
consideration.

On May 23, 2017, CPS HR submitted a Revised Draft Classification Report to the City for review.
CPS HR prepared and submitted the Final Classification Report to the City on June 1, 2017.

Conceptual Framework

An accurate and up-to-date classification system provides an organization with the necessary tools to
make administrative, fiscal, and human resources decisions. Further, accurate and current classification
specifications provide the fundamental and essential building blocks for successful administration of
recruitment, performance management, compensation, and succession planning programs. In addition
to providing the basis for human resources management and process decisions, position classification
can also effectively support systems of administrative and fiscal control. Identifying positions based on
a well-defined and orderly classification system supports organizational planning, operational efficiency
and effectiveness, budget analysis and preparation, and various other administrative functions. The goal
of this study is provide the City with a classification structure that will allow you to effectively recruit,
retain, and reward employees in your organization in a competeitive and sustainable way.
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Retain
Recruit Accurole & Curent
Classificalion
System
Reward

The classification analysis, as applied to the positions in this study, relies upon sound principles of job
evaluation. Using these principles, CPS HR has developed a classification structure for the City that is
designed to reflect distinct differences in the levels and types of work being performed based on
established classification factors and concepts. This section of the report presents the conceptual
framework for the methods used by CPS HR in developing a proposed classification plan for the City’s
positions. To facilitate review, this section is organized as follows:

B General Guidelines and Definitions
B Nature of the Work

B Classification Job Family Levels

General Guidelines and Definitions

Standard Classification Factors

In order to develop classification/allocation recommendations, each position is first analyzed based on
the nature of work performed. Nature of work refers to the occupation, profession, or subject matter
field in which each position falls. Positions are initially grouped according to the broad occupational
nature of their overall functions, responsibilities, similarities in their employment requirements and the
purposes for which they exist. Positions that perform work of a similar nature are considered to be in
the same “job family”. Common examples are clerical, technical, professional, supervisor, and manager
job families discussed further in the Nature of Work section below. Within each job family, the level of
the position is then determined by evaluating it against the following factors:

B Decision Making - This consists of (a) the decision-making responsibility and degree of
independence or latitude that is inherent in the position, and (b) the impact of the decisions
(i.e., within their department and/or agencywide).

B Scope and Complexity - This defines the breadth and difficulty of the assigned function or
program responsibility inherent in the classification.

B Contact with Others required by the Job - This measures (a) the types of contacts, and (b)
the purpose of the contacts.
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B Supervision Received and Exercised - This describes the level of supervision received from
others and the nature of supervision provided to other workers. It relates to the
independence of action inherent in a position and the types of classifications supervised
(i.e., trade, clerical, technical, professional, sworn, etc.).

B Knowledge, Skills, and Abilities - This defines the knowledge, skills, and abilities necessary to
perform assighed responsibilities.

These factors were carefully and consistently applied during the analysis of each position included in the
scope of the study. Not all factors will be as pertinent to all positions and each factor is analyzed in
accordance with the importance of that particular factor to the kind of job under study.

Whole-Job Analysis

For purposes of this study, CPS HR used a whole-job analysis approach. This approach compares jobs
with one another on the basis of an overall evaluation of difficulty or performance. The entire position,
including the skills required, the decision-making authority, the scope, the magnitude of work, and the
accountability for results, is compared as a whole to other positions.

In addition, the overall scope of work (or whole job) is used to determine consistency in titling protocol
across departments and allocation to appropriate levels by looking at the holistic impact agencywide.
Later in the compensation study phase, job matching with labor market benchmark positions will be
done based on the entire scope of work performed. Title changes alone do not necessarily change the
scope of work, and consequently should not impact pay.

Broad and Narrow Classifications

Key to the City’s classification structure is the judicious use of broad and narrow classification concepts.
It is easy to determine that several positions belong to the same class when the duties are identical.
However, in practice, the duties and responsibilities of positions need not be identical in order to be
placed in a common classification. Classification plans generally establish classifications based on a
determination of “sufficient similarity”. However, within an individual organization, sufficient similarity
can be interpreted to coincide with the goals and philosophy of the organization. For example, a broad
interpretation recognizes positions that share a core set of classification factors, but accepts substantial
variation between positions resulting in varied assignments within each broad classification. In contrast,
a narrow interpretation might create separate narrow classifications to address such variations.

Point in Time Analysis

A classification study primarily captures the essential nature of positions at a single point in time.
Therefore, recommendations cannot be based upon all possible future changes, particularly in a rapidly
changing environment where organizational needs, technologies, and skill requirements are
continuously evolving. CPS HR has, to the extent possible, designed a classification structure in line with
the City’s current goals, recognizing that other additions or deletions from the plan may take place in
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the future. Overall, the proposed classification structure, the levels of work, and the functional areas
identified should provide a strong foundation for the City’s future classification needs.

Preponderant Duties

Classification studies often find that positions are assigned a wide range of duties and that incumbents
have various levels of responsibility at any one time. Therefore, the positions must be analyzed based
on their preponderant duties. Preponderance is a measure of importance, and the most preponderant
duties of a position are those that support the primary purpose of the position. Sometimes the most
time-consuming duties of a position are preponderant; however, consideration must sometimes be
given to the responsibility and complexity of certain duties that do not occupy the majority of the
incumbent’s time. Overall, the determination of preponderance is a judgment call based on a consistent
set of factors applied fairly and equitably across the classification structure.

Sufficient Similarity

It is easy to see that several positions belong to the same class when the duties are identical. In practical
application, however, the duties and responsibilities of positions need not be identical in order to be
placed in a common class. Instead, classification plans generally place positions into classes based on a
determination of “sufficient similarity”. However, within an individual organization “sufficient similarity”
can be broadly or narrowly interpreted. A broad interpretation recognizes positions that share a core set
of classification factors, but accepts substantial variation between positions, resulting in broad classes.
In contrast, a narrow interpretation might create separate narrow classes to address such variations.

Level and Not Volume of Work

Position classification is a reflection of the level of work performed by an employee and is generally
independent of volume. For example, if one employee processes double the work of another, yet the
percentages of time spent on those tasks and other duties are comparable, a single classification should
be appropriate for both positions. In fact, study questionnaires do not ask for, and the consultants do
not consider, the relative productivity of employees when evaluating positions. Likewise, classifications
are not distinguished by the amount of time spent by incumbents on tasks or the volume of work
assigned to positions since problems of excessive workload are properly solved by redistributing work
or adding employees, and not by creating new classifications.

Classification of the Position, Not the Employee

Position classifications should be consistent regardless of who holds the position. As such, a classification
study process classifies positions, not individual employees. Furthermore, classification does not
consider the capabilities of individual employees or the efficiency and effectiveness of an incumbent. It
is not a measure of how well an individual employee performs but of the actual duties assigned to the
employee. Thus, classification is not a tool to reward individual achievement, nor should classifications
be created simply to reward length of service.
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Position versus Classification

Position and classification are two words that are often thought of as interchangeable; but in fact have
very different meanings. In a classification plan, a position is an assigned a group of duties and
responsibilities performed by one person. Sometimes the word “job” is appropriately used in the place
of position.

In contrast, a classification may contain only one position, or may consist of a number of positions. When
there are several positions assighed to one classification, it means that the same title is appropriate for
each position because the scope, level, duties, and responsibilities of each position assigned to the
classification are sufficiently similar (but not necessarily identical); the same core knowledge, skills, and
other requirements are appropriate for all positions; and the same salary range is equitable for all
positions.

Classification versus Allocation

Classification is the process of identifying and describing the various kinds of work in an organization and
grouping similar positions together based on job family, classification series, and classification
distinctions. Allocation is more specifically tied to the placement and/or budgeting of positions within
an organization. Thus, agencies may allocate a position within an organization based on the results of
the classification analysis for that position.

Nature of the Work

The overall nature of the work being performed provides the basis for establishing job families and helps
group positions according to their overall functions and responsibilities. Classifications in a job family
usually have similarities in their employment requirements that may support career progression.
However, classes in the same job family may still require different levels of education, experience, skill,
effort, or responsibility. These categories are described as follows:

B “Clerical/Administrative” classifications are responsible for general office and/or secretarial
support work such as document production/processing, filing, reception, calendar maintenance,
scheduling, and data entry. Typically, incumbents use a basic knowledge of office procedures,
combined with basic reading, writing and arithmetic skills.

An example in the City of San Luis of a clerical/administrative classification series is the proposed
Office Assistant (new), Administrative Assistant (existing), and Adminsitrative Coordinator
(existing). All three classifications require different levels of skill that support career progression
within a job family.

B “Technical” classifications describe work that requires specialized skills, knowledge, and abilities
typically acquired through practical experience. Positions at the technician level typically require
incumbents to have, at a minimum, a high school diploma or GED equivalency, combined with
college level courses or possession of technical certification.
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Some examples in the City of San Luis of technical classifications are: Human Resources
Technician, Accounting Specialist, Planning Technician, Information Technology Technician, and
Recreation Specialist which are all existing classifications.

B “Professional” classifications typically describe work that is analytical in nature, requiring
incumbents to possess sufficient knowledge and skill to analyze problems, evaluate and identify
alternatives, and recommend/implement actions/solutions; such knowledge is usually obtained
through possession of a four-year college degree and/or a highly specialized and advanced type
of training.

Some examples of professional classifications in the City of San Luis are:
Human Resources Analyst (new), Management Analyst (existing), Accountant Il (new), and
Associate Planner (new). Recommendation of new professional level classifications will create a
career path, promote professional growth, and help with retention efforts.

Classification Job Family Levels

Within each classification series, there may be a classification at every level or only at selected levels.
The levels within a job family reflect the organization and should be tailored to that organization’s needs
and priorities. The categories recommended are described as follows:

B Entry-level classifications are designed to provide an on-the-job training opportunity to an
employee who has limited or no directly related work experience and is not yet performing the
full range of work assigned to the journey-level class. In some cases, positions, which are limited
in scope and/or performing duties that are more basic, may be permanently allocated to the
entry-level.

B Journey-level classifications recognize positions that perform the full range of tasks typically
assigned to positions in the job family. A journey-level position requires incumbents to be fully
competent in performing assigned duties. The designation of “Il” may be used for a journey-level
classification.

M Advanced journey-level classifications describe positions with specialized and/or advanced
duties beyond the journey level of the series. Incumbents may also serve as a lead. Leads are
typically responsible for providing lead supervision to a group of at least three lower level staff
while performing the day-to-day work themselves. The designation of “Ill” or “Senior” may be
used for an advanced level classification.

B Supervisor-level classifications describe full, first-line supervisory positions that plan, assign,
supervise, and formally review the work of subordinates; assist in program development and
management; and assume responsibility for a variety of personnel actions in such areas as
performance evaluation, training, selection, transfers, approval of leave, and recommending
disciplinary measures. Supervisors may assist in budget development and administration related
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to specific programs or assigned functions. Supervisors serve in a participatory role related to
budget oversight; however, budget control is typically the responsibility of higher level managers.
Most “working” supetrvisors also spend a substantial portion of their time performing the more
difficult and complex work of the section or unit. At least 50% or more of time in the role should
be designated to supervisory responsibility and duties.

B Manager-level classifications describe positions with full responsibility for planning, organizing,
directing staff, and controlling a major unit or division within a department. Managers are also
responsible for the strategic planning and budget oversight for assigned functions and/or
operations of a department. The designation of “Manager” usually denotes the responsibility of
leading and managing multiple City employees often in varying classification levels within an
assigned area (i.e., trade, clerical, technical, professional, sworn, etc.), and generally does not
include volunteers.

As previously noted, lead workers and supervisor or manager-levels and above are typically
responsible for providing varying degrees of oversight to a group of at least three lower level staff
as part of their regular responsibility and duties.

B Executive Manager-level classifications describe positions with full responsibility for staffing
through direct and indirect reports, oversight of multiple units or divisions within a department,
management and strategic planning of all department activities, projects, and budgets; as well
as, working with other City departments to forecast, plan for, and coordinate services provided
to internal and external City customers. The designation of “Director”, “Assistant Director”, or
“Chief” in public safety roles may be used for an executive manager level classification.

lll. Classification Study Methodology

CPS uses a variety of different processes to gather the information needed to conduct the classification
study. The first step in this process was to review background material in order for CPS Consultants to
become more familiar with San Luis’s organizational structure and culture. CPS HR reviewed the
following materials: classification specifications, salary schedules, personnel rules, and previous
classification study documents. These materials helped to provide the framework for understanding the
subsequent information to be collected. To gather additional information, CPS utilized Position
Description Questionnaires (PDQs) and employee interviews. The methodologies used during each of
these information collection phases is discussed below.

Position Description Questionnaires (PDQs)

To evaluate each individual position, CPS HR developed a PDQ. The PDQ is a questionnaire that gathers
information on: essential job functions; budgetary responsibility; supervision given and received;
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decision making responsibility; knowledge, skills, and abilities; minimum job education and experience
requirements; services provided and work products produced. The PDQs were administered to the
employees in late September through October 2016. On September 21, 2016, PDQs were distributed
electronically and/or by hand by the City’s HR Department to all Directors and then to employees. The
designated deadline for submitting completed PDQs to the City’s HR Department was October 7, 2016.
Employees were provided additional time to submit PDQs beyond the stated deadline prior to interviews
being scheduled.

Employee’s received pre-populated PDQs, meaning certain sections of the PDQ contained information
from the current classification specifications. Other sections of the PDQ were not populated. All areas
allowed for notes and additional comments. Pre-populating the PDQs with the information available in
the classification specifications allowed employees to complete the PDQs in a more expedient manner
while facilitating the comparison between the classification specifications and the actual job duties
performed by the employees. A copy of both the English and Spanish pre-populated Recreation
Coordinator PDQs are included in Appendix A as an example.

To maintain the integrity of the classification process and validate responses, the PDQ submission
process included a three-tiered approach. First, incumbents in classifications responded to the PDQ.
Once completed, the employees forwarded their PDQs to their supervisors. Then the participating
employees’ immediate supervisors and/or managers reviewed and signed the PDQs to affirm that all
pertinent information was correctly captured. Then a higher-level manager or department director
performed a final review of the PDQ. The three-tiered process was performed to ensure that employees
and supervisors and/or managers had a voice in the process and the information provided was accurate
and complete. It is important to note that supervisors and/or managers were allowed to provide
comments on any information provided by the employee within the relevant section of the PDQ.
However, supervisors/managers were not allowed to edit any of the PDQ content submitted by the

employee.

The City’s Human Resources staff forwarded the completed PDQs to CPS HR in October 2016. A total of
235 completed PDQs were received. CPS HR Consultants thoroughly reviewed each PDQ to understand
the duties and responsibilities assigned to each position. CPS HR Consultants also compared the
information obtained in the PDQs to the position’s classification specifications to identify: (1)
classification specifications that needed to be updated or modified; (2) any employees that seem to be
working out of class; and (3) considerations for reorganization that would lead to greater operational
efficiency within the City.

Interviews of Incumbents and Supervisors
CPS HR consultants interviewed ninety-four (94) City employees over a two-day period. The employee
interviews were conducted on November 7 and 8, 2016 at the City offices. Each employee interview
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lasted 30-50 minutes depending on whether it was an individual or focus group interview. A list of those
individuals interviewed is included in Appendix B. CPS HR consultants used the interviews to gather
additional information about the interviewee’s job duties and responsibilities, the sequencing of job
tasks, job requirements, and the circumstances in which the interviewee interacts with coworkers,
external clients, contractors, and the public. The interviews were also used to clarify information the
interviewee provided on the PDQ. The criteria used to select which employees would be interviewed
were varied, including: (1) employees who marked on their PDQ that the job summary listed in the
position’s classification specifications did not adequately described their position’s general
responsibilities; (2) documented disagreements on the PDQ between employees and their supervisor
and/or manager; (3) incomplete information on the PDQ; (4) positions in which either the employee or
his/her supervisor documented on the PDQ that the employee might be working out of class; and (5)
unique positions in which the interviewer wanted to gather additional information.
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IV. Classification Study Observations

In review of the classification structure, there were a number of initial observations, which were further
analyzed and were ultimately reconciled in the recommended structure. A summary of each is listed
below based on the recommended structure:

1. Number of Direct Reports to the City Administrator (City Manager):

The City Administrator (recommended for a title change to City Manager) currently has
seventeen (17) direct reports in the existing structure, which includes fourteen (14) department
heads and three (3) administrative staff. Additionally, because of vacancies at the department
head level in other departments, the Fleet Services and Facilities functions currently operate as
standalone departments and report directly to him. At the onset of study, the Director of Human
Resources classification did not exist. There was a vacancy in the Human Resources Manager
position causing the City Administrator to assume the duties set forth in the personnel rules
relating to grievances and discipline, which is a time consuming and highly involved role in the
City. It is in the best interest of the City for effective and efficienct operations to consider a
reorganization that would redistribute management responsibility and oversight at the highest
level of the organization.

There are several options to be considered for reducing the number of direct reports to the City
Administrator, primarily reassigning smaller functions or operations in the City that should not
qualify as stand alone departments under larger department oversight. The smaller functions
operate more like a division based on the scope of oversight and number of assigned staff.
Reassignment of certain functions makes sense operationally and will mirror labor market
agencies commonly structured in a similar manner.

Reorganization/Reassignment Recommendations
a. Assign Fleet Services to the Director of Public Works

Fleet Services currently has an Office Manager overseeing Fleet Services and Facility
Maintenance in a combined role. However, the two functions are recommended to be
separated into different departments. As a result of this study, CPS HR recommends assigning
Fleet Services to the Director of Public Works and assigning Facility Maintenance to the
Director of Parks and Recreation.

The Office Manager’s duties are primarily supervisory in nature, not managerial, according to
the incumbent’s PDQ and subsequent interview with the direct supervisor. CPS HR
recommends that the current Office Manager oversee Facility Maintenance and be
reclassified to Facilities Supervisor (a classification formerly used in the existing structure that
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was frozen but not abolished). The single-incumbent Office Manager classification would be
eliminated as a result of the classification study.

The Fleet Services function includes one (1) Lead Mechanic, three (3) Mechanics, and one
newly allocated position of (1) Office Assistant. The staff would be supervised by a Public
Works Supervisor. The Fleet Services function currently supports fleet maintenance in Police,
Fire and Public Works. Fleet Services is often found in the Public Works Department within
other cities, as the maintenance of Heavy Equipment is generally more complex than
maintenance of automobiles. The City’s Fire Department appears to perform routine
maintenance of Fire equipment internally.

. Assign Facility Maintenance to the Director of Parks and Recreation

As noted above, the Facility Maintenance function is currently combined with Fleet Services
with a single-incumbent Office Manager classification overseeing both functions. However,
the two functions are recommended to be separated into different departments. As a result
of this study, CPS HR recommends assigning Fleet Services to the Director of Public Works
and assigning Facility Maintenance to the Director of Parks and Recreation.

The Facilities function fits in the Parks and Recreation Department, since the department
already has responsibility for maintenance of parks and grounds. The incumbent would move
into Parks and Recreation and supervise one (1) Lead Custodian, five (5) Custodians, and one
(1) Business Maintenance Technician. CPS HR recommends that the current Office Manager
role be reclassified to Facilities Supervisor (a classification formerly used in the existing
structure that was frozen but not abolished), and then eliminate the Office Manager
classification.

Assign Senior Services to the Director of Parks and Recreation

The Senior Services function reports to the City Administrator (recommended for a title
change to City Manager) in the existing classification struture. Since the current Senior
Services Director is related to the City Administrator, functional supervision rested with the
Utilities Director, which has since become a vacant position. The City’s former Utilities
Director was selected as the Director of Human Resources (HR) as a result of a formal
recruitment process in December 2016. The question over having a family member as a direct
report became a conflict of interest, so the City Administrator relinquished supervision of the
Senior Services Director and oversight of the Senior Services function to the Utilities Director.
Currently, the City’s HR Director maintains oversight of the Senior Services function.

CPS HR recommends that the Senior Services function be assigned to the Parks and
Recreation Department, since the department provides services to different members of the
community in varying age groups (i.e., Aquatic Center, Cultural Center, and Youth Center).
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The Senior Services function appears similar in scope of work to other functions in the Parks
and Recreation Department.

Although the Senior Services function provides essential services through its own food
division, tax return services, utility assistance program, and community assistance for the
elderly, with considerable City impact; the function relies heavily on volunteers for
administrative coordination and execution. The current Senior Services Director supervises
three City employees: one part-time (1) Senior Services Assistant, one (1) Senior Services
Assistant/Driver, and one (1) Driver. CPS HR recommends retitling Senior Services Director to
Senior Services Manager to account for the difference in scope of work and decision making
related to program management, while drawing a clear distinction between the Director of
Parks and Recreation and other department heads, which require a higher level of
responsibility.

The Director level across the City encompasses broader oversight often involving multiple
functional areas/divisions and numerous direct reports in trade, administrative, clerical, and
professional level positions.

d. Assign Utilities to the Director of Finance and Retitle to Billing and Collections

CPS HR recommends assigning Utilities to the Director of Finance, since the majority of duties
performed by classifications in the Utilities function are fiscal in nature. The Utilities function
is responsible for the billing and collection of utility charges and other fees. A second function
is to install small (<1” D) meters, perform turn on and shut offs, deliver delinquent notices
(approximately 1,000 of the 7,000 connections receive a disconnect notice each month) and

read meters.

Another consideration was to move Utilities under the Public Works Department since
coordination and planning is required between the functions related to Utility development
issues (i.e., new water service, meter installations, etc.), as well as coordination of customer
complaints and issues related to water service problems, service shutoffs and other matters.

After extensive review of information collected during the PDQ and interview process, the
consulting team determined that the Utilities function is best suited in the Finance
Department due to the billing and collections functions. The division is also recommended to
be titled “Billing and Collections” rather than Utilities, since it handles primarily billing and
collections and is a more accurate reflection of the work performed.

In addition, CPS HR recommends retitling Utilities Director to Billing and Collections Manager
to account for the difference in scope of work and decision making related to management
of division functions, while drawing a clear distinction between the Director of Finance and
other department heads, which require a higher level of responsibility. CPS HR recommends
assigning the Billing and Collections Manager (former Utilities Director) to Finance. The Billing
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and Collections Manager will manage the following direct reports: one (1) Administrative
Coordinator; two (2) Meter Reader Technicians; one (1) Meter Reader; two (2) Accounting
Specialists; two (2) Customer Service Representatives; one (1) Office Assistant; and one (1)
Business License Specialist (New), former Administrative Coordintor position proposed to
become a specialized class and moved from the Planning & Zoning Department assigned to
Finance.

As previously noted, the Director level across the City encompasses broader oversight often
involving multiple functional areas/divisions and numerous direct reports in trade,
administrative, clerical, and professional level positions. Drawing a distinction between levels
and titles to accurately reflect the scope of responsibility is appropriate and necessary.

e. Assign Business License Specialist (from Administrative Coordinator to specialized class)
from Planning and Zoning to the Director of Finance.

In the existing classification structure, there is an Administrative Coordinator role in the
Planning and Zoning Department that performs 20% front office administrative support and
10% management support, as well as specialized building permit and business license duties
approximately 70% of time. CPS HR consultants reviewed the incumbent’s PDQ and
subsequent interview notes, and recommend the creation and implementation of a new
specialized classification titled: Business License Specialist. The new classification will move
from a broad clerical/administrative classification to a specialized classification. It is
important to note that the specialized class is a single-incumbent position that becomes a
standalone classification separate from any existing class series. Therefore, the class is not
evaluated as a lower level position than the Administrative Coordinator, but rather distinct
and separate based on the essential functions and duties of the position.

Furthermore, CPS HR recommends assigning the new classification to Billing and
Collections.!As noted above, the Utilities function is recommended to be assigned to the
Finance Director as a result of the classification study findings and proposed reorganizations.
This recommended change will help facilitate greater operational efficiency in the City and
create reporting relationships that allow for the work to be carried out effectively in the
Finance Department.

1The Utilities Billing & Collections function was separated from the Public Works Department back in the mid 2000s. Since then the
function was first under Finance (then called Administrative Services) and then about seven to eight years ago was assigned directly
under Administration. One of the main reponsibilities has been to bill and collect for the services provided by Public Works divisions —
water, wastewater, and solid waste, and provide customer service in relation to new service accounts, but it also collects other city
departments fees as well.
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f. Assign Geographic Information System (GIS) Specialist from Information Technology to
Planning and Zoning

In the existing classification structure, the City’s only Geographic Information System (GIS)
Specialist reports to the Information Technology Department. CPS HR recommends
reassighing the GIS Specialist class to the Planning and Zoning Department due to the nature
of work performed while primarily carrying out planning functions. This recommended
change will help facilitate greater operational efficiency in the City and create reporting
relationships that allow for the work to be carried out effectively in the Planning and Zoning
Department.

g. Information Technology (IT) continue reporting to the City Administrator

Information Technology will continue to report to the City Administrator. The IT Manager
will have oversight of the following staff: one (1) Senior IT Technician (New), one (1) IT
Technician, and one (1) Graphics & Media Specialist. As noted above, the GIS Specialist
class is recommended to move to the Planning and Zoning Department due to the nature of
work performed in relation to primarily carrying out planning functions.

h. Community Development continue reporting to the City Administrator and Title Change
to Economic Development Manager

The Community Development function will continue to report to the City Administrator.
However, CPS HR recommends retitling Community Development Director to Economic
Development Manager to account for the scope of work and decision making involved, while
drawing a clear distinction with the level of responsibility held by department heads
designated with the Director title. The Director level across the City encompasses broader
oversight often involving multiple functional areas/divisions and numerous direct reports in
trade, administrative, clerical, and professional level positions.

2. Director Roles:

The use of the Director title is inconsistent in the City. Some incumbents with Director titles have
the oversight, decision making, scope and complexity, contact with others, and level of
supervision that warrant designation to this level. However, others are assigned to the same
Director title level with noticeably less oversight and impact in the identified allocation factors.
One distinction that was considered carefully was the size and scope of Director oversight in the
Finance, Public Works, and Parks and Recreation departments in comparison to the roles of the
Senior Services Director and Community Development Director. Both of the latter classifications
are recommended to be Managers as a result of the allocation factors considered and
explanation noted in this section.
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Some exceptions do exist in the City that do not require the use of Director titling. For example,
the leadership team includes individuals who are not designated as department heads but who
perform a critical and highly visible function, and whose input is important, including the City
Prosecutor and the Court Administrator. Those roles have distinct titles that correspond with
legal industry standards for high level roles. However, as with the roles of Senior Services Director
and Community Development Director, the allocation to a director title is not appropriate and
creates inconsistency in defining oversight and span of control.

Since the distinction between director and manager is not clearly defined in the existing City
structure, CPS HR recommends clearly distinguishing the director level by reserving the title only
for executive manager roles in the City. Executive managers tend to be department heads with
full responsibility for staffing through direct and indirect reports, oversight of multiple units or
divisions within a department, management and strategic planning of all department activities
and projects, especially oversight of the entire department budget. As an example, although a
Manager may assist in budgeting responsibilities (i.e., be accountable for preparation, submittal,
and expenditures) within a division or functional program; the Department Director maintains
control and responsibility for the entire department budget.

Any classification title changes from Director to Manager will not necessarily change the scope
and complexity of work in the existing job description, as the core duties and responsibilities
would be the same as before but draw a distinction between the Department Director. CPS
Consultants realize how a perceived downgrade in title from Director to Manager could impact
morale. However, the need for fairness in application of the definition should be considered from
a liability and operational perspective, and consequently the titling protocol for director should
be used judicially and correctly. There is a strong distinction between a Director level role, which
has strategic and budgetary oversight often over multiple functions within a department, than a
Manager role often responsible for oversight of a single program or functional unit. A whole job
analysis approach that accounts for reporting relationships, scope and complexity of work,
consequence of error in decision making, level of supervision received and exercised, and other
key allocation factors should be used collectively to determine consistency in titling protocol
across departments. Allocation to appropriate levels should be the primary goal of the City by
looking at title impacts agencywide.

Lack of Effective Career Ladders:

CPS created career ladders where deemed approporiate to create a promotional path for
employees. The creation of another classification level within a series is denoted in red and with
the word “New” in parenthesis in the proposed organization chart included in the next few pages.
The new classifications listed below in alphabetical order, include:

B Accountant Il (in a career series with the feeder class of Accountant |)
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B Associate Planner (in a career series with the feeder class of Assistant Planner)
B Building Inspector Il (in a career series with the feeder class of Building Inspector I)

B Human Resources Analyst (in a career series serving as the feeder class into Senior Human
Resources Analyst)

M Senior Information Technology Technician (in a career series with the feeder class of
Information Technology Technician)

The creation of new levels was primarily in professional classification series and dispersed across
the City in multiple departments, not confined to one job family. This impacts retention efforts
as employees see a future and growth potential within the City.

Title Consistency:

CPS recommends consistent use of title definitions to accurately represent classification levels
within a job family and/or placement within the organization beyond the Director level. In initial
review of the existing classification structure, titles were used inconsistently in a variety of classes
regardless of entry, journey, or advanced journey and did not correctly or consistently represent
the scope of work and degree of responsibility. Title consistency helps promote succession
planning as staff can clearly recognize positions that are entry, advance, supervisor, etc. in
correlation to the designated title.

One example of recommended changes that will allow for titling consistency in the City exists in
the Finance Department with the Purchasing Coordinator, Contracts and Grants Coordinator, and
Risk Property Coordinator. All three are specialized professional level classifications that perform
distinct and essential operational functions within the Finance Department. In terms of minimum
qualifications, all require a Bachelor of Arts degree and varying years of experience, which will be
banded to a similar number of years as noted below.

B Purchasing Coordinator — two (2) years of experience
B Contracts & Grants Coordinator — three (3) years of experience
B Risk Management Coordinator —three (3) years of experience

Despite the slight variation in years of experience required, it is important to note that all three
classifications report to the Finance Director. All three classifications perform specialized work,
operate with a high degree of independence in carrying out work, and do not supervise any direct
reports.
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5. Job Descriptions:
All classification specifications will require revisions to fit the new template format approved by
the Human Resources Director. Some classification specifications will incorporate duties not
previously listed; reflect revised qualifications; establish distinguishing characteristics; add
specific or clarify knowledge, skills, and abilities; and represent working conditions.

V. Classification Analysis and Recommended
Classification Structure

The classification structure recommended by CPS HR utilizes a mix of a broad and narrow classification
system, with generalized and specialized job descriptions. The structure includes creation of new job
classes, updated class titles, classification specification language updates and the elimination of a few
classes. The proposed structure: (i) consolidates classifications where the duties and responsibilities of
the work aséigned are sufficiently similar in scope and complexity; (ii) creates new classifications where
the duties and responsibilities are sufficiently unique in scope and complexity, (iii) provides clearer
distinctions among the different classifications, and (iv) creates career ladders where deemed
appropriate by staffing allocations and workload distribution.

Title Protocol

CPS recommends the following title protocol in order to maintain consistency across the City:

Recommended Title Structure | Class Description

Director / Chief The executive manager of a department, accountable for all resources and
activities, strategic direction, budgetary oversight, long-and short-term
service results and integration of multiple functional responsibilities
within the department and with other departments to achieve optimal
efficiency and effectiveness. *Chief allocations pertain to public safety
roles.

Assistant / Deputy Director The second-in-command manager of a department reporting to executive
staff, and having the authority to act in the absence of the department
head only when assigned to do so, accountable for all or most resources
and activities, long-and short-term service results and integration of
functional responsibilities within the department and with other
departments to achieve optimal efficiency and effectiveness.

CPS HR &= CONSULTING Page |22



City of San Luis, Arizona
Final Classification Report

Recommended Title Structure Class Description

Manager

A professional position responsible for planning, controlling, and
integrating the activities of a division, major function, or defined unit
within larger departments of the City and important, specifically assigned
program teams. An incumbent may provide functional responsibility for
full administrative supervision/management of team members.

Supervisor

This classification is defined as the supervisory level providing guidance,
support, and direction to assigned staff within a defined work unit;
responsible for team development; evaluating, mentoring, and training
staff; and constantly prioritizing and monitoring work flow within assigned
units.

Principal Analyst
(not recommended in proposed structure but
may be useful in future classification work)

This is the advanced professional career-level class. Incumbents in this
class have expert-level responsibility working from broad policies and
towards general objectives and referring specific matters to a superior
only when interpretation or clarification of organizational policies is
necessary. Responsible for managing, planning, directing, organizing,
overseeing and coordinating program activities. Incumbents may
supervise staff. This level is not used in the City likely due to the size of
the agency and existing distribution of classifications based on scope of
work.

Senior Analyst

Advanced journey level performing advanced, specialized work of
professional nature, utilizing skills that require technical expertise and an
understanding of complex analytical procedures and programs processes,
including analysis of complex business processes and requirements and
the ability to work with a significant amount of independent authority and
judgment. Incumbents’ primary responsibilities consist of providing
expertise and guidance to other professional, administrative staff in
complex program analysis and solutions; serving as a team lead; and/or
management of large, complex projects, which includes the management
of project team members and other resources; and performs other
related duties as assigned. May provide functional and/or technical lead
role over subordinate technical and/or professional staff.

Analyst I/11

Experienced journey-level professional providing analytical and technical
assistance regarding programmatic or functional systems and procedures.
Performs in-depth research on a variety of departmental inquiries. Writes,
reviews and updates department or unit or function procedures. May
assist management in preparing, recommending and administering the
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Recommended Title Structure Class Description

department budget(s) including financial analysis, payment of invoices,
monitoring and analyzing costs and expenditures and related activities;
contract and RFP administration. Writes and updates reports. Requires
considerable knowledge and experience within functional work area.

Coordinator, Specialist  and | Roles supporting program and specialized functions. Allocation may
Administrative result in development levels, I/Il/lll, based on assigned tasks and
experience level.

Recommended Classification Structure

The illustrations on the following pages represents functional work families, which may be assigned,
based upon essential duties throughout the City. The classes illustrate a series progression and
clarification of titling protocol.
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City of San Luis, Arizona
Final Classification Report

VI. Summary Conclusion and Next Steps

A summary of study results based on the recommended structure are outlined below:

1. Number of Direct Reports to the City Administrator: The proposed structure reduces the
number of direct reports to the City Administrator (recommended title change to City Manager)
from fourteen (14) department heads to eleven (11) departments with reassigned functional
units that make more operational sense. The City Administrator will go from seventeen (17)
direct reports in the existing structure to fourteen (14) direct reports, due to maintaining direct
supervision over the one (1) Assistant to Council/Public Information Officer (PIO), one (1)
Management Analyst, and one (1) Administrative Coordinator currently assigned to the City
Administrator’s Office. CPS HR recommends filling the vacant Assistant City Administrator role
(and retitling to Assistant City Manager), and further reassigning departments and direct
supervisors in the future in order to distribute City management and make oversight more
manageable. The Director of Human Resources will assume the duties set forth in the personnel
rules relating to grievances and discipline, and carry out the implementation of the proposed
classification study results and reorganization.

2. Director Roles: The issue of retitling came up in the study’s kickoff meeting with all City
leadership and in subsequent conversations with management, in particular, the change from
Director to Manager. There was also concern about some other titling issues, such as specialist
titles. CPS HR is an independent third party that asseses the position, and not the person, in order
to remain objective in recommending neutral and consistent solutions. It will be important for all
employees to understand that the study is of positions, not people. Furthermore, the director
level across the City encompasses broader oversight often involving multiple functional
areas/divisions and numerous direct reports in trade, administrative, clerical, and professional
level positions. The director title should be reserved for positions operating in that capacity.

3. Title Consistency: Recommended titling protocol will aide in supporting a consistent model that
promotes succession planning and future class development. Staff will easily recognize positions
in hierarchical series and classification order based on the designated title. Title consistency also
helps to create bands to determine appropriate levels of minimum qualifications.

As an example, the Purchasing Agent Il classification is recommended to be retitled to Purchasing
Coordinator based on the level and scope of work performed. The Coordinator title will allow for
title consistency with the Contracts and Grants Coordinator and Risk Property Coordinator roles
in Finance. All three positions do not manage or supervise staff, but will work with a high degree
of autonomy within their designated work assignment.
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4. Elimination of Classes: CPS HR recommends the elimination of four classifications: Secretary,
Office Support Specialist, Office Manager, and Paramedic. The job tasks characterized within
these classes were previously absorbed into other classifications in the existing structure or will
result in reclassification to a new class in the proposed structure. CPS HR also recommends the
elimination of Purchasing Agent | and Purchasing Agent Il. The job tasks characterized within
these classes are not assigned to current incumbents. Currently, the Purchasing Agent /Il
classifications are not listed in the City’s salary schedule and the series is not needed
operationally within the Finance Department.

A total of 110 classification specifications and 235 PDQs were reviewed by CPS HR consultants. A small
handful of the classifications did not have a current incumbent, hence CPS HR did not receive any PDQs
for vacant positions. There was one classification in the City Administration Office, which CPS HR did not
receive a PDQ. Management Analyst, Christine Hagen, did not complete a PDQ; therefore, no specifics
of the classification are available. However, CPS HR finds that a broad analytical classification, capable
of handling complex analytical assighments is common in public agencies and supports the concept of
having such a classification or series in the City.

Additionally, CPS HR Consultants interviewed ninety-four (94) of the City’s employees. For most
classifications, the City’s classification specifications appear to accurately reflect the job titles, job duties,
required knowledge, skils, and abilities (KSAs), and minimum qualifications of the positions. All class
specifications were updated using a template approved by the City, and expanded upon to include
relevant information gathered during the agencywide classification study.

Important: CPS HR recommendations are included in a Master Allocation Tracking Spreadsheet
(summarized in Appendix C) that corresponds with this written report. Each employee included in the
study is listed individually with a classification recommendation.

This report provides detailed information concerning the scope of the project, the methodology used to
complete the classification study, as well as the results of the study. Should you require any further
information, or have questions and comments with respect to this report, please do not hesitate to
contact the Project Manager, Jennifer Ramos, at (916) 471-3125 or jramos@cpshr.us.
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Appendix A: Pre-populated Position Description
Questionaire (PDQ) Template - English & Spanish
versions
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City of San Luls and CPS HR Consulting
Position Description Questionnaline for Cassificatipns to be Completed by Employes — ENGLISH VERSION

Classification Title: Recreation Specialist

The submission process for this questionnaire will involve multiple levels of review for quality control
purposes, If you are a Supervisor or Department Head reviewing this PDQ, please see the Instructions
on the following page.

Employee Instructions:

Ihe position destription questionnaire (PDQ) 1s cesigned to obtain Information about [nbs within the organization
for classification purposes oaly, This questionnalre will be used 1o evaluate the duties that constitute the posidon,
not the performance or qualifications of the employee.

The goal of the PDO is to cagture a current and accurate picture of the work belng perfarmed within a spicific
posiian. The intormatinn collected will be used to update classifications as necessary and make recommendations
to management,

NOTE: in an effort to save employees fime, the questinnnaire is pre-populated with the information onyour existing
iob descriotion, Please o not write over any of the pre-popuiated statements. It a pre-populated statement is not
relevant to your position, select the appropriate check box.

There are notional text boxes at the end of cach section where you may write in new or additional tasksftunctions,
explain any changes or carrections that need to be made to existing duty statements, andfnr pravide cnmments that

the review committee should tons'der when looking at your classification, Leave these sectlons biank if you do not
have: any changes or additions to the pre-populated boxes:

You may use your cxisting [ob description for reference while completing the PDQ.

Thank you for your help with this important step inthe ciassifcation review process,

Process
The flowchart oelow outlines the PDO completion process,

Employee Next Level Supervisor Department Head

ssave PDQ as aiteviews PDE and discuss areasvdth s teuleiw PDQ and discu ss areas as
Classification_Firstintiallastnam Emplovee asneeded needed ; : i
e_Sanluis_PDQ.dac sComplelo tho Mext Level Supervisr’s sComplete the Dupl Head Statemsnt

sComplete DO Statement section section

Send to nekt level Supervisol sSend FDQ fo applicalie Dept. Head *Send PDQto

HRDept@Edtyofsanliiscom

This PDQ Is constructed so that you can complete it eiectronically and send it to your next leve! supervisor for review
by e-mall. Completing the PDQ iectronically is the preferred method, A paper version of the PDQO wiil be allowed
for those with limites or no computer access,

If completing electronically, please rename and save this document to one of your file folder an your computer
before beglnning.
1. Click on File, 5ave As,
2. Save the document In a file folder that you are familiar with and will oe able to fing again.
3 Save this document using your name in the following naming convention;
Classlfication_ FistinitialLastName_SapLuls_PD0.doc
Example: Accountant_iSmith_Sanluls_PDQ.doc

CPS HR == CONSULTING Page | 1
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Clty of San Luls and CPS HR Consulting
Position Description Questionnale for Qassifications to be Completed by Employes -~ ENGLISH VERSION

|

|

|

}

| 4. You may reference your current job description while compieting the P

5. You may aso attach adaitional Information or pages f needed. This includes any previous PDQS or job

related documents. If necessary, these can be sent as separate documents, Please use the naming
convention of Classificatlon_FlrstinitlalLastName_Santuls_PDQ Supporting Dot

If you have co-worsers in the same classification who perform duties ident'cal to yours, you may work togetner to
complete a group PO, If you €0 so, please Include all employee names on the PO for recordkeening purposes,

After the PDQ is completed, please emall the questionnaire to your next level supervisor.

Next Level Supervisor Instructions:

Please review the PDQ after it is completed by the employee and answer the questions on the Next Level supervisor
Statement page atthe end of the document. It is important that you do not change any of the infarmation submitted
by the employee, if you have additional comments or concerns, please provide them in the supervisor section. Once
the review is finished, p'ease send the document to the applicable department head.

It you are a supervisor completing this PDQ for a ¥agant position, save this document using the following naming
convention: Classification_Santuis_PDQO.doc. If you have more than ore vacant position, make sure that each PDQ
is pamed differently.

Department Head Instructions:

Piease review the PDQ once it s completed by the employee and révieweds by their diredt supervisor and answer the
questions on the Department Head Statement page at the end of the document. It is important that you do not
change any of the Information submitted by the employee or any of the responses made by the supervisar in the
supervisary review secton. If you have acditional comments or concerns, please provide them in the department
head statement as needed,

Onte your review is finished, please send the document to the San Luis HR Depantment: HRDept@ciiyofsan|u's org.

Thank you for your participation, If you have any questions, please contact:

San Luis HR HRDept@ cityofsanluis.or (928) 341-B547
sarah Williams swiliams@cpshr,us (416) 471-3117
CPS HR g CONSULTING Page | 2
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Clty of San Luls and CPS HR Consulting
Position Description Questionnave for Cassifications to be Completed by Employee — ENGLISH VERSION

EMPLOYEE INFORMATION
Name Waork Phone Number:
Work Location: Work E-mall Address:
Current Classiflcation Title: Length of Time In Current Position:
Supervisor's Name! Supervisor's Classiication Title:

1. JOBSUMMARY

Does the definition below accurately describe the genaral resporsibilities and work performed by this
classification?

(1YEs [INO

Under general supervision, provides support to various recreational services and activities
sponsored by the City of San Luis and performs grounds and pool maintenance.

If No, please add any additional relevant information that needs to be included and/or edit the
statement as neaded In the area balow

CPS HR = CONSULTING Page |3
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City of San Luls and CPS HR Consulting
Pasition Descrption Questionnaire for Qassifications te be Completed by Employes — ENGLSH VERSION

2. ESSENTIAL FUNCTIONS
After reading each of the essentlal functions on the following page, rate each statemant on the following:

+ Performed by Classification: Does this statement accurately describe an essential function
performed by this classification?

s Frequency: Haw frequently do you perform this task? Repgardless of the Importance of the task
indicate how often you perform it.
D= Never, | do not perform this task in my job.
o 1= Infrequently. | perform this task no more than once a month,
o 2=Somewhat frequently, | perform this task no more than once a week,
o 3= Frequently, | perfarm this task several times a week, but no more than once a day.
o 4= Very frequently. | perform this task several times each day,

¢ Importance: How impertant Is this task for successfully performing your job? Regardless of the
frecuency or amount of time spent on this task, indicate the task’s importance,

o 0= Notimportant, This task is not impartant to my job. Failure to successfully parfarm
this task typically has no corsequence.

= 1= Minor importance. This task is of minor importance ta my job, Failure to successfully
perform this task has little or no consequence,

o 2= Important, This task is Impartant ta my job. Fallure to successfully perfarm this task
has some negative conseguences,

o 3=Critical. This task is ore of the most essential tasks of my job. Fallure to successfully
perform this task has significant negative consequences.

+ Needed at Entry: |s It necessary to know how to perform this task upon entry inta this job?

o No = Success in this job daes not require proficiency In this task prior to entry, Job
demands allow a pewly hired person to aceuire task proficiency through training or
experience or: the job.

o Yes = Success in this job requires experlence perfaorming this task prior to entry. Job
demands require task proficlency soon after hire (for example, in the first week or s0) and
there Is no opportunity to learn to perform this task through training or experiance an
the job.

e % of Time Spent on Task: Provide the approximate percent of time spant on each essertial

function. The total of all percentapes should equal 100%, If the total percent of time spent on tasks

totals more than 100% due ta overlap In duties, please explain In the text box below,

CPS HR ;CONSULTlNG Page | 4
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city of $an luks and €S HR Copsulting
I eseapyeian Caasthinmve for s Bratins i e Comideivd by Fnnitiopve - FRGUA ERMON

% OF tinee

ded at
Fiequency Impur tance Ne:n;:. 3 $pent un
! Tak

Poetfotmed by

Essemilal Funetion 3 4
! Classification?

1 | Assists with, coordinetes. andlor oversees (1 tever 1t4et mp Ll ves
recrealional actiities at the Clty Gymnasium; O Ho Clirdrecuendy | CIMwer imp 1 ha
) S Lliegmrtant
Feemanily ITIcsitiial
S recquerihy
LNy
g Franuenily
2 | Leads, and paricpates in. recreational aclivilies, [RLT) [N [N [l ¥
17 Ho Tl racdiondy [WESTCCSUT R Il Ho
Clanmasbat Climportant
Frequently 1 ithend
CIFrupminily
Ciiey
— - Freqiently L BT, (U -
1 | Cogrdnales tmining sesslons and parlicipates In 1 ¥es 1 fevee Liter o L1 ¥es
special recreational events, £ Hn Clidmauemyy | LAt i, L) b
LI Snmmwhat [Tirpteiant
Feenuanily [niibent
Clsreqert
LYy
Flenquently
4 [ Maintains discipline and safety/sanitary stendards, | T ¥as T1 e TINet kg [T %o
i o CHrtmoginny 1 IAbincet b 1 M
Clsonmmshat ot
Fagnimitly Clgritieal
1Fprpiishy
LNy
Frenuontly
5 | Malntains recards of gym usage. scheduled 2 Ve Cltiewee LNt irp Cl¥es
aclivilles snil evenls, vehlcle usage, and oM L Dinreauentdy | (Mo lnp O ho
EUPPHEE and I'EPOFIS l!'lfﬂﬂ'llﬂﬂﬂﬂ to Supewlsar; |1 hoitire by 11 i=esetant
Frententty Ligritieal
CIFreepiniely
¥y
Farantly
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Essential Functon

Interprets and explains game rules, organlzas sporls
teams; and/or officiates at recrealional games and
evenis,

Performed by
Closs|fication?

Fiequoncy

L trwee
Elindreauantly
L Smmewh

lmpod tance

Nt imp

[irdmes iimp.

[R5 SR AETH

Neoded at
Enmy

% 0f tinke
dpeat un

Tatk

Frenquenily | 1grmenl
LI Ermieney
LWy
Fdiquonily
7 | Recelves, unpacks, storas, and banspeorls L ¥y [ty [N [ ¥y
recrenllonal matarlals, supplies, and equipment; It Elirdmagiopty | FIMwar inn Fha
Clsnmashar limpoetant
Frenuently Ikl
LI =t pepinedy
Dy
3 T e T _{ brequenty o2 - EES
8 | Goaches sporls leams ai prachce sesslons as I ¥es 1 ftwee [1tdct 7 [ ves
required: (BT Clintreauumly | Elsdinor imp L1 Mo
L humentis [ Tirroortant
Faanuontly (RIS
ClErnqamdly
iy
Feommntly
9 | Perfarms basic ceaning and maintenance of Ihe 7 ¥us Tl Mo [Tk it T Ys
aym facllity and surrounding grounds, 17 Hn (LT WM TR 1 ha
21 Soimanahat [lgartant
Feequenlly Licrienl
ClFnwpionsly
Wiy
Frequently
10 | Prepores {linas and rakes) basobell flelds, I3 yoy I taer et imp C1¥es
I o Clintreouemy [MESTEZN T Llha
LY St | Di=pigtant
Feantainty [ICrmenl
AR gently
Doy
Frenquontly
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Performed by

Aussifcatian? Frequency Impor tance

Essenifs] Functlon

Heedad at
Entry

% of time
Spent on
Tash

Assists In grosndsipark cleaning and mamienance O tprver [RECIE Ll ves
as required o assigned; I tio Clirérequent?y | CIMinar imp. O N
LY Someshat Llirportant
Feemuantly Flcrmeal
ClErpquercly
Wy
Feenuetily
12 | May record Infermation about games such as player | Cfves [RET [ [ ¥es
names. scores, fosfeils, violations, prolests. league | P He Clintmegionty | Tl g, [l b
standings. schedules, elc. Elsomewfar | Climosrtant
Frequently [A¢ritical
El Eroquencly
iy
Feequently
13 i ¥es 1 fever | Eltezire [¥es
[RETH Llirdrmauentdy 1Mot imp LI Mo
ClSomesha [Jirporaan:
Fraquantly [dCriical
I Erecpinedy
IV ey
Freaquenily
14 [EXT Tl imint [N Ll ves
7 Ho Dl intmconyy Mo b, [ o
D1 5ommahat Tirgorzant
Frequently Ccriteal
T Frnepidy
ey
Hrequently
15 [ Yes O Mewe [8es e Cves
[mg ] Cirfrequently Mo mmp [ ho
1 Smneatil Lirprtan
Fraquentty [dCritical
O Frocpieedy
Clvery
Frenuntly
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Clty of San Luls and CPS HR Consulting
Positient Deseription Questionnaltre for Cassifications to be Completed by Employes — ENGLISH VERSION

Are there any additional essentlal functlons performed by this classification that are not coverec by the
statements above? Please llst tham in the area below,

CPS HR S CONSULTING Page | 8
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City of San Luls and CP5S HR Consulting
Pasitian Description Questionnate for Onssifications to be Completed by Employee — ENGLUYH VERSION

3. KNOWLEDGE/SKILLS/ABILITIES

After reading each of the Knowledpe, Skill, and Ability (KSA} statements on the following pages, rate each
statement on the following:

» Relevant 1o the Classification: Does the statement accurately describe the knowledge/abllity /<kill
{K5A) needed to perfarm the essential functions of this classification?

+ Importance: llow important is this KSA for successfully performing your job?
o 0= Notimportant. This KSA ls not important to successful parformance,
o 1= Minor importance, This KSA Is of minor Impaortance to suceessful job performance.
o 2=Important. This KSA is important for successful parformance.
o 3 = Critical,  This KSA is essentlal to the job and is critically importart to succassful
performance.

s Needed at Entry: 15 this KSA needed upon entry into this job? In ather words, must an Individual
be: competent In a partlcular area before entering the job, or Is an Individual expected ta gain
| competence through tralning or experlence on the job.
| o No = Successful job performance does not require proficiency in this KSA pyior to entry,
Competence in this area must be developed over time through training or experience on
the Job,
o Yes = Successful job parformance requires this KSA prigr to entry. Competence In this area
is difficult to acquire, and job demands require this KSA soon after kire [for axample, in
the first weak or so),

» Distinguishing Value: Beyond a minimally required level, do employees who have greater
competence in this KSA perform mare effectively than employees who are less competent in this
KSA?

& No = Success in this job doos not require proficiency in this task prior 1o entry. lob
demands allow a newly hired persen to acguire task proficiency through training or
experience on the job,

o Yes = Success In this jab requires experlence performing this task prior to entry, Job
demands require task proficiency soon aftar hire [for example, in the first week ar so) and
there Is no opportunity to learn to perform this task through tralning or experience on
the Job

CPS HR = CONSULTING Page |9
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| Clty of San Luls and CPS HR Conzsulting

Knowledge

St it Relevant to Vitortnte Needed  Distinguishing
% Classification? P at Entry Value

Position Description Questionnaire for Cassifications to be Cormpleted by Employee - ENGLISH VERSION
1 | principles, rules, materials, | O ves CINot Imp. Ol Yes O Yes
equipmentl and organization of | CINo CIMinot g, | T Mo O No
recreational activities; Climportant
‘ Clciitical
2 | rules and regulations applicable to | Clves Ulnloz lmp. O Yes L1 Yes
sporting events; O Ne OMinor imp. | O Mo [ Ne
Climportant
Ccritical
3 | salety and sanitery practices and | ClYes Mot Imp. 1 Yes O Yes
procedures and related standards | O Ne COMiner imp. | Ol Ne O ne
and regulations; j Dlimportant
Licitcal
4 | grounds and building maintenance. | Cl Yes CInot lmp. O Yes O Yes
d 1 No CIMinor imp, | T Me Tl Ne
Climportant
Clcrtical
5 T Yars CINot Iinp, O Yes O Yes
LI No CIMinor imp. | Tl Ne [l Ne
Climportant
CicCritical
6 [RR7YY CINet imp. ElYes [ Yes
Cl No OMinor imp. | Dl Ne I Ne
Cimportant
Cicritical
7 [1Yes CiNoeT mp 1 ¥ 1 Yes
I No CiMiner imp. | £l Ho I No
Climportant
CCritical
B Cl¥es CINot Imp. 1 ¥es £l Yes
O Ne OMinor imp. | Tl Me O ne
Climportant
ClcCritical
9 Ol yes CINot Imp, O Yes OVYes
1 No CiMiner Imp. | Dl Ne [ Na
Climportant
ClCiitical
10 Llves CINoz Imp. ClYes [} Yes
CiNo CMiner imp. | I Ne I Ne
Clmportant
CICritlcal

CPS HR &= CONSULTING Page | 10
CPS HR &= CONSULTING Page |40



City of San Luis, Arizona
Final Classification Report

Clty of 5an Luls and CPS HR Consulting
Pasitiovr Description Questivnnade for Oassifications to be Completed by Emplayes — ENGUSH VERSION

Are there any additioral knowledge stataments that need to be added? Please list themin the area below,
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Clty of San Luls and CPS HR Consulting
Position Description Questivanafre for Cassifications toa be Completed by Employee ~ ENGUSH VERSION

City of San

Luis, Arizona

Final Classification Report

Ability

Relevant to

Statement

Classificatlon?

Importance

Needed
at Entry

Distinguishing

Value

1 ClYas CIMot Irnp. [ Yes Yo
Cl No COMiner mp. | C Ne O No
THmpartans
LlCrtlcal
2 Cl Yos CIMet fmp, Ll Yes O Yes
1 No CIMInar g, Ll No “No
Lllnportant
4 : LCnitical
3 Clyes Firot lmp. 1 ves O ves
ClNo CMiner imp. | I Mo CNe
Llimportant
ICritical
q 1 Yas LMot Imp. I Yes I Yes
Ll No Oniner imp. | LI Ne LMo
important
1CHtleal
5 L1 Yes Mt imp. Ll Yex L] Yes
O Ne CiMinor Imp, | CINe O Ne
Tlimpartant
ClCHeal
6 O yes CNot Irmp. I Yes 0 Ye
{1 No Clndiepr tmp, | £ No 1 No
[Tlnpartant
Lltnucal
7 Clyes Mot lrnp. [ ¥es Ol ves
1 Mo CIMinor lmp, 71 No CINo
Lmportant
s {dCritlcal
B i i e BB LT CIrat tenp, CYes | Ol Yes
1 No Lindiror msp. L1 No U No
Cimipertant
ClCrtlcal
9 Clyes ot linp. Yo ] Yes
1 No CMinor Imp, 21 o CINo
Cllsnportan:
[Crtleal
10 Clyes CIMot Irnp. 12 Yay Ol Yes
(JNo CMinor imp. | U1 Ho O No
Cllnpertant
LICHtical
CPS HR 2= CONSULTING Page | 12
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City of San Luls and CPS HR Consulting
Poxition Desenption Questipanade for Gassifications g be Compheted by Empluyes - ENGUSTVERSION

Are thern any additional ability statements that naad to be added? Please list them In the area below,
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Final Classification Report

CPS HR A= CONSULTING

skill
Relevant to Needed | Distinguishing
st Classification? Iippariance at Entry Value
establishing and maintaining O Yes CINot lenp. I Yes O Yos
effective working relationships with | CiHe Otdinor imp, | 1 Mo O No
others and interacting with the Clinpartang
public; Cicrtical
maintaining discipline and handling | Ci Yes CINot Imp. [ Yas Ol Yes
emergency sliuations, O No COMinor imp. | I No O N
Climpertant
CICritical
implementing rules and regulating | ClYes TINat mp. 0 Yes Ol Yos
the conduct of activity participants; | [ Ne OMinor imp. | T No O e
Climportant
[icntical
preparing and maintaining activity | O Yes CINet Imp. O Yes O es
records, I No COndiner Imp, | I Ho Clno
Oimportant
[critical
stimulating Interest and [ Yes TINot . -1 Yes Tl Yes
enthusiasm among others. CiNa Otdinor imp. | 1 No Cno
Climnportant
ClCritical
[ Yes CINot Imp. [ Yes Yes
Cl No CIMinet Imp, | 1 No O Mo
Climportant
ClGritical
Clyes CINet Imp. 1 os O Yes
Ol Ne CIMinor Imp. 1 Ne CONe
CHmpartant
Ocritleal
O Yes ONet Imp. O Yes ¥Yes
Cl N TiMinor timp, | 1 No I No
Climportant
Llchitleal
CPS HR 2= CONSULTING Page | 14
Page |44



City of San Luis, Arizona
Final Classification Report

Clty of San Luls and CPS HR Consulting
Position Description Questivanaire for Cossifications to be Completed by Employee ~ ENGLISH VERSION

Ara there any additional skill statemeants that need to be added? Please list them in the area below,
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Final Classification Report

Clity of San Luls and CPS HR Consulting
Positi Desenption Questionnade for Qassificating to be Compheted by Employes - ENGLISH VERSION

4, SUPERVISON/DIRECTION GIVEN

Daes the position directly supewvise employees?
CIYES IINO

Indicate the total number of employeas supervised dicectly:

and indiraatly:

Does position parform "Lead" duties?

{Lead duties gererally include training and providing ongolng guidance te staff; assigning and
monitoring work; and asslsting in providing Information to tha suparvisar in areas such as employea
selection, performance evaluations, and coverage schedules, Lead workers are typically not
responsible For hirlng/firlng, corrective action, or praparing performance evaluations though they
provide input for the evaluations.)

71 YES [1NO
CPS HR g CONSULTING Page | 16
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City of San Luls and CPS HR Consulting

City of San

Luis, Arizona

Final Classification Report

Positton Desenption Questionnaire for Classifications to be Complered by Cioydayee — ENGLISH VERSION

List the employaes directly supervised or lead (Include name, classification, ana status). if positior
supervises ar laads more than ten employees, list only the jab titles and numbar of people supervised:

STATUS FTE = Full-time employee

PT = Part-time Career or Part-time contract
employee (seasonal/Intarmittent)

TEMP = Temporary or Contract employee

Name Job Title FTE PT/TEMP
rl rl
| 0
| a
r N
0 |
] 0
i n| o
rl 0
0 a
rl a
CPS HR &= CONSULTING Page | 17
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City of San Luis, Arizong
Final Classification Report

City of San Luls and CPS HR Consulting
Dosition Desenption Questinnnaire for Gassificanions to be Completad by Employes - ENGLISH VERSION

What type of supervisionflead is provided? Please select all of the supervisory/lead duties performad,
the level of authorlty, and Indicate whether the activity Is performed for amployees, non-amployees {e.q.
cantractors), ar both,

No . With O e Employee or
RiNeE i Recommend Prior AT Non-
Y Approval v Employee

Traln others [l a ] 0O
Hire employees 0 0 0 O
Plan and/for schedule wark for athirs =

4 r [ (] |
on speclfic projects
Plan and/or schedule wark for othars n r = r
on a dally basls
Assign or delegate work to others on

i
specific projects D = =
Assign or delegate work to others on n M M |
a dally basls
Manaltar wark of others on spoecitic
projects or on a dally basls {please | (] (] m]
spucily)
Estanlish rules; procedures, and/or
stanrdards H 0 2 o
Approve overtime and/for leave ) ] (| 0
Evaluate performance 1 r I 0
Fake corrective actlon O (] (] ]
i 1complaints and

mvsn.htr tomplaints andfor r . . -
grivvanges
Other n (N 1 1
CPS HR o CONSULTING Page | 18
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City of San Luis, Arizona
Final Classification Report

City of San Luls and CPS HR Consulting
Position Desenpion Questinanadre for Cassifications to be Compheter by Employre - ENGUSH VERSION

5. QUALIFICATIONS!
Education and/or Expetience

Doas the statament balow accurataly doscribe the minlmum education/experience requirements for
antry Into this classification?

CIYes  [INO

Education and/or experience equivalent to one (1) year full-time work coaching, coordinating,
or officiating organized recreational activities/sports. Depending upon the needs of the Gity,
some Incumbents of the class may be required to demonstrate fluency In both Spanish and
English as a condition of employment.

If No, plaase acd any agditianal relevant information that neads to be included or edit the statemant as
neaced in the area below,

CPS HR 2= CONSULTING Page | 19
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City of San

Luis, Arizona

Final Classification Report

Clty of San Luls and CPS HR Consulting
Position Descrption Questionnaie for Cassifications to be Completed by Emplopee — ENGLUSH VERSION

EMPLOYEE'S STATEMENT
If thara are other aspects of your job not cavared In this questionnaire that are Impaortant In
Lnderstanding your Job content, please describe belaw.

Important Note: You may also atzach additional infarmation or pages if needed. This includes any
previous PDQs or job related documents.

1 By checking this ok, | certify that 1 am the indvidual named helow who has completed this guestionnaire,

Printed Name: Classification Title:

Signature: Date:

You have completed the employee section of the Classification Questionnalre,
Plcase send to your immediate supervisor for review,

Thank you for your participation!

CPS HR == CONSULTING Page | 20
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City of San Luis, Arizona
Final Classification Report

Clty of San Luls and CPS HR Consulting
Position Descnpton Questionnatre for Qassifications to be Completed by Employes — ENGLISH YERSION

NEXT LEVEL SUPERVISOR'S STATEMENT

After reviewing this employee’s questionnaire carefully to see that it is accurate and complete, fill out ttems 1-8
below.

Do not fill In these Items unless you supervise the employee directly. Your certification befow means that you accent
responsibility for the accuracy ano completeness with which the entire cuestionnaire describes the duties and
respons|biilty of the job,

If the Employes’s Statement does not express your view of the dutles, responsibliities and essentlal functions that
you have assigned the employes, please clarify or elaborate below. Please allow your employees to review your
responses If they request to see them,

There are two cssential cautions you should observe:

*  Under no dreumstances should the employee’s entries in the Employee’s Statement section be alterec.

= Do not make any statements of comments about the employee's work performance, competence, or
qualifications, This guestionnalre will be used to evaluate the dut'es that constitute the position, not the
performance or qualifications of the amployes.

1. Doesthe job summary/definition of the classification (inciudirg any edits provided by the employes) accurately
refiect the general responsibilities and work performed by this cassification? If not, please clarify,

2. Do yau agree with the essential tasks and the ratings pravided by the employee? if not, please clarify,

3. Do you agree with the knowledge/skill/abllity (KSAs) statements and the rating provided oy the employes?

It not, piease clarify,

4, Do you agree with the working condition statement? If not, piease clarify,

CPS HR 2o CONSULTING Page | 21
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City of San Luis, Arizona
Final Classification Report

Clty of San Luls and CPS HR Consulting
Position Description Questionnade for Cassifications to be Completed by Employes — ENGLISH YERSION

4, Do you agree with education/experlence statement?  If not, please clarify,

6. Do you agree with lieenses/certification statement? I nof, please clarify,

7. What additional information shauld be considered in evaluating the appropriate ¢lassitication for this position?

&, Is reorganization or other changes planned or taking place in your organization that will impact the content or
leve! ot this [oh?

[0 By checking this box, | cartify that | supervisa the employer who has completed this questionnaire,

Printed Name: ClassHication Title:
Signature: Date:
CPS HR == CONSULTING Page | 22
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City of San Luis, Arizona
Final Classification Report

City of San Luls and CPS HR Consulting
Position Desenption Questinanaine for Gassifications to be Completed by Employee - ENGUSH VERSION

DEPARTMENT HEAD STATEMENT

After reviawing thiv employee's questionnalre carefully 1o see that it is accurate and compiate, complete the items
helow.

Do not fill In thesa items on'ess you are tae applicabin Department Head, Your cenification below means that you
accept responsibility for the accuragy and completeness with which the entlre questionnalre gescribes the duties

and responsibllity of the job,

If the Employes’s Statement does ot expriss your view of the dutles, responsibilities and essential functions that
yoii have assigned the emplayes, please clarity or elaborate below. Please allow your employees 1o review your
responses If thay request to see them,

There are 1w essential cantions you should observe:

*  Under no dreumstances should the employee’s eptries In the Employee's Statement sectlon be atesea.

= Do nnt make any statements of commemts about the employee's work performance, competence, or
aualitications, This questionnalre will be used 1o evaluate the duties that constitute the pogition, not the
performance or qualifications of the smployes,

After you have reviewed this auestionnalre and complated this page, plaase sava this dacument ana send
to HRDept@cltyofsanluls.org.

Do you agree with the other information given by the employen apd/or immediate supervisor?

[ YES [ NO
if not, please elarify:

Printed Name; Classification Title:
Signature: Date:
CPS HR 2= CONSULTING Page | 23
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City of San Luis, Arizona
Final Classification Report

Culdad de San Luls y CPS HR Consulting
Cugstionario de desceincion de posicién pare clagificoriones - Debe de ser completada por ol empleadn

Titulo de la Clasificacién: Recreation Speciallst

El proteso do envio de este cuestionario Implicarn multiples niveles de revisian para fines de control de
calidad, 51 usted es un supervisor o Jefe de departmento revisando este COP, pot favor consulte las
Instrucciones en la pagina sigulente,

Instrucciones de Empleado:

El cuestionatio de descripcion de posicidn estd danfado para obtener Informacian sobra los puestas de trabajo
dontro de la arganizacon silo con fines de clasiticacion, Este cuestionarlo se utitizard para ovaliar las funciones gque
constituyen |a posiclén, no el randimiento ni calificaciones dol pmpleadg.

El objetivo del CDP es captar una imagen corlente y preclsa de la obra que st realza dentro de una posicion
pepecificn, La [nformaclan recogida s utilizard para actualizar [as dasificaciones segin sea necesaro y nacer
retamendaciongs 4 1 garancia,

NOTA: En un esfuerzo para ahorsar ¢ tiempo de los empleados, ef cuestonario fue pri-podlade previaments con la
Intormaclan on s1 descripclion de trabaje actual. Por favor, no escdiba sobre cualnuinri dn los estacos pre-pob‘adas.
51 una disclaracifn nd s reloyvantis a su posician, sobecionn la Gsilla de verticaclon eorrespondiente,

Hay candros de tewtn ppglonal 4t tin de gada secclon donde se puede escrlale nuevay o adiclonales tareas/lunciones
y explicar los cambios o correcclones gue debin hacerse a |3s declaraciones de tareas oxistentes y/o proporclonar
comentirlon quis ¢l enpuitd de revison debe ferer en cugnta uasdo estan mirandn su clasificacion, Deje estas
seccinArs en blanca sl i tiene tados los cambios M7 adiciones a las caslilas ya pobladas,

ted puede utiliza escripeisn de trabajo existente como reforencla para completar este COP,

Geaclas por su ayidh con exte impotante paso en ol proceso de revisionde |a casdicanion,

Proceso
La Imagen 4 cont suacioa deserine el proceso di terminsalon de COP,

Empleado Suparvisor Jefe de Departamento
scitardir ol TOP oo sty ol COP'y Wiseutin g rens con e *llevisar of COF ellacu L b i viky
Clasticacian_Initial de pelmer etpleatlo sepn wi ocesiri i Wit nicasario
nembiedpolido_San luls COP acampletar o sljulente siidon do sCantpltar la syccion de dodharini n
scompleta el COP' e charariin el Mifa do Dopartam ento
sinvlir ol ChIta bl Supurdsol abywlar o) €01 al Jefo de departament o (iwdar el LOP 4
: Hitheptcinolsanhiscom

Este COP ps construido de modo que usted pueds campletar electroncamente y envias # sU Supervisor para su
revisitn por correo electrdnlco, Finalizacidn del COP electropleamente es al metado preferidn, Laversion en papel
dal CIP sora permitida para los que no tigaen acceso a una computadara,

5| esta completando este formulario electronicamente, por favor camble el nombre y guarde este documento en
una de sus carpetas de archlvos antes de comenzar,

1. Kagaclhc enarchive, guardar como
2. Guardar el dpcumenta en una carpetadea archivo glie usted conoce v serd capar de encontrar 01ra Ve,
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Culdad de San Luls y CPS HR Consulting
Cuestionario de descripcién de posicién pora clasificaciones - Dobo de ser complotado por el empleado

4, Por fayor, guarde este documento con su nombee en la sigulente convenclon de nomendiatura:

Clasificaclén_ Iniclaldeprimemombreappellido_Sanluls_COP.doc
Ejemplo: Contador_JSmith_Sankuls_CDP.doc

3, Usted puede hacer referencia a ’a descripcian di su trahajo actual especificacion de mientras fermina il
cop,

5. Usted tamblén puede adjunta Informacion adicional o paginas 51 ey necesarlo, Esto incluye cualguler
CDPs o aocumentos relacionadas con empleo, Stes necesario, estos pueden sor enviadns como
documentos separados, Por favor use la siguiente convedin nomenclatura de
Clasiflcaclon_iniclaldeprimerrombrepppellido_San Luls_COP Documentos de respaldo

Sl tieans compafieros de trabajo en fa misma dasificacn que realizan funclones [dénticas a la suya, usted puede
trabajar junto para campletar el COP en grupn, Sl [0 nace, por favar Incluya tndos los nambres de emplieados en ol
CRP para tines dr mantanimiento de registros,

Después que of CDP este completado, por favor mande el cuestienario por correo electrénico a su
suporvisor Immediato.
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Final Classification Report

Cuidad de San Luls y CPS HR Consulting
Cuestionario de descripcidn de posicion pora clasificaciones - Debe de ser completado por el empleado

Instrucciones para el Supervisor:

Revise &l CDP finalizadn por parte del empleado y responda a las preguntas en 1a pagina de revisién supenvisora en
¢l tnal del documento. Es importante que no camble ninguna de la informacion presentada por el empleado. Si
tiene tros comentarios o dudas, por tavor de darlas €0 |a seccion de supervisor segdn 5sea necesario, Cuando
compete su revision, por favor de mandar el documento al lefe del Depatameto.

5i usted s un supervisor completando este CDPP pard una posicon yacante, por favor guarce este documento
utilizanda la slgulente corveneion de nomenclatura: Nombre de la clasificacion_Sanluls_CDPForm.doc. Si usted
tiene mas de un puesta vacante, por favar asegiirese de que cada COP es nombrado diterentemente.

Instrucciones para El Jefe del Departamento:

Por favor revise el CDP, una vez que sea completado por el empleado y revisado por su supenvisor inmediato,
Conteste las preguntas de la pagina de declaraccion del Jefe del Dartamento al final del cocumento, ks Importante
que no cambien ninguna de la information presentada por el empleado ni Ias respuestas hechas par el supenvisor
en la seccién de supervisnres. § tene otros commentario o dudas, por favor de darlas en i3 seccion del Jefe de
Departamento segin sea necesario.

Cuando acavpy de reyisar e CDP, por faver mande este documento hal departamento de San Luis HR:
HRDept@cityotsanluls.org.

Gracias por su participacion. 5l usted tiene alguna pregunta, por favor phngase en cantacto con:

Zan Luis HR HROeptE cityofsan!uis.org (92B) 341-8547
Sarah Willlams swillams@epshr.us (316) 471-3117
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Cuidad de San Luls y €PS HR Consulting
Cuestionorio dp descripcién de posicidn pora clasificaciones - Debe de ser completada por el empleado

INFORMACION DE EMPLEADO
El Nombre: Numero de teléfono de trabajo:
Lugar de trabajo B Direccidn de correo electrénico de trabajot
Titulo de clasificacion actual: Duracldn de tiempo en la posiddén actual:
Nombre del Supervisor: Titulo de clacHicacién de Supervisor:

1, RESUMEN DEL PUESTO

La definicién a continuaclin deseribe con precisidn las responsabilidades generalesy trabala realizado
por esta clasificacion?
sl LLINO

Under general supervision, provides support to various recreational senvices and activities
sponsored by the City of San Luis and performs grounds and pool malntenance.

St No, por favor agregue cualquier informacion adicional pertinente cue debe estar incluido o editar la
declaracldn declaracion segln sea necasarlo en 1a zona de abajo.
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| Cuidad de San Luls y CPS HR Consulting
Cuestiongrio de descripcidn de posicidn pora clasificaciones - Debe de ser complerado por el empleado

2, FUNCIONES ESENCIALES

Después de leercada una de las funciones esenciales en la pigina siguiente, tarifa cada dedaracidn en los
siguiontes:

¢ Reallzado por clasificacién: Esta declaracion describe can preclsldn una funcién esencial realizada
por esta clasificacion?

* Frecuencia: Con que frecuencla usted realiza esta tarea? Independientemente de la importancia

de la tarea debe indicar con que frecuencia se realiza.

o 0= Nuncta. Yo no realizo esta tarea en mi trabajo.
| o 1= Con poca frecuencia. Yo realizo esta tarea por lo menos una vez al mes.
| o 2= Algo con frecuencia, Yo realizo esta tarea no mds de una vez por semana,
| o 3 = Con frecuencla, Yo reallzo esta tarea varlas veces par semand, pero no mds de ura
‘ vez aldia,

4= Con mucha frecuencla. Yo realizo esta tarea varias veces cada dia.

* Importancia: Es importante esta tarea para realizar con éxito su trabajo? Independientemente de

| la frecuencia o cantidad de tiempo cedicado a esta tarea, Incican la importancia de la tarea.

@ 0= No es Importante. [sta tarea no es importante para mi trabajo. Falla ae realizar con
éxito esta tarea normalmente tiene ninguna consecuencia.

o 1= Menor Importancia. Esta tarea es de menor importancia para ml trabajo, Falta de
realizar con éxito esta tarea tiene poca o ninguna consecuancia,

o 2= Importante, Esta tarea es importante para ml trabajo, Falla de realizar con éxito esta
tarea tiene algunas consecuencias negativas,

o 3= Critico. Esta tarea es una de las tareas mas esenclales de mil wrabajo. Falla de realizar
con exitn esta farea tlene impartantes consecuenclas negativas,

» Necesario en tiempo de entrada: Es necesario saber como realizar esta tarea al entrar en este

trabajo?

o No = Exlto en este trabajo no requiere conocimiento en esta tarea antes de la entrada,
Demandas de trabajo parmite que una persona recién contratada adguirir dominio de la
tarea a través de capacitacidn o experiencia er el trabajo.

& §la Bl éxita an esta trabajo requlere experiencla en la realizacidn de esta tarea antes de
la entrada. Demandas del trabajo reguieren dominla de la tarea pronta después de
alquiler (por ejemplo, en ja primera semana) y no hay ninguna cportunicad para aprender
a realizar esta tarea a través de farmacion ni experiencia en el trabajo.

-+ % de tiempo dedicado a tareas: Proporcionar el porcentaje aproximado de tiempo dedicaco a

cada funcién esencial. El total d¢ los porcentales debe serigual 3 100%, 5| el porcentaje de tiempo

gastado en tados los resultados de las tareas es mds del 100% debida a la superpasicidn de funcion,
porfavor explique en el cuadro de texto abajo.
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Culdad de San Luls y €% HR Consulting
Curstianann de descalpoidn de pasiclén pore closificanianes - Debe de ser compieteda gor el empleads

Funcidn Ciencial

Assists with, coordinales, andior oversees

5 da
tempao
dedlcado a
13reas

Necesario
tmportancls =h Gempo
do entrada

Hesllzado por

. Frecuencia
clasificacion?

CI Munca

Mo £s Iingcriante

recreaticnal activitles at the City Gymnasium, (WR1] LI Con Pognfrecenda | Lidenar inperioncly O No
O Mlgo Cen Frecueroa | Climpestante
L Cun Frecuenss Cltritko
] Can Muckeh
Freduenzia
2 | Leads, and partlapates In, recreational Llu LI Munen Litio 3 impertante s
activities; [T He 1 Con Poga Frensenca | CIndnee inparsanciy 0 N
L] Mgs Cen Frcusraoy Llnportante
1 Con Frecuengda Flontien
Ll con Mucha
srecuencla
3 | Cocrdinates training sessions and Ou [N 1% Fs linpiertante Osi
Paﬂicjpies in spacial recreational events; Ciua [ Con Poca meswancia | CIMkner inporzancia O %o
[l Mga Cen Frecsenoa | Dlimpertante
[ Cen Frocuendda Oeitko
[ Con Mucha
Flecinatiz
4 | Maintalns discipline and safety/sanitary My [ Hingay Citlo L= lingertante O
standards: O o [1 Con Poca =requenda | CIMkner tinporzarcia Dne
[ Algo Con Frecuerca | Ellinporionte
[ Con Frecuencia Licritien
L1 Con Micha
rocikncia
& | Maintains records of gym usege. schedutad Clu 1 Hunea [IMe F4 hngredtante s
aclivities end svenls, vehlcle usage, and (Whi] O Con Pora Frerwenda | CIViner impoctanch mh]
office 5UPD||€'5 and reparts information to 1 Mlga Con Frocuencia | Climpertante
Supenvisar, [l Con Frecuencls Clcmkze
L1 Con Muchay
Frestiently
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City of San Luis, Arizona
Final Classification Report

Funcidn Csencial

Interprets and explains game fules, organizes

Hesllzado por
clasificacin?

Frecueticia

[ thunca

lmportancly

ClMo £ iinperlante

Necesarlo
en Bempo
do entrada

Wi
Hengao
dedlcade a

1areas

U1 Alga Cen Fraciadm
C1 Cen Hewentda

C1 Can Mucta
Frecuehichs

Chimpestante
Ccritkn

‘sporis teams, and/or officlales al recreational | LMo LI Con Potn Frensencn | LiMenar imparjonchy O Mo
games and evants, 2 [l Algo Con Srecuenoa | Climpertante
L] Con frevmeniis Litntkn
£ Con Micka
Frecmnzia
7 | Recelvas, unpacks, stares, and transperis Du L1 tinca [l Feinpertante isi
recrealional maletials. suppies, and [RET C1 Con Potn Frecsensin | Llkdencr inparian: by O N
equipment; i ; [ Alg Con Fracuiixia | Chimpertanie
L1 cen Heends Clciiko
L1 Con Mutha
Frecuenily
8 | Coaches sporls feams al practice sosslons | D Citnea “LiNo x inpertante [RET)
as requ]red; GMan [l con Pota mreomnaa | Citdence Imporianzin ke
L1 Algo Con Frecuenoa | Lllinpertante
L1 Eon Fretuencla ko
LI Con Mucha
Frecmnciz
9 | Perferms basic tfeaning and malmenance of | Ou Ll tunca CItn i= impertanie 0Osi
the gym tacility and surraunding grounds; L3 Nu L1 Con Poza swecwenan | Likencr imparioncid O N
[J Algar Cen Fogierca | Dlimportante
[l Con Frotuenzia [crtien
1 Crine Mun s
frezienzia
10 | Prepares {nes and rakes) baseball flelds; [EE] 1 Men Tt s inpertants [BE]
1 ha C1 Con Pogn Freosiia | Diener inpesimi by 04
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Culdad de San Luls y €P5 HR Consulting
Cupstlonarin di descpeidn de pasichén poro closificaciones - Debe de ser campieteda gor el empleads

% do
Hempo
dedicadoa
131 a3

Necesario
Frecuencia tmpartancly ©h liempo
do snuada

Heslliadoe por

Funcitn Csencial i
clasificacian?

Mo b5 I||:crl:n:e

Assists In greunds/park cieaning and [l Munta ]

maintenance as mqu{peu or assigned; L1 Mo L Con Poea frenuencin | Litenar hinporieacls L Mo
[ Algo Cen Erecueron Climperiante
L} Cun Frecuncia Lltwiky
] Con Mucka
’ Frodignzla —

12 | May record Information aboul games such as | K15 T1 Mynea [THn £ mperrinte osi
p|a',rer names. scores, forfedls, violations, 1 My [l con Porascoxnda | DIMkener importincia O Ne
protests. {eague standings. schedules, ele Ll Algo CenFreakran | Clinpertante

1 Con Fretuentls Lcntkn
[ Con Micha
Frecikncla
i3 (N 1 Munta It Fs Impermante s
i Ny [l Con Poa Aeosnea | CIMencr inpaitanzia O 8o
[ Alga Con Focuenc | Climpestante
[ Cen Frecsoncla Ocritkn

1 on Mucha
Frecuently

14 (R 1 Hunen Tt Fe linpertnne st
I Hu 1 Con Poto feevvenon | LIrener impatismzi O No
[ Mg Cen Fmanan | Dlinpetiante
L1 Cun Friscuends Clenisizo
1 Enn Mucha
il = Fretnenily
15 X (wEY] L1 Hunca LINo is hinportante s
LMo LI Con Pota Secsentia | LIMener linportanciy O%
Ll Algo Con Frecuenem | Dlinperiante
[ Con Frocuencis Dok
1 con Mugha
S— — — | frecenziz B p
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Culdad de San Luls y €PS HR Consulting
Cuestionorio de descripcién de posicién pora clasificaciones - Dobe de ser completoda par el empleado

Hay adicionales funclones esenciales realizadas por asta clasificacldn gue no cubrlaran las cleclaracidnes
anterlores? Par favor enumérelos en la zona de abajo,
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Cuidad de San Luls y CPS HR Consulting
Cugstionorio de descripcién de posicion para dlasificaciones - Debe dr ser completada por el empleado

3, CONOCIMIENTO/HABILIDAD/CAPACIDAD

Después de leer cada una de las afirmaclones de conacimiento, habllidad y capacidad (CHC) en las piginas
siguientes, califique cada declaracién con los siguientes:

¢ Cofrespondientes a la  daslficaclén: La  declaracién  describe  con  precisién el
conocimiento/habilidad/capacidad {CHC) que se necesita para realizar fas funciones esenciales ce
esta clasificacion?

s Importancia: Que importanta es este CHC para realizar con éxito su trabajo?
o 0=No es Importante, Este CHC no es impartante para el desempefio exitosa.
o 1= Menor Importanda. Este CHC es de menor importancia al desempedo laboral exitosa,
o 2=Importante. Este CHC es importante para el desempefio exitaso.
o 3 = Critico. Este CHC es esenclal para el trabajo y es de vital Importancia para el
desempeiio oxitoso,

* Necesario en tlempo de entrada: Es recesarlo al entrar en este trabajo este CHC? En otras
palabras, un incividuo debe ser competente en un drea determinada antes de entrar en el trabajo,
o un individuo debe obtener a través de farmacion o experiencia en el trabajo.

o No = Desempeio laboral exitoso no requiere competencia en este CHC antes de la
entrada. Campetencla en esta drea debe ser desarrollada con el tiempo a través de
formacidn o experiencia.

o Si = Desempefio laboral exitoso requiere este CHC antes de |a entraca. Competencia en
esta drea es dificil de adquirir y demandas de trabajo requleren este CHC prarto después
de alquiler [por ejempla, en la primera semana).

s Valor diferenciador; Mas alli de un nivel minimo requerldo los empleados que tienen mayar
campetencia en este CHC funcionan mds eficazmente que los empleados menos competentesen
esta CHC?

o No = El éxito an este trabajo no regulere de connclmientos en esta tarea antes de la
entrada. Demandas de trabajo permita que Lna persona recién cantratada adquirie
dominio de la tarea a través de capacitacion o experiencia en el trabajo.

o Si=El éxito en este trabajo requiere experlencla en |a realizacion de esta tarea antes de
la entrada. Demandas de trabajo requleren competencla de tarea poco despuds de
alquller {por ejemplo, en la primera semana mis o menos) y no hay ninguna opartunidad
para aprender a realizar esta tarea a través de capacitactién ni experiencia en el trabajo.
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City of San Luis, Arizona
Final Classification Report

Declaracién

Conocimiento

Pertinent
eala

clasifica-
clén?

Importancia

Necesarlo
en tiempo
de
entrada

Valor
Diferencl-
ador

principles, rules, materals, sl [IHo Es Impertante
equipment, and organization of [ MNe I'_IMr.'nnr Impesancin | C1 Mo 1 No
recreational activities; Llimpartante
[I€ntlco
2 | rules and regulations applicable | Dl [CINo Es impertante | 181 s
to sporting events; [ Mo CIMenor Impotianca | O Mo (m ™
[Chmpertante
CICrco
3 | safety and sanitary practices and s CINo €5 impertanto st s
procedures and related 13 Mo LIMenor tmpassancia | Ll Mo 1 No
standards and regulations, Climpartanto
ClCritlco
4 | grounds and bullding |38 Mo Fe inportante 1151 s
maintenance. [7 Mo CIMenor impersancin | [ No 1 No
Chimpertante
ClCritco
5 75 (INo Es Importants 18 151
[ MNe [CIMenor tmpersanca | 1 No 1 o
Climpertanta
CICritico
) 18 _INo Es Impertante sl (WY
[ Mo CIMenor importanda | O No [Z Ne
Climpertanta
CICritica
7 (WY LMo Es inportante (WY 151
O Mo CIMenor imporianda | O No O Ne
Elimportanta
ClCritice
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Cuidad de San Luls y CPS HR Consulting
Cupstionorio de descripcidn de posicidn pora dlasificaciones - Debe de ser completado por el empleado

Hay ceclaraciéres ce conocimiento adicional que hay que agregar? Por favor enumérelos en la zona de
abajo.
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Cuidad de San Luls y CP'S HR Consulting
Cuestionorio do descripcién de posicion pora clasificaciones - Dobre de ser completado por el empleado

Capacidad

Pertinent Necesarlo

eala en tiempo
Importancia
clasifica- R de

clén? entrada

Valor
Diferencl-
ador

Declaracion

1 ' R ; sl CINo Es Impertante | C151 £l 5i
[T Mo [CIMenor impsietancis | T No I71 No
Chimpertanta
ClCritico
2 351 CINo £ (mportante C1si 18
[ Mg CIMenor limgssrtancts | £ Np [l Mo
Clrpertante
ClCritico
3 s CINo Es Impartante s 25
12 My CIMenor impottanetn | L1 Ne 1 N
Chrapertonte
i e S Uit .
] 2351 CINo £6 Importante s [WET
[T No CIMenor lmptetancin | 1 No 121 No
Climpartante
Lo | Clcritico ]
5 175 CINo B impertante | 1151 Cls
3o CIMenor importancia | Ol Ne 1 Ho
Climpertinte
ClCritico
B s CINo £x inportanto s (W]
O e CIMenor impertanais | 21 8o 1 No
Chimpertante
CiCritico
7 151 L INo £ inportants (W] [WET
K No CIMenor impertancis | 1 Np I No
Climpertante
CICritico
8 Isi ClNo £s Importante 1l 1%
7 Ne CIManor Imgessanaa | 1 Ho 1 No
Chimpertinte
LGt
g [Jsi CINo ©5 imporianto 17151 (NR]
O Mg CIMenor Impestancts | T No 1 o
CHimpertante
[ICritiea
10 os CINo s importante 15 2151
[ Ne CIMenor lmpertancia | ] No ] Mo
Chimnpertante
Cleritica
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Cuidad de San Luis y CPS HR Consulting
Cuestionorio de descripcién de pasicion para clasificaciones - Debe de ser completada por el empleado

Hay ceclaraciéres de capacidad acicional que hay que agregar? Por favor enumérelos en la zona de abajo.
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Culdad de San Luls y €P5 HR Consulting
Cuestionario de descripcién de posicidn pora clasificaciones - Debo de sor completado por el empleado

Habilidad
Pertlnent Necesarlo
ala en tiempo yor
Declaracién i Importancia Diferencl-
claslflci- de o
clén? entrada e
establ|shing and mﬂintalnl'hg CINo £5 importante ) s
effective working relationships I No CIMenor limgesrtangda | TN 1 Np
with others and Interacting with Climportante
the public, Citritica
2 | maintaining discipline and s CINo & importante | C181 s
handling emergency situations; 13 M CIMenor (impertancds | T No [ No
Climpertinte
ClCritico
3 [ Imptementing rules and [WE] CINo £5 impertinto | L1581 18
requlating the conduct of activity e CIMenor lmpeetancds | L) No L1 Ho
participants; Climpartanta
ClCritico
4 | preparing and maintaining [BE [INo £ fmpor ante [NET 181
activity records, [ Mo CIMenor mgertancls | TN 71 Np
Chimpertante
ClCritico
5 | stimulating Interest and 1751 C1No 6 Inper i (REY] RET
enthusiasm among others, 1) ey CIMenor impertancds | £ Mo 1 No
Climportonte
ICritico
6 I3 81 CINo B importante sl (W
[ Mo CIMenor linpertancia | T Np Il o
Climpertinte
Clerito
7 1381 LIND £5 finportante 1%l (W]
O Np CiMenor impastancia | [ No Z1 No
Cliimpettinte
ClCritlca
8 sl N £5 importante 18 18
[ Mo CIMonor livgesetancin | 21 Mo 1 N
Chmpertinte
L1Citlce
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Culdad de San Luls y CPS HR Consulting
Cuestionario de descripeidn de posicién pora clasificaciones - Debe de ser complatadn por el empleada

lay declaraclénes de habllidad adicional cue hay cue agragar? Por favor epumérelos en la zana de abajo,
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Cuidad de San Luls y CPS HR Cansulting
Cuvstionario de descripcion de posicidn pora dasificaciones - Debe de ser complerado por el empleado

4, SUPERVISION/DIRECCION DADA

La poslcldn directamente supervisa a empleados?
s I NO
Indicar el niimero total de empleados supervisados directamente:

y indirectamente:

—

PPosictdn realiza funciones de lider?

{Funclones de trabajador en posicidn de lider generalmente Incluyen capacitaclén y proveer
orlentaclén cantinué al personal; asignacién y seguimianto de trabajos; y en proporcionar infarmacldn
al supervisor en dreas tales como seleccién de empleados, evaluaclones y horarlos extras. Los
trabajadares en posicidn de lider tipicamente no son responsables por acclén ni disparo de
contratacidn, correctiva, nl la preparacién de evaluaclones de desempeiio proporcionan entrada para

las evaluaciones.

151 [ NO
CPS HR o CONSULTING Page | 17
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Culdad de San Luls y CPS HR Consulting
Cuestionorio de descripcidn de posicion para casificaciones - Dobe de ser completado por el empleado

Haga una lista de los empleacos supervisades directamente (Incluir nombre, clasificacidn y estade), Si
supervisa o lleva a mds de diez empleados, lista solo los titulos da trabajo y el niimero de personas
supervisadas:

ESTADD ETC= Empleado de tlempo completo

TP = Empleado de carrera a tlempo parcial o
# tlempo parclal contrato
(temporada/intermitente)

TEMP = Empleado temporal o contrato

Nombre Titulo del Trabalo ETC TR/TEMP

i |

|

i B |

im]

olao|oln

o|lo|lo|lalo|o|olD

0

n
| O
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Cuidad de San Luis y CPS HR Consulting
Cuestionorio de descripcién de posicion pora clasificaciones - Debe de ser completads gor el empleado

Que tipo de supervisién/posicién de lider es proporcionada? Por favor seleccione todas las tareas de
supervision/posicidn de lider realizaclas el nlvel de autoridad e Indicar sl se realiza la actlvidac de los
empleadas, no empleadas {par elemplo, contratistas) o amhaos.

Nin Canla Progi Empleadaos a
Deber BUNA | pecomendar | aprobacién it no
autoridad autoridad |
previa empleados

Entrenar a otros 1 O O O
Contratar empleados a 0 (] 0
Planc 1 ara |

Ia ; ar o programar rabajo para log o n o o
demas en proyectos especificos.
Planear o programar trabajo para
otros sobre una base diaria, o = a2 2,
Dar o gelegar trabajo a otros en n O A O
prayectos especificos,
Dar o gelegar trabajo a otros sobre a i - A

una base diarla.

Superyvisar el trabajo de otros en
proyectos especificos o sobre una 0 | a (]
base dlaria {por favor explique]

Fstablecer reglas, procedimientos o

nofmMas, Q = = B

A?rnb;{T horas extras o permiso de - - o n

Ausencia,

Evaluar el desempeiio a O (m} 0

Tomar medias correctivas n} O (] (m}

Resoner las quejas o reclamaciones (u} O 0 a

Otros a ] [} a
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Cuidad de San Luls y CPS HR Consulting
Cigstionario de descripcién de pasicion pora clasificaciones - Debe de ser completado por el empleddo

5. CALIFICACIONES:
Educacion o Experiencia

La siguiente declaracion describe can precision los requisitos minimos de educacidn o experiencia para
entrar en esta clasificacion?

1 sl O NO

Educafion andfor experience equivalent to one (1) year full-time work coaching, cocrdinating,
or officiating organized recreational activities/sports. Depending upon the heeds of the Gity,
some incumbents of the class may be required to demonstrate fluency in both Spanish and
English as a condition of employment,

% No, por favor agregue cualquier informacién adicional pertinente cue deba estarincluido o editar Ia
instruccion el las dreas a continuacidn,

CPS HR 2= CONSULTING Page | 20
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Cuidad de San Luis y CPS HR Consulting
Cuastionorio de descripcidn de posicion para closificaciones - Debe de ser completada por el empleado

DECLARACION DEL EMPLEADO

St hay otros aspectos de su trabajo que no se incluyeron en este cuestionario gue son impartartes para
comprencer el contenido del trabajo, por favor describa abajo.

Nota Importante: Puede usted también adjuntar informacion adicional o pdginas si es necesario, [sto
incluye cualquler CDPs anteriores o documentos relacionados con empleo.

" Al marcar esta casilla, certifico que soy la persona nombrada abaje que ha completade este cuestionario,

Nombre; Titulo de clasificacclon:

Firma: Fecha:

Has completade la seecién de empleado def Cuestionarlo de Clasificacién.
Por favor, envie a su supervisor inmediato para su revisién.

Gractas por su participacion!
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Cuidad de San Luls y CPS HR Consulting
Cuestionorio de descripcidn de pasicién pora clasificaciones - Debe de ser completado por el empleado

INSTRUCCION DEL SUPERVISOR INMEDIATO

Despues de revisar el cuestinnarin de este empieado cuidadosamente para ver que esta exactay completa, compiete
articulos 1-8 por debalo.

No llene en estos articulos, 4 menns que usted supervise al empleadn directamente. Su certificacion mas abajo
significa que usted acepta responsabllidad por [ exactited v [a exdavstividad con |a que el cuestionario entero
describe lo§ deberes y responsabilidadaes del trabajo.

51 la declasacian del empleado no expresa su vision de los deberes, responsabilidades y funciones esenciales nue ha
asignado al empleado, par favor aclarar o eladorar a continuacldn. Por faver permita que sus empleados revisen
sus respuestas sl plden verlos.

Hay dos precauciones esenclales que se deben abservar:

= Pajo ninguna dreunstancla deben modificarse las entradas del empleado en la seccldn de Iy deglaracion
del empleado.

= N0 haga declaraciones nl comentarios sobre el desempeRo laboral del empleado, competencla i
calilcaciones, Este cuestionario se utillzara para cvaluar las funclones que constituyen la posiclén, no el
rendimienta ni calificaciones del empleado,

1, Refeja el trabajo en resumen/definicion de |a clasiticacion {incluyendo las ediciones proporcionadas por el
empleado] con precisian las responsabilicaces generales y trabajo realizado por esta clasificacidn? S no, por
favor de Aclarar.

2. Esth de acuerdo con 1as tareas esenciales y clasificacion de la proporcionada por ¢l empleado? 5 no, por
favorde aclarar.

3. Fstd de acuerdo con las declaracones de {CHCs) Conocimientos/Habilidades/Capacidad y calificacion
proporcionada por el empleada? St nn, par tavor de aclara,

CPS HR 2= CONSULTING Page | 22
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Cuidad de San Luls y CPS HR Consulting

Cuestionario de descripeién de posicion para clasificaciones - Debe de ser completado por el empleado

4, Estade acuerdo con la declaracion de condicion de trabajo? Si no, por favor de aclarar.

5, Fstade acuerdn con la declaracion de la experlencia y de la educacién? §i np, por favar de aclarar,

6, Estide acuerdn con ladeclaracian de licendas/certificacian? 5i no, por favor de aclarar,

7, Que informacion adiciona’ dobe considerarse en b evaluacion de la clasifcaclon apropiada para este catgo?

CPS HR 2= CONSULTING
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Cuidad de San Luls y CPS HR Consulting
Cuestionorio de descripcidn de posicidn pora clasificaciones - Debe de ser complerade por el empleado

B, Se esta flevanda acabo reorganizacion o otros cambios previstos o llevando a tabo en su organizaclon que
afectara el contenldo o el nivel de este trabajo?

[ Al marcar estacasilia, yo certiticon que supenvisn al empleado que ha completado este cuestionario,

Nombre: Titulo de clasificacclon:
Firma: Fecha:
CPS HR =CONSULT1NG Page | 24
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Culdad de San Luls y €PS HR Consulting
Cuestionario de descripcién de posicidn pora closificaciones - Debo de ser completado por el empleadn

DECLARACION DE JEFE DE DEPARTAMENTO

Desplids de revisar el cuestionatin de pste empleado cuidadosamente paraver que este exactay complita, complote
Io§ puntos descritas a continuacion,

N llone estos articulos A menos que usted es ol jefe de sérvigio aplicable, Su centificacion a continyacion significa
que usted acepta la respansabilidad por la exactitud y completitud con la que todo el cuestionario se doscriben las
tuncinnes y responsanilidad del puesto de trahajo

81 la deciaracion del empleado no expresa su vislon de (os deberes, responsabliidaces y funclones esenclales aue ha
asignadn al empleado, por tavor aclarar o elaborar a continuacion. Por favor permita que 5us empleados revisen
sus raspuestas sl plden verlos,

Hay dos precauciones esenclales que se deben observar

»  Bajo ningupa circunstancla deben madificarse las entracas del empleado en la secclon de la declaracion
del Empieado

= No haga declarsciones al comentarios sobre el desempefio laboral del empleado, competencia nl
calificagiones, Fste cupstionario so utilizard para evaluar [as funciones que constituyen la posiclén, no ol
rendimiento nl calificaciones del gmpleado,

Despues de haber revisado este cuestionario y completado esta pagina, par favar, guarde este dacumanto
y envlarla a || RDept@cityofsanluls.org,

Esta de acuerda con la otra informacion proporcionada por el empleado y/fo supervisor
inmediato?

181 1 NO

Si no, por favar de aclarar:

Nombre; Titulo de clasificacclon:
Firma! Fecha:
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Appendix B: Schedule of Employees Interviewed
During Study
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Monday, 11/7 San Luis, AZ

Project Consultant, Alfred Bingham

City of San Luis, Arizona

Final Classification Report

Name Classification Time Consultant

Yolanda Duenas Office Manager 8:00 Al Bingham

Osvaldo Rodriguez Lead Custodian 8:30 Al Bingham

Alfredo Leon Building Maintenance Tech 9:00 Al Bingham

Group of 4 incumbents (Facilities) Custodian 9:30 Al Bingham
Break

Salvador Sandoval Lead Mechanic 10:15 Al Bingham

Group of 3 incumbents (Fleet) Mechanic 10:45 Al Bingham

Francisco De la Hoya Senior Services Director 11:15 Al Bingham
Lunch

Tadeo Martinez Office Support Specialist 1:10 Al Bingham

Areiza Munoz Office Support Specialist 1:45 Al Bingham

Xochital Lopez Office Support Specialist 2:15 Al Bingham

(G\{rc?;ti %Zi’lz:)umbents Recreation Specialist 2:45 Al Bingham
Break

Lizeth Chavez | Recreation Coordinator 3:30 Al Bingham

Jesus Meza Recreation Coordinator 4:00 Al Bingham

Tuesday, 11/8 San Luis, AZ

Name Classification Time Consultant

Benito Gonzales (Park) Crew Leader Supervisor 8:00 Al Bingham

?Pr:ripl\!?:iitlgrf::::?)ents Maintenance Tech 8:30 Al Bingham

Herberto Vargas (PW) Maint Supervisor 9:15 Al Bingham

Gilberto Torres (PW) Wastewater Supervisor 10:00 Al Bingham
Break

Antonio Sandoval (PW) Water Supervisor 10:15 Al Bingham

Group of 2 incumbents (PW/WW) Chief Operator 10:45 Al Bingham

Carlos Gonzales (PW/Highway) PW Supervisor 11:30 Al Bingham
Lunch

Group of 3 incumbents (PW/Highway) | Equipment Operator 1:00 Al Bingham

Mericruz Morado Office Support Specialist 1:45 Al Bingham

Juan Castillo Meter Reader 2:15 Al Bingham
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Project Consultant, Barbara Santos

Monday, 11/7 San Luis, AZ

City of San Luis, Arizona
Final Classification Report

Name Classification Time Consultant

Group of 3 incumbents (45 min) Accountant 7:40 Barbara Santos

Francia Alonso Administrative Assistant 8:25 Barbara Santos

Ayala, Sorocce Administrative Assistant 9:00 Barbara Santos

Elizabeth Bonilla Administrative Coordinator 9:35 Barbara Santos
Break

Jose Guzman Assistant Planner 10:20 Barbara Santos

Group of 3 incumbents Court Clerk Il 11:05 Barbara Santos

losue Aranda Court Compliance 11:45 Barbara Santos
Lunch

Angelica Castro Contractand Grant Coord 1:10 Barbara Santos

Maria Sabori Senior HR Analyst 1:45 Barbara Santos

Dania Castillo Economic Development Asst 2:20 Barbara Santos

Rogelio Martinez Secretary 2:55 Barbara Santos
Break

| Building Safety Director 3:45 Barbara Santos

lohn Starkey

Tuesday, 11/8 San Luis, AZ

Classification

Consultant

Craig Higgins Jr. Chief of Police 7:45 Barbara Santos

Kay Marion Macuil City Attorney 8:30 Barbara Santos

Sonia Cornelio City Clerk 9:15 Barbara Santos
Break

Jenny Torres Community Development Director 10:15 Barbara Santos

Andrea Ruiz Court Administrator 11:00 Barbara Santos
Lunch

Ketie St. Louis Finance Director 1:00 Barbara Santos

Lizandro Galaviz Parks and Recreation Director 1:45 Barbara Santos

Eulogio Vera Public Works Director 2:30 Barbara Santos
Break

Olivia Jenkins Utilities Director 3:15 Barbara Santos

Tadeo De La Hoya Interim City Administrator 4:00 Barbara Santos

CPS HR &= CONSULTING
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City of San Luis, Arizona
Final Classification Report

Project Consultant, Justin Tucker

Monday, 11/7 San Luis, AZ

Name Classification Time Consultant
Isaac Gutierrez G.1.S. Technician 8:00 Justin Tucker
Jonathan Dumadag I.T. Technician 8:35 Justin Tucker
Derek Duenas I.T. Manager 9:15 Justin Tucker
Andrea Moreno Police Administrator 9:50 Justin Tucker
Break
Monica Ruiz Communication Coordinator 10:30 Justin Tucker
Alexis Gomez Cordova Transit Enforcement Officer 11:15 Justin Tucker
Lunch
Luis Marquez Code Enforcement Police Officer 1:00 Justin Tucker
Ernesto Prieto Police Officer 1:35 Justin Tucker
Gerardo Zaragoza Police Officer 2:15 Justin Tucker
Aurelio Junior Galvan Police Officer 2:50 Justin Tucker
Break
Alan Guevara Police Corporal 3:30 Justin Tucker
Marco Santana Police Sergeant 4:15 Justin Tucker
Tuesday, 11/8 San Luis, AZ
Name Classification Time Consultant
Victor Figueroa Police Lieutenant 8:00 Justin Tucker
Manuel Pelayo Firefighter 8:35 Justin Tucker
Tyler Green Firefighter/Paramedic 9:15 Justin Tucker
Aldo Garcia Firefighter EMT 9:50 Justin Tucker
Break
Rodrigo Valencia Firefighter EMT 10:30 Justin Tucker
Noel Chavez (Group of 2 incumbents) Paramedic 11:15 Justin Tucker
Guadalupe Gutierrez 1115 .
(Group of 2 incumbents) Paramedic Justin Tucker
Lunch
Fabian Felix Engineer/Paramedic 1:15 Justin Tucker
J(grrir:: :fu;:ﬁgszbents) Fike:Captain 2:00 Justin Tucker
Enrique Lopez (Group of 3 incumbents) | Fire Captain 2:00 Justin Tucker
lose Barragan (Group of 3 incumbents) Fire Captain 2:00 Justin Tucker
Break
Richard Bauermann Fire Inspector 3:15 Justin Tucker
Henry Green Fire Chief 4:00 Justin Tucker

CPS HR == CONSULTING
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Appendix C: Position Allocations Master
Spreadsheet

City of San Luis, Arizona
Final Classification Report

CPS HR &= CONSULTING
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Appendix D: Approved Class Specification
Template
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City of San

Luis, Arizona

Final Classification Report

HUMAN RESOURCES DEPARTMENT

City of San Luis
Muarglns! All set at 17
Font Coflbel 11 & 12
Footer, Paotin & file nome
[CLASS TITLE]

{If this Is a career saries it should be stated here}

DEFINITION:
[General statement of the type and leve| of work perfarmed; including a statement regarding the leve| of
supervision recelved] ..and include In statement “and performs other related duties as required,”

Example: Under direction, performs professional level accounting functions..,
DISTINGUISHING CHARACTERISTICS:

[Use this field for career serias to distinguish the level of work performed and supervision received at each
level in the career series OR to distinguish from next promotional level not in the career series)

DUTIES AND RESPONSIBILITIES:
(Note in arder of criticality or importance and lead In with statement below)

The dutles listed belaw represent the varlous types of woik that may be pedformed, The omission of specific
statements of duties does not exclude them if the work |s related or o logical ossignment to this closs.

¢ [Should describe the vital and characteristic duties and respansibllities, it is not intended to be a
list of all duties but a sample that clearly demonstrates the level of work.]

» [All clusters of duties should be related to the general statements of type and level of work in
the definition]

s [All clusters of duties should be related to the general statements of type and level of work in
the definition]

¢ [For simple job spees there should be approximately 7 items in this sectlon, for
combined/complex specs there should be approximately 10-12. The goal is to identify what Is
truly vital and characteristic of the class, This should result in a streamlined specification that
cahtalns the main elements of the classification.]

= Performs related duties as assigned. [always Include statement at the end of duties section]

EMPLOYMENT STANDARDS:

Knowledge of:

e [Alist of the most important areas of subject matter knowledge required)
¢ [Each statement should be related to one or more of the representative duties statements)

¢ [Common terms: Principles of, Practices of, Pracedures, Techniques, etc.]

CPS HR A== CONSULTING
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HUMAN RESOURCES DEPARTMENT
City of San Luls

s [The range for knowledge statements is 5-12 with simple specs having about 5-8 and
complicated/ complex specs having 9-12. Keep in mind that all “knowledge of" statements are
impartant but we only want to list the MOST Important anes. Use your Subject Matter Experts
SME's for this; with thelr oplnion In mind use your professional judgment to bulld a streamlined
list of most important and required knowladge statements|

Ability to;
s [Alist of the most important personal skllls/abilities required]

¢ [Eachstatement should be related to ane or mare representative dutles statament]

¢ [Common terms: Perform, Manitor, Review, Analyze, Collect, Evaluate, Coordinate, Organize,
Develop, Establish, Assist, Research, Compose, Lead, Communicate, ete]

s+ [The range for ability statements is 5-12 with simple spec's having about 5-8 and complicated/
complex spec’s having 912, Keep in mind that all “ability to” statements are important but we
only want to list the MOST important ones, Use your SME’s for this; with their opinion in mind
use your professional judgment to build a streamlined list of most Important and required ability
statements]

MINIMUM QUALIFICATIONS:

Education, Training and Experience:

[The minimum education or experience or combination, including allowance for experience to substitute
for education]

EXAMPLE! Graduation fram an aceredited four-year college or unlversity with a bachelar's degree In
Business Administration, Public Administration or closely related area of study. Job related experience
may substitute for the required education on year-for-year basis,

LICENSES AND CERTIFICATES:

[Drivers license raguirement — choose one)

Default Statement: Certain positions within this classification may require driving. When driving is an
essential function of the position; a valid Arizona driver license will be required at the time of appointment
and must be malntalned throughaut emplayment,

OR

WHEN DRIVING IS A REQUIREMENT OF THE CLASSIFICATION: A valid driver license is required at the time
of application. A valid Arizona driver license is required at the time of appointment and must be
maintained throughout employment,

Speclal Requirements:
[Listing of other licenses and certificates required for the classificatian]
-Bllingual in Spanish preferred.

-Residancy within 25 miles of San Luis and within the US raquired, San Luis residency preferred.
-Must have the ability to pass an extensive background check including polygraph examination.
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HUMAN RESOURCES DEPARTMENT
City of San Luis

PHYSICALAND MENTAL DEMANDS:
[Optional: below is a sample of the type of language that can be included in job descriptions]

The physical and mental demands described here are representative of those that must be met by
employees to successfully perform the essential functions of this class. Reasonable accommeodations
may be made to enable Individuals with disabilities to perfarm the essential functlons,

Physical Demands

While perfarming the duties of this job, the employee Is regularly required to sit, walk and stand; talk
and hear; use hands to finger, handle, feel ar operate objects, taols or contrals; reach with hands and
arms; and perform repetitive mavements of hands or wrists, The employee [s frequently required to lift
up to 10 pounds unaided.

Spaclfic vision abllities required for this job include close vision and the ability to ad]ust focus.

Mental Demands

Whila perfarming the duties of this class, an employee uses written and oral communication skills; reads
and Interprets data, Information and documents; analyzes and solves problems; uses math and
mathematical reasoning; performs highly detalted work; deals with multiple concurrent tasks; and
interacts with others encountered in the course of work, including frequent contact with customers
and/or the public and dissatisfied/abusive individuals.

Woaork Environment:

The employee works in an office environment where the noise fevel is usually quiet. Certain positions
within the classification may require availability to work flexible schedule.

OTHER CONDITIONS OF EMPLOYMENT:
[Optional sectian to address non-standard work schedule, nights, weekends, rotating shifts, etc]

Adopted: U0-00-00
BOS Approved:  (0-00-00
Revised; H0-00-00
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Appendix E: Existing Classification Structure
(City Provided Organization Charts)
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CITY COUNCIL

Gerardo Sanchez
e Mayor L

5 Matias Rosales
5 Vice-Mayor 7:

Council Member

- Mario Buchanan Jr.
Council Member : .
Gloria Torres
- Council Member

- Africa Luna-Carrasco.

Ruben Alberto Walshe

Maria Cecilia Ramos
Council Member

Council Member

l

|

~ Kristin McManus ‘Tadeo A. de |a Hoya
City Magistrate i ] - Interim City Administrator

~ Kay Macuil =
y City Attorney 2 |
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DEPARTMENT HEADS

Tadeo A. de la Hoya

Interim City Administrator

Kay Macuil

City Attorney

Maria Sabori
HR Senior Analyst

onia Cornelio
City Clerk

S

ﬂﬂ

—
—

Derek Duefias
LT. Manager

Jenny Torres

Community Development Directo

h
-
3

~ Kristin McManus
'~_ Magistrate :

)

John Starkey

Planning and Zoning Director

P am

Lizandro Galaviz

arks & Recreation Director

Ketie St. Louis

Finance Director

=i

Craig Higgins

Chief of Police

Henry Green
Fire Chief

Eulogio Vera
Public Works Director

Olivia Jenkins
Utilities Director

o e e o g

_‘F

rancisca de la Hoya

Senior Services Director

B

CPS HR A== CONSULTING

Jose de laVara
Prosecutor
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CITY ADMINISTRATION

- Tadeo A. de la Hoya Christine Hagen
k Interim City Administrator ; Management Analyst

~ Joselyn Medina " Francia Alonso
‘Assistantto Council/P10 Administrative Assistant
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CITY ATTORNEY

Kay Macuil
City Attomey

- Glenn Gimbut Janet Taylor
~ AssistantCity Attorney 4 ) Legal Secretary
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CITY PROSECUTOR

lOfﬁce of the City Attorne\j
Jose de la Vara
Prosecutor

- Sylvia Vasquez
Legal Secretary
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CITY CLERK

Sonia Cornelio.
City Clerk
Melissa Lopez Francia Alonso
Deputy City Clerk Administrative Assistant
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COMMUNITY DEVELOPMENT

b Jenny Torres i
k Community Development Director y

Dania Castillo : Rogelio Martinez
 EconomicDevelopment Assistant Secretary A
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COURT

Kristin McManus
Magistrate

Andrea Ruiz
Court Administrator

Aurora Leon
Chief Court Clerk

Josue Aranda
ourt Compliance Officej

lizabeth Arand Crystal Barcena: ~ Daysi Rosado
~ CourtClerk !l ~ CourtClerkll Court Clerk |

- Adilia Kasid

Court Clerk |1
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COURT WARRANT i

Kristin McManus
Magistrate

‘ VACANT
- Court Compliance Officer.

Andrea Ruiz
Court Administrator

Aurora Leon
Chief Court Clerk

‘Maricruz Morado
pﬁice Support Specialist
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FACILITIES

:

Tadeo A. de la Hoya

Interim City Administrator

Yolanda Duenas
Office Manager ]

AlfredoLeon

Osvaldo Rodriguez

Lead Custodian

ApolinarLeon
‘Custodian

| AracelyVargas
Custodian

CPS HR == CONSULTING

t Building M ce
~ Techniclan

Maria Cortes

Custodian

Hector Vanegas

Custodian
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FINANCE

|
Ketie St. Louis
Finance Director
Carlos Cortes
istant Finance Dire j"
Roula Encinas Debora Luna - Roula Encinas
Accountant Accountant Accountant : Accountant
Angelica Castro ‘Angelica Cifuentes flargarita Domingue
glracts&GrantsCourdina:"" E Purchasing Agent 11 i Accounting Specialist
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FIRE

DianaHernandez

Henry Green
Fire Chief

_ Vacant |
- AssistantFire Chief

_ Robertosolis |
ﬂl_'ebaptﬂ!r_nﬁ

_ LeannaBeltran
ice Support Specia

Jose Barragan |

on Geith ;
Firefighter |

ey

Firefighter/EMT

Part-time
Firefighters

Juan Garcia
FF/Paramedic

( FireCadets
\ BStudents
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Tadeo A. de la Hoya
Interim City Administrator i
‘Yolanda Duenas: - Carlos Muela
1 OfficeManager i Office Clerk

Salvador Sandoval

Lead Mechanic ;

Jose Sanchez Jaime Ruiz d
, Mechanic " Mechanic

Carlos Arciga
Mechanic
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HUMAN RESOURCES

Tadeo A. de la Hoya
Interim City Administrator
Vacant
Human Resources Manager ;

Maria Sabori
HR Senior Analyst 2
‘Edgardo Carbajal Kassandra Ramirez - Omar Heredia
; HR Specialist J HR Technician - HR Program and Training
4 . Coordinator
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INFORMATION TECHNOLOGY

Derek Duefias 4

L.T. Manager
- Francisco Orozco - Jonathan Dumadag Isaac Gutierrez - Domingo Sosa
] |.T. Technician A " I.T. Technician ! G.1.5 Technician : Graphic Arts Specialist
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INCUBATOR

CPS HR A= CONSULTING

g Jenny Torres
Community Development Director

' Rogelio Martinez
L Secretary
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PARKS GROUNDS

Lizandro Galaviz
'Parks and Recreation Director
~ Jennifer Cisneros

\ssistant Parks & Recreation Direc

|

Omar Velazquez
Parks Supervisor

. Benito Gonzalez |

Crew Leader Supervisor

.~ Gerardo Munoz i

‘MaintenanceTech

i | JesusE. Gonzalez Jesus Lopez

MaintenanceTech.

b i Jose Santiago
~ Maintenance
Tech /irrigation.

Jose Madrigal
Maintenance
Tech.

|

Maintenance Tech

| RodolfoMunoz
1 | Maintenance
Tech/rT

ElvisFlores Rodolfo Samaniego VictorLopez '
MaintenanceTech - MaintenanceTech. ~ MaintenanceTech

CPS HR /= CONSULTING
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RECREATION

~ Lizandro Galaviz
_ Recreation & Recreation Director
] Jennifer Cisneros :
sistant Parks & Recreation Dire:

Crystal Fragozo i
Administrative Assistant

CPS HR A== CONSULTING

i lesus Meza Francisco Villegas
Recreation Coordinatar Recreation Specialist
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AQUATIC CENTER

- Lizandro Galaviz
_Parks & Recreation Directar’

Jennifer Cisneros i
ssistant Parks & Recreation Directc

|
Lizeth Servin
Recreation Coordinator ;
|

Jenny Fernandez
~ Swimming Pool Coordinator

Brianda Aguilar
Lifeguard

wlia

Paloma Carrillo
Head Lifeguard

Oscar Fimbres
Lifeguard

Jose Fernandez
Lifeguard

Jose Linarez
Lifeguard

Raul Landeros
Lifeguard

Luz Pina
Lifeguard

Joseph Quezada
Lifeguard

Carinthia Reyes Nigel Ir. Reynoso

Lifeguard Lifeguard
Isai Sandoval CarolineSicairos
Lifeguard Lifeguard

CPS HR Zmm CONSULTING
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PLANNING AND ZONING DEPARTMENT

] John Starkey
b Planningand Zoning Director
Jose A. Guzman Joaquin Campa Martha Jimenez
Assistant Planner - BuildingPlansExaminer Building Inspector
Roman Pacheco Lauraleon - Elias Gonzalez ' Vacant
~ PlanningTechnician _ Administrative Coordinator -}_(:ode Enforcement Officer | PT Office Support 3
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POLICE

Craig Higgins
Chief of Police

.‘ Andrea Moreno |
Palice Administrator:

[ vicorFigoerae |l

E mreml-u Em_m_um
tnnulé.ems g M-dmldua
2 = 2 Elﬂ:ﬂnh’e s Eiﬁumqu s
lunq:aa-u mrw
Jeime Vewrran 4ose marra 8 uress Gavandr. Jm Vagar mv\ Ainar m
.~ Dat Foden . K3 Omear

: : ¢be-n.sa= mmvuun
© Mermses Curiel M Barron vhmun:nm

Foics Oficar Matar O=icar

Boper bxpinaza i M:.llpp Rasar Guist

Forice Offcar g d £
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P U B LI c WO R KS; Wastewater; Water; Highway Users; Solid Waste |

Eulogio Vera

Public Works Director

istant Public Works Dir!!l:ltu

Manuel Rojas

Liliana Evangelista
~Administrative Coordinator

Xochitl Lopez
Office Support Specialist

| Carlos Gonales

PVY Supervisor

- Highway Users L

’ ||

~ Jose Molina
uipment Operston ||

" Enrique Corrga
Maintenanca
Technicizn

lejandroRadriguez}
uipment Operatof” |

- [ RamonR.Duenas
- Maintenanca
Technician

- [ Morberto Flores

astevmer

GilbertoTorres

Elactrician

el bl

Andrei Gonzaler |

-pntunioSandwa_[l' ' Andrei Gonzalez
Water Supend: Electrician

9 M - JoseTorres ] | Fausto Lopez |
i lid Wi
Water System | Water System
. rator 1 rator
; [ ‘Miguel Gonzalez Alberto Lope ‘Samuel Hernands | F 3
Eduardo Zatarsin | e ——— Chil el g i - Nerys Martinez
ol | (Chief Operator Chief Operator . WaterSystem T || Water Operstor
erator |
andro Valenzuel . Cesarlawresul [ Oscarlara i l Luis Gil i
Wastewater Wastewater . WaterSystem - Water System
rator | 3 rator rator J Operator J
 Paul Cazerez Alvaro Felix SargioValenzuala | - Martin Herera
Wastewster Water System Water System
rator Operator J Operator___ )

~ JesusGahan ) RN aintenance il
jila vy Equipmeany | Technician
a 11
- | Samuel
Jose Huerta Maintenance
uipment Operator” | Technician _
- WalterFrsgozo : Edgar Herrerm
Maint | ip Oparstof]

\__ Techniciz ,

|

- losRlopez A
| Maintenance l
Technician

- Pedro Solorrana
| Maintenanca |
\__ Technician
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’ Ricardo Sanchez’
i Wastewater
___Operator.

| JoseToro
| Wastewster

|

_ Operator
- Manu

¢l Cortez n
astewater Plan!
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RISK MANAGEMENT

l ]

Andrea Catania
Risk Property Manager
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SENIOR SERVICES

~ Francisca De La Hoya

Senior Services Director

-

Jesus Luna | - Marcos Rodriguez
Senior Aide/Driver ; : Driver

Maria Teresa Varela

Senior Aide
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UTILITIES

Olivia Jenkins ;
Utilities Director ,

Vacant

L

‘Administrative Coordinator

—

Juan Castillo
Meter Reader Technician

| 1

Meter Reader Technician

l Jorge Perez

~ Teodoro Romero
! Meter Reader F

CPS HR == CONSULTING

Luz Reyes Ibett Hernandez
- Accounting Specialist. ‘ Accounting Specialist

Maria Mufioz

Customer Service |

Tadeo Martinez
~ OfficeSupport Specialist

~ Cynthia Henderson
1 Customer Service |
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CULTURAL CENTER

CPS HR &= CONSULTING

Lizandro Galaviz !
" Parks and Recreation Director
Jennifer Cisneros
Assistant Parks & Recreation Directol
' Lizeth Servin
) Recreation Coordinator :

Vacant
Office Support Specialis
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YOUTH CENTER

Lizandro Galaviz
Parks and Recreation Director

- Jennifer Cisneros
ssistant Parks& Recreation Directo

Edgar Juarez Vacant Lizette Varela
Recreation Specialist _ Recreation Assistant/PT - Recreation Specialist

CPS HR /= CONSULTING

Jose Serrano
~ Recreation Intern/PT
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