SPECIAL WORKSHOP
DESTIN CITY COUNCIL
JULY 8, 2019
ANNEX COUNCIL CHAMBERS
5:30 PM

**Core Value of the Month - Stewardship**

CALL TO ORDER
INVOCATION
PLEDGE OF ALLEGIANCE
WORKSHOP
A. City of Destin Fiscal Year 2020 Budget
Departmental Budgets
1. Office of the City Manager
2. Office of the City Clerk
3. Community Development Department
4. Finance Department
5. Library Department
6. Parks & Recreation Department
7. Public Services Department

B. Comments from Mayor and Council
1. Councilmember Braden
2. Councilmember Ramswell
3. Councilmember Menchel
4. Councilmember Overdier
Councilmember Marler
Councilmember Destin
Councilmember Morgan
8. Mayor Jarvis

Y

C. Public Comments

***  Any invocation that is offered before the official start of the City Council meeting shall be the voluntary
offering of a private person, to and for the benefit of the City Council. The views or beliefs expressed by the
invocation speaker have not been previously reviewed or approved by the City Council, or the City staff, and
the City is not allowed by law to endorse the religious beliefs or views of this, or any other speaker. Persons
in attendance at the City Council meeting are invited to stand during the opening invocation and Pledge of
Allegiance. However, such invitation shall not be construed as a demand, order, or any other type of
command. No person in attendance at the meeting shall be required to participate in any opening invocation
that is offered. A person may exit the City Council Chambers and return upon completion of the opening
invocation if a person does not wish to participate in or witness the opening invocation.

Persons with disabilities who require assistance to participate in City meetings are requested to notify
the City Clerk’s Office at (850) 837-4242 in advance. Hearing Impaired: TTY: 711. Assistance also available
through Human Resources, Title VI Coordinator, at (850) 837-4242.



Personas con discapacidades que necesitan asistencia o personas que necesiten ayuda con un idioma para
participar en las reuniones de la ciudad, deberan notificar la oficina de la Secretaria Municipal al (850) 837-
4242 antes de la reunion. Discapacidad auditiva: TTY: 711 (Solicitar Espanol CA). La ayuda tambien esta
disponible por Recursos Humanos, Coordinador del Titulo VI, al (850) 837-4242.



ITEM #2019-1389
CITY OF DESTIN

'AGENDA ITEM

COUNCIL MEETING DATE: July 8, 2019
TYPE OF AGENDA ITEM: Action Item

TO: City Council

THRU: Lance Johnson, City Manager
FROM: Bragg Farmer, Finance Director
DATE: July 3, 2019

SUBJECT: City of Destin Fiscal Year 2020 Budget

I. BACKGROUND: In past years, the budget process has been as follows:

1. Department Heads proposed departmental and capital budgets to the City Manager and
Finance Director.

2. City Manager and staff reviewed and established operational priorities, reviewed and
modified proposed budgets to match operational priorities and established a draft balanced
budget. This draft balanced budget was distributed to Councilmembers

3. The City Manager, Finance Director and Department Heads (as needed) met with each
councilmember on an individual basis to review and answer any questions.

4. An August workshop would be scheduled for council discussion on the upcoming year’s
budget.

5. Final adoption of the budget would occur during regularly scheduled council meetings in
September.

On March 4th, 2019, council consensus was provided to staff to schedule several budget
workshops following the annual visioning session. The intent is to provide opportunities for
council and staff, early in the budget process, to discuss priority items for the upcoming
fiscal year. The Council could then go through the budgeting process together with the
Finance Director and City Manager, to build the budget from start to finish.

Based on Council consensus provided at the March 4th City Council meeting, Staff is using
the following structure for the 2020 budget process

1. Staff proposes departmental and capital budgets. (complete)
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2. An operational (departmental) budget workshop (July 8th) as well as a capital workshop
(July 17th) have been scheduled. This will provide staff and council an opportunity to
discuss operational and capital priorities.

3. The City Manager, the Finance Director will meet individual councilmembers to further
review details and build the budget.

4. An August workshop will be scheduled for council discussion on the proposed
departmental and capital project budgets.

5. Final adoption of the budget will occur during regularly scheduled council meetings in
September.

II. DISCUSSION: This budget workshop will help to balance the needs of the
City with next years projected revenue.

City Property values have risen by $356,018,649 or 7.1%
Towncenter CRA values have risen by $17,496,594 or 7.1%
Harbor CRA values have risen by $16,714,752 or 4.3%

Overall projected additional General Fund revenue is $683,000
Payroll increases not covered in the FY2019 budget $448,000
Sheriff requested budget increased by $128,586

Initial proposed budget is out of balance by $2,899,470
Staff has reduced the deficit by $1,863,278 leaving a $1,036,192 shortfall

Current Millage rate is $1.6150
Each additional 100th (1.6250) increase is worth $47,657
Each additional 10th (1.7150) increase is worth $476,574

A. Link to Strategic Goals / Objectives: Develop a sustainable Operating and
Capital Budget ensuring the City is managed in a fiscally sound manner and
complies with Legislative mandates.

B. Effect on Budget (EOB): This item has no effect on the FY2019 budget.
C. Level of Service (LOS): This will set the primary funding source for the
FY2020 budget.

III. CONCLUSION: This item is for discussion only.
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IV. RECOMMENDED MOTION: No motion required.

Attachments:

1.

LRIk WD

Excerpts from the March 4, 2019 City
Council meeting minutes

General Fund Revenue

2020 Expenditure Summary

General Fund Department Budget
Special Revenue Fund

CRA Budgets

Impact Fee Revenue Budget

FY20 Staffing Requests Summary
Council Staffing Book 7-2-19



thank the Council for appointing him as interim Council member back in J anuary. He urged the
citizens to go out and vote. He also urged everyone to be patient with City staff: adding they
have a lot of new employees, but the current staff is doing a fantastic job. He continued there are
more cooperation now between staff and the Council, and that things are moving forward in a
positive direction.

D. Councilmember Overdier
E. Councilmember Marler

Councilmember Marler noted that tall black poles are being erected in the rights-of-way
throughout the City by AT&T, starting in front of Coyote Ugly Saloon. He continued that
several of the affected property owners have contacted him complaining about it, stating they did
not receive an advance notification from either AT&T or the City. He asked why the City is
allowing this to happen.

The Land Use Attorney noted there is a new law passed requiring certain jurisdictions to
allow small cell wireless facilities to locate in their rights-of-way; and that the City adopted an
ordinance regulating them. She continued that these facilities will be placed in the City’s rights-
of-way subject to their ordinance. She also stated there is a process in the ordinance that deals
with registration requirements, and they would need to determine if that process has been
followed.

F. Councilmember Destin

Councilmember Destin suggests they amend their budget adoption process making it
much more of an open collegiate process where the Council is much more involved. Currently,
the budget is proposed by staff a few weeks before the statutory deadline. A massive document
is created and presented to the Council. It is the Council’s job to appropriate the money, but the
process does give the Council enough time to provide inputs and incorporate them into the
budget. He suggests a process whereby they schedule several budget workshops where the
department heads can come and give the Council their priority items that need to be budgeted for
the upcoming fiscal year. The Council could then go through the process together with the
Finance Director and City Manager and build the budget from start to finish.

Councilmember Ramswell stated they would need to schedule the Visioning Session
prior to the budget workshops.,

The Finance Director noted they open the budget up for input from the department heads
in April and the Visioning Session is usually scheduled at the front end of the budget process.
He continued they would probably need to schedule several budget workshops starting in
June/July timeframe. By that time they would have the property tax and revenue base
information from which to create the budget.

The City Manager stated that they plan to move forward with the Council Visioning
Session in late April on a date that would work for everybody; and then schedule another
Visioning Session shortly after the start of the new fiscal year in October to discuss some ideas
very early in the year so that staff could start doing the research and getting an early start on the
next budget cycle.
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Councilmember Destin suggests they schedule several budget workshops following the
Visioning Session to discuss departmental budgets as well as funding for capital projects.

Councilmember Ramswell noted that in the previous Strategic Visioning Sessions, they
set out the immediate goals, 10 year goals, 20 year goals and so forth. The last time that
happened was in 2016, and she would like to see that happen on a yearly basis.

G. Councilmember Morgan
H. Mayor Gary Jarvis
I. Land Use Attorney
1. Update on commercial events ordinance

The Land Use Attorney noted that the commercial event ordinance was scheduled to be
heard on second reading tonight; however, they have discovered the need to make some minor
modification to it to close out a loophole. She continued that in addition to prohibiting the
commercial weddings, it was suggested that they limit the number of any weddings at a resident
to maybe 3 a year. They will bring the ordinance back to the LPA this month and then present it
before the City Council in April.

J. City Attorney

Having no further business at this time, the meeting was adjourned at 8:25 PM.

ATTEST: o

— -

“Rey Bailey, City Clerk

Page 14 of 14



0o 0o- 0o- Q0- 00" oc” YWHA  HNNGQ 00STtE 00€£1I0

00~ 00 00° 00 00° 6o YWHEA 00s5tteE 00teTo
00° 00~ 00 00 00 0o~ INYD 4 49800 06¥tee 00€Te
00~ 00" 00" 00- 00° 00 N# AHd-gd4 0oeETCe 0010
00" 00" 0o 00° 00~ (Ut Sd-add 00ZIEE 00ET0
d TYLNBHNNEEAODEHLNT €Y

00 (0 007529'G89°2- 00°ST9'S89'Z- 00°GST'9T9'T- 00 SLE'9bR’E- SLNWSY ‘SHEL'SLINIEd TYICL
00- 00° 00°529's- 00°529°'5- 00-goL"e- 00°GL8 T~ dONA HOY oobk6ZE 00cT0
co- 00~ 00°000'06- 00°000'0G- Q0 oo0‘0E- 00°0SZ°TI~ SHA R¥IALT [N TAY 0OETO
00 00" 007000 92E- 00000 ‘5zZEZ~ 0o 00001~ 00°000'08T- DEd TINY 007678 0O0ETO
Go- 00- 00°000"9E~ 00000 9E- 00" 0SL'6¢E~ 00°000'01- LIWAHd MOd Q0TeZ¢ 00ET0
0o’ 0o’ 00°000°ST~ 0000061~ 20 000°QT- 00 SHEHd 9Ad 00062¢ 0010
0o’ 00 00" co- 00° 00 NOILYDILINW 001s8Z¢ 00E10
00" co- 00°000°9¢€- 00 000 '8€E- 00000 ‘9g- 00°005 g€~ NYdd dL8YM 00LEZE 00eTo
go- 0o 00°000'502- GO goo’soeg- 007000581~ 00°000°09T- NYdd 5¥9 00veZe 0oeIo
¢o- 6o 0O 000'00L'T- 00°000'00L°T- ©00°000°00L°I- 00 00000L°T- NYya DEIE 00teze 00810
ao”’ Go- 20000t~ 20" 0001~ g0 0011~ 00000 1T~ ddd 00£EZZ¢ 00€TO0
00~ oo 00'00T 1~ 00 00T°1- 00 00T T~ 00000 T- NOaWd 00ZCEE 00ET0
a0’ go’ 00'000°01F- Q0000’01 - 00 000'01IF- 00" 000 5LE- LWNdEd DaTd ootEZE 00ETO
a0’ 00 G0 Go6- 00 006~ a0 005~ G0 05L- BIATY NV'I4 gogeEze 00ETO
SINWSY ‘SHHA 'SLIWYAS [43

0o 00” 00°92Z%'819°8- 00 8ST’'8T9'8~ 00°LIT'P80'8- 00 8SH '¥6S L- SHXYL TYLOL
00° 00" 00°000°g1- 0000051~ 00 000 'ST- 00°000°9T- INT XVl 001T61TE 00£10
00- 00 007000 1~ 00°000°T- 00" 000" T~ 0orooo’e- ¥rga1 07da 00ESTE gotetc
00° 00-° 00°008 T~ 00008 T~ 00009 T~ 00°005°'T- DEY LNOD 0091 00£10
0o0- ao - 00°008- 00°008- 007005~ 00 004G~ d1dT 14 00TSTE 00eT10
00 00- 0070007091~ 00° 000091~ 00°000'091T- 00 000 0PI~ dLdT 000S8TE 0010
00- 00 Q0" EL8 LZE- 00°ZLB'LZZ- 00 IT0'LIZ- 00005 ' c0E~ 5t XYWL 001 (1144 AN3 00€T0
00- 00-° 00" BLZ 0TS~ 00°8LZ 0TS~ 00 6L6°'S8F~ 00°005°0%5%~ Ld0 THO0T cogele 00€eT10
00 00" 00000 'G5~ 00 000 'S~ 00" Qo0‘0T- 00°000°01- SHXYL THJ 0011t 00€T0
0o- 00- 00794979694~ 00°80F%'969'L- 00 L90°E6T'L- 00 8SH’'TLL'G- SEAXYL ¥nD GOttt 00ETO
SEXVYL Tt
HONEAHY 00c1o
TIDNOOD ¥0R ALIO “WHOD dod LNIAWLAVIIA ang qaESIARY andgd JIFsIAdY dNOd TYIANED

0202 0Z0Z geoc 0zZoz 6102 8T0Z
66 dOI¥Ad dod AYINTA IADCNE 02T0Z X4 0Z0% NOILDIALO¥S
s3dzrAubg JH04Ed STAAIT LEDANE ¥VHEA LXAN Iourregq
g10Z

T d T4 ‘NILSHEd F©o XLID 25 0T feo/Lo




a0

00" 00 00E- 00°00¢€- 00°00€- G0 00E~ HIHLO D06TPE 0GETO
SEITANES ¥0od SHONTHD P

00- a0 00" TZ09E0°Z- 00 °TZ0 98T T~ 00 ZLE'88T €~ 0C L8P 'I¥b 't- I TYINEWNYEAODNEINI TYIOL
00" a0” oo- 00" 00" 00" JHSHANIVYY L¥PHd 00S8EE 00ETO
00" ao- 00" 00" 00" 00" WHd doGD Z008gE 00ET0
00" 00" 00 000 ‘Z9- 00700029 007000’ $G~ 00°000°¥5- 003 911 TOOBEE 00ET0
00" 00" 00° 000 ‘LT 007000 LT~ 00°000'GT- 00 000°ST~ DI DIO 0D 0OOREE 00ETe
00" 00" 00700008~ 007000 0E- 00 08E'LT- 00°08E'LT- 41D Hod [TLLEE DOETO
00" 00" 00 000 62H- 00700068~ 00 9%T'LZ%- 00 06E'60¥~- W80 HOE CTLLEE DOETO
00" 00" 00" 00" 00" 00" drg QOLLEE DOETO
00" 00" 00" 00" 00" 00" JHSHENLYA HS8UD 00PLEE DOETO
00" 00" 00" 00" 00" 00" dHSMENLIYd LIPWH 00ELEE 00£T0
00" 00" 00" 00" 00" 00" INGHS IO BTIPWH OOELES 00£TO
00" 00" 00" 00" 007 000°§- 00 0%2°'9- IO/ ¥NTHd COELEE D0ETO
ao” 00" 207 00" (1o 00 UHHLC O0Iiree QOET0
00" 00" 00" 00- 00 8VF 96 'T- 00 8FF'SHE’T- ALNNOOD OOTLES DOETO
00" 00" 00" 00" 0o” 00" TYOHA LY Z6TSEE 0OETO
oo- ag” 00" 00" co- 00" TYOHT BHESH I6T%EE QOETO
00" 00" 00° 000058~ 00" 0o 00" XYL OS5I SBISES DOETO
00" 00" 00°000'95- 00" 00095~ 00 000'S5- 00°000°55- AFE/ DTV 05TSEE QOETO
co” 00" 00° 000 T~ 00000 T~ GO 000 I 20°000°T- WOH HTI90H OFPTSES GOETO
0" o0- 00 000 'Co%- 00°000 ‘Z0F- GO 66V Q0% - 00 000G €8E- HAVHS INGW [AAE R QOETO
oo’ 00" 00" 00" O 00" INSS A¥dr] Q0TLPEE 0DET0
00" 00" 00" 0o- 00" 90" AUV /INYID SZ90d 00L9EE COETO
oo 00" 00 - 00" 6o 00" MUV /INTED 99F0H 00LBEE 0oETo
Go- 00- 00" oco- 00" 00" ¥EHIC LS 009FEE 00£10
oo 00" 00" TSL 9TT- 00 ISL'STT- G0 9L9'6L- 00 6EL LL- 19M/HIT UL EEEFEE 00T
0o 00" 00" co- 00 ES6°H0T- 00 000 TH- SNYHL-LS I6FPEE QOET0
0o 0o 00" go” 00" 00" I0Ud HS8GD 06VPEC 00ET0
00" 0o’ 00 PPS0E- G0 HPS 0E- 00" FPS'0E~ 00 FHS ‘0€E- NYIaaW 0EFHEE 0OETO
00" go- 00" Go- o0 00" SINYIS LS T06Hd 06E£bEE QOETO
00" oo" 0o’ 00" o0 00" da99  T%Hd 06LFPEL QOETD
00" 00 a0 o0~ a0 a0 JLSHY Ho"E PTIPWHE Q06EFPEE QCETO
00" oo Go" g0 00" 00" dad O6EPEE 0OETO
a0 0o 00" Q0" o0 00" INGEE LIS LToWH 00EbEE QDETO
o0 80" Q0" 00" 00" 0o INW¥D LIS T08¥D 00THEE GOETO
o0 00" 00" a0 a0 ao" INVHD LS 9ZFWI 00THES G0ETO
a0 00" a6 ap” 00" 00" INYMD LS STHWH 00THEE GOETO
00" 80" 00" 9ZL TH~ 00" 9ZL TH- 00 92L T8~ 00 5€2 '£8- INVND IS 00THES OGETO
Qo ¢t [ele Qo”’ 00 o 000'0TE~ WIWEA SEPHWH 00STEC QO0ETO
00" 00" 0c" 00" 00" 00" YWEZ SEEWH 00STEE 00ETO
TIDNNOD ¥OW ALID ‘WWOD dng INSHLIVIEA ane aIsIA=ZY and aQESIAFY aNnd TYSENED

0z0z 0zoz 0Z02 0zZ0zZ 6102 810Z
66 QOTI¥HEd HOd X¥INT I89d08 0207 Ad  OZ0Z :NOILDELO¥d
sadxiubqg IN04Ed SIEAET 1I5and YVHX LY¥EN TauIRIq
z d 14 ~anmmn 39 ALID

Z510T 6T0Z/20/LO




00" 00" 00" 00" ¥N-334 dS SESLYE DOETO

00" 00" 00" 00" 00" 60°060°S- q-gdAg 33 DBSLEE O0ETO
00" 00" 00700012~ 00000’ TZ- CO 000 e~ 007660752~ NOdS S1ddS 085L%E 00ETO
00 00" 00" 00" 6o 00" D-NAnoL 08 SLSLEBE DOETO
60 00" 0o- 00" 00" 00" dAN-NRINOL QLSLFE GOETO
6o 00 00°000°0QT~ GO 000'0T- B0 000°0T- 00700001~ JROD SIddsS 09G5.L%E DOETO
go 00" 00°000'2T- CO'000 2T~ 8000021~ 007000 ZT- D-53%4 D08 56GLFE COETO
00" 00" 007000757~ 00" 00D'ST- 60 000'5e~ 00700052~ dN-SEAA DS TISSLEE COETO
00" 00" 00005~ 00" 00G- 0070065~ 00" 005- MAY4 QTIIHD 0SSLFE QOETO
o0 co 00 500 £~ G0 000‘€- 00 000°€- 00 000 E- HG-WEDA4 LESLFPE QOETO
o0- 00 G0 000°ST- 80000 ST~ 00 000°ST- GO 000'ST- UN-¥9¥d 2D SPSLYE Q0ETO
00 00" 0 000700~ 00°000°'09- 00000705~ G0 000°09- q-Wa5¥d 2D 0BGLTE DOETO
00" GO G0 000 €T~ 0O 0CD'ET- 00°000°€T- G0 009 €T~ JSH/AER 00 0EGLYE 0OETO
o0 6o GO 000'GT~ 00°000'ST- 00" 00075t~ 00°000°5T- D-INTY DD STSLEE BOETO
ac” 0o 00 000 LT- 00000 LT 00" 000" LT~ 00" 000'LT~ AN-INAH oD 0Z5L%E COETO
o0 8o an" oo oo 00" THIYIEY IS 0TSLFE GOETD
o0 00" a0’ oo’ oo 00" ANIS YOWE 005L¥E GOETO
[{ v 80” 00000 €1~ QU000 €T- 00000 5T~ 00" 000°'GT- SgYd Mud S9ZLPE QOETG
oo” o0 0e” W 00" 6o LIWHODEE P9ZLEE DOETO
0c" Q0 00°090°Z- 0070902~ 0000072~ 00" LOWWODHL £9ZLFE ODETO
00" oo” 007000 58~ 007000 S8~ 00°000'08~ G0 00008~ MONOH/SHOL z9ZLYE O0ETO
00" oc 00" 000'9- 00 000 9~ 00°005°9- 00°000°L- AN-SEOL 19ZLYE Q0ETO
00" Wb 00" 00% T~ 00°00% T- 00 00T T~ 00°00G 1~ H-INY -0 02ZLVE Q0ETO
00" 00" 007005 8- 00 0058~ 00° 005 8- 00° 000 TTI- HN-TIVELAS SYTLFE 00ETO
0o - ao” 00°006°6G- 0000975~ 00°00G6°'6- 00 003" 0T~ HA-"1IVHLI0s OPZLETE QUETO
00" 00- 007005~ 00°005- 00° 005G~ 00°000°T- UN-ABIHD SEZLEE 00E10
00" 00" 00 000 €~ 00 000 €- 00° 000 €~ 007000 &~ A-dHAHD DEZLFE 00€10
00" 00" 00" 00% ¢~ 00°00%f L~ 00°00¢ "' L- 00 00K’ L~ MN-HEDDOS STTLYE 00£TO
00" 00" 00°000°91- 00 00091~ 00700091~ 00 000'ST~ H-"HEIDOS 0TZLEE 00ETO
00" 00" 00 000 T~ 00°000°T- 00°000‘T- 00° 000 "I~ MN-TLL HLA 6TZLFE 00£TO
00" 00" 00" 00" 0o” 00" UN-DTd HIA LTELYE 00ET0
00" 00" 00 00z €~ 007002 '€~ 007002 ¢~ 00° 002 b~ WNDTALIAY STZLYT D0£T0
00" 00" 007005 %~ 007005 'z~ 000052 00° 006’2~ M-I HLIA PLZLPE 00£TO
00" 00- 00" 00" 0o- 00" ¥-974 HLXA Z1ZLYE 00£TO
00" 00" 00 005 'T- 00005 T~ 00°G0S T~ 00 005 T~ MOTALIAY OTZLFE DOET0
e 00" 007005 4~ 00005 L~ 00°005 L~ 00 000’6~ SEAA WIVd 0OZLPE DOETO
00- 00" 007000 €- 00°000'€- 00000 €~ 007000’ %~ IN ANYHEIT CTITLEE DOETO
00 00" 007008 ‘4~ 00°005'L- G0 000 8- 00 0G5 '8- AATHAIT COTILYE 00ETO
00" 0o- 00" 00" 00" 00" HIJANYED I8 0SETHE DOETO
e300 o0- Q0 008 '~ Q0 005 ‘e- 00 009°1I- 0070081~ dd¥ INIAUTH OF6T¥E O0ET0
0o 00" 00" 00" eo- 007055~ SHEL IDETH 0£6TvE 00ET0
oo 00" 00" 00" 0o 00" NIWaINT ORI DZ6TFE 0OET0
oo 00 Q0 - o0’ [HON 00" ITE0d/SA¥R TLetvde 0OET0
00 00" 00000 'SET- 00 000 SET- 00000021~ 00°000°66- DNINOZ 0TBTFE 00ETO
TIDNNOD YOW ALID "WHOD and INSWLYYdEd ang qIsSIARY and qasIAZY anad TVEEANES

0zoZ 0zozT 0zoz 0z0zZ 610Z 8102
66 GQOI¥Ed WOd ZAINZ rI9ang 0Z0Z X4 0Z0FZ TNOIIDALOHd

s3dzdubq I¥O4ddEd STHART LIDGAYE HVHK axsz IsuTRIq

£ d T4 ‘NILSHO 3O AIID
e
,ﬁ, »@,,\wﬂ;«,

-

ZS:0T 6102/20/L0

.

e



0o oo’ 00 £L4%°899°T- CO0 ELFP'8S9 T~ OO0 SEZB'EPY‘t- 00 LLE'9T9'1- SYHASNY AL Qoot8e 00LT0

SEDNEN0S YEHIO 8%

0o 00" 00" G0E 89~ 00 00f°89- 00 0SE‘¥9- 00 0GE 0L~ ANNAATE DSIW "TYLIOL
6o” 00" 00" co" GO 00" IWDW MSIN 00€69¢ 00E£T0
co- 0o- Q0 000 0t - 0 000 0E~ 00 000°0€- 00°000"Z¢- HOAL 00265¢ DOETO
00" 00" Q0" 00" 00" 00" MEAND /HEAO 00T69¢ BOETO
00" co" 00" 00" 0e- 00" DSTW/AIOD 10069¢ 00€10
00" 00" oo co- 00" 00" ASY DSIW 110 00069€ DOET0
Go” 00" 00000 €~ 00 000 €~ 00 og0’Z- 00 00% ‘2~ AT DSIW 00D69¢€ COETO
co- 00" 00" oo” 00" 00" ¥Id NILSHA ooz9se 00ET0
0o” 00" 00" 00" 00" 00" IoHrodd aa 16T99¢F 00OETO
00" 00" 00005 T- 00005 T- 00000 ‘€~ 00 000 ¥ ¥¥d 204 06199¢% 00ET0
co” 0o” 00" 00" 00" 00” NOILYNOT 0LT99€ DOETO
00" 00" 00- 00" L 00" AYQITOH 09199¢ 0OLT0
00" 00" oo0- 0o- 00" 00" SNWAATIHD 0ST29¢ 00ETI0
00" 00" oo- 00" 00" 00" LNCD dHHILO 0v199¢ DOET0
00" 00" 0000z - G0 00T~ 00" 052- o0 ose- ATEWSLO0H . 0ZT99¢ 00ETIO
00" co- 00005 2~ 00005 'Z- 607 00G- 00'005°2- I¥NOQ €IT 0T1199¢ 00£T0
oo 00" 00" 00" 00" oo’ INCD HHEHLO 00099¢ 00TIO
00" 00" o0 0o0- 00" 00" ¥S snIdyuns 00059¢ DOETO
00" oo 00" 00" 00" 00" SHANL WHD 00E%9E GOET0
00" 00" 0000001~ 00 000°0T- 00°000°0T- 00000 0T~ YIS /WID 00Z%9€ DOETO
00" 00" 000096~ 000096~ 00 006976~ 0000576~ d0¥d Od¥IV 00029¢ 0OET0
00- 00" 00 008" ¥- 00 008 ‘¥- 00000 G- 00 005 ‘S- INI QdY2d POTTSE COET0
00" 00" go" 00" 00" 00" w0/ INI Z0TIof COEIO
00" go- a0’ [HE 00° [ev SONYE INI I0T19¢8 GoeI0
00" 00" 00" 00L "9~ G0 00L’ 9- 00° 000 %- 00'000 B~ LSHMELINI 00TT9E 00g10
dANNIASY OSIK S¢

00° GO 00000 '0%- 00°0Q0’'0S~ 000009~ 00 0082~ SLIZANOd ¥ SHNIA FIYLOL
[ [ a0 a0’ g0- a0’ LITHAEOA goiesc 00ET0
00" oo’ oo 00" Q0" 60" ¥is FANInd 00Z8SE 00ET0
00" oo- 00" 0o 00" o0 IS¥ANT Lnd 00TI8SE 00t10
oo o0’ 00 000°0T- 00000 ‘0T~ 00 00s 1~ 00" SHNTA 2Md 00f£¥SE DOETO
o0” 00" Th 00" 00" ¢o" TOIA LENOD 00TYSE DOETO
00" 00" 00 000'9- 00000’ 9- 000052~ 00 0052~ SANIZ ZA0D 00T¥SE COETO
00" oo C0'000 ¥~ 00 000 ¥- 007 000" %- 00 000G~ SANIS 8I7 000Zs¢€ 00ET0
00" 0o- 00000 '0F - 50000 0¢E- 00°000°'S¢E- 00000 GE- DIdATHL 000TSE DOETO0
SLIFII0d ¥ SANIL SE

oo- co- 00 09L°£05- 00 0%L ' E0G- 00 00F'68%~ 00 0SL LLY- SHIIANAES ¥04d SEOUYHD TYIOL
TIONAOD HOW ALID ‘WROD dnd LMWL YvdEa ang aasSIAZY and qasIA=Y aNnd TYEENID

0Z02Z ozoz ozoz 0zZ0Z 61T0Z BIO0Z
§6 GOI¥YEL HOL A4IN® LA9GNd 0Z0Z A4 0Z0Z NOILDHLOHd

s3driubq IMOdEY STHAST IEDANS HYEAL LYIN IsuIeIq

v d Id 'NILSHA 3O ALID Z§:0T 6I0Z/ZTO/LO

F e o
m@%%q%w - -
%%%ﬁf%%@ e H%Wﬁ

L e



00 00 00°50%°0C9 ST~ 00 LEEC'0LL FT~ 00 $92'6ET 9T~ 00 L6T 665 ST~ HNEATY TYIOL

00" W 00 E€LF 859 T- 00 €LF'8S9'T- 00 SE8'€P9°T~ 00 LLE'929'T- SHDUN0S WHHIO TYIOL
00" 00" oo- 00" 00" 00" oda aNnIad poosss 00£10
0o 00" 00" 00" 00" 0o 201 100f8¢ 00ETO
00" 00" 05" 00" 00" 0g" BSYAT AYD 000EBE 00510
00- 00" 00" 00" 00" 00" MASYL AT D0LTSE 00£T0
00" 00" 0o- 00" 00" 00" ANAIAZLNT ZOETBE 00ETO
00" 00" 00" 00" 00" 00" ANQJ¥ELNT ZOZI8E 00€T0
o0 00" 00 - o0 o0° 00- ONQAYEILNT ZOTI8E QO0ETO
TIDNOOD ¥DW AIID ‘HWOD and INSHLIVIHT and aIsSIAEY ang gISIARY aNAd TYHENED

0z0zZ 0zoz 0202 0zoz 6102 810z
66 dOIHAL HOL AYINE 189a0€ 0Z0Z Xd 0202 :NOIIDELoWd

a3dalubyg IH0dHd STIART IEOCAY ¥VER ILXAN xaurrelq
2G0T 6T0Z/Z0/L0

S 4 14 ‘NILSEG 30 ALID



Citg of Dcstin
Gcncral Fund Budget Comparison
'Y 2020

2018 2019 2020 %
Account | Number Uniform Accounting Category Monitor Actual 2019 Revised| Approved Proposed | Difference | Change
Legislative - City Council Operations
0151110 JCC-01-20 Legislative (City Council) Bailey $89,139 $108,675 $108,675 $120,775 $12,100 11.13%
Executive - City Manager's Office
0151212 |CM-01-20 Executive (City Manager) Johnson $478,412 $528,620 $528,620 $547,795 $19,175 3.63%
0151430 JLS-01-20 Legal Counsel (Legal Services) Johnson $371,819 $407,200 $407,200 $400,000 ($7,200) -1.77%
0152140 |PST-01-20 |Public Safety (Crossing Guard/Sheriff) Johnson $2,080,030]  $2272,057]  $2,272.057|  $2,402,870] $130,813 5.76%
0155271 |TE-01-20 Eco.Dev. (Toutism & Ec Dev) Johnson $13,209 $13,500 $13,500 $13,500 $0 0.00%
0156272 JHS-01-20 Human Services (Health) Services) Johnson $55,220 $62,020 $62,020 $77,020 $15,000 24.19%
0156473 |HU-01-20 Human Services (Human Services) Johnson $0 $0 $0 $0 (80)] -100.00%)
0151932 |IT-01-20 Fin. & Adm.(IT & Communications) Warren $569,405 $527,513 $527,513 $594,638 $67,125 12.72%
0151321 [HR-01-20 |[Fin. & Adm. (HR & Risk Mgm?) Jankowski $375,022 $434,384 $434,384 $441,130 $6,746 1.55%
0152543 JEM-01-20 Public Safety (Emergency Mgmt Ops) Warren $408 $12,025 $12,025 $49,550 $37,525 312.06%
0153943 |GF-01-20 Severe Weather Related Expenses Warren $0 $0 $0 $0 $0 0.00%
City Clerk's Office
0151215 JCLK-01-20 |Executive (City Clerk Operations) Bailey $210,580 $220,247 $220,247 $230,940 $10,693 4.86%
0151322 JAS-01-20 Fin. & Adm.(Admin Services) Bailey $87,145 $104,100 $104,100 $132,250 $28,150 27.04%
Finance Office
0151320 JFIN-01-20 IFin. & Adm. (Ops) Farmer $279,677 $296,634 $296,634 $307,749 $11,115 3.75%
Planning & Development
0151531 JCD-01-20 Comprehensive Planning (Comm Dev Ops) Zunguze $576,036 $581,155 $581,155 $1,231,282|  $650,127 111.87%,
0152441 |BLD-01-20 |Public Safety (Bld Inspections Ops) Bell $428,901 $435,556 $435,556 $585,710]  $150,154 34.47%
0152442 |CE-01-20 Public Safety (Code Enforcement Ops) Forgione $294,171 $362,376 $362,376 $716,493|  $354,117 97.72%
0153951 |PE-01-20 Phys.Env.(Physical Eavirn Ops) Burgess $9,709 $31,350 $31,350 $28,350 ($3,000) -9.57%
0154970 |JHM-01-20 |Transportation (Harbor Mgmt Ops) Zunguze $0 $0 $0 $0 $0 0.00%
Transportation & Public Works
0154160 |PS-01-20 Transportation (Public Services Ops) Burgess $1,521,534 $1,927,655 $1,927,655 $3,986,633| $2,058,978 106.81%)
0151324 JFM-01-20 Fin. & Admin. (Facilities Maint Ops) Burgess $362,367 $367,920 $367,920 $394,566 $26,646 7.24%
0153950 JCT-01-20 Phys.Env. (Cemetery Maint Ops) Firth $7,457 $21,060 $21,060 $20,560 ($500) -2.37%
0157283 JPK-01-20 Culture & Rec. (Parks Maint Ops) Firth $391,313 $516,982 $516,982 $523,099 $6,117 1.18%
0154183 |MM-01-20 |Median Maintenance (Parks Median Maint) Firth $118,475 $182,437 $182,437 $182,437 $0 0.00%
0154400 [TS-01-20 Transportation (Transit System) Johnson $0 $0 $0 $0 $0 0.00%
0151763 [VL-01-20 Vehicle Lease Debt Service (Sweeper) Farmer $25,796 $25,797 $25,797 $0 ($25,797)] -100.00%
0151764 JVL-01-20 Vehicle Lease Debt Service (Mower) Farmer $36,058 $77,567 $77,567 $77,567 $0 0.00%,
0154161 JENG-01-20 |Transportation (Eng Office Operations) Burgess $40,152 $42,075 $42,075 $264,250|  $222,175 528.05%
Culture and Recreation
0157180 JLIB-01-20 [Culture & Rec. (Library Operations) Livingston $457,774 $612,524 $612,524 $550,449 ($62,075) -10.13%
0157233 JREC-01-20 |[Culture & Rec. (Leonard Destin Park) Firth $0 $41,726 $41,726 $83,236 $41,510 99.48%
0157284 [SC-01-20 Culture & Rec. (Morgan Sports Center) Firth $459,226 $741,948 $741,948 $798,370 $56,422 7.60%
0157285 JREC-01-20 [Culture & Rec. (Recreation Operations) Firth $255,843 $307,656 $307,656 $302,630 ($5,0206) -1.63%
0157291 |BCH-01-20 [Culture & Rec. (Beach Operations) Firth $306,455 $458,461 $458,461 $459,000 $539 0.12%
0157587 JCN-01-20 Culture & Rec. (Community Center Ops) Firth $449,947 $706,598 $706,598 $756,915 $50,317 7.12%
0157486 [SE-01-20 Special Events (Special Annual Activities) Firth $32,637 $57,150 $57,150 $54,150 ($3,000) -5.25%
TOTAL OPS & MAINT EXPENSES: $10,383,917] $12,484,968| $12,484,968| $16,333,914| $3,848,946 30.83%
0151720 |DS-01-20 Debt Service - GF 2015A Farmer $457,153 $458,211 $458,211 $458,011 ($200) -0.04%
TOTAL GENERAL FUND REVENUES: $14,047,971| $13,220,612] $13,220,612| $14,269,879| $1,049,267 7.94%
NET EXCESS for General Fund CIP & RR $3,206,901 $277,433 $277,433| -$2,522,046| ($2,799,479)| -1009.07%
GRANT, PARTNERSHIP, IMPACT Rev $1,648,569 $3,255,653 $3,255,653 $1,837,926| ($1,417,727) -43.55%
0158188 |GF-01-20 Gas Tax Transter Out to MYF Farmer $699,009 $703,000 $703,000 $738,150 $35,150 5.00%
0158188 |GF-01-20 Advance to the Towncenter CRA Farmer $130,015 $69,185 $69,185 $0 ($69,185)|  -100.00%
0158090 |GF-01-20 Renewal & Replacement (GF) Farmer $60,000 $60,000 $60,000 $60,000 $0 0.00%
Dredging @ East Pass/Joe's Bayou Farmer $80,000 $30,000 $30,000 $80,000 $50,000 166.67%)
Capital Improvement Plan (GF) Farmer $375,000 $272,500 $272,500 $0 ($272,500)| -100.00%
Capital Impr. Plan Grants, Partnership, Impact Farmer $42,000 $2,398,401 $2,398,401 $487,200 | ($1,911,201) -79.69%
1/2 Sales Tax Farmer $0 $0 $0 $850,000 $850,000 100.00%
GF Operations Plus R&R Plus Capital $11,486,085| $13,374,864| $13,374,864| $17,781,925
‘ Variance from Projected Revenue $3,469,446 $0 ($0)| ($2,899,470)
as of 07/01/2019 22.10% 0.00% 0.00% -18.00%
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Positions Requesting

Y20
FY20 | FY19 Total w/ FY20
Position DEPT F/T P/T Reclass | Hourly | Hourly Benefits EOB Comments
Re-Class
Records Management job description
Specialist CLK X $17.87| $15.26 $7,294| review w/ updates
Re-Class from Clerk
Admin Assistant, Code CODE X X $14.35| $14.07 $1,670 to AA
Code Compliance Officers (4) | CODE X $16.77 $65,075 $260,000
New position
Receptionist Ccb X $12.01 $50,226 $50,226 request
Re-Class 2 Techs to
Permit Technician Il (2) cD X X $16.41| $14.76 $8,540 IvI I
New position
Inspector - Code Compliance CDh X $19.31 $61,000 $61,000 request
Special Projects/Grants New position
Manager M X $29.59 $93,500 $93,500 request
Service / Help Desk New position
Technician IT X $16.55 $62,000 $62,000 request
Library Assistant LIB X X $12.93 $52,562 $38,732| Convert 1 PT to FT
Technology Programming Re-Class from AA
Specialist LIB X X $16.20 $15.00 $2,835 to Lib Tech
Recreation Asst Il REC X $12.93 $52,042 $52,042
New position
Maintenance Tech REC X $13.44 $53,779 $53,779 request
Re-Class RPC to
Rec Program Coord, Lead REC X X $20.49| $19.01 $3,637| RPC lead- Com Ctr
Re-Class MT to MT
Maint Tech, Custodial Lead REC X X $16.38| $15.46 $2,250| lead-Com Ctr
New position
Maintenance Tech (7) PS X $13.44 $53,779 $376,453 requests
Stormwater Maintenance
Tech PS X $13.44 $53,779 $53,779 NPDES Prgm
New position
Mechanic PS X $19.26 $68,225 $68,225 request
totals $1,195,962
rates may change due to employee evaluations
Additional annual increase to $448,000
FY19 Staffing

| only reclassifications total | $64,958|




Office of the

City Manager

Phone: 8374242
Fax: 650-9250

MEMORANDUM

DATE: July2, 2019
TO: Mayor & City Council
THRU: City Manager / Lance Johnson
Finance Director / Bragg Farmer
FROM: Human Resources/Risk Manager/Karen Jankowski

SUBJECT: FY20 Budget Considerations - Staffing

Enclosed you will find the Staffing Requests Workbook for your review during the
fiscal year 2020 budget workshops and adoption.

As part of the budget process, department directors bring forward staffing requests for
your consideration.

1. Positions Requesting Approval — this summary chart provides all of the
positions and budget implications associated to include benefits costs.

2. Back-up material immediately follows the summary chart. This information
may provide further justification for the position request.

3. Along with myself, department directors will be present at the budget
workshops to answer any questions you may have of the staffing requests.
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Position Requests Summary table

City Clerk
Records Mgt Specialist

Code Compliance
Administrative Assistant
Code Compliance Officers {4)

Community Development
Receptionist
Permit Technician Il
Inspector- Code Compliance

City Manager’s Office
Special Projects/Grants Manager
IT- Service / Help Desk Technician

Library
Library Assistant
Technology Programming Specialist

Recreation
Recreation Assistant I}
Maintenance Technician
Recreation Program Cocrdinator, Lead

Maintenance Technician, Lead

Pubiic Services
Maintenance Technicians {7)
Stormwater Maintenance Technician
Mechanic
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Department/PDP#: City Clerk
Account#: 0151215.512000

STAFFING REQUEST
FISCAL YEAR 2020

Line Item Description: Personnel

Signature Department Head

Position Title

Justification

FT/PT/PTT

[Records Management
Specialist

(Position
Reclassification}

The Clerk's Office atiends an average of 192 after hour
hneetings per year; reguiring production of 128 sets of
minutes. These tasks, along with this department’s day to day
responsibilities were shared by 3 people (City Clerk and two
deputies); with a Records Technician strictly performing]
mormal records management duties. Due 10 economic
downtumn, one deputy city clerk position was eliminated

Cheryl Wyren's responsibilities had grown significantly since]
jshe was hired as a Records Technician 6 years ago. Cheryl
'Wyren regularly performs job functions that go beyond the
scope of original job description. She has been performing
tasks outside of her job description to assist the City Clerk and|
Deputy City Clerk in keeping up with day to day tasks|
without compensation. This fact and the quality of her work
deserve a change in job tifle and appropriate corresponding]
salary to better reflect professional responsibilities.

Her added responsibilities are included in the job description,

Without this upgrade, responsibilities will be pared|

back to the essentizls ontlined in the job description so she is

ot continuing to perform work above pay grade withou

compensation. The City Clerk and Deputy City Clerk will be

highly stretched to meet the demands that are as a resuft of the
ity's growih,

FuB} Time (FT)

OTE 2 - Attach Job Description And Work Measurement forms

CM approved for recommended FY2020 Budget.

l.ance Johnson, City Manager




City of Destin, FL.

Job Description

Job Title: Records Management Specialist
Department: City Clerk
FLSA Status: Non-Exempt

Grade:

106

SUMMARY: This is a responsible position that promotes the efficient, effective and economicai
management of public records to include document retention and destruction. Records management ensures
information is available when and where it is needed, in an organized and efficient manner and in an
appropriate environment. Performs various administrative duties relating to the operation of the City Clerk’s

Office.

ESSENTIAL DUTIES AND RESPONSIBILITIES: The following are not to be construed as an
exclusive or ail-inclusive listing of skills and abilities required to perform the job. Management may
delegate other responsibilities as reguired.

A

Responsible for identifying records eligible for destruction and scheduling such destruction
(5%)

Serving as the City's Records Management Liaison Officer (RMLO) with the State (5%}
Draft, update, and develop a city file plan to include strategies for imaging, retention
exceeding statute, and other records management policies as needed including the
incorporation of new document management technologies for the organization {2%)
Interpreting and applying State retention schedules to the City's archival document (5%)
Maintaining completeness integrity and custody of documents, maps/plats and files received
into the City Clerk's Office, regardless of format and to include paper, electronic, and
audio/visual (10%0)

Preparing records management status reports, coordination of destruction with outside
vendor, preparation of annual compliance report (1%

Recommend and implement best practice or options for imaging oversize drawings which
may include outsourcing or additional equipment resources (1%)

Manages different programs and projects relating to the inventory, retention, and elimination
of City records. Assist the City Clerk in administering the City-wide Records Management
and Document management/lmaging Programs Assists other departments with packing
methods and regulatory requirements for storage or retention (1 %)

Operating imaging equipment and software (25%)

‘Keep abreast of developments in document management technologies and techniques by

reviewing current literature, participating in educational programs, aftending meetings or
workshops. or participating in professional arganizations or conferences.

Foster adherence to or implement an enhanced disaster plan to ensure the organization has
the necessary information to continue functioning in the event of or afiermath of a disaster
(1%)

Determine future information management needs and recommend improvements to be
implemented (1%}

City of Destin Updated 11730/16



Records Technician C. Wyren

4 Coordinate with the IT Department to identify integration and operations issues associated
with computer hardware and sofiware applications in the records management operations
(1%)

4 (2%)

4 Responding to public record requests in a timely fashion (10%)

4 Attends various board and committee meetings, records official proceedings of same,
responsible for the timely transcribing, disbursing and retention of official minutes. OQperate
the audio recording equipment at board and committee meetings (2%)

4 Assists in the preparation and distribution of the electronic agenda, supporting materials and
meeting packets for the City Council and various boards and committees (5%)

A Assists in preparation and advertising of legal notices and meeting information per Florida

Statutes (2%)
4 Assists with the preparations of the Council Chambers and other meeting facilities for all

official meetings {1%)

4 Answers questions or complaints by the public which visit the City Clerk's Office (1%)

4 Exercises independent judgment in performing special functions under the supervision of the
City Clerk (19%)

4 Conduct research and handle telephone and in person inquiries from the public. Provides
explanation of the City Codes, ordinances, established policies and procedures to the public
(2%)

4 Opens, sorts, and routes all correspondence for the City Clerk, the City Council and the other
departments within the City (3%)

4 Assists with the management of all the City's standing boards and cominittees. Collects
committee membership applications and maintains current, up-to-date list of committee
appointments, renewals, term, etc. (3%)

4 Assists with the coordination and maintenance of cemetery records and documentation.

Assists the public with cemetery information (3%)

Assists the city Clerk in preparing department budget. Evaluates and recommends

equipment, materials and supplies requirements {1%)

Provides notary and/or witness services as requested or required (1%)

Assists in preparation, advertising, and distribution of bid packages (2%)

Maintains financial disclosure statements and conflict of interest statements for Mayor

Council, staff, and members of various boards (1%)

Performs other duties as assigned by the City Clerk

S S >

»

SUPERVISORY RESPONSIBILITIES: Supervision of other city employees is not required of this
position. Support/Coordination of Administrative Assistants, Receptionists, Information Services and

Technology Director, City Manager, and other depariment staff.
QUALIFICATIONS

Education and Experience: High School Diploma and five (5) years of work experience involving record
management field or document and inventory control.

Licenses or Certifications:
Public Notary certification desired.

Special Requirements:
None.

City of Destin Updated 11/30/16 Page 2 of 3



Records Technician C. Wyren

Knowledge, Skills and Abilities:

| 2

* & & & 9 0 » »

Knowiedge of filing systems (alpha/numeric).

Knowledge of state and local policies regarding records management and governing the release of
information.

Knowledge of the technical aspects of document imaging/scanning.

Knowledge of LaserFiche™ sofiware,

Skill in the use small office equipment, including copy machines or multi-line telephone systems.
Skil} in using computers for data entry.

Skill in using computers for word processing and/or accounting purposes.

Skill in using highly technical computer applications, such as GIS or CAD.

8kill in the creation of spreadsheets or autoinated record keeping system(s).

Ability to compare and/or judge the readily observable functional, technical, structural,
compositional or identifiable characteristics (whether similar to or divergent from cbvious standards)
of data, people or things.

Ability to read a variety of professional, technical and administrative documentation, directions,
instructions, methods and procedures,

Ability to produce reports with proper format, punctuation, spelling and grammar, using all parts of
speech,

Ability 1o learn and understand subject matter principles and technigues.

Ability to make independent judgments in absence of supervision within the scope of respective job
duties and tasks.

Ability to interpret statutory regulations in order 10 ensure compliance.

Ability to acquire and expound on knowledge of topics related to primary occupation.

Ability to utilize mathematical formulas; add and subtract, multiply and divide totals; determine
percentages; and determine time and weight and interpret same as may be appropriate.

Ability to inspect items for proper length, width and shape.

Ability to differentiate colors and shades of color,

Ability to interact with people (staff, supervisors, general public and elected officials) beyond giving
and receiving instructions to include tactfully mediating conflicts and achieving positive results.
Ability to perform under maximum stress when confronted with short deadlines, heavy workloads,
conflicting interests and high customer demand.

Ability to perform under minimal stress when confromed with an emergency.

Ability to communicate and organize effectively.

PHYSICAL REQUIREMENTS: The physical demands described here are representative of those that must
be met by an employee to successfully perform the essential functions of this job. This position will require
the employee to routinely lift or carry boxes of records weighing up to 50 pounds and to routinely
ascend/descend a step ladder for placement or retrieval of records on shelving up to 7 feet, Must be physically
able to operate a variety of essential job related machines and office equipment. Must be able to move or
carry essential job related objects or materials, Reasonable accommodations may be made to enable
individuals with disabilities (o perform the essential functions.

CAREER DEVELOPMENT:

Continuing Education (seminars, job-related coursework at post-secondary institutions, continuing
education credits/CEU’s)

Training (Either as participant or trainer)

Involvement in relevant professional or technical associations

Serving on city committees

Volunteering to take responsibility for special projects, cross training

City of Destin Updated 11/30/16 Page 3 of 3



Department: Code Compliance Department X
Account #:  015XXXX.512000

STAFFING REQUEST
FISCAL YEAR 2020

Line Item Description: Personnel

Signature Department Head

Position Title Justification FT/PT/PTT
FT Re-Classification

{Code Compliance
izj"’k '91 i Code Compliance has become a stand alone
et e department. The Clerk completes  duties

comparable to other Administrative Assistants]

within the City of Destin.
Attach Job Description

And Work Measurement forms

CM approved for recommended 2020 Budget.

Lance Johnson, City Manager




Gardner

City of Destin, FL

Job Description

Job Title: Administrative Assistant
Department: Code Compliance Department
FLSA Status: Non-Exempt

Grade:

106

SUMMARY: Performs duties of an Administrative Assistant supporting the Code Compliance Department.
This position is the primary public relations interface between the department and the public. Administers
department financial functions and serves as the Office Manager in charge of files, records, reports, tracking,
and overall administrative requests of Staff.

ESSENTIAL DUTIES AND RESPONSIBILITIES: The following are not to be construed as an
exclusive or all-inclusive listing of skills and abilities required to perform the job. Management may
delegate other responsibilities as required.

® o & * »

* & o 0

Demonstrates commitment to Team Destin and our mission, vision, values, and goals.

Contributes to the development and accomplishment of the Home Team quality measures.

Assists in the formulation of department goals, objectives, and quality improvement initiatives.
Provides administrative support for the Manager and Code Compliance Officers.

Primary point of contact for walk-ins to the department; responsibilities include accepting and
directing the public to the appropriate personnel.

Primary point of contact for calls to the department, requiring knowledge of the functions within
the department for answering general questions and for directing calls to the appropriate personnel.
Receives complaints, assigns complaints to officers, dispatches officers to violations reported.

Logs code compliance inspection results into the City’s computer system,

intake of Registration programs (walk ins & online) coordinating registrations with Community
development then to assigned officers in charge of the registration Program.

Prepares and finalizes department payroll.

Assists in the annual budget preparation.

Daily financial management (invoicing, purchase orders, and purchasing card).

Prepares bonds and tracks bond activity per OI: ADM-74.

Coordinates, processes, and tracks all incoming related inquiries and documentation.

Assists staff with preparation and finalization of reports, documents, legal notices, public inquiry
requests, and letters of notification, and meeting packets.

Calculates and collects fees.

Prepares property lien searches.

Provide information to public regarding ordinances and codes of the City.

Coordinates with other staff within the department to facilitate the Department’s mission.

Assists the department with special projects (i.e., mailing projects, annual business license
renewals, etc.)

Coordinates travel arrangements for department staff.

Orders supplies and business equipment as needed.

Schedules meetings and appointments for Staff.

Manages office filing and maintaining document/record system in accordance with City Policy.



Administrative Assistant ~Cindy Runyon Page 2 of 3

¢ Performs other related duties as assigned.
SUPERVISORY RESPONSIBILITIES: Supervision of other City Staff is not required of this position.
QUALIFICATIONS

Education and Experience: High School Diploma and three (3) years of work experience involving
financial or municipal administration.

Licenses or Certifications:
None.

Special Requirements:
None.

Knowledge, Skills and Abilities:
Knowledge of departmental policies, procedures, and practices.
Knowledge of planning and zoning, construction terminology, and code enforcement is desirable.
Skill in the use of small office equipment, including copy machines and muiti-line telephone systems.
Skill in using computers for data entry, data management, and time management.
Skill in using computers for word processing and/or accounting purposes.
Ability to communicate effectively with the public and coworkers.
Ability to compare and/or judge the readily observable functional, technical, structural,
compositional or identifiable characteristics (whether similar 1o or divergent from obvious standards)
of data, people or things.
Ability to communicate with people to convey or exchange professional information.
Ability to read a variety of professional, technical and administrative documentation, directions,
instructions, methods and procedures. '
¢ Ability to produce reports with proper format, punctuation, spelling and grammar, using all parts of
speech.
Ability to learn and understand subject matter principles and techniques.
Ability to make independent judgments in absence of supervision within the scope of respective job
duties and tasks.
¢ Ability to acquire and expound on knowledge of topics related to primary occupation.
Ability 10 utilize mathematical formulas; add and subtract, multiply and divide totals; detenmine
percentages; and determine time and weight and interpret same as may be appropriate.
Ability to inspect items for proper length, width, and shape.
Ability to differentiate colors and shades of color.
Ability to interact with people (staff, supervisors, general public and elected officials) beyond giving
and receiving instructions to include tactfully mediating conflicts and achieving positive results.
s Ability to perform under maximuim stress when confronted with short deadlines, heavy workloads,
conflicting interests and high customer demand.

* » » 2 o » 0

PHYSICAL REQUIREMENTS: The physical demands described here are representative of those that must
be met by an employee to successfully perform the essential functions of this job. Must be physically able to
operate a variety of essential job related machines and office equipment. Must be able 1o move or carry
essential job related objects or materials.

CAREER DEVELOPMENT:
¢ Continuing Education (seminars, job-related coursework at post-secondary institutions, continuing
education credits/CEU’s)

City of Destin Updated 05/10/17 KH
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Training (either as participant or trainer)

Involvement in relevant professional or technical associations

Serving on city committees

Volunteering to take responsibility for special projects, cross-training activities

The City has the right to revise this description at any time. This
description does not represent in any way a contract of employment.

Employee Signature Supervisor Signature Date
Employee Signature Supervisor Signature Date
Employee Signature Supervisor Signature Date

City of Destin Updated 05/10/17 KH



Department: Code Compliance Department X

STAFFING REQUEST
FISCAL YEAR 2020

Account #:  G15XXXX.512000 Signature Department Head
Line Item Description: Personnel

Position Title Justification FT/PT/PTT
IEvening and Weekend Shifts:
Code Compliance M Officer’s will be required being 2 two man shifts|
Officer 1 lgiving coverage for approximately 16 to 18/7 FULL TIME

108

{10 PM 11PM 12AM}

To effectively Meet this mission of Compliance
[Presence and Enhances City’s Public Image and
Increases the Level of Services for the Citizens and
Visitors

Duties:
[Performs evenings & weekend duties of a Code
Compliance Officer within the Code Compliance]
department, reporting 10 the Code Compliance Manager,
The purpose of this position is the overall investigation,
compliance, and enforcement of the City’s laws,
regulations, and ordinances govermning land use,
building, zoning, signs, and related issues. This position|
will include both office and field responsibilities in the
investigation of complaints and enforcement of the
City’s laws, regulations, and ordinances during both
typical business hours and atypical business hours,
including evening and weekend shift work. Work ig
routinely performed independently and requires regular
use of technical judgement and discretion in determining
compliance and enforcement.

$65,000.00 Per Officer W/Benefits
Total

$260,000.00 W/Benefits

See Attached Job Description and Vision List

Attach Job Description
And Werk Measurement forms

CM approved for recommended 2020 Budget.

Lance Johnson, City Manager



FY20 WORK MEASUREMENT STAFFING FORM

DEPT: Code Compliance POSITION TITLE: Code Compliance Officers (4)
Frequency of Occurrence c°::::::°"
Task/Responsibilies EH‘;;,,{::?QP Z,r;' E:Z"gi A;‘::ege Day=208". | Monthly
or Month or Year) (intHours) | Monther, | Manhours
Qir=.333,
Year=.083)
1 |l:xamine and poview parhdt apphivations subnyitials - weekly sverage 60 Week 015 4.348 38132
2 {lxamine and review permia application "plins” submittals - weekly mverage 7 Week 1 4.348 30436
3 IResponse and conyments For application reviews ~ weekly svorage 3 Week 08 4.348 §.822
4 Jlnspections of permitied "commerciat” projects - Monthly average vequest 137 Month .25 1 3425
5 PFrack and upate plan review & spection bog 1 Day 0.25 2091 5.2275
6 [Repsomse 1o yiestion tegarding adopted building cotes with various paries 4 Day 015 4,348 2.6088
T [ Trammng - Workahops * Seamnus 16 Year t 0.083 1.328
8 [Mueetings 2 Week 1 4.348 8.696
S {General day 1o duy adimi operations; emails. phone, betiers. {3ing, ese. 4 Day 0.15 4.348 2.6088
19
1
i2
13
14
15
16
17
1]
19
20
2i
22
23
24
25
26
27
28
25
30
3t
32
1
34
33 Total Work 130.8
Annual Manhours 1669 7092
Available Annual Manhours 1864
Positions 0.84

VAHRWRESTRICTED \BudgetiBudget FY20\Staffing\Department Forms\CO - Work Measurement Form



16 to 18/7 DAY A WEEK & NIGHT SHIFT
Cooperation with Sheriff’s Office

Vision of Code

*16to18/7 Coverage (10 PM 11PM 12AM)
*Visible to the Public Strengthening Community Relations
* After Hours Presence Enhances City’s Public Image
*Increases the Level of Services for the Citizens and Visitors
*Numerous Violation Occur outside of Business Hours
*Continuance of Education & Enforcement of the City Codes
*Works with Sheriff’s Office (S.0. Enf. Laws City Enf, Codes)

*Noise Violations

*Trash Violations

*Parking Violations

*STR Violations

*ID STR (Non-Registered)

*Building W/O Permit

*Harbor Compliance

*Beach Compliance

*I1dentify Violations of Qutdoor Lighting Standards

*Conducts Park Checks

* Assist Other Officers with Case Follow-up

To Accomplish Vision

*Manning (4)

*SOP’s

*Scheduling (Need Direction)

*Registration Increase

*Ordinance Fee Increase

*Citation Increase

*Training Budget for Professional Growth & Dev.

*Equipment (In car Computer & Printers, Possible Radio System)



Job Title:
Department:
FLSA Status:
Grade:

SUMMARY:

City of Destin, FL

Job Description

Code Enforeenent-Compliance Officer 1
Gemmunity-DevelopmentCode Compliance

Non-Exempt
108

-Perfor: ms_ey enmes & weekend }le-l-femas -\ekmes—of a Code i:—a#e&eemem—(_ omphance Officer within the

: onrCode Compliance department, reporting
to the Code Enforeement-Compliance Manager. The purpose of this position is the overall investigation,
¢o ,}_gpllanu. and enforcement of the City’s laws, regulations, and ordinances governing land use, buildmg,
This position will include both office and field responsibilities in the
investigation of complaints and enforcement of the City’s laws, regulations, and ordinances during both
typical business hours and atypical business hours, including evening and weekend shifi work. Work is
routinely performed independently and requires regular use of technical judgement and discretion in

zoning, signs, and related issues,

determining compliance and enforcement.

ESSENTIAL DUTIES AND RESPONSIBILITIES: The following are not to be construed as an
exclusive or all-inclusive listing of skills and abilities required to perform the job. Management may

delegate other responsibilities as required.

Demonstrates commitment to Team Destin and our mission, vision, values, and goals.

Contributes to the development and accomplishments of the Home Team quality measures.

Assists in the implementation of department and division goals, objectives, and quality
improvement initiatives.

Patrols assigned parking and Right-of-Way areas by vehicle or on foot in order to ensure
compliance with existing parking ordinances.

Responds to complaints from citizens and initiates follow-up activities and, if needed, represents
the city in legal proceedings.

Composes legal notices to be used in code enforcement investigations.

Assists with the review and regulation of the City’s Livery Vessel Permitting Program.

Assists with the review and regulation of Beach Vendor Permits, as well as other water related
permits.

Assists with the review and regulation of other City Permitiing Programs, as assigned,

Cooperates with city departments and law enforcement personnel, as needed.

Prepares reports and recommendations for Gommunitv-Development-DirecterCode_ Compliance
Manager, City Manager, Code Enforcement & Compliance Board/Special Magistiate Beard, and
City Council.

Performs various marine duties such as patrolling harbors, beaches, and public beach access areas.
Assists with preparation and interpretation of the City’s laws, regulations, and ordinances; assists in
updating city codes.

Retumns promptly from burricane evacuations for immediate reviews and inspections.

Tracks and reports status of violations and liens placed on properties.

Performs other related duties as assigned.




Code Enforcement Officer, Gates, Kelly Page 2 of 3

SUPERVISORY RESPONSIBILITIES: Supervision of other city employees is not required of this
position.

QUALIFICATIONS

Education and Experience: High Schoo! Diploma and two (2} years of work experience focused on general
investigative, regulatory compliance, and enforcement work; or any equivalent combination of training,
education, and experience related to regulatory compliance and enforcement and provides the required
knowledge, skills and abilities to perform the duties of this position.

Licenses or Certifications:
Must be FACE (Florida Association of Code Enforcement) certified Level 1, or be able to become certified

within ! year in the position. Parking Enforcement Specialist (for civilians) cerfification,

Special Requirements:
Valid Florida Drivers License.

Knowledge, Skills and Abilities:

Knowledge of departmental policies, procedures, and practices.

Skill in the use small office equipment, including copy machines or multi-line telephone systems.

Skill in using computers for data entry.

Skill in using computers for word processing and/or accounting purposes.

Ability to compare and/or judge the readily observable functional, technical, structural,

compositional or identifiable characteristics (whether similar to or divergent from obvious standards)

of data, people or things.

s Ability to read a variety of professional, technical and administrative documentation, directions,
instructions, methods and procedures.

»  Ability to produce reports with proper format, punctuation, spelling and grammar, using all parts of

speech.

Ability to learn and undersiand subject matter principles and techniques.

Ability o make independent judgments in absence of supervision within the scope of respective job

duties and tasks.

Ability to acquire and be able to expound on knowledge of topics related to primary occupation.

Ability to inspect items for proper length, width and shape.

Ability to differentiate colors and shades of color.

Ability to interact with people (staff, supervisors, general public and elected officials) beyond giving

and receiving instructions to include tactfully mediating conflicts and achieving positive results.

s Ability to perform under maximum stress when confronted with short deadlines, heavy workloads,
conflicting interests and high customer demand.

s __ Ability to communicate and organize effectively.

¢ Experaince in Vessal operation

¢ _Knowledge of Adjacent walerways

o Fimilair with DEP Repulations

o Fimilair with DEP Permitting Procedures

* & o @

L

PHYSICAL REQUIREMENTS: The physical demands described here are representative of those that must
be met by an employee to successfully perform the essential functions of this job. Must be physically able to

City of Destin Updated 11/30/16
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operate a variety of essential job related machines and office equipment. Must be able to move or carry
essential job related objects or materials.

CAREER DEVELOPMENT:
¢ Continuing Education (seminars, job-related coursework at post-secondary institutions, continuing
education credits/CEL}’s)
Training {Either as participant or trainer)
Involvement in relevant professional or technical associations
Serving on city committees
Volunteering to take responsibility for special projects, cross training

The City has the right to revise this description at any time. This
description does not represent in any way a contract of employment.

Employee Signature Supervisor Signature Date
Employee Signature Supervisor Signature Date
Employee Signature Supervisor Signature Date

City of Destin Updared 1 1730/16



STAFFING REQUEST

FISCAL YEAR 2020
Department: CD X
Account#: 015XXXX.512000 Signature Department Head
Line Item Description: Personnel
Position Title Justification FT
Receptionist This is a new proposed position, to help with the in- FT

person and telephone customer requests and
inquires. This will also aid the department
Administrative Assistant to focus on administrative
functions as needed by the director.

Attach Job Description
And Work Measurement forms

CM approved for recommended 2020 Budget.

Lance Johnson, City Manager



City of Destin, FL
Job Description

Job Title: Receptionist
Department: Community Development
FLSA Status: Non-Exempt

Grade:

SUMMARY: Answers telephone calls into City Hall Annex and greets visitors at establishment, determines
nature of business, and directs caller and visitors to destination by performing the following duties.

ESSENTIAL DUTIES AND RESPONSIBILITIES: The following are not to be construed as an
exclusive or all-inclusive listing of skills and abilities required to perform the job. Management may
delegate other responsibilities as required.

* & & & & & » 0 ¢ @

Greets callers and visitors by obtaining name and arranging for appointment with person called
upon.

Directs callers/visitors to destination.

Operates PBX telephone console and voice mail system in order to receive incoming messages.
Assists with special projects for various departments through coordination of immediate supervisor.
Makes appointments and answers inquiries.

Maintains City Hall Annex lobby in an organized fashion.

Creates work orders 1o appropriate departments for various issues.

Takes and routes citizen complaints and Council inquiries.

Serves as the primary point-of-contact for Fed Ex, UPS shipments and deliveries.

Maintains city’s informational brochures, rosters and maps.

Demonstrates commitment to Team Destin and our mission, vision, values and goals and represents
the city in a professional, dignified manner at all times both in actions and appearance.

Contributes to the development and accomplishment of home team work-plans.

Performs other related duties as assigned.

SUPERVISORY RESPONSIBILITIES: Supervision of other city employees is not required of this
position,

QUALIFICATIONS

Education and Experience: High School Diploma.

L.icenses or Certifications:

None.

Special Requirements:

None.

Knowledge, Skills and Abilities:

»

Knowledge of departmental policies, procedures, and practices.



Receptionist

. * & »

Page 2 of 2

Skill in the use small office equipment, including copy machines or multi-line telephone systems.
Skill in using computers for data entry.

Skill in using computers for word processing and/or accounting purposes.

Ability to compare and/or judge the readily observable functional, technical, structural,
compositional or identifiable characteristics (whether similar to or divergent from obvious standards)
of data, people or things.

Ability to interact with people (staff, supervisors, general public and elected officials) beyond giving
and receiving instructions to include tactfully mediating conflicts and achieving positive results.
Ability to perform under maximum stress when confronted with short deadlines, heavy workloads,
conflicting interests and high customer demand.

Ability to read a variety of professional, technical and administrative documentation, directions,
instructions, methods and procedures.

Ability to produce reports with proper format, punctuation, spefling and grammar, using all parts of
speech.

Ability to learn and understand subject matter principles and techniques.

Ability to make independent judgments in absence of supervision within the scope of respective job
duties and tasks.

Ability to acquire and expound on knowledge of topics related to primary occupation.

Ability to utilize mathematical formulas; add and subtract, multiply and divide totals; determine
percentages; and determine time and weight and interpret same as may be appropriate.

Ability to inspect items for proper length, width and shape.

Ability to differentiate colors and shades of color.

Ability to communicate and organize effectively.

PHYSICAL REQUIREMENTS: The physical demands described here are representative of those that must
be met by an employee to successfully perform the essential functions of this job. Must be physically able to
operate a variety of essential job related machines and office equipment. Must be able to move or carry
essential job related objects or materials.

CAREER DEVELOPMENT:

L ]

Continuing Education (seminars, job-related coursework at post-secondary institutions, continuing
education credits/CEU’s)

Training (Either as participant or trainer)

Involvement in relevant professional or technical associations

Serving on city committees

Volunieering to take responsibility for special projects, cross training

The City has the right to revise this description at any time. This
description does not represent in any way a contract of employment.

City of Destin

Employee Signature Supervisor Signature Date
Employee Signature Supervisor Signature Date
Employee Signature Supervisor Signature Date

Updated 1 1/30/16



STAFFING REQUEST

FISCAL YEAR 2020
Department: CD-Building X
Account #:  015XXXX.512000 Signature Department Head
Line Item Description: Personinel
Position Title Justification FT °
This is a Full Time Position
[Permit Tech I This is a reclassification of current position)
separating the permit techs by numerical and]
fand classification based on the duties responsibilities.
. Increasing the current classification level of 105 to
Permit Tech I 1 96 for Permit Tech I and 108 for Permit Tech 11,

Revised job description reflects the differences in
job duties and responsibilities.

Attach Job Description
And Work Measurement forms

CM approved for recommended 2020 Budget.

Lance Johnson, City Manager



FY14 WORK MEASUREMENT STAFFING FORM

DEPT; Community Dev/Building Divison POSITION TITLE: Permit Tech II - FT
Frequency of Occurrence C°:;:{::°"
. How Often DBone: Example:
Task/Responsibilies (3 Times Per Day or Wgek Average | (Day=2091, | monthiy
- —YY me——— Time Weoek=4 348, Manho“m
or Month or Year) (in Hours) Month=1,
Qir=.333,
# of Times: Per: Year=.083)
1 |General phone inquires, example: inspection resulis, permit ready?, 250 MONTH 05 4 12.50
penmitting 7, indepentant inspeciors request, g, : )
2 [Walk in inquires and permit application drop offs, etc. 63 avy. daily 26 DAILY 0.08 20.91 43.49
3 {Schedule inspections(io schedule inspections, clerk must verify that all 161 MONTH 0.08 4 12,88
pertinent paperwork, contractors, ¢ic. is in plage, 322.5 mu. 2 ' :
4 Result inspections 5500Annun] /2 = 2225:12=229 229 MONTH 0.033 1 7.557
S5 flssue CC's or CO's 790 annual = 16.12 weekiv 6.5 WEEKLY 0.05 4348 1.4131
6 [Intake and Route permit applications{clerk reviews for complete packet) 289 MONTH 0.33 1 9537
route to differnet Divisions, 241 mo. w1al . x 3 handled:2.8 : :
7 {issue and collects fees for permits and file (to issue permits, clerk must 100 MONTH 0.33 g 33.00
verify that contractor’s licenses, insurance, etc are current) 230 Mo /2.8 ) )
8 I:‘slt:::nil gol!ects fees for new frenew BTR's and file 1790 716 YEARLY 0.37 0.083 2189
9 [Receive and respond to Tien search inquires for open/closed permits, code 33 MONTH 0.33 1 10.89
violations, 67 mg, /2 = 33 : )
10 {Contractors NEW Registration and RENEWALS 96 annual » 2.5 = 24 384 YEAR 0.33 0.083 1.051776
11 [Notify utilities for release of services 3.5 WEELY 25 WEEKLY 0.08 4348 0.8696
I |Set up new property records in permit sofiware «96°2.5 ANNUAL 384 ANNUAL 0.08 0.083 0.254978
3 ;‘j:)‘ﬁinste w/other divisions (o sei up site inspections for CO's 2 3 WEEKLY 0.08 4.348 0.34784
Yy
14 ﬁol!i::\t Ze-::nspecuon fees for Bldg Div., P&Z Div., and PS, 3X 25 WEEKLY 0.25 4348 2‘_7175
15 JCover front desk receptionist when needed 1 - 2 TIMES WEEKLY 1 WEEKLY 0.5 4.348 2174
16 Run Dailey Reports 20-30 MIN. 1 Day 0.67 20.¢1 14.0007
17 |Run Weekly Reports 13 MIN 1 Weekly 0.25 4.348 1.087
I8 }Run Monthly Reports 6-7 HOURS 1 Monthly 7 1 7
19 |Run Quarterly Reports 6-7 HOURS 4 Year 7 1 28
20 {File maintenance (Purging) 5 MONTH 1 1 L1
21
22
23
24 Monthly Manhours 2966
25 Annual Manhours 3559.2
4 Available Annual Manhours 1864
27 Positions 1.91

VHR\RESTRICTED\Budget\Budget FY20\S1affing\Department Forms\CD Work Measurement Staffing Form PL Tech II-FT




FY14 WORK MEASUREMENT STAFFING FORM

DEPT: Community Dev/Building Divison POSITION TITLE: Permit TechI-FT
Frequency of Occurrence Co::::::on
- How Often Done: Example:
Task/Responsibilies g Times Per Day o W;;k Averags | (Day=2091. | wMonthly
B h——zY Time Week=4.348, | Manhours
or Month or Year) {in Hours) | Month=1,
Qtr=.333,
# of Times: Per: Year=.083)
1 |General phone inguires, example: inspection results, permit ready?, 250 MONTH 0.06 5 v12 50
permitting ?, indepentant inspectors request, eic. : :
2 [Walk in inguires and pennit apphcation drop offs, ete. 65 avg, daily 26 DAILY 0.08 20.01 43.49
3 [Schedule inspections(io schedule inspections, clerk must veriy that alt 161 MONTH 0.08 1 1288
pertinent paperwork, contractors. etc. is in place. 322.5 mo, /2 i :
4 IResult inspections 3500Annual / 2= 2225/12=229 226 MONTH 0.033 1 7557
5 ] issue CC's or CO's 790 annual = 16.12 weekly 6.5 WEEKLY 0.05 4.348 1.4131
& |lntake and Route permit applications{clerk reviews for complete packet) 093 1
route to differnet Divisions. 241 mo. iotal . x 3 handleds2.5 289 MONTH i 9837
7 1Hssue and collects fees for permits and file {to issue permits, clerk must 100 MONTH 0.33 1 33.00
verify that contracior's licenses, insurance, eic are current) 250 Mo /2.8 : )
3 ;s;‘s::;r;g ;oltccts fees for new frenew BTR's and file 1790 716 YEARLY 0.37 0.083 21 89
9 IReceive and respond to lien search inguires for open/closed permits, code 33 MONTH 0.33 1 10.89
viglations 67 mo./2 = 33 , : :
10 [Contractors NEW Registration and RENEWALS 96 annual / 2.5 =24 38.4 YEAR 0.33 0083 1.05
11 [Notify atitities for release of services 3-5 WEELY 25 WEEKLY 0.08 4.348 0.87
E Set up new property records in permit sofiware - 96/2.5 ANNUAL 384 ANNUAL 0.08 0.083 0.254976
13 g‘ :ro‘l:i;z:le w/other divisions to set up site inspections for CO's 2 1 WEEKLY 0.08 4348 0.34784
14 Collect re~inspection fees for Bidg Div., P&Z Div., and PS. 5X 25 WEEKLY 0.25 4348 37175
WEEK/2.S.
15 ICover front desk receptionist when needed 1 - 2 TIMES WEEKLY 1 WEEKLY 0.5 4.348 2.174
16 gom;din:te w/other divisions 10 set up site inspections for CO's 2 ] WEEEKLY 0.08 4348 0.34784
o week
17 |Colicct re-inspection fees for Bldg Div,, P&Z Div., and PS. 2X MO, 1 MONTH 0.25 1 0.25
18 |Cover front desk receptionist when needed 1 - 2 TIMES WEEKLY 1 WEEKLY 05 4.348 2174
19 {File mamienance (Purging) 5 MONTH 1 1 5
20
21
2
23 Monthly Manhours 254.3
24 Annual Manhours 3061.3
25 Available Annual Manhours 1864
5 Positions 1.64

VAHR\RES TRICTED\Budget\Budget FY20\Staffing\Department Forms\CD Work Measurement Staffing Form PL Tech -FT




City'of Destin, FL
Job Description

Job Title: Permit and License Technician]
Department: Community Development

FLSA Status: Non-Exempt

Grade: 163 106

SUMMARY: This is a highly technical and A-highly-responsible,-and-intricate position involving assisting
the public and providing office support duties related to processing of applications for building construction
and-alteration permits and issuance of building permits. The individual determines the types of permits
required and fees to be charged according to the cityies Fee Schedule eedes. Collects and analyzes data for
business tax receipts (BTR) within the city and issues BTR’s for businesses, professionals and occupations.
Does not hold an 1CC Permit Technician Certification.

ESSENTIAL DUTIES AND RESPONSIBILITIES: The following are not to be construed as an
exclusive or all-inclusive listing of skills and abilities required to perform the job. Management may
delegate other responsibilities as required.

s Reviews and-p : ublie: plans, engineering and permit
application documents and other perinent mfonnahon 1 order to verify accuragy. completeness of
information and_comphiance with established Flosida law, building codes, ordinances. policies and
procedures,

Betermines tvpe of permit, plans and process requirements {or prospective applicants.
Performs both routine and non-routine administrative duties. as dictated by the nature of the task.
¢.£.. data entry, records maintenance, filing, basic calculations, penerate reports.

¢ Routes and monitors status of permit apphications and plans of other regulatory divisions as pan of
the penmitting process,

o  Reviews. processes and issues building, electrical, plumbing, mechanical and other permils
Caleulates the permit fees based on the established fee schedule.

Prepares mamtams and properly stores official records submmed by appllcants

s  Reviews and processes apphcatzons for busmess tax receipts (BTR)
. Detennmes the type of BTR dp])ilLd\l on requxred fees to be charged and issues the receipts.

Schedufes and caordmates inspections between contractors on job sites and czty Inspectors
Lous and tracks all inspection requesis and prepares documents/files for the inspectors on all nex
day inspections. according 1o documents received which gualify 1hem for the inspection,

o Reviews all documents for completeness in order to prepare Certificate of Qccupancy or Ceriificate
of Completeness,

s Baiances daily pennit, BTR and contractor receipts and prepares daily reports for submitial 10
appropriste aceounting departiment,

* Responds to public inquiries concerning status of permits and city licensure and other related
permiiing gquesians.
Redirects calls concerning other properties outside Destin city limits to the proper authority to call.
Processes eut-of-town contractor's registrations-and-—verifies—that required documentation for
verification that it is consistent with the city and State regulations in order 10 issue any perpiits.

s Notarizes signatures on various forms.




Permit and License Technician Page 2 of 3

* Perform record code searches for Title or Lien companies and provides them the appropriate

FESPONSE.
s Performs other related duties as assigned.

SUPERVISORY RESPONSIBILITIES: Supervision of other city employees is not required of this
position.

QUALIFICATIONS

Education and Experience: High School Diploma and two (2) years of administrative work experience
involving responsible, seeretarial iechnical wercef and administrative work within construction related
fields; or, any equivalent combination of experience and training, which provides the required knowledge,
skills, and abilities to perform the duties of this position.

Licenses or Certifications:
#  Public Notary certifications desired.
¢ ICC Permit Technician Certification (Qualifies as a Permit Tech 1T position).

Special Requirements:
None.

Knowledge, Skills and Abilities:

Knowledge of departmental policies, procedures, and practices.

Knowledge of Florida Statutes, building codes, construction processes and terminology.

Ability 1o review and understand construction plans.

Skill in the use small office equipment, including copy machines or multi-line telephone systems.

Skill in using computers for data entry.

Skill in using computers for word processing and/or accounting purposes.

Ability to compare and/or judge the readily observable functional, technical, structural,

compositional or identifiable characteristics (whether similar to or divergent from obvious standards)

of data, people or things.

» Ability to produce reports with proper format, punctuation, spelling and grammar, using all parts of
speech,

*+  Ability to interact with people (staff, supervisors, general public and elected officials) beyond giving
and receiving instructions to include tactfully mediating conflicts and achieving positive results.

* Ability to perform under maximum stress when confronted with short deadlines, heavy workloads,
conflicting interests and high customer demand.

* Ability to read a variety of professional, technical and administrative documentation, directions,
instructions, methods and procedures.

» Abulity to learn and understand subject matter principles and techniques.

Ability to make independent judgments in absence of supervision within the scope of respective job

duties and tasks.

Ability to acquire and expound on knowledge of topics related to primary occupation.

Ability to differentiate colors and shades of color.

Ability to inspect items for proper length, width and shape.

Ability to communicate and organize effectively.

City of Destin Updated 11/30/16
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PHYSICAL REQUIREMENTS: The physical demands described here are representative of those that must
be met by an employee to successfully perform the essential functions of this job. Must be physically able to
operate a variely of essential job related machines and office equipment. Must be able to move or carry
essential job related objects or materials.

CAREER DEVELOPMENT:

* & & & 2 »

Continuing Education {seminars, job-related coursework at post-secondary institutions, continuing
education credits/CEU’s)

Training (Either as participant or trainer)

Involvement in relevant professional or technical associations

Serving on city committees

Volunteering to take responsibility for special projects, cross training

Must demonstrate commitment to Team Destin and our nyission, vision, values, and goals.
Contribute to the development and accomplishment of home team quality measures utilizing the
plan, do, check, act, cycle of improvement,

The City has the right to revise this description at any time. This
description does not represent in any way a contract of employment.

Employee Signature Supervisor Signature Date
Employee Signature Supervisor Signature Date
Employee Signature Supervisor Signature Date

City of Destin Updated 1130116



City of Destin, FL
Job Description

Job Title: Permit and License Technician }]
Department: Community Development

FLSA Status: Non-Exempt

Grade: 105108107

SUMMARY: This is_a highly_technical and A-highly-responsible,~and-intricate position involving
assisting the public and providing support duties related to processing of applications for building
construction and-alteration permits and issuance of building permits. The individual determines the types
of permits required and fees to be charged according to the cityies Fee Schedule eedes. Collects and
analyzes data for business tax receipts (BTR) within the city and issues BTR’s for businesses,
professionals and occupations and processes coniraclor registrations. Holds an e San
cation.

ESSENTIAL DUTIES AND RESPONSIBILITIES: The following are not to be construed as an
exclusive or all-inclusive listing of skills and abilities required to perform the job. Management may
delegate other responsibilities as required.

e Reviews o ablie: plans, engineering and
permil application documents and mhe: pertinent information in order to venly accuracy,
completeness of mformation. and compliance with established Florida law. building codes,
ordinances. policies and procedures,

Determines tvpe of permit, plans and process requirements for prospective applicanis,
Performs both routine and non-rowtine administrative duties, as dictated by the nawre of the
task, e.g.. data entry, records maintenance. filing, basic calculasions, generate repons.

*  Routes and monitors status of permit applications and plans of other regulatory divisions as pani
of the permitling process.

s  Reviews, processes and issues building, electrical, plumbing, wechanical and other permits
required,

o Cajculates the permil fees based on the established fee schedule,

Prepares, mamtams, and properly stores official records submmed by apphcants

Reviews and processes apphcanons for busmess tax receipis (BTR)
Determines the type of BTR 'tpphun ion required fees to be charged and i issues lhe receipts.

Schedules and coordmates inspections between contractors on job sites and c1ty !nspectors
Loas and racks all mspection requests and prepares documents/files for the inspectors on all
next day inspections, according 10 documents received which qualify them for the inspection.

¢  Reviews all documents for completeness in order 1o prepare Certificate_of Occupaney or
Certificate of Completeness,

. Ba]ancm da;ly per mu BTR and contractor receipts and prepares dailv reports for submitial 1o




* Responds to public inquiries concerning status of permits and city licensure and other related

permitting questions,
» Redirects calls concerning other properties outside Destin city limits to the proper authority to

call.
» Processes eut-eftewn contractor’s registetiens-and-verfies-that required documentation for

verification that it is consistent with the city and State regulations in order (o issue any permits,

Notarizes signatures on various forms.
Perform record code searches for Title or Lien companies and provides them the appropriate

TESPONSE

s Performs other related duties as assigned.

SUPERVISORY RESPONSIBILITIES: Supervision of other city employees is not required of this
position.

QUALIFICATIONS

Education and Experience: High School Diploma and two (2) years of administrative work experience
involving responsible, seeretatial technical wesk-ef and administrative work within construction related
fields; or, any equivalent combination of experience and training, which provides the required knowledge,
skills, and abilities to perform the duties of this position.

Licenses or Certifications:
¢ ICC Permit Technician Certification required.
s Public Notary centifications desired.

Special Reguirements:
None,

Knowledge, Skills and Abilities:

Knowledge of departmental policies, procedures, and practices.

Knowledge of Florida Statutes, building codes, construction processes and terminology,

Ability to review and understand construction plans.

Skill in the use small office equipment, including copy machines or multi-line telephone systems.

Skill in using computers for data entry.

Skill in using computers for word processing and/or accounting purposes.

Ability to compare and/or judge the readily observable functional, techmical, structural,

compositional or identifiable characteristics (whether similar to or divergent from obvious

standards) of data, people or things.

»  Ability to produce reports with proper format, punctuation, spelling and grammar, using all parts
of speech.

* Ability to interact with people (staff, supervisors, general public and elected officials) beyond
giving and receiving instructions to include tactfully mediating conflicts and achieving positive
tesults.

o Ability to perform under maximum stress when confronted with short deadlines, heavy
workloads, conflicting interests and high customer demand.

* & & & & »
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Ability to read a variety of professional, technical and administrative documentation, directions,
instructions, methods and procedures.

Ability to learn and understand subject matter principles and techniques.

Ability to make independent judgments in absence of supervision within the scope of respective
Jjob duties and tasks,

Ability to acquire and expound on knowledge of topics related to primary occupation.

Ability to differentiate colors and shades of color.

Ability to inspect items for proper length, width and shape.

Ability to communicate and organize effectively.

PHYSICAL REQUIREMENTS: The physical demands described here are representative of those that
must be met by an employee 1o successfully perform the essential functions of this job. Must be
physically able to operate a variety of essential job related machines and office equipment. Must be able
to move or carry essential job related objects or materials.

CAREER DEVELOPMENT:

* % & ¢ & 8

Continuing Education (seminars, job-related coursework at post-secondary institutions,
continuing education credits/CEU’s)

Training (Either as participant or trainer)

Involvement in relevant professional or technical associations

Serving on city committees

Volunteering to take responsibility for special projects, cross training

Must demonstrate commitment to Team Destin and our mission, vision, values, and goals.
Contribute to the deveiopment and accomplishment of home team quality measures utilizing the
plan, do, check, act, cycle of improvement.

The City has the right te revise this description at any time. This
description does not represent in any way a contract of employment.

Enmiployee Signature Supervisor Signature Date

Employee Signature Supervisor Signature Date

Employee Signature Supervisor Signature Date



STAFFING REQUEST

FISCAL YEAR 2020
Department: CD-Building X
Account#:  015XXXX.512000 Signature Department Head
Line Item Description: Personnel
Position Title Justification FT
Code Compliance / [This is a new proposed position, to help with thel ¥r

[Planning Inspector lenforcement of building code violation from)
structures that may have been renovated without]
penmnits or are not meeting current standards, which]
linvolves inspection of structures for compliance to
life safety code, building code, standard housing
code regarding application for STR’s BTR's, DOH
sign off sheets, etc.

Attach Job Description
And Work Measurement forms

CM approved for recommended 2020 Budget.

Lance Johnson, City Manager



FY20 WORK MEASUREMENT STAFFING FORM

DEPT: CD-Bui!ding / Planning

POSITION TITLE: Code Compliance / Planning Inspector - N

Frequency of Occurrenca Cn:::;::on
. (How Often Done: Exampie: | . arage
Task/Responsibilies 3 Times Per Day or Week nmf \f\?;ffff.& Monthly
or Month or Year) | (niours) | Month=1. | Memhours
Qtr=.333,
Year= 083)
Examine and review pennit applications submitials oy code compliance Insp.

! Against current information on file for STR Regisstration and BTR's. 2600 Year 05 0.083 83

2 |Perform onsite inspection regarding any code violations 2000 Year 0.75 0.083 124.5
3 {Response and correction comments foin inspection 1000 Year 0.33 0.083 271.38
4 |Onsite Re-inspect 1000 Year 0.5 0.083 415
5 irack and upate Inspection fog 1 Day 0.25 20.81 52275
6 |Repsonse to question regarding viofations to building codes with various parties 500 Year 0.15 0.083 6.225
7 |Training / Workshops / Seminars 2 Yeoar ] 0.083 0.166
8 |Meetings 2 Week 1 4.348 8.696
¢ {General day to day admin operations; emails, phone, letters, filing, etc. 4 Day 0.15 20.91 12.546
10

l

12

13

14
15

16

17

18

19
20
21
pr
23 Monthly Manhours 3093
24 Annual Manhours 3711.006
25 Available Annual Manhours 1864

Positions 1.88

VAHRIRESTRICTED\Budget\Budget FY20\Staffing\Depariment Ferms\CD Work FY20 Measurement Form - CCJ
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City of Destin
Job Description
Job Title: Code Compliance Inspector
Department: Community Development ~ BD/Planning
Reports To: Chief Building Official
FLSA Status: Non-exempt
Grade: 110

SUMMARY: Work involves inspection and enforcement of state and local codes, regulations, ordinances and
statutes as they perfain fo residential and commercial buildings and related structures. Performs building
inspections to ensure conformance with established life safety codes, standard housing and property maintenance
code and local ordinances, as required by law.

ESSENTIAL DUTIES AND RESPONSIBILITIES: The following are not to be construed as an exclusive or
all-inclusive listing of skills and abilities required to perform the job. Management may delegate other
responsibilities as required.

s Inspect structures for safety and condition for human habifation and compliance to codes.

Issues “Stop Work™ notices (with the approval of the building official), on construction work that is
contrary to the state and local codes or conforming 1o local city ordinances.

Have the ability to communicate {orally and in writing), read, comprehend and make logical interpretations.
Provide technical assistance in matters as they pertain to local adopted codes.

Must demonstrate commitment to Team Destin and our mission, vision, values, and goals.

Contribute to the development and accomplishment of home team quality measures utilizing the plan; do
check act cycle of improvement.

*» & & o

SUPERVISORY RESPONSIBILITIES: Supervision of other City employees is not required of this position.

MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED PERFORMING ESSENTIAL JOB
FUNCTIONS:

High School graduate/GED

Must have a current valid driver’s license

Licensed by Florida DPBR as a Cominercial Building or One and Two Family Inspector highly desired.

ICC certification in one of the following categories is highly desirable.
o Accessibility
o Zoning Inspector
o Property Maintenance and Housing Inspector

CD CC1 - Inspector 4-19



CCl inspector 2

MINIMUM TRAINING AND EXPERIENCE REQUIRED PERFORMING ESSENTIAL JOB
FUNCTIONS:
» Experience in code enforcement or building codes. (
=  Skills and experience in using common computer hardware and software to perform task.

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The
requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable
accommodations may be made 1o enable individuals with disabilities to perform the essential functions.

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

This position is occasionally required to work at a desk in an office environment. On a regular basis employee
must be able to perform inspections in and around buildings. Will require mobility in and out of a vehicle. On a
regular basis, the employee may be exposed to any number of the physical requirements listed beiow and must be

capable of:

Climbing three or more stories

Climbing ladders

Intermittently sitting, standing, stooping, bending or crouching
Using tools requiring a high degree of dexterity

Working outdoors and occasionally in hot, cold or inclement weather

DATA CONCEPTION: Requires the ability to compare and/or judge the readily observable functional, technical,
structural, compositional or identifiable characteristics (whether similar to or divergent from obvious standards) (i}*"

data, people or things.

INTERPERSONAL COMMUNICATION: Requires the ability to communicate with people to convey or
exchange information.

LANGUAGE ABILITY: Must be able to communicate effectively, both verbally and in writing.
Must be able to read and interpret Codes and local ordinances.

INTELLIGENCE: Requires the ability to learn and wnderstand subject matter principles and techniques; 1o make
independent judgments in absence of supervision within the scope of respective job duties and tasks; to acquire and
be able to expound on knowledge of topics related to primary occupation. Requires the ability to solve problems
with multiple variables in practical situations as needed and in compliance with required codes and laws.

NUMERICAL APTITUDE: Must be able to add, subtract, multiply, divide, fractions and decimals, work with
maps, graphs and comparative scales. Must have mathematical aptitude necessary to accomplish the state licensing

requirements.
FORM/SPATIAL APTITUDE: Requires the ability to inspect items for proper length, width and shape.

MOTOR COORDINATION: Requires the ability to utilize job related equipment in the course of accomplishing
job duties and tasks associated with respective primary duties.

COLOR DISCRIMINATION: Requires the ability to differentiate colors and shades of color.

INTERPERSONAL TEMPERAMENT: Requires the ability to interact with people {i.e. staff, supervisori_
general public and elected officials) beyond giving and receiving instructions to include tactfully mediating
conflicts and achieving positive results. This position is multi-tasked and requires the ability to perform under

CD CC1 - Inspector 4-19



CCI Inspector 3

maximum stress when confronted with short deadlines, heavy workloads, conflicting interests and high customer
demand.

CAREER DEVELOPMENT:

Continuing Education (seminars, job-related coursework at post-secondary institutions, coniinuing education
credits/CEU’s).

Willingness and motivated to obtain additional state licensures in all disciplines for both inspector and plans
examiner.

Training (Either as participant or (rainer)

Involvement in relevant professional or technical associations

Serving on City committees

Volunteering to take responsibility for special projects, cross training

REVIEWS:
Employee Signature Supervisor Signature Date
Employee Signature Supervisor Signature Date
Employee Signature Supervisor Signature Date
Employee Signature Supervisor Signature Date

CD CCl - luspector 4-19



Draft

City of Destin
Job Description
Job Title: Development Process Manager VS Grants & Projecis/Quality Manager
In green below in orange below
Department: City Manager
Reports To: Deputy City Manager ?
FLSA Status: Exempt
Grade:

DPM SUMMARY: Responsible to the Chty Manager for ensuring operational efficiency and effectiveness
through the implementation of the City's performance-based operations, including the Productivity and Process
Improvement program. Serves as Project Manager to ensure all City projects are completed on time and within
budget. Serves as customer service point-of-contact for external and internal customers and facilitates process
improvement, ensuring effective, imely and uvser-friendly processes.

CGrams & Projects/Quality Manager — IN ORANGE

GRANTS/QM SUMMARY: Plans, directs and adminisirates activities of designated projects 1o ensure goals or
objectives of these projects are accomplished within a prescribed time frame and funding parameters, including, but
not limited 1o, grant-funded and capital programs for all City depariments, the City’s continuous quality
improvement initiative, and disaster recovery administrative activities for the City. Performs zall contract
management responsibilities for grant-funded capital improvements. Produces the budget for the Five Year Capilal
hnprovement Program. Develops the course of action, trains stafl, and leads implementation of the Malcolm
Baldrige organizational model for continuous quality improvement. Develops and produces project documents and
materials for the City, the public, and State and Federal agencies. Also serves as professional liaison for the City at
County and State level meetings.

Performs Project Management Function:

« DIuplements and manages the approved City budget document.
= [Zstablishes a scheduling and tracking database for each praject.
+  Facilitates the development of project timelines.
s  Establishes tuternal controls 1o monitor project review, dehivery and action dates,
+ (Coordinates activities with project personnetl and offices of primary responsibility to ensure projects
progress on schedule and within prescribed budget.
»  Drovides management with reports depiciing individual project status,
« DProvides management with exception reports identifying speciic ssues of complex projects and
recommends an action plan.
¢ Keeps the City Manager currently briefed on progress of ail major projects, and any major projects of
potential sensitivity.
s (Collects. analyzes and reporis City s productivity indicators and performance measures,
«  Performs special projecis as assigned,
»  Auends project meetings {0 gatn project insight, and to discuss polential issues or changes to budget and
milestones.
»  Maintains and provides Development project status iformation to Counctl, Staft and Pubhie.

REVISED: 8/30:02 z22CM-Development Process Manager



Draft 2

Manages Productivity and Process limprovement program by facilitating enhanced service delivery through
analyzing, coordinating, recommending and implementing short-ranpe and strategic process improvements.

« Implements and manages functional process reviews that enhance operational efficiency and customer service,
¢ Prepares and distributes process flow charts of systemi(s) for City operations, as appropriate,
« huplements, tracks, coordinates, evaluates and integrates workload volumes and performance indicators in
accordance with the approved budget document.
+  Implements, guantifics and tracks improvements to City processes.
¢ Facilitates process improvement workshops with process owners,
e Develop process models which quangify the process performance (cyele time, resource utilization and
process cost)
¢ Reviews the impact of regulatory and procedural changes 1o existing process{es) and provide feedback to
the process-owner(s).
e Analyzes, coordinates and recommends efficient and effective utilization of resources.
o Maintains process records and files.

Performs and promotes exceptional customer service by providing customer service information and status repotts;
responding (o complainis, conducting follow-up actions: and recommending and implementing comective
PCABUIES.

e Receives, researches and responds 1o customer inquiries,
e Assists internal customers with developing extemal customer-friendly process{es).

SUPERVISORY RESPONSIBILITIES: Direct supervision of City Employees is not required of this
position. However, this position requires the ability orchestrate the actions of all City Departments by
communicating, coordinating and implementing the goals and objectives of the City Council and City Manager.

MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM ESSENTIAL JOB
FUNCTIONS: A four year degree in public administration or management and one year experience in the field; or,
an associate’s degree four years experience in project management, management Cngineering, resouice management
or tolal quality management; or six vears experience in the above identified fields at a supervisory level. MS Word
and MS Excel required, MS Outlook and MS PowerPoint desired.

ESSENTIAL DUTIES AND RESPONSIBILITIES: The following are not to be construed as an exclusive or all-
inclusive listing of skills and abilities required to perform the job. Management may delegate other responsibilities
as required,

Grants and Capital Projects’

« Develops and maintains post-emergency {(recovery and mitigation) management policies and procedures lor
the City of Destin, 1o include coordination with other units of government such as FEMA, D.C.A ., DEP,
and Okaloosa County.

e Prepares budget to control costs and aliocate funds for City grant management needs.

e Acts as authorized agent for the City of Destin 1o FEMA and DCA following a disaster, administering

documents and rectifying all Damage Survey report activities for reitnbursement purposes.
Plans, develops, organizes, and manages grant and capital program for the City.

&

s Produces correspondence, reports, charis, and forms relevant to disaster recovery administration,

e Researches, composes and produces technical documents such as grant narratives, budgets and proposals.
s Instructls and/or presents ideas, issues and projects 10 public in meetings and seminars.

s Reviews project proposals and plans to determine time frame, funding limiations. procedures for

accomplishing project, staffing requirements. and allotment of available resources to various phases of
project.

REVISED: 8:30/02 zzzCM-Development Process Manager-
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s Compleies project management of grant-related projects from budgetary submission and approval through
competitive bidding, selection, design services, and construction to completion and project closure,
including reimbursements and expenditure detail.

s Establishes work plan and staffing needs for each phase of grant and capital projects, and arranges for
assignment of project personnel by conferring with projeci staif to outline work plan and to assign duties,
responsibilities and scope of authority.

+  Directs and coordinates activities of project personnel to ensure project progresses on schedule and within
preseribed budget,

¢ Coordinates project activities with activities of government regulatory or other governmental agencies.

Special Prajects:
¢ Undertakes special projects as designated by the City Manager and produces final product.
»  Uses desktop publishing resources to create attractive and well-formatted documents for designated
projects.
¢ Researches and composes documents such as news articles, press releases, and handbooks,

REVISED:: 8/30402 2zzCM-Developiment Process Manager-



Department: 1T Department X

STAFFING REQUEST
FISCAL YEAR 2020

Account #: 015XXXX.512000 Signature Department Head
Line Hem Description: Personnel

Position Title

Justification

F1/
PT/PTT

Service / Help
IDesk Technician

The Service Desk Technician | acts as the gateway to IT Services, They
interact with our clients via phone, email and in person. They are
responsible for ensuring the timely resolution of incidents reported by the
clients. This individual will help address basic help desk requests while;
appropriately routing and escalating user requests. This individual will also
be instrumental in administering some basic Office 365 functions that wil}j
laliow the city 1o fully roll out that software package. This individual will
also help address a growing need for improved inventory tracking.

T is currently not able to fully address all help desk requests and long-
term projects. Each new employee added to payroll increases the level of
lsupport needed by IT personnel. The amount of hardware maintained by
[T continues to grow. Help Desk support in the cumrent structure is|
lpredominantly supported by GIS and the Systems and Network Specialist.
This prevents the S&NT in focusing on systems development.

Our Systems and Network Specialist as well as GIS Manager will bg
shifting most of their time in late 2019 to implementing a very
comprehensive unified community development system. This will further
reduce IT’s ability to maintain an adequate help desk function. The help
desk function is critical to the success and sustainability of oun

organization and needs a dedicated support person. The Community,
Development software package is also critical and the Systems an
Network Specialist must be able to do less help desk functions an
roperly focus their time to this critical proiect.

FT New

Attach Job Description
nd Work Measurement forms

CM approved for recommended 2020 Budget.

Lance Johnson, City Manager




City of Destin, FL
Job Description

Jab Title: Help Desk Technician
Department: City Manager

Reports To: Information Technology Manager
FLSA Status: Non-Exempt

Grade: 106

SUMMARY: Under general direction, the purpose of the position is to perform technical and analytical
work in performing installation, troubleshooting, repairing and preventive maintenance on all City IT and
Telephony systems and equipment. Employee is expected to have basic knowledge and experience of
Microsoft operating systems, telecommunication equipment, and various personal computer hardware.

The Service Desk Technician I acts as the gateway to IT Services. They interact with our clients via phone,
ematil and in person. They are responsible for ensuring the timely resolution of incidents reported by the
clients. They must document, track, monitor and communicate incident status in accordance with IT Policies
and Procedures. Through adherence to application and system documentation they fulfill service requests
from clients. They work with and support several key IT systems including Active Directory, Office 365 as
well as various database systems in the organization. They also participate in IT related projects as assigned.
The list of essential functions, as outlined herein, is intended to be representative of the tasks performed
within this classification. I is not necessarily descriptive of any one position in the class. The omission of an
essential function does not preclude management from assigning duties not listed herein if such functions are
a logical assignment to the position,

ESSENTIAL DUTIES AND RESPONSIBILITIES: The following are not to be construed as an
exclusive or all-inclusive listing of skills and abilities required to perform the job. Management may
delegate other responsibilities as required.

Administration
* Determine root cause of issues and communicate appropriately to internal and external customers.
* Develop and maintain instaliation, operations, and configuration procedures.
e  Perform daily system monitoring, verifying the integrity and availability of all hardware and
software.
Apply operating system updates, paiches, and configuration changes.
Perform ongoing performance tuning, hardware upgrades, and resource optimization as required.
Provide technical support after normal work hours when necessary.
Responsible for documenting the configuration of systems.
Maintains accurate inventory, asset information and various other asset records in accordance with
depariment policy and procedures.

5 ® & & 9

Customer Service
s  Advise management on situations that may require additional client support or escalation.
s Consistently provide excellent customer service.
+ Communicates to the customer the status of requests and incidents for technical assistance as well as
establishes a service level expectation with them.
Follow all relevant standards and procedures.
Thoroughly document incident descriptions, activifies and resolutions.
Effectively prioritize and manage multiple incidents and requests as assigned.
Responsible for providing adequate training of the end-users to ensure optimnal system performance,
resulting in superior customer satisfaction.

. & & @
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innovation
» Develop and mature Service Desk processes to ensure free flowing escalation and information within

the organization.

Project
s Participate in IT related projects as directed.
» Performs duties as assigned and necessary which are related or logical in assignment to the position.

SUPERVISORY RESPONSIBILITIES: Supervision of other city employees is not required of this
position.

QUALIFICATIONS

Education and Experience: Associate’s degree or two year technical school or college with course work
emphasis in Computer Science or Information Systems and two years progressive experience; or,
vocational/technical degree with course work emphasis in Computer Science or Information Systems and two
years progressive experience; or, an equivalent combination of education, training and expenience.

Licenses or Certifications:
XX certification desired.

Special Requirements:
None.

Knowledge, Skills and Abilities:

Knowledge of Windows platforms: MS Office 2013 and Office 363, including MS

Access and OneNote, JOS and Android platforms.

Knowledge and experience with Windows Server 2008, 2012, VMWARE, LAN/WAN.

Skill in troubleshooting hardware/software installations and training.

Skill in the use small office equipment, including copy machines or multi-line telephone systems.

Skill in using computers for data entry.

Skill in using computers for word processing and/or accounting purposes.

Ability to communicate and organize effectively.

Ability to compare and/or judge the readily observable functional, technical, structural,

compositional or identifiable characteristics (whether similar to or divergent from obvious standards)

of data, people or things.

s Ability to complete projects independently and/or in small teams in a responsible and timely manner.
Ability to read a variety of professional, technical and administrative documentation, directions,
instructions, methods and procedures.

e  Ability to produce reports with proper format, punctuation, spelling and grammar, using all parts of
speech. ‘

e Ability to learn and understand subject matter principles and techniques.
Ability to make independent judgments in absence of supervision within the scope of respective job
duties and tasks.
Ability to acquire and expound on knowledge of topics related to primary occupation.
Ability to utilize mathematical formulas; add and subtract, multiply and divide totals; determine
percentages; and determine time and weight; compute ratio and proportion; interpret graphs; perform
statistical calculations; basic use/interpretation of GIS software programming languages..
Ability to inspect items for proper length, width and shape.

¢ Ability to differentiate colors and shades of color.

s & * o o ®* 9 ¢ 8

City of Destin Updated | 1/30/16
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Ability to interact with people (staff, supervisors, general public and eiected officials) beyond giving
and receiving instructions to include tactfully mediating conflicts and achieving positive resuits.
Ability to perform under maximum stress when confronted with short deadlines, heavy workloads,
conflicting interests and high customer demand.

PHYSICAL REQUIREMENTS: The physical demands described here are representative of those that must
be met by an employee to successfully perform the essential functions of this job. This position will require
the employee to routinely lift or carry boxes of records weighing up to 50 pounds and to routinely
ascend/descend a step ladder for placement or retrieval of records on shelving up to 7 feet. Must be physically
able 10 operate a variety of essential job related machines and office equipment. Must be able 10 move or
carry essential job related objects or materials. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

CAREER DEVELOPMENT:

* *» * 9

Continuing Education (seminars, job-related coursework at post-secondary institutions, continuing
education credits/CELs)

Training (Either as participant or trainer)

Involvement in relevant professional or technical associations

Serving on city committees

Volunteering to take responsibility for special projects, cross training

The City has the right to revise this description at any time. This
description does not represent in any way a contract of employment.

Employee Signature Supervisor Signature Date
Employee Signature Supervisor Signature Date
Employee Signature Supervisor Signature Date

City of Destin Updated 11/30/16



STAFFING REQUEST

FISCAL YEAR 2020
Department: Library X
Account #:  OI5XXXX.512000 Signature Department Head
Line Item Description: Personnel
Position Title Justification FT/PT/PTT

Over the past 9 months, we have had a turnover of 3 PT staff who
feft for FT positions. FT positions tumover rate is much lower. The New FT

most recent FT staff hire was in January of 2016. This will cut down

on costs to continually fist, interview, hire and train new staff. (convert I PT to 1 FT)

Library Assistant

The trend for libraries is programming and outreach. For FY2018
44% of iibrary programs were conducted by non-library employees.
in order to meet programming demands, 1 need to teallocate staff
and adjust job duties. Many of these duties are more complex and
need fo be allended to daily which PT staff cannot accommodate.
PT staff hours are foo limited to alfow for planning and program
presentation, nor are PT staff rained and developed o do
programming.

Reclassifying Will's position to a children’s librarian and Megan’s
posifion {0 a programming specialist will leave some gaps in the
workload for circulation and adminisiration duties.

One of the gaps Is in meeting room coordination. In FY2018 the
library booked close to 1000 room ressrvations for the year. Many
of these bookings require the rooms to be sef-up and taken down
sometimes more than once per day. The library needs a dedicated
person who is here more than part fime to coordinate the running
of the meeting rooms.

Attach Job Description
And Work Measurement forms

CM approved for recommended 2020 Budget.

Lance Johnson, City Manager



FY20 WORK MEASUREMENT STAFFING FORM

DEPT: Library POSITION TITLE: Library Assistant (PT to FT - ReClass)
Frequency of Occurrence Co:::tr:rion
Task/Responsibilies S;?f;,g:;l? g E: m A?r?:eg“ (Day=2090 | Monthly
or Month or Year) {in Hours) ;f::;:jfa' Manhours
Qtr=.333.
Year=.083)
} Prcp:if‘cs as\nze.rials I:nr teanster 1o utl-\cr fibrarics & checks-in and processess 1 Weak 25 4348 92,61
magerihs yeevived from oghey, hilyarics
2 |Maintains Library patron segisteation information 3 Week 1 4.348 13.044
3 JAssiat with st aining and process spdites 2 month 2 1 4
4 jOversee Jostand damaged tams, overdue notizes, and phone calis 2 month 4 1 8
5 [Coordiates with AARP fin x aid asd orders tax fooms 5 year 5 0.083 2075
6 Manages donated flems 1 Week 1 4,348 4.348
7 U oordinates toting ant displys 2 Momh 3 1 6
B Ovarsces Magasine subsoiptions 1 Week 1 4.348 4348
9 [Maintains Botletin Board and iers able 2 Montt: 1 1 2
) [Manages mecting rooms 4 Week i 4.348 17.392
11 [Comms money & nrepairs deposig 5 week 0.5 4.348 10.87
12 1Shelves manerials 2 weeh 0.3 4.348 4.348
13 [wouks Circulation Desk 5 woeh 3 4.348 108.7
14 0
15 0
16 4]
i7 0
I8 ]
3 o
20 0
2] 0
22 0
23 o
24 0
25 0
26
27
28
29
30
31
32
33
34
35 Totat Work 217.7
Annual Manhours 2612.82
Available Annual Manhours 1864
Positions 1.40

VAHRIRESTRICTED\Budget\Budget FyY20\Staffing\Department Forms\LiIB Work Measurement Form fi. Lib Assist



STAFFING REQUEST
FISCAL YEAR 2020

Department: Library Wen Livingston
Account #:  01SXXXX.512000 Signature Department Head
Line Item Description: Personnel

Position Title Justification FT/ PT/PTT

Summer of 2018 we offered STEAM classes for grades 1 -4,
Technology Because of the demand, the library had to double the classes
[Programming om 1 day a week to 2 days a week, A total of 143 children
Specialist rticipated in hands on STEAM activities last year.

The Library started Coding classes for teens two years ago.
Currently, the coding classes are full at each session. Parents
sk for coding classes and STEAM programming for younger
hildren, but we haven't been able to accommodate the
emand.

Media lab is underutilized because we don’t have the staff
ucate patrons to use the equipment

in a typical work week, Megan will assist 2 to 3 patrons a day
ith technology help.

'@ are nol doing any programming outreach to adult care
acilities, woman's abuse shelter, schools and other places in
Destin who do not have access 1o library services.

e offer limited library led programming for adults. 44% of
ur programs are planned and hosted by volunteers and the
riends Guild.

Attach Job Description
And Work Measurement forms

CM approved for recommended 2020 Budget.

Lance Johnson, City Manager



City of Destin, FL.
Job Description

Job Title: Technology Programming Specialist

Department: Library

FLSA Status: Non-Exempt

Grade: 106

SUMMARY: Under the direction of the Library Director; this posilion supports the library in the

coordination and presentation of STEAM based programming, patron technology instruction, and aid. Plans,
presents, and measures success as well as manages all resources and supplies needed to fulfil programming
goals. Coordinates with the youth services librarian for children’s STEAM programming. Provides outreach
to the community and establishes partnerships to support the library’s mission. Trains library and City of
Destin staff on technology equipment and applications. Oversees the computer and media labs.

ESSENTIAL DUTIES AND RESPONSIBILITIES: The following are not to be construed as an
exclusive or all-inclusive listing of skills and abilities required 1o perform the job. Management may
delegate other responsibilities as required.

" & ¢ ¢ 0@
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Demonstrates commitment to Team Destin and our mission, vision, values and goals and represents
the city in a professional, dignified manner at all times both in actions and appearance.

Contributes 1o the development and accomplishment of home teamwork-plans.

Develops, plans, coordinates, and presents STEAM programming for children and teens to meet the
goals of the library.

Serves as liaison with external agencies, activities or function to promote to promote library
services.

Builds effective working relationships with, city leaders, other city staff, citizens, and agencies.
Works the technology desk for walk-up computer and technology assistance.

Plans and provides technology training for library and City of Destin staff.

Develops, plans and provides technology classes for adults.

Participates in the maintenance of a calendar of activities, meetings, and various events for assigned
staff; coordinates activities with other city departments, the public and outside agencies.

Maintains the library’s webpage, social media, slide show monitor and compiles the weekly report.
Coordinates and oversees {een volunteers.

Keeps current on public library STEAM and programming trends.

Backs up/fills in for library circulation desk.

Oversees computer and media lab. Oversees and coordinates care and maintenance of equipment.
Plans and attends community outreach events.

Research grant opportunities, gathers documentation and produces grant narratives, prepares gran!
applications,

Ensures compliance with retention requirements for all grant records.

Creates and updates strategic plans and goals for programming.

Conducts surveys and collects data to determine programming needs and effectiveness of services
provided. Maintains performance measures/activity reports.

Responds to inquiries and information requests, resolves routine and complex issues.

Selects, orders, maintains and inventories materials for programming.

Creates library fliers and other promotional materials.

Participates in collection development.

Performs other related duties as assigned.
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SUPERVISORY RESPONSIBILITIES: Supervision of other city employees is not required of this
position. Support/Coordination of other City staff such as; Information Technology Manager, Public
Information Manager and Library Director, and other Library department staff.

QUALIFICATIONS

Education and Experience:

High school diploma; supplemented by college level coursework; one year experience working in public
libraries with demonstrated program development skills. An extensive knowledge of technology trends and
services. Google Certified Trainer certificate or other technology trainer certificate a plus. Position requires
excellent oral and written communication skills, ability to work with the public, and familiarity with library
databases. Or any equivalent combination of education, training, and experience which provides the requisite
knowledge, skills and abilities for this job.

Licenses or Certifications:
None

Special Reguirements:
None.

Knowledge, Skills and Abilities:

¢ Knowledge of Microsoft Office, software including PowerPoint, Publisher and Excel.

* Knowledge of the operation computers, handheld devices and other types of technology equipment.

* Ability to communicate with people from all walks of life in a clear and professional manner;
maintain constructive working relationships; to convey or exchange information, and to maintain
constructive exchanges with individuals that may be upset and/or emotional.

Ability to speak in public.

Ability to provide good customer service.

Ability to function independently in 2 multi-task situation.

Ability to solve practical problems.

Ability to interpret a variety of instructions in written and oral form and apply content to training,
Ability to instruct/train staff/public on individual/group basis.

Ability to communicate and organize and plan effectively.

Abihity to compare and/or judge the readily observable functional, technical, structural,
compositional or identifiable characteristics (whether similar to or divergent from obvious standards)
of data, people or things.

Knowledge of scanning software and equipment.

Skill in research.

¢ & & & ¢ & 0 @»

PHYSICAL REQUIREMENTS: Must be able to lift and move up to 25 pounds, push a book truck and
shelve books. Must be physically able to use a variety of office equipment. Must be able to move or carry
essential job-related objects or materials, Reasonable accommodations may be made to enable individuals

with disabilities to perform the essential functions.

CAREER DEVELOPMENT:
* Continuing Education (seminars, job-related coursework at post-secondary institutions, continuing
education credits/CELU’s)

s  Training (Either as participant or trainer)
Involvement in relevant professional or technical associations
Serving on city committees

City of Destin Updated 06/20/2019
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s Volunteering to take responsibility for special projects, cross training

The City has the right 1o revise this description at any time. This
description does not represent in any way a contract of employment.

Employee Signature Supervisor Signature Date
Employee Signature Supervisor Signature Date
Employee Signature Supervisor Signature Date

City of Destin Updated 06/20/2019



FY20 WORK MEASUREMENT STAFFING FORM

DEPT: Library POSITION TITLE: Technology Programming Specialist
Frequency of Occwrence Co::;r::on
Task/Responsibilities EH%':"{::%?Z)E OE:E:;Z A‘::;Be é?ay‘:iﬁi; Monthly
or Month or Year) (in Hours) :;:mm': 1, * ¢+ Manhours
Qir=.333,
# of Times. Year=083)

i ;;::\u:,;l;]l‘z“;::}.‘:\“h external agencies. sclivities or functions W promote the 2 month 5 1 4

2 | o ihs it oo e e ‘ month |2 ‘ i
3 {Wark rechmology desk Tor walk-up compuler and echnology assistance 5 week 2 4.348 43.48
4 jProvide waining for Library and ity of Dostin stal¥ 4 year 3 0.083 0.696
S [Provide technology elasses for adudt patrons and anow birds 2 month 2 1 4

6 | Pravide wehnokay classes for childeen and wens 4 month 2 1 8

T [Matntain heary's social mredia, web page. shide show maontior sad weekly repor 3 week 2 4.348 26.088
8 oondmaie and oversee wen vohuileers and advisory board 4 month 9 1 &

g |Patticipate on ity work teams i mionth 2 i 2

10 Provide collection development for Y AL videoa and video gamos 4 month 4 1 16
L pReep cuent on pablic Bbhrary wechuology and STEAM vends 2 month 1 t 2

12 |V ek Cirenlation desk backup 6l in for haches 3 week 1 4.348 13.044
13 JOversec open Iab howrs for media b 2 weaek 3 4.348 17.392
14 1Plan and provide vutreach progrims 3 month a 1 o]

IS {Pian and maploment teen summer reading chih snd programs 1 year &0 0.063 4.88
16 {Phan and inplement summier STEAM progroms 1 year 60 $.083 488
17 1Research and wriie gramy 2 year 4 0.083 0.664
18 Jversee hasic techholngy epdtes 1 week 2 4.348 8.666
19 ;;Z:‘;l:;‘;::::‘:|1d;l‘Lﬁ strategic plans and goals for Ebeary teehnology p year o 0083 0.664
20 ("omim."ls SUIVEYS. nh':clings afui (Isiiwr i]I}ﬁ)mmlinn githeermg methods 1w P year 2 0087 664

defermine programming and seivices nocds

21 | Seleets. onders. and mventories materiady {5 prograniming 1 qtr 3 0.333 0.99¢
22 {Creste Hwary e and other prinnotial materials 4 maonth 1 1 4
23 o
24 ¢}
15 0
26 v}
27
28
29

30

3t

32

33

34

35 Total Work 187.6

Annual Manhours 2251.764

VAHRRESTRICTED\Budget\Budgst FY20\Staffing'Depariment Forms\LiIB Work Measurement Form tech program spec



FY20 WORK MEASUREMENT STAFFING FORM

DEPT: Library POSITION TITLE: Technology Programming Specialist
Fregquency of Occurrence Co::;r::on
Task/Responsibilities (How Often Cone: Example: | average | (Daye20.91. | pomth
g Times Per Day or Week |  tymg | week=4.34s, y
or Month or Year) (in Hours) Month=1, Manhours
Available Annual Manhours| 1864
Positions 1.21

-

VMHRWRESTRICTED\BudgetiBudget FY20\Staffing\Department Forms\LiB Work SMeasurement Form tech program spec



STAFFING REQUEST
FISCAL YEAR 2020

Department/PDP#: Parks & Recreation
Account #: 015xxxx.512000 Signature Department Head
Line Item Description: Personnel

Position Title Justification FT/ PT/IPTT
FT
Recreation Assistant Il {1) For Morgan’'s Sports Complex (new position)
. . ) " FT
IMaintenance Technician (1) For Parks Maintenance division {(new position)
Recreation Program Coordinator, Reclassify one existing position; 50 that in the absence Reclass
Lead of & supervisor this position may lead and direct staff.
(1 existing)
Reclassify one existing position; so that in the absance Reclass
[Maintenance Technician, Lead of a suparvisor this position may lead and direct staff.
(1 axisting)

INOTE 1 - Enter: FT for Fuli-Time, PT for Part-Time, PTT for Part-Time Temporary
NOTE 2 - Attach Job Deseription And Work Measurement forms

CM approved for recommended FY2020 Budget.

Lance Johnson, City Manager

VAHR\RESTRICTED\Budget\Budget FY20\Staffing\Department Forms\Rec Staffing Justification.Doc



STAFFING REQUEST
FISCAL YEAR 2020

Department/PDP#: Public Services
Account #: 015xxxx.512000 Signature Department Head

Line Item Description: Personnel

Position Title Justification FT/PT/PTT
' FT
Stormwater Maintenance Tech (1)  |Reguired as part of the NPDES implementation
Drogram
; - . . . . FT
JMaintenance Technicians (4) Depariment is taking over the median maintenance
Contract and will be completing the work in-house.
IMaintenance Technicians (3) Department request to complete minor concrete FT
Repairs in-house — majority of which will be sidewalk
and drainage items
[Mechanic (1} Deopartment requests a second mechanic for use in FT

llmplemenﬁng a training program for all technicians

In proper operation. Additionally, it will give us the
oppotunity to retum disabled vehicles to operational
status much quicker. We have a larger fiset and many
more equipment pieces than ever before. We utilized 2
mechanics in the past (prior to 2008).

NOTE 1 - Enter. FT for Full-Time, PT for Part-Time, PTT for Part-Time Temporary
NOTE 2 - Attach Job Description And Work Measurement forms

CM approved for recommended FY2020 Budget.

Lance Johnson, City Manager

V:\HR\RESTRICTED\Budget\Budget Fy20\Staffing\Department Forms\PS Staffing Request FY20 Maini Tech.Dot



TBD

City of Destin, FL

Job Description

Job Title: Maintenance Technician

Depart

ment: Public Services

FLSA Status: Non-Exempt

Grade:

104

SUMMARY: Maintains ail City properties by performing maintenance duties necessary to keep buildings and
facilities in operating conditions. Work may involve minor plumbing, carpentry, electrical, mechanical and
preventive maintenance. Other duties relating to right-of-ways, parks, and grounds maintenance may be required
on occasion.

ESSENTIAL DUTIES AND RESPONSIBILITIES: The following are not to be construed as an exclusive or
all-inclusive listing of skills and abilities required to perform the job. Management may delegate other
responsibilities as required.

*e ® 5 »

Drives truck and controls movement of lifting apparatus.

Positions forks, boom, lifting buckets, or other lifiing device under, over, or around ioaded pallets, skids,
boxes, products, or materials or hook-up truck trailer hitches to trailer, and transports load to designated
area.

Checks all invoices for city compliance (i.e. employee signature, no tax added, etc}.

Assists with minor repairs on equipment including lubricating trucks, recharging batteries, filling fuel
tanks, replacing Hquefied gas, changing oil.

Cuts lawns and trims/edges around sidewalks, flowerbeds, walls, and fences.

Prunes shrubs and wrees 1o include removal if necessary to shape and improve growth or removes
damaged leaves, branches, or twigs.

Rakes and bags leaves, cleans grounds and removes litter and debris.

Shovels sand and dirt from walks and driveways; makes minor concrete and improvements to walks and
curbs; and asphalt repairs and improvements on roadways.

Plants grass, flowers, trees, and shrubs and waters plants and lawns.

Paints fences, outbuildings, bathrooms, and other city owned property and buildings (interior and
exterior).

Repairs fences, gates, walls, floors and roofs.

Researches catalogues for materials and equipment.

Performs minor carpentry and masonry projects and repairs to City owned facilities, such as repair
gutters, shutters, handrails, windows and doors,

Cleans out ditches, culverts and removes sand from boat launching areas in order to provide adequate
depth.

Observes and reports hazardous conditions such as missing traffic signals or signs, and street markings
that need 1o be repainted.

Cleans facilities at parks, recreation sites and all city owned and leased facilities.

Performs minor road maintenance.

Sharpens tools such as weed cutters, edging tools, and shears.

Makes minor repairs on equipment such as lawn mower, spreader, and miscellaneous lawn care tools and
equipment,

Revised 4/9/19

1



TBD 2

» Inspects and makes minor repairs and adjustments to heating and cooling systems; plumbing and
electrical systems and appliances; and sprinkler systems,

» Performs maintenance activities on utility system to provide continuous supply of heat, steam, electric {
power, gas, or air required for facility operations.
Recommends measures to improve operations and conditions of machines and equipment.
Informs supervisor of tools, equipment and supplies required for maintenance operations.
Remains “on call” duty status on a 24-hour basis, 7 days per week to respond to Public Services related
issues.

¢ Demonstrates commitment to Team Destin and our mission, vision, values and goals and represents the
city in a professional, dignified manner at all times both in actions and appearance.
Contributes to the development and accomplishment of home team work-plans.
Performs other related duties as assigned.

SUPERVISORY RESPONSIBILITIES: Supervision of other city employees is not required of this position.
QUALIFICATIONS

Education and Experience: High School Diploma and one (1) year of work experience involving maintenance
of grounds and facilities.

Licenses or Certifications:
Valid Florida CDL. Class “B” driver’s license, CPR certification, FDOT Flagger certification, and SCUBA

certification desired.

Special Requirements:
None. {

Knowledge, Skills and Abilities:
* Knowledge of general construction blueprints, minor road repair, water drainage systems, building

maintenance, excavation, and lawn maintenance.

Skill in the use small office equipment, including copy machines or multi-line telephone systems.

Skill in using computers for data entry.

Ability to communicate and organize effectively,

Ability to compare and/or judge the readily observable functional, technical, structural, compositional or

identifiable characteristics (whether similar to or divergent from obvious standards) of data, people or

things.

*  Ability to communicate with people to convey or exchange professional information.

¢ Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and
procedural manuals.
Ability to produce reports with proper format, punctuation, spelling and grammar, using all parts of speech,
Ability to define problems and deal with a variety of concrete variables in situations where only limited
standardization exists.

e Ability to interpret a variety of instructions furnished in written, oral, diagram and schedule form.

o Ability to utilize mathematical formulas; add and subtract, multiply and divide totals; determine
percentages; and determine time and weight and interpret same as may be appropriate.
Ability to inspect items for proper length, width and shape,
Ability o differentiate colors and shades of color.
Ability to interact with people (staff, supervisors, general public and elected officials) beyond giving and
receiving instructions to include tactfully mediating conflicts and achieving positive results.

¢ Ability to perform under maximum stress when confronted with short deadlines, heavy workloads
conflicting interests and high customer demand.

* o » »

Revised 4/9/19



TBD 3

PHYSICAL REQUIREMENTS: The physical demands described here are representative of those that must be
met by an employee to successfully perform the essential functions of this job. Must be physically able to operate a
variety of essential job related machines and office equipment. Must be abie to move or carry essential job related
objects or materals,

While performing the duties of this job the employee is regularly required to talk and hear. The employee
frequently is required to sit and taste and smell. The employee is occasionally required to stand; to walk, to use
hands to finger, handle, or feel; reach with hands and arms; climb or balance; and stoop, kneel, crouch or crawl.
The employee must occasionally lift and/or move up to 100 pounds. Specific vision abilities required by this job
include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

While performing the duties of this job the employee is regularly exposed to moving mechanical parts, fumes, or
airborne particles, and risk of electrical shock. The employee is frequently exposed to high, precarious places, toxic
or caustic chemicals, extreme heat, and vibration. The noise level in the work environment is usually loud.

CAREER DEVELOPMENT:
¢ Continuving Education (seminars, job-related coursework at post-secondary institutions, continuing
education credits/CEU’s)
Training (Either as participant or trainer)
Invoivement in relevant professional or technical associations
Serving on city committees
Volunteering 1o take responsibility for special projects, cross training

* & o @

The City has the right to revise this description at any time. This
description does not represent in any way a contract of employment,

Employee Signature Supervisor Signature Date
Employee Signature Supervisor Signature Date
Employee Signature Supervisor Signature Date

Revised 4/9/19
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