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MOORPARK CITY COUNCIL 
AGENDA REPORT 

Honorable City Council 

ITEM 10.P. 

Deborah S. Traffenstedt, Deputy City Manager~ 
Jennifer Mellon, Administrative Services Manage~ 

December 12, 2013 (CC Meeting of 12/18/13) 

SUBJECT: Consider Resolution Amending Classification Plan and Rescinding 
Resolution No. 2010-2962 

BACKGROUND AND DISCUSSION 

The City's Classification Plan contains the job descriptions for City employment positions. 
An amendment to the Classification Plan Resolution is proposed to add new job 
descriptions and revise current job descriptions (see attached draft resolution, with 
revisions shown through the use of legislative format). 

The revisions to the Classification Plan include new job descriptions for the hourly positions 
of Clerical Aide I and II, Clerical Aide/Crossing Guard, Intern, and Laborer/Custodian I, II, 
and Ill. These temporary, part-time positions have been historically used by the City and 
are included in the City's Salary Plan; however, there were no adopted job descriptions for 
these positions. 

A new job description has been added for a Competitive Service Maintenance Specialist 
position. The Maintenance Specialist position was approved by the City Council on March 
20, 2013, and is included in the Memorandum of Understanding with SEIU Local 721 for 
the current fiscal year. 

A new job description has been added for a Non-Competitive Service (Management) 
Economic Development and Housing Manager position. This new classification replaces 
the prior Redevelopment Manager job description, and language has been modified as 
needed to remove prior reference to redevelopment and clarify current responsibilities and 
essential functions. 

Modifications have been made to the job descriptions for Account Clerk I and 11, Recreation 
Aide, Recreation Leader I, II, and Ill, and Vector/Animal Control Specialist and 
Vector/Animal Control Technician positions to correct inconsistent language; and update 
description of responsibilities, functions, experience, training, and/or certification language. 
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The draft resolution that is attached to this agenda report only includes the new and 
revised job descriptions, and a page titled "Other Positions", which is shown as now 
deleted. This page will be deleted, since this Classification Plan update now adds job 
descriptions for all position classifications currently used by the City for employment, and 
achieves consistency with the City's Salary Plan. An update to the City's Salary plan is a 
separate but related agenda item for the December 18 regular meeting. 

The final Classification Plan resolution will include all of the City job descriptions, 
incorporating the attached new and revised job descriptions into the document. The City 
makes a copy of the current Classification Plan and Salary Plan available on the City's 
website. 

FISCAL IMPACT 

No fiscal impact. 

STAFF RECOMMENDATION 

Adopt Classification Plan Resolution No. 2013-__ and rescind Resolution No. 2010-
2962. 

Attachment: Draft Classification Plan Resolution 
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RESOLUTION NO. 2013-

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF 
MOORPARK, CALIFORNIA, ESTABLISHING A REVISED 
CLASSIFICATION PLAN AND JOB DESCRIPTIONS FOR 
NON-COMPETITIVE, COMPETITIVE SERVICE, AND 
HOURLY EMPLOYEES AND RESCINDING RESOLUTION 
NO. 2010-2962 

WHEREAS, the City Council adopted Resolution No. 2010-2962 on October 6, 
2010, establishing a revised classification plan and job descriptions for Non-Competitive 
and Competitive Service employees; and 

WHEREAS, the Council has determined that the City's Classification Plan should 
be amended to include new job descriptions for Clerical Aide I and 11, Clerical 
Aide/Crossing Guard, Economic Development and Housing Manager, Intern, 
Laborer/Custodian I, 11, and 111, and Maintenance Specialist; revise job descriptions for 
Account Clerk I and 11, Recreation Aide, Recreation Leader I, 11, and Ill, Vector/Animal 
Control Specialist, and Vector/Animal Control Technician; and delete the job description 
for Redevelopment Manager and the list of other positions for which there were 
previously no job specifications. 

NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF MOORPARK 
DOES HEREBY RESOLVE AS FOLLOWS: 

SECTION 1. All job descriptions attached as Exhibit A to this resolution are 
hereby adopted into the City's Classification Plan; 

SECTION 2. The City Manager shall have the authority to make temporary 
additions or deletions to the Classification Plan in the interest of efficient and effective 
administration of the Plan. Such alterations shall not become an approved part of the 
Plan until adoption by City Council resolution. 

SECTION 3. Resolution No. 2010-2962 is hereby rescinded. 

SECTION 4. The City Clerk shall certify to the adoption of this resolution and 
shall cause a certified resolution to be filed in the book of original resolutions. 

PASSED AND ADOPTED this __ day of December, 2013. 

Janice S. Parvin, Mayor 
ATTEST: 

Maureen Benson, City Clerk 

Exhibit A: Classification Plan Job Descriptions 
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EXHIBIT A 

City of Moorpark Classification Plan 
and 

Job Descriptions 
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ACCOUNT CLERK I 
ACCOUNT CLERK II 

Class specifications are intended to present a descriptive list of the range of duties 
performed by employees in the class. Specifications are not intended to reflect all 
duties performed within the job. 

DEFINITION 

To perform a variety of accounting clerical duties involving financial record keeping in 
support of the accounts payable, accounts receivable, payroll and specialized 
accounting and financial functions. These positions are not overtime exempt. 

DISTINGUISHING CHARACTERISTICS 

Account Clerk 1--This is the entry-level class in the Account Clerk series. This class is 
distinguished from the Account Clerk II by the performance of the more routine tasks 
and duties assigned to positions within the series. Since this class is typically used as a 
training class, employees may have only limited work experience. 

Account Clerk 11--This is the full journey level class within the Account Clerk series. 
Employees within this class are distinguished from the Account Clerk I by the 
performance of the full range of duties as assigned. Employees at this level receive only 
occasional instruction or assistance as new or unusual situations arise, and are fully 
aware of the operating procedures and policies of the work unit. 

SUPERVISION RECEIVED AND EXERCISED 

Account Clerk I 

Receives immediate supervision from the Senior Account Technician or division 
manager. 

Account Clerk II 

Receives general supervision from the Senior Account Technician or division manager. 

ESSENTIAL AND MARGINAL FUNCTION STATEMENTS--Essential and other 
important responsibilities and duties may include, but are not limited to, the following: 

Essential Functions: 

1. Process invoices to be paid; research and code; input invoice data into computer. 

2. Provide responsible staff assistance and support to the Accounting Technicians 
or division manager. 

13. Run reports for payment; check for accuracy; make corrections. 
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Process miscellaneous accounts receivable, including recording payments 
received; maintain aging report of receivables; and coordinate work with outside 
collection agency(ies). 

Assist in the processing and collection of skipped accounts, reminder and 
termination notices, 48-hour notices, and terminated and past due accounts. 

5.Q _____ Reconcile monthly statements from vendors; confer with vendors regarding 
purchase orders, invoices and payments . 

. 7 ____ Process manual warrants for approval; type and input manual checks; maintain 
spreadsheets. 

T.f3. . Calculate City medical, dental, vision and disability premiums. 

8. 9 Prepare receipts and bank deposits; prepare a daily deposit of revenue. 

9 .HL_ Process payroll time sheets; input payroll data into computer; submit payroll for 
approval; maintain payroll records and reports. 

'.l 0,jj-'-Check and tabulate statistical and financial data; sort and alphabetize financial 
documents. 

1--1-.JLPerform a variety of general clerical duties including typing, maintaining files and 
records, maintaining and ordering supplies and processing mail. 

.+2-c 13. Assist in preparation of the Comprehensive Annual Financial Report, Annual 
Budget, and other financial reports to departments, management and other 
agencies. 

+-~ 14. Input and retrieve a variety of financial data and information using a computer 
terminal. 

15. Perform computer maintenance; ensure software is operational, and operate the 
system daily. 

~4; 16. May assist with the processing and collection of applications and fee payments 
for business registration, including reminder notices. 

Marginal Functions: 

1. Serve as emergency response worker as necessary. 

2. Perform a variety of general office support duties including answering the 
telephone, typing and maintaining files and records. 

3. Perform related duties and responsibilities as required. 
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QUALIFICATIONS 

Knowledge of: 

Account Clerk I 

Basic accounting principles as applied to accounts payable, accounts receivable and 
payroll. 

Basic mathematical and statistical principles. 
Modern office procedures, methods and equipment. 
Spreadsheet, wor.Q.k processing and financial management software. 
Principles and procedures of record keeping. 
Principles of business letter writing and basic report preparation. 
Pertinent Federal, State, and local laws, codes and regulations. 

Ability to: 

Learn fundamentals of financial record keeping. 
Learn accounting and spreadsheets software. 
Learn to accurately tabulate, record, reconcile, and balance assigned transactions. 
Learn to maintain a variety of financial records and files. 
Operate and use modern office equipment including 10-key adding machine, type1..vriter, 

fax machine or fax/modem, personal computer or terminal, printers.l. aREl-copiers.l. 
and mail machine. 

Enter data into a computer at a speed necessary for successful job performance. 
Perform varied clerical work. 
Perform procedures in an organized and accurate manner. 
Understand and carry out oral and written instructions. 
Establish and maintain cooperative working relationships with those contacted in the 

course of work. 
Maintain physical condition appropriate to the performance of assigned duties and 

responsibilities. 
Maintain mental capacity, which allows for effective interaction and communication with 

others. 
Maintain effective audio/visual discrimination and perception to the degree necessary 

for the successful performance of assigned duties. 

Experience and Training Guidelines 
Any combination of experience and training that would likely provide the required 
knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities 
would be: 

Experience: 

One year of general accounting, financial record keeping, banking or clerical 
experience. 

Training: 
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Equivalent to completion of the twelfth grade. 

License or Certificate 

Possession of or ability to obtain and maintain an appropriate, valid California driver's 
license. 

Account Clerk II 

In addition to those qualifications for Account Clerk I: 

Knowledge of: 

Fundamental principles and procedures of financial record keeping. 
Accounting and spreadsheet software. 

Ability to: 

Accurately tabulate, record, reconcile, and balance assigned transactions. 
Maintain a variety of financial records and files. 

Experience and Training Guidelines 
Any combination of experience and training that would likely provide the required 
knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities 
would be: 

Experience: 

Two years of general clerical experience, including two years of financial record 
keeping responsibility. 

Training: 

Equivalent to completion of the twelfth grade. 

License or Certificate 

Possession of or ability to obtain and maintain an appropriate, valid California driver's 
license. 

WORKING CONDITIONS 

Environmental Conditions: 

Office environment; exposure to computer screens. 

Physical Conditions: 
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Essential functions may require maintaining physical condition necessary for sitting for 
prolonged periods of time; light lifting, carrying, pushing and pulling; reaching; handling; 
use of fingers; talking; hearing; near acuity. 
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CLERICAL AIDE I 
CLERICAL AIDE 11 

Class specifications are intended to present a descriptive list of the range of duties 
performed bv emplovees in the class. Specifications are not intended to reflect all 
duties performed within the job. 

DEFINITION 

To perform a general variety of basic clerical duties in support of an assigned function. 
This position is temporary, part-time, and not overtime exempt. 

DISTINGUISHING CHARACTERISTICS 

Clerical Aide I - This is an entry-level class in the Clerical Aide series and is 
distinguished from the Clerical Aide II by the performance of the more routine tasks and 
duties assigned to positions within the series. Since this class is typically used as a 
training class, employees may have no prior related work experience. 

Clerical Aide II - This is also an entry-level class, with less clerical experience than an 
Office Assistant I. Employees within this class typically have either more clerical skills 
training or related work experience than a Clerical Aide I and require less instruction or 
assistance as new or unusual situations arise. 

SUPERVISION RECEIVED AND EXERCISED 

Clerical Aide I and II 

Receives immediate supervision from the assigned supervisor. 

ESSENTIAL AND MARGINAL FUNCTION STATEMENTS--Essential and other 
important responsibilities and duties may include, but are not limited to, the following: 

Clerical Aide I and II 
Essential Functions: 

1. Sorts, files and categorizes reports, correspondence, data and forms. 

2. Receives, copies and distributes mail. 

3. Operates a computer and other modern office equipment. 

4. Acts as a telephone receptionist. 

5. Types file information and scans documents into an electronic imaging records 
management system. 

6. Operates an automobile for purchasing supplies, making deliveries or similar 
purposes. 
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7. Receives, sorts and distributes incoming mail. 

8. Provides responsible staff assistance and clerical support to the assigned 
supervisor. 

Marginal Functions: 

1. Serve as emergency response worker as necessary. 

2. Perform related duties and responsibilities as required. 

QUALIFICATIONS 

Knowledge of: 

Modern office procedures, methods, software and equipment. 
English usage, spelling, grammar and punctuation. 
Principles of proper phone etiquette. 
Basic mathematical principles. 
Standard safety precautions. 

Ability to: 

Respond to requests and inquiries from the general public. 
Perform a wide variety of clerical duties including answering phone calls. 
Understand and follow oral and written instructions. 
Communicate clearly and concisely, both orally and in writing. 
Operate and use a personal computer, scanners, printers and copiers. 
Type on a computer at a speed necessary for successful job performance. 
Establish and maintain effective working relationships with those contacted in the 

course of work. 
Maintain mental capacity, which allows for effective interaction and communication with 

others. 
Maintain effective audio/visual discrimination and perception to the degree necessary 

for the successful performances of assigned duties. 
Maintain physical condition appropriate to the performance of the assigned duties and 

responsibilities. 

Experience and Training Guidelines 
Any combination of experience and training that would likely provide the required 
knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities 
would be: 

Clerical Aide I 

Experience: 

One year of general clerical experience is desirable. 
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Training: 

Equivalent to the completion of the twelfth grade. 

Clerical Aide II 

Experience: 

One year of general clerical experience is desirable. 

Training: 

Equivalent to the completion of the twelfth grade supplemented by specialized 
clerical training. 

License or Certificate 

Possession of or ability to obtain and maintain an appropriate, valid California driver's 
license. 

WORKING CONDITIONS 

Environmental Conditions: 

Office environment; exposure to computer screens. 

Physical Conditions: 

Essential functions may require maintaining physical condition necessary for sitting, 
standing, or walking for prolonged periods of time; travel to various locations; light to 
medium lifting, carrying, pushing and pulling; balancing; reaching; handling; use of 
fingers; talking; hearing; near acuity. 
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CLERICAL AIDE/CROSSING GUARD 

Class specifications are intended to present a descriptive list of the range of duties 
performed by employees in the class. Specifications are not intended to reflect all 
duties performed within the job. 

DEFINITION 

Clerical Aide: To perform a general variety of basic clerical duties in support of an 
assigned function. Crossing Guard: To escort school children across the street in a 
safe manner after verifying visually and audibly that that it is safe to enter the 
intersection; halt vehicles thorough the use of a hand-held stop sign held in a raised 
position above the head, while walking across an intersection; maintain order among 
children waiting to cross the street at street crossing points; report the license numbers 
of vehicles violating school crosswalk-related traffic laws to designated supervisor; instill 
an awareness in school children of safety measures necessary for safe street crossing. 
This combined Clerical Aide/Crossing Guard class is temporary, part-time, and not 
overtime exempt. 

SUPERVISION RECEIVED AND EXERCISED 

Receives immediate supervision from assigned supervisor. 

ESSENTIAL AND MARGINAL FUNCTION STATEMENTS--Essentia/ and other 
important responsibilities and duties may include, but are not limited to, the following: 

Clerical Aide Essential Functions: 

1. Sorts, files and categorizes reports, correspondence, data and forms. 

2. Receives, copies and distributes mail. 

3. Operates a computer and other modern office equipment. 

4. Acts as a telephone receptionist. 

5. Types file information and scans documents into an electronic imaging records 
management system. 

6. Operates an automobile for purchasing supplies, making deliveries or similar 
purposes. 

7. Receives, sorts and distributes incoming mail. 

8. Provides responsible staff assistance and clerical support to the assigned 
supervisor. 
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Crossing Guard Essential Functions: 

1. Perform crossing guard duties to escort children and adults across the street in a 
safe manner after verifying visually and audibly that it is safe to enter the 
intersection. 

2. May set up, monitor, and take down traffic warning devices and barricades for 
traffic control. 

3. May perform regular sidewalk inspections and measure and report sidewalk and 
street maintenance and repair needs. 

4. May perform street light inspections to verify proper function. 

Marginal Functions: 

1. Serve as emergency response worker as necessary. 

2. Perform related duties and responsibilities as required. 

QUALIFICATIONS 

Knowledge of: 

Modern office procedures, methods, and equipment. 
English usage, spelling, grammar and punctuation. 
Principles of proper phone etiquette. 
Basic mathematical principles. 
Equipment and tools used in the area of work assigned. 
Occupational hazards and standard safety practices. 
Safety principles and practices including safety rules when crossing streets. 
Basic first aid methods and techniques. 

Ability to: 

Respond to requests and inquiries from the general public. 
Perform a wide variety of clerical duties including answering phone calls. 
Understand and follow oral and written instructions. 
Communicate clearly and concisely, both orally and in writing. 
Fluently speak the English language and understand both written and oral English 

usage. 
Operate and use a personal computer, scanners, printers and copiers. 
Type on a computer at a speed necessary for successful job performance. 
Establish and maintain effective working relationships with those contacted in the 

course of work, including working effectively with school children. 
Remain calm and use good judgment in emergency situations. 
Maintain physical condition appropriate to the performance of assigned duties and 

responsibilities. 
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Maintain mental capacity, which allows for effective interaction and communication with 
others. 

Maintain effective audio/visual discrimination and perception to the degree necessary 
for the successful performance of assigned duties. 

Experience and Training Guidelines 
Anv combination of experience and training that would likelv {Jrovide the required 
knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities 
would be: 

Experience: 

One year of general clerical experience and prior experience working with 
children is desirable. 

Training: 

Equivalent to completion of twelfth grade supplemented by specialized clerical 
training. 

License or Certificate 

Possession of or ability to obtain and maintain an appropriate, valid California driver's 
license. 

WORKING CONDITIONS 

Environmental Conditions: 

Office environment; exposure to computer screens. Field environment; frequent 
exposure to outside atmospheric conditions; exposure to noise, dust, grease, smoke, 
fumes, gases or other atmospheric conditions that may affect the respiratory system, 
eyes or skin; work in exposed places; work on slippery or uneven surfaces. 

Physical Conditions: 

Essential functions include repetitive light lifting of a "Stop" sign in a raised position 
above the head with either arm; clear vision of 20/40 minimum with no color blindness; 
hearing sufficient to discern approaching vehicles, children, adults, or other moving 
objects across a frequency range from 500 hertz (Hz) to 3,000 Hz with or without a 
hearing aid; frequent stepping up and down from a curb; ability to walk a minimum of 70 
feet within 12 seconds; ability to grasp and restrain children from moving into an unsafe 
area; maintaining physical condition necessary for sitting, standing or walking for 
prolonged periods of time; travel to various locations; operating motorized vehicles; 
medium to heavy lifting, carrying, pushing and pulling; climbing; balancing; stooping; 
kneeling; crouching; crawling; reaching; handling; use of fingers; talking; hearing; near 
and far acuity; depth perception. 
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ECONOMIC DEVELOPMENT AND HOUSING MANAGER 

Class specifications are intended to present a descriptive list of the range of duties 
performed bv employees in the class. Specifications are not intended to reflect all 
duties performed within the job. 

DEFINITION 

To direct, manage, supervise, and coordinate the activities and operations of economic 
development and affordable housing projects and programs and to supervise, assign 
and review the work of assigned staff responsible for affordable housing projects and 
programs; responsible for City programs and activities to attract and retain businesses 
within the City and to market these programs; evaluate potential options for disposition 
and revenue generation of certain City properties for affordable housing and economic 
development purposes. This position is overtime exempt. 

SUPERVISION RECEIVED AND EXERCISED 

Receives general direction from the City Manager or Department Head as assigned by 
the City Manager. 

Exercises direct and primary supervision over professional, technical and clerical staff. 

ESSENTIAL FUNCTION STATEMENTS--Essential duties mav include, but are not 
limited to, the following: 

Essential Functions: 

1. Provide technical assistance and training to City staff in matters related to 
economic development, and affordable housing programs and activities. 

2. Provide responsible staff assistance and support to the City Manager or 
Department Head as assigned by the City Manager. 

3. Assist with property acquisition actions of City as assigned. 

4. Oversee and coordinate the transition of Redevelopment Agency functions and 
responsibilities. 

5. Plan, prioritize, assign, supervise and review the work of staff and consultants 
responsible for the preparation and administration of affordable housing 
programs and activities including the preparation and amendment and monitoring 
of regulatory agreements, affordable housing sections of development 
agreements, and affordable housing agreements. Perform such work in absence 
of assigned staff. 

6. Recommend and assist in the preparation and implementation of City goals and 
objectives in areas of Economic Development and Affordable Housing and 
implement approved activities. 
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7. Establish schedules for development performance and other prov1s1ons of 
disposition and development agreements with private developers for the sale and 
redevelopment of City-owned property. 

8. Oversee City agreements for professional consulting services relating to housing 
and specified economic development programs and activities; monitor contract 
payments; ensure contracts are within budget requirements; ensure compliance 
with contract obligations. 

9. Analyze operating and capital improvement project budgets for specified areas of 
responsibility. 

10. Prepare the City Annual Operating Budget for areas of responsibility; participate 
in the preparation of the Capital Improvement Project Budget funded with bond 
financing and supervise the preparation, development and administration of 
annual budget programs for the City Housing Fund; develop estimates of funds 
needed for staffing and related expenses; recommend expenditures and 
implement appropriate budget adjustments. 

11. Participate in the preparation and administration of assigned budget; complete 
line item budget analysis as assigned; submit budget recommendations; monitor 
expenditures. 

12. Monitor legislative developments related to economic development and housing 
programs. 

13. Assist City departments in the preparation and maintenance of financial and 
other economic development or housing records. 

14. Assist with bond issues including preparation of debt service projections and 
analysis. 

15. Attend and participate in professional training and group meetings; stay abreast 
of new trends and innovations in the field of affordable housing and economic 
development; and represent City at regional and state meetings. 

16. Coordinate activities with other City departments and public agencies, Chamber 
of Commerce, economic development collaboratives, and applicable affordable 
housing organizations. 

17. May be assigned responsibility for related programs and activities including 
Business Registrations. 

Marginal Functions: 

1. Serve as emergency response worker as necessary. 

2. Perform related duties and responsibilities as required. 
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QUALIFICATIONS 

Knowledge of: 

Operations, services and activities of community development and economic 
development. 

Affordable housing programs including deed restriction provisions, home mortgage 
financing and related procedures. 

Principles and practices of tax increment financing. 
Principles and practices of state and federal tax credit financing, home mortgage 

financing and other forms of public assistance provided for private for-profit and 
non-profit housing developments 

Principles and practices of budgeting. 
Principles and practices of contract administration. 
Review and analysis of business plans and financial statements. 
Principles of supervision, training and performance evaluation. 
Modern office procedures, methods and equipment. 
Pertinent Federal, State, and local laws, codes and regulations. 

Ability to: 

Supervise, organize, and review the work of subordinate staff. 
Select, supervise, train and evaluate staff. 
Conduct financial research and analysis. 
Communicate clearly and concisely, both orally and in writing. 
Manage contracts. 
Establish and maintain effective working relationships with those contacted in the 

course of work. 
Effectively manage contracts and evaluate the work of contractors. 
Research, develop and prepare ordinances, resolutions, contracts. and technical 

reports and associated summary data for presentation to Agency Board, City 
Council and others. 

Respond tactfully, clearly, concisely, and appropriately to inquiries from the public, 
press or other agencies on sensitive issues in area of responsibility. 

Prepare a variety of reports and analyses. 
Operate and use modern office equipment including 10-key adding machine, fax 

machine or fax/modem, personal computer or terminal with proficiency using 
Word and Excel Programs, printers and copiers. 

Utilize computer equipment and software to produce appropriate reports, informational 
items, tracking systems and related documents. 

Apply Federal, State and local laws and regulations pertaining to housing and 
redevelopment programs projects and activities. 

Evaluate financial data and recommend improvements. 
Maintain physical condition appropriate to the performance of assigned duties and 

responsibilities. 
Maintain mental capacity, which allows the capability of making sound decisions and 

demonstrating intellectual capabilities. 
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Maintain effective audio/visual discrimination and perception to the degree necessary 
for the successful performance of assigned duties. 

Experience and Training Guidelines 
Anv combination of experience and training that would likely provide the required 
knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities 
would be: 

Experience: 

Five years of increasingly responsible experience with public agency economic 
development programs, projects, and activities including affordable housing in 
California including two years of supervisory or lead responsibility in a 
governmental agency. 

Training: 

Equivalent to a Bachelors degree from an accredited college or university with 
major course work in public or business administration, urban planning, finance, 
economics or a related field. 

License or Certificate 

Possession of or ability to obtain and maintain an appropriate, valid California driver's 
license. 

WORKING CONDITIONS 

Environmental Conditions: 

Office environment; occasional field environment; exposure to computer screens. 

Physical Conditions: 

Essential functions may require maintaining physical condition necessary for sitting for 
prolonged periods of time; light lifting, carrying, pushing and pulling; reaching; handling; 
use of fingers; talking; hearing; near acuity. 
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INTERN 

Class specifications are intended to present a descriptive list of the range of duties 
performed by employees in the class. Specifications are not intended to reflect all 
duties performed within the job. 

DEFINITION 

To assist with a variety of entry-level administrative support work within the assigned 
department, including but not limited to research, analysis, program development, and 
report writing. This is a temporary, hourly, non-exempt position. 

SUPERVISION RECEIVED AND EXERCISED 

Receives immediate supervision from the assigned supervisor and/or lead worker. 

ESSENTIAL AND MARGINAL FUNCTION ST ATEMENTS--Essential and other 
important responsibilities and duties may include, but are not limited to, the following: 

Essential Functions: 

1. Provide responsible staff assistance and support to the assigned supervisor. 

2. Performs research and analysis on administrative and operational matters as 
directed; prepares written reports to summarize findings; and may make 
recommendations to supervisor as to appropriate action needed. 

3. May be called to provide technical and administrative assistance to resolve 
citizen inquiries or complaints; may prepare correspondence in the performance 
of assigned tasks under direction. 

4. Performs file maintenance. data entry and generates reports using computer 
software programs. 

5. Participates in the preparation and revision of brochures and other administrative 
materials; assists with development of educational displays or presentations; 
may be asked to assist with youth outreach and school presentations. 

Marginal Functions: 

1. Serve as emergency response worker as necessary. 

2. Perform related duties and responsibilities as required. 
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QUALIFICATIONS 

Knowledge of: 

Modern office procedures, methods and equipment. 
Basic letter writing and basic report preparation techniques. 
Principles and procedures of record keeping. 
Methods of research and report preparation. 
English usage, spelling, grammar and punctuation. 
Proper lifting and carrying techniques 

Ability to: 

Understand and follow oral and written instructions. 
Communicate clearly and concisely, both orally and in writing. 
Maintain records and prepare correspondence and reports. 
Manage a variety of assignments. 
Establish and maintain effective working relationships with those contacted in the 

course of work. 
Maintain effective audio/visual discrimination and perception to the degree necessary 

for the successful performance of assigned duties. 
Maintain mental capacity, which allows for effective interaction and communication with 

others. 
Operate and use modern office equipment including fax machine or fax/modem, 

personal computer or terminal, printers and copiers. 
Enter data on a computer at a speed necessary for successful job performance. 

Experience and Training Guidelines 
Any combination of experience and training that would likely provide the required 
knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities 
would be: 

Experience: 

Experience working in a local government or public agency environment is 
desirable. 

Training: 

Equivalent to the completion of twelfth grade supplemented by no less than one 
year of college classes in business administration, public administration, 
environmental studies, or a related field. 

License or Certificate 

Possession of or ability to obtain and maintain an appropriate, valid California driver's 
license. 
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WORKING CONDITIONS 

Environmental Conditions: 

Office and field environment; travel from site to site; exposure to computer screens; 
exposure to outside atmospheric conditions, dust and noise; work on slippery or uneven 
surfaces. 

Physical Conditions: 

Essential functions may require maintaining physical condition necessary for sitting, 
standing, bending, kneeling, squatting, or walking for prolonged periods of time; travel to 
various locations; operating motorized vehicles; medium lifting, carrying, pushing and 
pulling; climbing; balancing; stooping; reaching; handling; use of fingers; talking; 
hearing; near and far acuity; depth perception. 
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LABORER/CUSTODIAN I 
LABORER/CUSTODIAN II 
LABORER/CUSTODIAN Ill 

Class specifications are intended to present a descriptive list of the range of duties 
performed by employees in the class. Specifications are not intended to reflect all 
duties performed within the job. 

DEFINITION 

To perform custodian duties associated with public use of the City's parks and rental 
facilities, and perform minor maintenance and repairs to City streets, buildings, and 
facilities. These positions are temporary, hourly, non-exempt positions. 

DISTINGUISHING CHARACTERISTICS 

Laborer/Custodian I - This is the entry-level class in the Laborer/Custodian Worker 
series. This class is distinguished from the Laborer/Custodian II by the absence of 
directly related experience and requiring training to complete the more routine tasks and 
duties assigned to positions within the series. 

Laborer/Custodian II - This is the journey level class in the Laborer/Custodian Worker 
series. This class is distinguished from the Laborer/Custodian Ill by the performance of 
the more routine tasks and duties assigned to positions within the series. Employees in 
this class have some related work experience. 

Laborer/Custodian Ill - This is the advanced journey level class within the 
Laborer/Custodian Worker series. Employees within this class are distinguished from 
the Laborer/Custodian II by the performance of the full range of duties as assigned 
including the more difficult maintenance and custodian tasks. Employees at this level 
receive only occasional instruction or assistance as new or unusual situations arise, and 
are fully aware of the operating procedures and policies of the work unit. Positions in 
this class are flexibly staffed and are normally filled by advancement from the II level, or 
when filled from the outside, applicants must have prior related experience. 

SUPERVISION RECEIVED AND EXERCISED 

Laborer/Custodian I and II 

Receives immediate supervision from supervisory, management or higher-level staff. 

Laborer/Custodian Ill 

Receives general supervision from supervisory, management or higher-level staff. 

ESSENTIAL AND MARGINAL FUNCTION STATEMENTS--Essential and other 
important responsibilities and duties may include, but are not limited to, the following: 

348 



Resolution No. 2013-
Page 200 

Essential Functions: 

1. Provide responsible staff assistance and support to the supervisor and/or lead 
worker as assigned. 

2. Work weekends, evenings, and holidays as assigned. 

3. Monitor park users' compliance with City park rules. 

4. Provide security services; unlock, lock, and secure City parks and facilities as 
required. 

5. Perform security checks of buildings and facilities; observe and report 
unauthorized persons at City facilities. 

6. Interact with public in responding to questions, requests, and concerns. 

7. Empty and clean trash receptacles; sweep and scrub building floors; vacuum 
traffic areas; spot clean and shampoo carpets. 

8. Dust, polish and clean office furniture, tables, shelves, cabinets and woodwork; 
dust and wash light fixtures. 

9. Hose down ramps, stairwells, or other breezeways; clean interior and exterior 
windows, blinds and glass doors; clean, disinfect and polish drinking fountains, 
counter tops and other stainless steel fixtures. 

10. Clean, scrub and disinfect break room sinks, floors, and walls; clean and disinfect 
kitchen appliances and door handles. 

11. Scrub, clean, and disinfect lavatory fixtures, floors, walls and showers. 

12. Locate and removes graffiti from City property. 

13. Perform minor maintenance and repairs to streets, buildings and facilities. 

14. Prepare written activity logs. 

15. Remove unauthorized signs from City properties. 

16. Monitor City parks, streetscapes, streets, buildings, and facilities for hazardous 
conditions to the public. 

17. Set-up tables, chairs and other equipment for daily activities and programs; move 
and arrange furniture and equipment for special events, rentals, and projects; 
monitor rentals for compliance with facility.rental agreements. 

18. Monitor sport organization field activities compliance with use agreements. 
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19. Respond to public inquiries in a courteous manner. 

Marginal Functions: 

1 . Serve as emergency response worker as necessary. 

2. Perform related duties and responsibilities as required. 

QUALIFICATIONS 

Laborer/Custodian I and II 

Knowledge of: 

General security procedures for City parks, buildings, and facilities. 
General safety procedures for City parks, streets, buildings, and facilities. 
Equipment and tools used in the area of work assigned. 
Proper lifting and carrying techniques. 
Occupational hazards and standard safety practices. 
Proper cleaning methods and techniques. 
English usage, spelling, grammar and punctuation. 

Ability to: 

Communicate clearly and concisely, both orally and in writing. 
Understand and follow oral and written instructions. 
Establish and maintain effective working relationships with community organizations. 
Perform medium to heavy lifting and carrying. 
Maintain effective audio/visual discrimination and perception to the degree necessary 

for the successful performance of assigned duties. 
Maintain mental capacity, which allows for effective interaction and communication with 

others. 

Laborer/Custodian Ill 

In addition to the qualifications for Laborer/Custodian I and II: 

Knowledge of: 

Working knowledge of methods, materials, equipment, and tools used in custodial work. 
Standard safety practices necessary in the maintenance of buildings and facilities. 
Operational characteristics of custodial cleaning equipment. 
Safe use and storage of cleaning chemicals. 
Safe lifting practices. 

Experience and Training Guidelines 
Any combination of experience and training that would likely provide the required 
knowledge and abilities is qualifying. A tvPica/ way to obtain the knowledge and abilities 
would be: 
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Experience: 
Laborer/Custodian I 

One year of experience performing laborer or custodian work is desirable. 

Training: 

Equivalent to the completion of the tenth grade. 

Laborer/Custodian II 

Experience: 

No less than two years of related experience performing laborer or custodian 
work. 

Training: 

Equivalent to completion of the twelfth grade. 

Laborer/Custodian Ill 

Experience: 

No less than three years of related experience performing laborer and/or 
custodian work. 

Training: 

Equivalent to completion of the twelfth grade. 

License or Certificate 

Possession of or ability to obtain and maintain an appropriate, valid California driver's 
license. 

WORKING CONDITIONS 

Environmental Conditions: 

Field environment; frequent exposure to outside atmospheric conditions; exposure to 
noise, dust, grease, smoke, fumes, gases, or other atmospheric conditions that may 
affect the respiratory system, eyes or skin; work around moving mechanical parts of 
equipment, tools or machinery; work in high, exposed places; work on slippery or 
uneven surfaces. 
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Physical Conditions: 

Essential functions may require maintaining physical condition necessary for sitting, 
standing or walking for prolonged periods of time; operating motorized vehicles; medium 
to heavy lifting, carrying, pushing and pulling; climbing; balancing; stooping; kneeling; 
crouching; crawling; reaching; handling; use of fingers; talking; hearing; near and far 
acuity; depth perception; exposure to heat, noise, outdoors, vibration, confined work 
space, chemicals, dust, explosive materials, mechanical hazards, and electrical 
hazards. 
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MAINTENANCE SPECIALIST 

Class specifications are intended to present a descriptive list of the range of duties 
performed by employees in the class. Specifications are not intended to reflect all 
duties performed within the job. 

DEFINITION 

To perform semi-skilled and skilled work in the construction, maintenance and repair of 
City streets, streetscapes, parks, buildings or other City facilities. To participate, lead, 
and oversee certain assigned projects; to maintain and use a variety of construction 
machinery and tools; and to perform a variety of technical tasks relative to assigned 
areas of responsibility. The City has the discretion to make occasional adjustments of 
the work week, work day or hours worked for this position to serve the interest of the 
City's operation and mission. This position is not overtime exempt. 

DISTINGUISHING CHARACTERISTICS 

This is an advanced journey level class in the Maintenance Worker series. Employees 
within this class are required to complete the routine tasks assigned to the Maintenance 
Worker Ill position. Employees are distinguished from the Maintenance Worker Ill by the 
level of responsibility assumed and the complexity of duties for certain assigned 
projects. Employees at this level perform the most difficult and responsible types of 
duties assigned to classes within this series, including leading and overseeing lower 
level staff during certain assigned projects. Employees are distinguished from the 
Senior Maintenance Worker position by the temporary lead worker supervision 
responsibilities of this position, during occasional implementation of certain assigned 
projects, in comparison to the Senior Maintenance Worker regular lead worker 
supervision responsibilities. Employees at this level are required to be fully trained in all 
procedures related to assigned areas of responsibility. 

SUPERVISION RECEIVED AND EXERCISED 

Receives direction from supervisory or management staff. 

Occasionally performs as lead worker over maintenance staff during project 
implementation. 

Assists supervisor or management staff with monitoring contractor performance. 

ESSENTIAL AND MARGINAL FUNCTION STATEMENTS--Essential and other 
important responsibilities and duties mav include, but are not limited to, the following: 

Essential Functions: 

1. Provide responsible staff assistance and support to assigned supervisory staff. 

2. Maintain streets, parkways, parks, buildings or other City facilities. 

353 



Resolution No. 2013-
Page 209 

3. Participate, train, and review the work of staff during certain assigned projects 
related to City streets, parkways, parks, buildings or other City facilities; prepare 
schedules; lead, oversee and participate in the use and operation of equipment. 

4. Ensure the adherence to safe work practices and procedures; instruct workers in 
the use of all safety equipment; ensure compliance with OSHA regulations. 

5. Monitor water usage in parks, streetscapes and other landscaped areas; monitor 
and adjust the City's central irrigation system to maximize irrigation efficiency and 
minimize water use; recommend irrigation modifications; prepare and file reports. 

6. Provide support to supervisory or management staff administering maintenance 
contracts for City streets, parkways, parks, buildings or other City facilities; 
conduct inspections; meet with contractors to discuss maintenance issues. 

7. Maintain operation records; prepare and file reports. 

8. Estimate time, materials, and equipment required for jobs assigned. 

9. Prepare detailed project descriptions and obtain cost proposals for material, 
equipment and project construction; prepare project schedules; coordinate and 
assist with oversight of the work of consultants and contractors. 

10. Evaluate City parks for maintenance and safety improvements; requisition 
materials as required; prepare inspection reports. 

11 . Construct forms, lay and finish concrete on sidewalks, streets, and other related 
areas; dig ditches; backfill trenches and holes; install drain pipes; perform minor 
building maintenance. 

12. Break and repair concrete and asphalt surfaces; excavate and replace concrete 
and asphalt surfaces; perform hot patching and sealing of surfaces; shovel and 
rake asphalt. 

13. Set up and take down traffic warning devices and barricades for traffic control. 

14. Maintain roadways by removing sand, gravel and debris; clean and maintain 
storm drains, pipes and catch basins. 

15. Operate various maintenance equipment and trucks; clean and maintain 
equipment. 

16. Install and maintain irrigation systems; install, repair, and maintain water meters; 
read water meters in parks and other landscaped areas. 

17. Conduct playground inspections; backfill sand as needed; install new playground 
equipment; perform playground equipment inspections and prepare reports. 

18. Maintain and grade ball fields; install new ball field equipment. 
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19. Maintain City facilities; repair drinking fountains; paint and repair restrooms; 
remove graffiti; inspect security lighting, operate and maintain HVAC systems. 

20. Maintain traffic signs; replace parking and street signs. 

21. Plant trees; install new planters. 

22. Conduct annual inspection, testing and certification of backflow prevention 
devices. 

23. May perform custodial duties including cleaning restrooms and offices; maintain 
and clean floors; dust office machines; close buildings. 

24. May perform crossing guard duties to escort children and adults across the street 
in a safe manner after verifying visually and audibly that it is safe to enter the 
intersection. 

Marginal Functions: 

1 . Respond to public inquiries in a courteous manner; provide information within the 
area of assignment; resolve complaints in an efficient and timely manner. 

2. Serve as emergency response worker as necessary. 

3. Perform related duties and responsibilities as required. 

QUALIFICATIONS 

Knowledge of: 

Operations and activities of a maintenance program within the area of assignment. 
Methods and techniques of maintenance activities related to area of work assigned. 
Equipment and tools used in the area of work assigned. 
Occupational hazards and standard safety practices. 
Use of hazardous chemicals, herbicides and fertilizers. 
Principles of lead supervision and training. 

Ability to: 

Lead, organize, and review the work of staff. 
Independently perform the most difficult maintenance and repair work in the area of 

work assigned. 
Interpret, explain, and enforce department policies and procedures as they relate to 

special projects. 
Operate a variety of cleaning, maintenance and repair equipment in a safe and effective 

manner. 
Perform a variety of manual tasks for extended periods of time and in unfavorable 
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Perform heavy manual labor. 
Work independently in the absence of supervision. 
Lead multiple projects at once. 
Understand and follow oral and written instructions. 
Communicate clearly and concisely, both orally and in writing. 
Establish and maintain effective working relationships with those contacted in the 

course of work. 
Maintain physical condition appropriate to the performance of assigned duties and 

responsibilities. 
Maintain mental capacity, which allows the capability of making sound decisions and 

demonstrating intellectual capabilities. 
Maintain effective audio/visual discrimination and perception to the degree necessary 

for the successful performance of assigned duties. 

Experience and Training Guidelines 
Any combination of experience and training that would likelv orovide the required 
knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities 
would be: 

Experience: 

Three years of increasingly responsible experience in the maintenance and 
repair of parks, streetscapes, and other City facilities. 

Training: 

Equivalent to completion of twelfth grade. 

License or Certificate 

Possession of or ability to obtain and maintain an appropriate, valid California driver's 
license. 

Within twelve (12) months of employment, the employee shall obtain and thereafter 
continuously maintain one or more of the following licenses or certificates, based on 
department and specific assignments. as determined by the City Manager: Certified 
Backflow Prevention Device Tester (Ventura County Environmental Health Division); 
Qualified Playground Inspector (National Playground Safety Institute); and Class A or B 
California Driver's License. 

WORKING CONDITIONS 

Environmental Conditions: 

Field environment; exposure to outside atmospheric conditions; exposure to noise, dust, 
grease, smoke. fumes, gases or other atmospheric conditions that may affect the. 
respiratory system, eyes or skin; work around moving mechanical parts of equipment, 
tools or machinery; work in high, exposed places. 
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Physical Conditions: 

Essential functions may require maintaining physical condition necessary for sitting, 
standing or walking for prolonged periods of time; travel to various locations; operating 
motorized vehicles; medium to heavy lifting, carrying, pushing and pulling; climbing; 
balancing; stooping; kneeling; crouching; crawling; reaching; handling; use of fingers; 
talking; hearing; near and far acuity; depth perception; exposure to heat, noise, 
outdoors, vibration, confined work space, chemicals, dust, explosive materials, 
mechanical hazards, and electrical hazards. 

The additional essential functions for performance of crossinq quard duties include 
repetitive light lifting of a "Stop" sign in a raised position above the head with either arm; 
clear vision of 20/40 minimum with no color blindness; hearing sufficient to discern 
approaching vehicles, children, adults, or other moving objects across a frequency 
range from 500 hertz (Hz) to 3,000 Hz with or without a hearing aid; frequent stepping 
up and down from a curb; ability to walk a minimum of 70 feet within 12 seconds; and 
ability to grasp and restrain children from moving into an unsafe area. 
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RECREATION AIDE 

Class specifications are intended to present a descriptive list of the range of duties 
performed by employees in the class. Specifications are not intended to reflect all 
duties performed within the job. 

DEFINITION 

To assist with the City's youth and adult sports and recreational programs, 
specialistincluding classes, special events, after school programsday camps, sports 
leagues and senior/active adult programs; to provide on-site supervision and 
implementation of programs; aRG--to perform a variety of tasks related to preparing for, 
setting up for, and cleaning up for programs and activities; and issuing equipment for 
program activities, preparing for special events and excursions, and to organizffi§~ 
supplies and perform facility maintenance. This is a temporary, hourly, non-exempt 
position. 

DISTINGUISHING CHARACTERISTICS 

This is the entry-level class in the Recreation Leader series. This class is distinguished 
from the Recreation Leader I by no requirement for a driver's license. Since this class is 
typically used as a training class, employees may have only limited or no prior work 
experience. 

SUPERVISION RECEIVED AND EXERCISED 

Receives immediate supervision from the assigned supervisor. 

ESSENTIAL AND MARGINAL FUNCTION STATEMENTS--Essential and other 
important responsibilities and duties may include, but are not limited to, the following: 

Essential Functions: 

1 . Provide responsible staff assistance and support to the assigned supervisor. 

2. Assist with organizing and promoting interest in recreational programs and 
activities including sports, games, arts and crafts, day camp, recreational 
classes, and events. 

3. Monitor activity of participants in recreation programs and activities; enforce rules 
and regulations of recreational programs to maintain discipline and ensure 
safety. 

4. Set-up and clean-up for recreational programs and activities. 

5. Help ensure that City recreational programs and .activities start and finish in the 
prescribed manner and time frames. 

6. Issue equipment for recreational programs and activities. 
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7. May assist with officiating games and keeping score for sports leagues. 

8. Administer first aid according to prescribed procedures and notify emergency 
medical personnel when necessary. 

9. Provide information to recreation participants; explain principles, techniques, and 
safety procedures to participants in recreational programs and activities; 
demonstrate use of materials and equipment. 

10. May assist in minor maintenance of recreational facilities and equipment 
including cleaning and stocking facilities. 

11. Help assess supplies and equipment needed for recreational programs. 

12. May assist with senior/active adult events and programs. 
1. Assist i.vith assigned City recreation programs; help set up for youth and adult 

sport and recreation activities. 

2. Provide responsible staff assistance and support to the assigned supervisor. 

3. Issue equipment for recreational activities; prepare for special events and 
activities. 

4. l~.ssist with administrative tasks including the maintenance of attendance records; 
keep score at sporting events; operate audiovisual equipment. 

5. Assist the assigned supervisor prepare for upcoming recreational events; make 
flyers and advertisements to promote department activities. 

6. Help assess supplies needed for events and requisition additional supplies as 
needed. 

7. Help assure that City recreational activities start and finish in the prescribed 
manner and time frames. 

8. Notify participants for scheduling events and registration requirements. 

9. May assist in minor maintenance of recreational facilities and equipment 
including cleaning and stocking facilities; make recommendations to improve 
equipment and facilities. 

10. Monitor activity of children during day camp and recreational trips and tours. 

11. Assist with senior/active adult nutrition program. 

Marginal Functions: 

1. Assist with a variety of administrative reports on activities and operations. 
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2. Serve as emergency response worker as necessary. 

3. Perform related duties and responsibilities as required. 

QUALIFICATIONS 

Knowledge of: 

Fundamental rules and regulations governing a variety of adult and youth 
sportsrecreational programs and activities. 

Rules and equipment used in various recreational activities. 
Standard safety precautions. 

Ability to: 
Maintain records and reports. 
Understand and follow oral and written instructions. 
Communicate clearly and concisely, both orally and in writing. 
Establish and maintain effective working relationships with those contacted in the 

course of work. 
Maintain effective audio/visual discrimination and perception to the degree necessary 

for the successful performance of assigned duties. 
Maintain mental capacity, which allows for effective interaction and communication with 

others. 

Experience and Training Guidelines 
Any combination of experience and training that would likely provide the required 
knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities 
would be: 

Experience: 

Some experience working with children or participation in recreation or sports 
programs is desirable. 

Training: 

Equivalent to the completion of the tenth grade. 

WORKING CONDITIONS 

Environmental Conditions: 

Indoor and outdoor recreational facilities; exposure to outside atmospheric conditions~ 
may work in or around water and slippery surfaces; exposure to audio/video equipment 
and computer screens.-: 

Physical Conditions: 

360 



Resolution No. 2013-
Page 274 

Essential functions may require maintaining physical condition necessary for sifting, 
standing or walking for prolonged periods of time; travel to various locations; medium 
lifting, carrying, pushing and pulling; balancing; reaching; handling; use of fingers; 
talking; hearing; near acuity. 
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RECREATION LEADER I 
RECREATION LEADER II 
RECREATION LEADER Ill 

Class specifications are intended to present a descriptive list of the range of duties 
performed bv emplovees in the class. Specifications are not intended to reflect all 
duties performed within the job. 

DEFINITION 

To assist with the City's recreational programs, including classes, events, day camps, 
sports leagues, and senior/active adult programs; to provide on-site supervision and 
implementation of programs; to perform a variety of tasks related to preparing for, 
setting up for, and cleaning up for programs and activities; and to organizffi§le suppliesT 
and perform facility maintenance. This is a temporary, hourly, non-exempt position. 

DISTINGUISHING CHARACTERISTICS 

Recreation Leader I - This is the journey level class in the Recreation Leader series. 
This class is distinguished from the Recreation Leader II by the performance of the 
more routine tasks and duties assigned to positions within the series. 

Recreation Leader II - This is the mid-journey level class within the Recreation Leader 
series. Employees within this class are distinguished from the Recreation Leader I by 
the performance of the full range of duties as assigned. Employees at this level receive 
only occasional instruction or assistance as new or unusual situations arise, and are 
fully aware of the operating procedures and policies of the work unit. Positions in this 
class are flexibly staffed and are normally filled by advancement from the Recreation 
Leader I level, or when filled from the outside, applicants must have prior experience. 

Recreation Leader Ill - This is the advanced journey level class in the Recreation 
Leader series. Positions at this level are distinguished from other classes within the 
series by the level of lead worker supervisory responsibility assumed and the complexity 
of duties assigned. Employees perform the most difficult and responsible types of duties 
assigned to classes within this series, including lead worker supervision over seasonal 
staff and volunteers. Employees at this level are required to be fully trained in all 
procedures related to assigned area of responsibility. 

SUPERVISION RECEIVED AND EXERCISED 

Recreation Leader I, II, and Ill receive immediate supervision from the assigned 
supervisor. 

Recreation Leader Ill may exercise lead worker supervision over seasonal recreation 
staff and volunteers. 

ESSENTIAL AND MARGINAL FUNCTION STATEMENTS--Essential and other 
important responsibilities and duties mav include, but are not limited to, the following: 
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General Essential Functions: 

1 . Provide responsible staff assistance and support to the assigned supervisor. 

2. Organize, lead, and promote interest in recreational programs and activities 
including sports, games, arts and crafts, day camp activities, recreational 
classes, and events. 

3. Monitor activity of participants in recreation programs and activities; enforce rules 
and regulations of recreational programs to maintain discipline and ensure 
safety. 

4. Set-up and clean-up for recreational programs and activities. 

5. Help ensure that City recreational programs and activities start and finish in the 
prescribed manner and time frames. 

6. Issue equipment for recreational programs and activities. 

7. Officiate games and keep score for sports leagues. 

8. Administer first aid according to prescribed procedures and notify emergency 
medical personnel when necessary. 

9. Provide information to recreation participants; explain principles, techniques, and 
safety procedures to participants in recreational programs and activities; 
demonstrate use of materials and equipment. 

10. Assist with administrative tasks including processing program registrations and 
facility reservations; maintain attendance and registration records; create and 
maintain program files. 

11. Monitor facilities and activities of users; unlock, lock, and secure facilities as 
required. 

12. Assist in minor maintenance of recreational facilities and equipment including 
cleaning and stocking facilities; make recommendations to improve equipment 
and facilities. 

13. Help assess supplies and equipment needed for recreational programs. 

14. Assist with active adult nutrition program, including food preparation and delivery 
of meals. 
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Recreation Leader Ill Essential Functions: 

In addition to the Essential Functions above: 

1. Assist the assigned supervisor to plan, develop, prepare, implement, and 
manage recreational events. 

2. Prepare program packets, flyers, bulletins. newsletters, and advertisements to 
promote activities and inform participants. 

3. Provide technical and functional supervision over seasonal staff and volunteers. 

Marginal Functions: 

1. Assist with a variety of administrative reports on activities and operations. 

2. Serve as emergency response worker as necessary. 

3. Perform related duties and responsibilities as required. 

QUALIFICATIONS 

Knowledge of: 

Fundamental rules and regulations governing a variety of recreational programs and 
activities. 

Equipment and supplies used in various recreational programs and activities. 
Basic first aid methods and techniques. 
Standard safety precautions. 

In Addition Recreation Leader Ill: 

Principles and practices of recreation and leisure services and program development. 
Techniques of planning, supervising, and organizing recreation programs. 
Publicity techniques. 
Principles of supervision, training, and performance evaluation. 

Ability to: 

Understand and follow oral and written instructions. 
Communicate clearly and concisely, both orally and in writing. 
Establish and maintain effective working relationships with those contacted in the 

course of work. 
Maintain effective audio/visual discrimination and perception to the degree necessary 

for the successful performance of assigned duties. 
Maintain mental capacity, which allows for effective interaction and communication with 

others. 
Apply general rules to specific problems to produce solutions that make sense. 
Work independently in the absence of supervision. 364 
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Prepare and present written and oral reports. 
Maintain records and reports. 

In Addition Recreation Leader Ill: 

Organize, assign, lead, and oversee the work of volunteers and seasonal staff. 

Experience and Training Guidelines 
Any combination of experience and training that would likely provide the required 
knowledge and abilities is qualifving. A tvgical way to obtain the knowledge and abilities 
would be: 

Experience: 

Recreation Leader I: Six months experience working in sports programs, day 
camps, recreation centers, schools, or related work experience. 

Recreation Leader II: No less than one year (12 months) experience working in 
sports programs, day camps, recreation centers, schools, or related work 
experience. 

Recreation Leader Ill: No less than two years (24 months) experience working 
in sports programs, day camps, recreation centers, schools, or related work 
experience. Lead worker supervisory experience is highly desirable. 

Training: 

Recreation Leader I: Equivalent to the completion of the tenth grade. 

Recreation Leader II: Equivalent to the completion of the twelfth grade. 

Recreation Leader Ill: Equivalent to the completion of the twelfth grade. 
Additional specialized or college level training in recreation programs or a related 
field is highly desirable. 

License or Certificate 

Possession of, or ability to obtain, an appropriate, valid first aid and CPR 
certificate. 

Possession of, or ability to obtain and maintain, an appropriate, valid California 
driver's license. 
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WORKING CONDITIONS 

Environmental Conditions: 

Office and field environment. Indoor and outdoor recreational facilities; exposure to 
outside atmospheric conditions; may work in or around water and slippery surfaces; 
exposure to audio/visual equipment and computer screens. 

Physical Conditions: 

Essential functions may require maintaining physical condition necessary for sitting, 
standing, or walking for prolonged periods of time; travel to various locations; medium 
lifting, carrying, pushing and pulling; balancing; reaching; handling; use of fingers; 
talking; hearing; near acuity. 
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VECTOR/ANIMAL CONTROL SPECIALIST 

Class specifications are intended to present a descriptive list of the range of duties 
performed by employees in the class. Specifications are not intended to reflect all 
duties performed within the job. 

DEFINITION 

Under general direction and supervision of the designated department head or division 
manager-'- performs a variety of duties: 1) vector control inspections and operations, 
including but not limited to mosquito,- and domestic fly pest management duties_,_ related 
to all aspects of operations which include monitoring, data collecting, field assistance, 
inspections, abatement, staff and administrative support, and public education~ duties~ 
and performs any other 1Nork as directed; and 2) animal control duties in the area of field 
enforcementduties including but not limited to enforcement of local laws, regulations 
and ordinances pertaining to animal control, as well as impound, quarantine, and 
investigation of animal complaints and disposal of deceased animals; 3) field 
inspections regarding the City's business registration requirements; and, 4) performs 
related duties and responsibilities as required . .,. This position is not overtime exempt. 
The City has the discretion to make occasional adjustments of the work week, work day 
or hours for this position to serve the interest of the City's operation and mission. This 
position is not overtime exempt. 

Vector control operations are focused upon domestic fly and mosquito control on private 
and public property for undeveloped and developed property as needed. Control efforts 
consist of routine inspections of potential breeding sources, public education, and 
selection of chemical measures and abatement proceedings under the California Health 
and Safety Code. Mosquito control is conducted using integrated pest management 
techniques in various sources, which are primarily of the domestic and natural types. 
Provide vector control consultation and services to other public agencies. 

Animal control operations are focused upon enforcement of local laws, regulations and 
ordinances pertaining to animal control, as well as impound, quarantine, and 
investigation of animals and disposal of deceased animals. 

SUPERVISION RECEIVED AND EXERCISED 

Receives general direction from designated department head or division manager. 

Provides direct and primary supervision over professional, technical and clerical staff; 
administers contracts and monitors performance. 

ESSENTIAL AND MARGINAL FUNCTION STATEMENTS - Essential and other 
important responsibilities and duties may include, but are not limited to, the following: 

General Essential Functions: 

1. Assume responsibility for monitoring and administering assigned program areas 
and assigned support functions; may direct the work activities of assigned 

367 



Resolution No. 2013-
Page 356 

subordinate staff and contractors; prioritize and coordinate work assignments; 
review work for accuracy; prepare performance evaluations; provide or 
coordinate staff training; work with subordinate employee(s) to correct 
performance deficiencies; implement discipline procedures. 

2. Provide responsible staff assistance and support to designated supervisor. 

3. Manage and participate in the development and implementation of goals, 
objectives, policies, and priorities for assigned programs; recommend and 
administer policies and procedures. 

4. Interpret, apply and enforce the City Municipal Code; issue infraction and 
misdemeanor citations and testify at administrative hearings or in court as 
necessary; track the progress of cases involved in the legal system and those 
assigned to other agencies or the City Attorney's office. 

5. Maintain detailed records and reports on inspection activities; input and retrieve 
inspection data utilizing a computer. 

6. Respond to public inquires in an appropriate and timely manner; resolve 
inspection issues and concerns between outside parties and inspection staff; 
review and confirm issues; and make recommendations to resolve concerns. 

7. Participate in the development and administration of program and division annual 
budget; submit budget recommendations for training, equipment, materials, and 
supplies; monitor expenditures and recommend budget adjustments as needed. 

8. Meet with and provide information to other City departments; divisions and 
outside agencies; and resolve sensitive and controversial issues. 

9. May provide City staff support to board, commission or committee as assigned; 
prepare and present staff reports and other necessary correspondence. 

10. Recommend modifications to City programs, policies, procedures and fees as 
appropriate. 

11. Attend and participate in professional group meetings, stay abreast of new trends 
and innovations in relevant field. 

12. Communicate with associations, public and governmental agencies as directed. 

13. Develop and maintain data and files on all sources, operations, activities, and 
provide written analysis and recommendations from that data upon request. 

14. Maintain safe work practices and procedures; instruct subordinate staff in safety 
matters. 

Vector Control Essential Functions: 
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1. Assume management responsibility for all designated vector control services and 
related activities. 

2. Provide responsible staff assistance and support to designated supervisor. 

3. Manage and participate in the development and implementation of goals, 
objectives, policies, and priorities for assigned programs; recommend and 
administer policies and procedures. 

2. Plan, direct, coordinate, review and implement the work plan for designated 
vector control services; assign work activities, projects and programs; review and 
evaluate work products, methods and procedures; meet with staff to identify and 
resolve problems. 

3. Q.5. Supervise, train, motivate and evaluate assigned personnel; provide or 
coordinate staff training; work with employees to correct deficiencies;__J!QQ 
implement discipline.:. and terminated procedures. 

4,L__lmplement domestic fly and mosquito control programs and perform 
entomological lab work. 

7. Maintain detailed records and reports on inspection activities; input and retrieve 
inspection data utilizing a computer. 

8. Respond to public inquires in an appropriate and timely manner; resolve 
inspection issues and concerns bet1Neen outside parties and inspection staff; 
revievv and confirm issues; and make recommendations to resolve concerns. 

9. Participate in the development and administration of the assigned portion of 
annual budget; direct the forecast of funds needed for staffing, equipment, 
materials, and supplies; monitor and approve expenditures; and implement 
adjustments. 

10. Meet with and provide information to other City departments; divisions and 
outside agencies; and resolve sensitive and controversial issues. 

11. May provide staff support to board, commission or committee as assigned; 
prepare and present staff reports and other necessary correspondence. 

12. Provide responsible staff assistance to his/her supervisor. 

13. Recommend modifications to City programs, policies, procedures and fees as 
appropriate. 

14. Attend and participate in professional group meetings, stay abreast of new trends 
and innovations in relevant field. 

~4. Under direct supervision, cConduct studies and/or surveys of vector control 
problems. 

6-o.fi__Design and implement changes for vector control programs, which promote 
economy of costs and manpower. 
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7.6 _Under the direction of management, evaluate the effectiveness of operations and 
control methods. 

8,_7 ._Develop operational modifications and introduce new methods and techniques. 

9,_8_._Participate in the technical phases of operations planning and delivery. 

1fJ,9. _Under direction of management, monitor or assist in specific vector control 
operations, ongoing routine control operations, and special or emergency control 
operations; including sources of special concerns such as salt and fresh water 
marshes, flood control channels and large service contract operations. 

++JJ1._participate in disease surveillance and pest identification. 

l2.1_Llmplement all aspects of the City's vector control public education. 

23. Communicate vvith associations, public and governmental agencies as directed. 

24. Develop and maintain data and files on all sources, operations, activities, and 
provide written analysis and recommendations from that data upon request. 

25. Maintains safe v1ork practices and procedures; instruct subordinate staff in safety 
matters. 

Animal Control Essential Functions: 

1. Patrol assigned area in designated animal control vehicle to search for stray, 
sick, injured, or dead animals and provide services as needed; respond to calls 
from the public, law enforcement agencies, or other Animal Control Officers 
concerning injured, stray, sick, or dangerous animals and violations of animal 
regulatory ordinances; enforce State and local laws, regulations, and ordinances, 
such as leash laws, licensing, vaccinations, spaying, neutering, quarantining, 
dangerous dog, animal noise, and barking dog ordinances; pick up and transport 
animals to the shelter for impounding, disposal, or rabies investigation, or to the 
veterinarian as appropriate. 

2. Prepare reports, complete records and various forms such as daily activity 
sheets, receipts for fees received, citations, quarantine and investigative reports. 

3. Collect license, redemption, and fees for other services rendered to the public. 

4. Provide information to the public regarding licensing, vaccinations, euthanasia, 
rabies control, pet-owner responsibilities, spaying, neutering, and adoptions; 
participate in public school and community group presentations. 

5. Conduct special investigations in response to public complaints of violations of 
animal regulatory ordinances; appear at hearings and in court to testify and 
present evidence regarding violations of animal regulatory ordinances. 
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6. Assist with administration of contract(s) with service provider(s). 

Business Registration Compliance Essential Functions: 

1. Conduct assigned patrol duties to encourage compliance with the City Municipal 
Code business registration requirements. 

2. Provide and explain City Municipal Code requirements for business registration 
and other City Code requirements to contractors, business owners, vendors, and 
other entities. 

3. Collect information on contacts with potential non-compliant contractors, 
business owners, vendors, and other entities, and provide this information to staff 
assigned to investigate and enforce code compliance. 

Marginal Functions: 

1. Serve as emergency response worker as necessary. 

2. Attend and participate in professional group meetings. 

~2. Perform related duties and responsibilities as required. 

QUALIFICATIONS 

Knowledge of: 

Principles of supervision, training and performance evaluation. 
Pertinent Federal, State, and local laws, codes and regulations. 
Equipment and tools used in the area of work assigned. 
Occupational hazards and standard safety practices. 
Vectors, life habits, and characteristics. 
Domestic fly and mosquito control programs and entomological lab work. 
Entomology and ecology of vertebrates and invertebrates. 
Thorough knowledge of pesticides and their application and harmful effects to animal 

and plant life. 
Proper care and handling of animals. 
Physical and behavioral characteristics of animals, including breed identification. 
Symptoms of rabies and other common animal diseases. 
General knowledge of research techniques, scientific data collecting and collating, and 

investigative methods. 
Modern office procedures, methods and equipment. 
Purchasing procedures and practices. 
Occupational hazards and standard safety practices. 
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Ability to: 

Plan and conduct general surveys and specific studies, including the development and 
use of computerized reporting and record keeping systems. 

Use scientific principles to practical situations. 
Interpret, explain, and enforce applicable policies and procedures. 
Interpret and apply pertinent Federal, State and local laws, codes and regulations. 
Supervise, organize, and review the work of subordinate staff. 
Operate and use modern office equipment including fax machine or fax/modem, 

personal computer or terminal, printers and copiers. 
Enter data on a computer at a speed necessary for successful job performance. 
Enforce necessary regulations with firmness and tact. 
Work independently in the absence of supervision. 
Communicate clearly and concisely, both orally and in writing to assigned supervisor, 

City officials, public and other agencies. 
Establish and maintain effective working relationships with those contacted in the 

course of work. 
Exercise tact and independent judgment in dealing with the public and present a 

positive public image. 
Handle sick, injured, dangerous, or dead animals and decomposing animal carcasses in 

a safe and humane manner. 
Learn and recognize symptoms of rabies and other common animal diseases. 
Make arithmetical calculations involving addition, subtraction, multiplication, and 

division. 
Maintain physical condition appropriate to the performance of assigned duties and 

responsibilities. 
Maintain mental capacity, which allows the capability of making sound decisions. 
Maintain effective audio/visual discrimination and perception to the degree necessary 

for the successful performance of assigned duties. 

Experience and Training Guidelines 
Any combination of experience and training that would likely provide the required 
knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities 
would be: 

Experience: 

Vector Control 

Three years of increasingly responsible experience providing vector control 
services for a public agency, including one year of supervisory or lead 
responsibility. 

Animal Control 

One year of experience providing information to the public, preferably in the 
handling, care, and control of animals; or 
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Equivalent combination of training, education, and experience that would provide 
the required knowledge and abilities. 

Training: 

Vector Control 

Equivalent to a Bachelor's degree from an accredited college or university with 
major course work in entomology, health science, environmental health, biology 
or related field. 

Animal Control ,I Code Compliance 

Equivalent to completion of the tvvelfth grade. 
License or Certificate 

Possession of:.: or ability to obtain and maintain, an appropriate, valid California Driver's 
License. 

For vector control,: Mmust have current certificationes of competency issued by the 
State of California Department of Public Health Services entitled Certificate Technician 
Mosquito Control, and Terrestrial Invertebrate Vector Control Technician Sections A, B, 
C, and D, or equivalent, which must be maintained throughout employment. 

For animal control, C~ompletion of a-California Penal Code Section 832 certification 
trainingPC 832 course in Arrest, Search and Seizure, and Firearms Training within one 
year of employment and National Animal Control Association Level I Academy training 
or equivalent is desirable. 

Within twelve (12) months of employment, the employee shall obtain and thereafter 
continuously maintain the following licenses or certificates: California Penal Code 
Section 832 Certification; and National Animal Control Association Level I Academy 
training or equivalent. 

Within eighteen ( 18) months of employment, the employee shall obtain and thereafter 
continuously maintain the following licenses or certificates: National Animal Control 
Association Level II Academy training or equivalent. 

WORKING CONDITIONS 

Environmental Conditions: 

Field and office environment; exposure to outside atmospheric conditions and inclement 
weather conditions; may be exposed to pesticides, communicable diseases, and other 
health hazards, including rabies; exposure to computer screens. 
Position is subject to emergency call out on a 24 hour basis. 
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Physical Conditions: 

Essential functions may require maintaining physical condition necessary for sitting, 
standing or walking for prolonged periods of time; travel to various locations; operating 
motorized vehicles; light to heavy lifting up to 100 lbs.), carrying, pushing and pulling; 
climbing; balancing; stooping; kneeling; crouching; crawling; reaching; handling; use of 
fingers; talking; hearing; near and far acuity; depth perception. Must be able to conduct 
field operations, including carry spray equipment from 2 lbs. to 50 lbs., inspect vector 
breeding sources and apply control measures by climbing or hiking into areas to locate 
breeding areas and survey programs or facilitate control procedures along flowing 
creeks, wetlands, flood control channels and similar areas of rough terrain. 

The position requires the occasional operation of a computer keyboard, mobility of arms 
to reach and dexterity of hands to grasp and manipulate small objects and the ability 
and range of flexibility to reach over their heads, reach below their knees, and to bend 
over or squat down. Must be able to move quickly in fieldwork areas known to be 
infested with venomous snakes or other potentially dangerous vectors or animals, 
poisonous plants and animals. The position requires adequate vision (which may be 
corrected) to read, write, and safely operate in the conditions listed above. 
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VECTOR/ANIMAL CONTROL TECHNICIAN 

Class specifications are intended to present a descriptive list of the range of duties 
performed by employees in the class. Specifications are not intended to reflect all 
duties performed within the job. 

DEFINITION 

Under general direction of the Vector/Animal Control Specialist or other designated 
supervisor, performs a variety of: 1l vector control inspections and control operations for 
mosquitoes, flies and other vectors~, 2) animal control duties including enforcement of 
local laws, regulations, and ordinances pertaining to animal control, as well as impound, 
quarantine, and investigation of animals and disposal of deceased animals; 3) field 
inspections regarding the City's business registration requirements; and .1l_Eiees 
performs related work and supportive services as requireddirected. This position is not 
overtime exempt. The City has the discretion to make occasional adjustments of the 
work week, work day or hours for this position to serve the interest of the City's 
operation and mission. This position is not overtime exempt. 

Under the general direction of the Vector/Animal Control Specialist, performs animal 
control duties including enforcement of local lmvs, regulations and ordinances pertaining 
to animal control, as well as impound, quarantine, and investigation of animals and 
disposal of deceased animals . .1 

SUPERVISION RECEIVED AND EXERCISED 

Receives general supervision from supervisory, or higher level staff. 

May exercise lead worker supervision over lower-level staff including temporary staff. 

ESSENTIAL AND MARGINAL FUNCTION STATEMENTS--=-Essential and other 
important responsibilities and duties may include, but are not limited to, the following: 

General Essential Functions: 

1. Provide responsible assistance and support to the Vector/Animal Control 
Specialist or other designated supervisor. 

2. Maintain detailed records and reports on inspection activities; input and retrieve 
inspection data utilizing a computer. 

3. Interpret, apply, and enforce the City Municipal Code; issue infraction and 
misdemeanor citations and testify in administrative hearings or in court as 
necessary. 

4. Respond to public inquires in an appropriate and timely manner; resolve 
inspection issues and concerns between outside parties and inspection staff; 
review and confirm issues; and make recommendations to resolve concerns. 

375 



Resolution No. 2013-
Page 364 

5. Attend and participate in professional group meetings, stay abreast of new trends 
and innovations in relevant field. 

6. Communicate with associations, public and governmental agencies as directed. 

7. Develop and maintain data and files on all sources, operations, activities, and 
provide written analysis and recommendations from that data upon request. 

8. Maintain safe work practices and procedures. 

Vector Control Essential Functions: 

1. Provide responsible assistance and support to the Vector/Animal Control 
Specialist. 

1. Implement domestic fly and mosquito control programs and perform 
entomological lab work. 

2. Survey and inspect assigned areas to determine vector breeding sources, stages 
of growth, types of vectors present and other factors important in applying control 
measures. 

3. Prepare operational reports and advises property owners on corrective 
measures. 

I 4. Perform the application of pesticide materials and insures that applications of 
such materials are performed under optimum conditions in order to prevent 
unintentional damage to life or property. 

5. Operate control equipment, motor vehicles, and similar equipment used. 

6. Prepare and revise operational maps and maintains source files. 

+o_?._Contact property owners and assist in prevention, reduction, and elimination of 
vector producing sources. 

8. Perform routine maintenance on equipment; assist in fabrications of specialized 
equipment; may be assigned to assist in maintenance and repair of building and 
other facilities. Implement changes for vector control programs, which promote 
economy of costs and manpm.ver. 

9. Under direction of supervisor, monitor or assist in specific vector control 
operations, ongoing routine control operations, and special or emergency control 
operations; including sources of special concerns such as salt and fresh water 
marshes, flood control channels and large service contract operations. 

10. 10. Participate in disease surveillance and pest identification; stay abreast of 
new trends and innovations in vector control. 
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11 . 11 . Maintain data and files on all vector sources, operations, and activities and 
provide written analysis and recommendations from that data upon request. 

12. Maintain safe work practices and procedures. 

Animal Control Essential Functions: 

1. Patrol assigned area in designated animal control vehicle to search for stray, 
sick, injured, or dead animals and provide services as needed; respond to calls 
from the public, law enforcement agencies, or other Animal Control Officers 
concerning injured, stray, sick, or dangerous animals and violations of animal 
regulatory ordinances; enforce State and local laws, regulations, and ordinances, 
such as leash laws, licensing, vaccinations, spaying, neutering, quarantining, 
dangerous dog, animal noise, and barking dog ordinances; pick up and transport 
animals to the shelter for impounding, disposal, or rabies investigation, or to the 
veterinarian as appropriate. 

2. Prepare reports, complete records and various forms such as daily activity 
sheets, receipts for fees received, citations, quarantine and investigative reports. 

3. Collect license, redemption, and fees for other services rendered to the public. 

4. Provide information to the public regarding licensing, vaccinations, euthanasia, 
rabies control, pet-owner responsibilities, spaying, neutering, and adoptions; 
participate in public school and community group presentations. 

I 5. Conduct special investigations in response to public complaints of violations of 
animal regulatory ordinances; appear at hearings and in court to testify and 
present evidence regarding violations of animal regulatory ordinances. 

Business Registration Compliance Essential Functions: 

1. Conduct assigned patrol duties to encourage compliance with the City Municipal 
Code business registration requirements. 

2. Provide and explain City Municipal Code requirements for business registration 
and other City Code requirements to contractors, business owners, vendors, and 
other entities. 

3. Collect information on contacts with potential non-compliant contractors, 
business owners, vendors, and other entities, and provide this information to staff 
assigned to investigate and enforce code compliance. 

Marginal Functions: 

1. Serve as emergency response worker as necessary. 

2. Attend and participate in professional group meetings. 
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32. Perform related duties and responsibilities as required. 

QUALIFICATIONS 

Knowledge of: 

Pertinent Federal, State, and local laws, codes and regulations. 
Equipment and tools used in the area of work assigned. 
Occupational hazards and standard safety practices. 
Vectors, life habits, and characteristics. 
Proper care and handling of animals. 
Physical and behavioral characteristics of animals, including breed identification. 
Symptoms of rabies and other common animal diseases. 
Principles of supervision and training. 

Ability to: 

Ability to identify the various types of vectors found in the area. 
Ability to locate vector infested areas, and treat such areas with insecticides and/or 

rodenticides in a safe and efficient manner. 
Ability to operate and maintain various types of control equipment. 
Ability to work independently and maintain good cooperative relationships with property 

owners, other agencies and the public. 
Learn to operate a variety of vehicular and stationary mechanical equipment in a safe 

and effective manner. 
Perform a variety of manual tasks for extended periods of time and in unfavorable 

weather conditions. 
Perform heavy manual labor. 
Handle sick, injured, dangerous, or dead animals and decomposing animal carcasses in 

a safe and humane manner. 
Learn and recognize symptoms of rabies and other common animal diseases. 
Make arithmetical calculations involving addition, subtraction, multiplication, and 

division. 
Understand and follow oral and written instructions. 
Communicate clearly and concisely, both orally and in writing. 
Establish and maintain effective working relationships with those contacted in the 

course of work. 
Maintain physical condition appropriate to the performance of assigned duties and 

responsibilities. 
Maintain mental capacity, which allows for effective interaction and communication with 

others. 
Maintain effective audio/visual discrimination and perception to the degree necessary 

for the successful performance of assigned duties. 

Experience and Training Guidelines 
Any combination of experience and training that would likely provide the required 
knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities 
would be: 

378 



Resolution No. 2013-
Page 367 

Experience: 

Vector Control 

Two years of experience in vector control or pest control. 

Animal Control 

One year of experience providing information to the public, preferably in the 
handling, care, and control of animals; or 

Equivalent combination of training, education, and experience that would provide 
the required knowledge and abilities. 

Training: 

Equivalent to the completion of the twelfth grade, supplemented by specialized 
training in pesticide application, vector control, animal control, or related course 
work. 

License or Certificate 

Possession of or ability to obtain and maintain, an appropriate, valid California Driver's 
License. Must have current certificates of competency issued by the State of California 
Department of Health Services entitled Certificate Technician Mosquito Control, and 
Terrestrial Invertebrate Vector Control. Certification must be maintained throughout 
employment. Completion of a PC 832 course in Arrest, Search and Seizure, and 
Firearms Training 1.-.iithin one year of employment is desirable. 

For vector control: must have current certification issued by the State of California 
Department of Public Health Services entitled Vector Control Technician Section A, or 
equivalent pesticide applicator certification, which must be maintained throughout 
employment. 

For animal control: completion of California Penal Code Section 832 certification training 
and National Animal Control Association Level 1 Academy training or equivalent is 
desirable. 

Within twelve (12) months of employment, the employee shall obtain and thereafter 
continuously maintain the following licenses or certificates: State of California 
Department of Public Health Services Vector Control Technician Certification Sections 
B and C; California Penal Code Section 832 Certification; and National Animal Control 
Association Level I Academy training or equivalent. 

Within eighteen (18) months of employment, the employee shall obtain and thereafter 
continuously maintain the following licenses or certificates: State of California 379 
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Department of Public Health Services Vector Control Technician Certification Section D; 
and, National Animal Control Association Level II Academy training or equivalent. 

WORKING CONDITIONS 

Environmental Conditions: 

Field and office environment; exposure to outside atmospheric conditions and inclement 
weather conditions; may be exposed to pesticides, communicable diseases, and other 
health hazards, including rabies; exposure to computer screens. Position is subject to 
emergency call out on a 24 hour basis. 

Physical Conditions: 

Essential functions may require maintaining physical condition necessary for sitting, 
standing or walking for prolonged periods of time; travel to various locations; operating 
motorized vehicles; light to heavy lifting up to 100 lbs., carrying, pushing and pulling; 
climbing; balancing; stooping; kneeling; crouching; crawling; reaching; handling; use of 
fingers; talking; hearing; near and far acuity; depth perception. Must be able to conduct 
field operations, including carry spray equipment from 2 lbs. to 50 lbs., inspect vector 
breeding sources and apply control measures by climbing or hiking into areas to locate 
breeding areas and survey programs or facilitate control procedures along flowing 
creeks, wetlands, flood control channels and similar areas of rough terrain. 

The position requires the occasional operation of a computer keyboard, mobility of arms 
to reach and dexterity of hands to grasp and manipulate small objects and the ability 
and range of flexibility to reach over their heads, reach below their knees, and to bend 
over or squat down. Must be able to move quickly in fieldwork areas known to be 
infested with venomous snakes or other potentially dangerous vectors or animals, 
poisonous plants and animals. The position requires adequate vision which may be 
corrected) to read, write, and safely operate in the conditions listed above. 
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Other Positions 

No job specifications have been created for the follo111ing hourly positions: 

Hourly Positions 

Administrative Aide 
Clerical Aide 
Qefk 

ffi-tem 
Laborer/Custodian I 
Laborer/Custodian II 
Laborer/Custodian Ill 
Program Director 
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