
Bryant City Council
Regular Meeting

January 31st, 2017
Boswell Municipal Complex-City Hall Courtroom

AGENDA

INVOCATION

PLEDGE OF ALLEGIANCE

CALL TO ORDER

Approval Of Minutes
Approval of the Minutes for December 20th 2016 Regular City Council meeting and the 
2017 Special City Council Meeting on January 3rd. 

12 20 2016 Unapproved Regular Council Minutes.pdf
1 3 2017 SPECIAL Minutes.pdf

COMMITTEE And COMMISSION REPORTS

ANNOUNCEMENTS And PRESENTATIONS

State Of The City Address 
Mayor Jill Dabbs Presenting 

Bryant Fire Department
Presenter: JP Jordan, Fire Chief

Retirement Presentation for Lt Daniel Weger

Recognize the 2016 Firefighter of the Year and the Lifesaver Awards

DEPARTMENT REPORTS

l Department Reports are given on a quarterly basis unless otherwise requested

PUBLIC COMMENTS

l Public Comments should be limited the three (3) minutes per speaker 

OLD BUSINESS

NEW BUSINESS

Finance Department
Presenter- Joy Black Finance Director

1. Presentation and Approval of the 2016 December Year to Date City Financial
Report (see attachments )

2. Resolution - A Resolution Providing for the Adoption of an Amended Budget for the 
City of Bryant for the twelve month period beginning January 1, 2016

and ending December 31, 2016 (see attachment)

MTDDECREP.pdf
BUDADJLIST.pdf

Human Resources
Charlotte Rue Presenting, Human Resources Director

Job Descriptions for Approval:

Parks - Charlotte Rue/Chris Treat Presenting
3. Resolution - Resolution Regarding an updated position description and compensation 
plan for the City of Bryant - Assistant Aquatics Coordinator 

Public Works - Charlotte Rue/Mark Grimmett Presenting
4. Resolution - Resolution regarding an updated position description and compensation 
plan for the City of Bryant - Wastewater Pumps and Controls Manager

5. Resolution - Resolution regarding added headcount to the Construction/Project 
Coordinator position.  

Resolution - Assistant Aquatic Coordiantor.pdf
Assistant Aquatics Coordinator - Proposed 2016.pdf
Resolution - Wastewater Pumps and Contol Manager.pdf
WW Pumps and Control Manager - proposed 1-17.pdf
Resolution - Construction Project Coordinator.pdf
Construction-Project Coordinator.pdf

Parks Department
Presenter: Chris Treat, Parks Director

6. Central Arkansas Soccer Club Use Agreement - recommended by Parks Committee 

CASC2017.pdf

Planning Department
Presenter - Truett Smith, Assistant Planning Director

7. Ordinance - Emergency Clause - An Ordinance Vacating a Water and Sewer 
Easement Within the Benjamin Grove Subdivision and Declaring an Emergency.

Ordinance vacating easement Benjamin Grove.pdf

MAYOR COMMENTS

COUNCIL COMMENTS

ADJOURNMENT

210 SW 3rd St. 

Bryant. AR 72022
(501)943-0999

Documents:

Documents:

Documents:

Documents:

Documents:
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Bryant City Council  

Regular Meeting 
December 20th, 2016 

Boswell Municipal Complex-City Hall Courtroom 
 
 

APPROVED MINUTES 
 
 
 

  
 INVOCATION – Alderman Rob Roedel 

 CALL TO ORDER – By Mayor Jill Dabbs at 7:07pm 

 PLEDGE OF ALLEGIANCE 

 
ROLL CALL: Present:  Alderman Higginbotham, Billingsley, Miller, Henson, Permenter, Roedel.  
                     Absent:    Alderman Long and Gladden.  
  
Approval of Minutes 
Approval of the November 29th 2016 Regular City Council Minutes.  

Action taken: Motion to approve by Alderman Henson, seconded by Alderman Billingsley.  
Voice vote 6 yeas and 2 nays – absent Alderman Long and Gladden  
  
COMMITTEE and COMMISSION REPORTS 
NONE 

 ANNOUNCEMENTS and PRESENTATIONS 
  
Police Department: Award Presentation - Chief Mark Kizer presenting  

 Stubby – the Police Dog – Retiring for health issues. 

 Alderman Roedel read presentation for Travis Wood declaring March 11th Travis Wood day.  
  

 Retirement Presentation Presenter - Mayor Jill Dabbs 
Retirement Presentation for Tina Davis  

  
DEPARTMENT REPORTS,   
 

 Mark Grimmett, Public Works Director Presenting  
   

 Update on Bryant Parkway 
 
Joy Black, Finance Director Presenting  
 

  Update on Bond Projects - Parks and Fire 
  
PUBLIC COMMENTS 
NONE 

OLD BUSINESS 
NONE 



 
NEW BUSINESS 
Finance Department    Presenter- Joy Black Finance Director 
 
Presentation and Approval of the 2016 November Year to Date City Financial Report  
 
Action taken: Motion to approve by Alderman Permenter, seconded by Alderman Higginbotham.  
Voice vote: 6 yeas and 2 nays- absent Alderman Long and Gladden. Passed 
 
Resolution - A Resolution Providing for the Adoption of an Amended Budget for the City of Bryant  
for the twelve-month period beginning January 1, 2016 and ending December 31, 2016. 
 
Action taken: Motion to approve by Alderman Higginbotham, seconded by Alderman Billingsley.  
Voice vote: 5 yeas and 3 nays- Alderman Miller and absent Alderman Long and Gladden. Passed 
RESOLUTION 2016-42 
 
Resolution Providing for the Adoption of a Budget for the City of Bryant for the twelve-month period 
beginning January 1,2017 and ending December 31, 2017. 
 
Action taken: Motion to approve with these changes $15,000 Boys and Girls Club, $10,000 Seniors, 

$2,000 Keep Bryant Beautiful, Freeze – IT Director $108,453k, Add Project Implementation manager 
position, $70k, Freeze Planning Director $75k, Misc Exp. $150k, Travel & Training $10k, Until council 
has a workshop. by Alderman Miller, seconded by Alderman Roedel for discussion.  
Rescinded by Alderman Miller.  
 
Motion made to Give $15,000 Boys and Girls Club, $10,000 Seniors, $2,000 Keep Bryant Beautiful, 

by Alderman Miller, seconded by Alderman Henson. Voice vote: 2 yeas and 6 nays – Alderman 

Miller, Henson, Higginbotham, Billingsley, absent – Alderman Gladden and Long.   Failed 

 

After much discussion: 
Motion to approve as is with a review in six months by Alderman Roedel, seconded by Alderman 
Billingsley. Voice vote: 6 yeas and 2 nays – Absent Gladden and Long.  Passed. 
RESOLUTION  2016- 43 
 
Department Head Report Attachment - Affidavit of: Butch Higginbotham and Joe Thomas 
Destruction of City Records per A.C.A 14-59-114. 
 
No action taken – Informational purpose only. 
  
Human Resources  Charlotte Rue Presenting, Human Resource Director  
 
Resolution - Resolution to Adopt Amended Training Captain Hours for Bryant Fire Department- 
Job Descriptions for Approval. 
 
Action taken: Motion to approve by Alderman Billingsley, seconded by Alderman Higginbotham.  
Voice vote: 6 yeas and 2 nays-absent Alderman Long and Gladden.  Passed  RESOLUTION 2016-44 
 
Finance - Charlotte Rue/Joy Black 
Resolution - Regarding an updated position Description and Compensation plan for the City of 
Bryant - Finance Coordinator. 
 



Action taken: Motion to approve by Alderman Roedel, seconded by Alderman Billingsley.  
Voice vote: 6 yeas and 2 nays-absent Alderman Long and Gladden.  Passed  RESOLUTION 2016-45 
 
Admin - Charlotte Rue 
Resolution - Resolution Regarding an updated position Description and Compensation plan for the 
City of Bryant - Legal Assistant/Mayor's Secretary. 
 
Action taken: Motion to approve by Alderman Billingsley, seconded by Alderman Permenter.  
Voice vote: 5 yeas and 3 nays- Alderman Henson, absent Alderman Long and Gladden.  Passed   
RESOLUTION 2016-46 
 
Parks Department   Presenter: Spencer McCorkel 
Ordinance Authorizing Lease of Kubota Tractor; Waiving Competitive Bidding; Declaring an 
Emergency; and for Other Purposes.  
 
Action taken: Motion to suspend the rules and read the first, second and third reading by title only by 
Alderman Higginbotham, seconded by Alderman Roedel. Roll call vote: 6 yeas and 2 nays – absent 
Alderman Long and Gladden. Passed.  Ordinance read by Clerk Ashcraft.  

Motion to adopt by Alderman Roedel, seconded by Alderman Higginbotham. 5 yeas and 3 nays – 
Alderman Roedel, absent Alderman Long and Gladden. Passed  
 
Motion to approve and Emergency Clause by Alderman Permenter seconded by Alderman Billingsley 
Roll call vote: 5 yeas and 3 nays- Alderman Miller, absent - Alderman Gladden and Long.  
Ordinance 2016-32 
  
MAYOR COMMENTS 

 Merry Christmas to everyone.  

 Have a Great New Year. 

 Swearing in January 3, 2017 

  
COUNCIL COMMENTS 
Alderman Permenter – Regret missing the last meeting due to illness.  

  
ADJOURNMENT 

Motion made to adjourn by Alderman Roedel seconded by Alderman Higginbotham.  

Motion carried by all.  

Time: 8:08 pm 

 

________________ 

Mayor Jill Dabbs 

 

ATTEST 

__________________  

City Clerk Sue Ashcraft 



Bryant City Council  
SPECIAL Meeting 
January 03, 2017 

Boswell Municipal Complex-City Hall Courtroom 
 
 
 
 

UNAPPROVED MINUTES 
 

Swearing in Ceremony 
Swearing in of Newly Elected Alderman and Returning Elected Officials. 

  
INVOCATION- Alderman Roedel 
  
PLEDGE OF ALLEGIANCE 
  
NEW BUSINESS 

 Mayor stated that roll call has been established by the swearing in ceremony.  

  
Legal Department 
 
Adoption of Resolution governing meeting times and dates for City Council for the remainder of the 
calendar year.  

Action taken: Motion made by Alderman Miller with an amendment, seconded by Alderman Gladden.  

Voice vote: 8 yeas and 0 nays. Passed.  RESOLUTION 2017-01 

 
ADJOURNMENT: 
Motion to adjourn by Alderman Roedel, seconded by Alderman Miller. Voice vote carried, 0 nays. 
Time: 7:21pm. 
 

 

 

 

 

___________________  

Mayor Jill Dabbs 

 

 

ATTEST 

 

____________________  

City Clerk Sue Ashcraft  





























































































































































































RESOLUTION NO. 2017 - ________ 

 

RESOLUTION REGARDING AN UPDATED POSITION DESCRIPTION AND 

COMPENSATION PLAN FOR THE CITY OF BRYANT 

 

WHEREAS, The City Council of the City of Bryant desires to adopt the updated position 

description and compensation plan for said position; 

NOW THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF 

BRYANT, ARKANSAS THAT: 

Section 1. The City Council of the City of Bryant hereby adopts the attached position description 

for Assistant Aquatic Coordinator 

Section 2. The salary range of the Assistant Aquatic Coordinator shall be as follows, depending 

on experience: 

 

Minimum Midpoint Maximum 

$31,903.69 $39,879.61 $47,855.53 

 

PASSED AND APPROVED this __________day of _____________, 2017. 

 

 

      APPROVED: 

 

 

      ________________________________ 

      Jill Dabbs, Mayor 

 

ATTEST:     Approved as to Form: 

 

 

________________________________ ________________________________ 

Sue Ashcraft, City Clerk   Richard Chris Madison, Staff Attorney 

 



City of Bryant 
Assistant Aquatics Coordinator - Proposed 2016 
Job Description 
 
Job Code:  3000 

Exempt:  No 

Department: Parks 

Reports To Aquatic Coordinator 

Location: Bishop Park 

Date Prepared: November 05, 2009 

Date Revised: January 18, 2017 
 
GENERAL DESCRIPTION OF POSITION 
Under the direction of the Aquatic Coordinator, this position will assist the daily operations and 
maintenance of the facility.  This person will also assist in the planning, supervision, and evaluation of 
aquatics services to meet the community needs and departmental goals and objectives. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
1. Assist with the supervision of the Aquatic Center Staff. 
 
2. Assist with hiring and scheduling of lifeguards and other operational duties. 
 
3. Schedules group events and promotional activities at Bishop and Mills Park pools. 
 
4. Assist with programs offered at the Aquatic Center and Mills Park Pool. 
 
5. Assist with Community Center programming, front desk duties, and event set-ups. 
 
6. In absence of the Aquatic Coordinator, must assume those duties. 
 
7. Provide training to the pool staff. 
 
8. Assist with advertising and promotional activities associated with the Aquatic Center. 
 
9. Respond to public inquiries and customer concerns. 
 
10. Enforce safety rules and encourage safety application for employees set by the City of Bryant. 
 
11. Assist with leading in house aquatics recreational and competitive programs. 
 
12. Perform any other related duties as required or assigned. 
 
QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty mentioned 
satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability 
required. 
 
EDUCATION AND EXPERIENCE 
Knowledge of a specialized field (however acquired), such as basic accounting, computer, etc. 
Equivalent of four years in high school, plus night, trade extension, or correspondence school 



specialized training, equal to two years of college, plus 2 years related experience and/or training, and 
12 to 18 months related management experience, or equivalent combination of education and 
experience. 
 
COMMUNICATION SKILLS 
Ability to read and understand simple instructions, short correspondence, notes, letters and memos; 
Ability to write simple correspondence. Ability to read and understand documents such as policy 
manuals, safety rules, operating and maintenance instructions, and procedure manuals; Ability to write 
routine reports and correspondence. Ability to effectively communicate information and respond to 
questions in person-to-person and small group situations with customers, clients, general public and 
other employees of the organization. Ability to read, analyze, and understand general 
business/company related articles and professional journals; Ability to speak effectively before groups 
of customers or employees. 
 
MATHEMATICAL SKILLS 
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 
percentages, area, circumference, and volume. Ability to apply concepts such as fractions, ratios, and 
proportions to practical situations. 
 
CRITICAL THINKING SKILLS 
Ability to solve practical problems and deal with a variety of known variables in situations where only 
limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, or 
diagram formats. 
 
REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS 
First Aid Certified, CPR Certified, CPO and/or AFO Certified, Lifeguard Certified. 
 
PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS 
Bachelor's Degree in related field, USA Swimming and/or AAU Coaching Certified 
 
SOFTWARE SKILLS REQUIRED 
Intermediate: Spreadsheet 
Basic: 10-Key, Accounting, Alphanumeric Data Entry, Contact Management, Database, Human 
Resources Systems, Payroll Systems, Presentation/PowerPoint, Word Processing/Typing 
 
 
INITIATIVE AND INGENUITY 

SUPERVISION RECEIVED 
Under direction where a definite objective is set up and the employee plans and arranges own 
work, referring only unusual cases to supervisor. 
 
PLANNING 
Considerable responsibility with regard to general assignments in planning time, method, manner, 
and/or sequence of performance of own work; may also occasionally assist in the planning of work 
assignments performed by others within a limited area of operation. 
 
DECISION MAKING 
Performs work operations which permit frequent opportunity for decision-making of minor 
importance and also frequent opportunity for decision-making of major importance, either of which 
would affect the work operations of small organizational component and the organization's 
clientele. 

 



MENTAL DEMAND 
Close mental demand. Operations requiring close and continuous attention for control of operations. 
Operations requiring intermittent direct thinking to determine or select the most applicable way of 
handling situations regarding the organization's administration and operations; also to determine or 
select material and equipment where highly variable sequences are involved. 
 
ANALYTICAL ABILITY / PROBLEM SOLVING 
Moderately structured. Fairly broad activities using moderately structured procedures with only 
generally guided supervision.  Interpolation of learned things in somewhat varied situations. 
 
RESPONSIBILITY FOR WORK OF OTHERS 
Carries out supervisory responsibilities in accordance with the organization's policies and applicable 
laws.  Responsibilities may include but not limited to interviewing, hiring and training employees; 
planning, assigning and directing work; appraising performance, rewarding and disciplining employees; 
addressing complaints and resolving problems. 
 
Supervises a moderate size group (8-15) of employees, but possibly smaller if difficult, semi-techical 
work, requiring considerable direction and assistance, is involved. Plans, directs and coordinates work, 
makes decisions, and performs personally the more difficult aspects of the same broad assignment. 
 
Supervises the following departments:  
 
 
 
RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT 
Occasionally responsible for organization's property where carelessness, error, or misappropriation 
would result in moderate damage or moderate monetary loss to the organization. The total value for 
the above would range from $5,000 to $150,000. 
 
ACCURACY 
Probable errors of internal and external scope would have a moderate effect on the operational 
efficiency of the organizational component concerned. Errors might possibly go undetected for a 
considerable period of time, thereby creating an inaccurate picture of an existing situation. Could 
cause further errors, losses, or embarrassment to the organization. The possibility for error is always 
present due to requirements of the job. 
 
ACCOUNTABILITY 

 

FREEDOM TO ACT 
Generally controlled. General processes covered by established policies and standards with 
supervisory oversight. 
 
ANNUAL MONETARY IMPACT 
The amount of annual dollars generated based on the job's essential duties / responsibilities. 
Examples would include direct dollar generation, departmental budget, proper handling of 
organization funds, expense control, savings from new techniques or reduction in manpower. 

 
Very small. Job creates a monetary impact for the organization up to an annual level of $100,000. 
 
IMPACT ON END RESULTS 
Modest impact. Job has some impact on the organizations end results, but still from an indirect 
level. Provides assistance and support services that facilitates decision making by others. 



 
PUBLIC CONTACT 
Regular contacts with patrons where the contacts are initiated by the employee. Involves both 
furnishing and obtaining information and, also, attempting to influence the decisions of those persons 
contacted. Contacts of considerable importance and of such nature, that failure to exercise proper 
judgment may result in important tangible or intangible losses to the organization. 
 
EMPLOYEE CONTACT 
Contacts with other departments or offices and also frequently with individuals in middle level 
positions; consulting on problems which necessitate judgment and tact in presentation to obtain 
cooperation or approval of action to be taken. Also, important contacts with associates as required in 
advanced supervisory jobs. 

 
USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS 
Occasional use of highly complex machines and equipment; specialized or advanced software 
programs. 
 
WORKING CONDITIONS 
Somewhat disagreeable working conditions. Continuously exposed to one or two elements such as 
noise, intermittent standing, walking; and occasional pushing, carrying, or lifting. 
 
ENVIRONMENTAL CONDITIONS 
The following work environment characteristics described here are representative of those an 
employee encounters while performing essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the functions of this job, the employee is regularly exposed to outdoor weather 
conditions, wet or humid conditions; frequently exposed to work near moving mechanical parts, toxic or 
caustic chemicals, extreme heat, risk of electrical shock; and .The noise level in the work environment 
is usually moderate. 
 
PHYSICAL ACTIVITIES 
The following physical activities 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 and expectations. 
 
Semi-repetitive, low physical. Semi-repetitive type work which requires periods of concentration for 
varied time cycles as prescribed by the tasks. 
 
While performing the functions of this job, the employee is regularly required to sit, use hands to finger, 
handle, or feel, talk or hear; frequently required to stand, walk, reach with hands and arms; and 
occasionally required to climb or balance, stoop, kneel, crouch, or crawl. The employee must 
occasionally lift and/or move up to 50 pounds; frequently lift and/or move up to 25 pounds; regularly lift 
and/or move up to 10 pounds. Specific vision abilities required by this job include close vision; distance 
vision; peripheral vision; depth perception; and ability to adjust focus.  
 
ADDITIONAL INFORMATION 
Not indicated. 
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RESOLUTION NO. 2017 - ________ 

 

RESOLUTION REGARDING AN UPDATED POSITION DESCRIPTION AND 

COMPENSATION PLAN FOR THE CITY OF BRYANT 

 

WHEREAS, The City Council of the City of Bryant desires to adopt the updated position 

description and compensation plan for said position; 

NOW THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF 

BRYANT, ARKANSAS THAT: 

Section 1. The City Council of the City of Bryant hereby adopts the attached position description 

for Wastewater Pumps and Control Manager. 

Section 2. The salary range of the Wastewater Pumps and Control Manager shall be as follows, 

depending on experience: 

 

Minimum Midpoint Maximum 

$35,602.23 $44,502.79 $53,403.35 

 

PASSED AND APPROVED this __________day of _____________, 2017. 

 

 

      APPROVED: 

 

 

      ________________________________ 

      Jill Dabbs, Mayor 

 

ATTEST:     Approved as to Form: 

 

 

________________________________ ________________________________ 

Sue Ashcraft, City Clerk   Richard Chris Madison, Staff Attorney 

 



City of Bryant 
WW Pumps & Control Manager - proposed 1/17 
Job Description 
 
Job Code:  8000 

Exempt:  No 

Department: Water/Wastewater 

Reports To Public Works Director 

Location: Water/Wastewater Department 

Date Prepared: October 20, 2008 

Date Revised: January 13, 2017 
 
GENERAL DESCRIPTION OF POSITION 
Works in a variety of conditions and situations, indoors and outdoors, in various types of weather to 
manage and maintain the utilities pump stations, booster stations and the water distribution metering 
system.  Pumps and Control - Manager is primarily responsible for planning work, taking directions and 
performing tasks assigned by their supervisor and supervising/developing employees. Other duties 
may be assigned. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
1. Performs daily checks on all wastewater pump stations, water distribution booster stations, water 
tanks and water distribution meters. 
 
2. Maintains a maintenance program and trouble shoots all pump stations, water distribution booster 
stations, water tanks and water distribution meters. 
 
3. Manages the pulling of pumps and controls. 
 
4. Use of basic and specialized hand tools. 
 
5. May act as temporary relief for other departments as needed. 
 
6. Performs daily logs and reports as assigned. 
 
7. Assists in repairing broken water lines, and replacing worn and damaged parts. 
 
8. Assist in repairing breaks in water/sewer. 
 
9. Regular and punctual attendance. 
 
10. Ability to work overtime. 
 
11. Ability to work with team members. 
 
12. Perform any other related duties as required or assigned. 
 
QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty mentioned 
satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability 
required. 



 
EDUCATION AND EXPERIENCE 
Knowledge of a specialized field (however acquired), such as basic accounting, computer, etc. 
Equivalent of four years in high school, plus night, trade extension, or correspondence school 
specialized training, equal to two years of college, plus 5 years related experience and/or training, and 
1 to 6 months related management experience, or equivalent combination of education and 
experience. 
 
COMMUNICATION SKILLS 
Ability to read and understand documents such as policy manuals, safety rules, operating and 
maintenance instructions, and procedure manuals; Ability to write routine reports and correspondence. 
Ability to effectively communicate information and respond to questions in person-to-person and small 
group situations with customers, clients, general public and other employees of the organization. 
 
MATHEMATICAL SKILLS 
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 
percentages, area, circumference, and volume. Ability to apply concepts such as fractions, ratios, and 
proportions to practical situations. 
 
CRITICAL THINKING SKILLS 
Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret 
an extensive variety of technical instructions in mathematical or diagram form and deal with several 
abstract and concrete variables. 
 
REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS 
Valid Arkansas driver's license or valid drivers license recognized by the state of Arkansas.   Grade III 
Wastewater License.   Grade 4 Water Distribution License. 
 
PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS 
Not indicated. 
 
SOFTWARE SKILLS REQUIRED 
Intermediate: Contact Management, Spreadsheet 
Basic: 10-Key, Accounting, Alphanumeric Data Entry, Human Resources Systems, Other, 
Presentation/PowerPoint, Word Processing/Typing 
 
 
INITIATIVE AND INGENUITY 

SUPERVISION RECEIVED 
Under direction where a definite objective is set up and the employee plans and arranges own 
work, referring only unusual cases to supervisor. 
 
PLANNING 
Considerable responsibility with regard to general assignments in planning time, method, manner, 
and/or sequence of performance of own work, in addition, the work operations of a group of 
employees, all performing basically the same type of work. 
 
DECISION MAKING 
Performs work operations which permit frequent opportunity for decision-making of minor 
importance and also frequent opportunity for decision-making of major importance; the latter of 
which would affect the work operations of other employees and/or clientele to a moderate degree. 

 



MENTAL DEMAND 
Close mental demand. Operations requiring close and continuous attention for control of operations. 
Operations requiring intermittent direct thinking to determine or select the most applicable way of 
handling situations regarding the organization's administration and operations; also to determine or 
select material and equipment where highly variable sequences are involved. 
 
ANALYTICAL ABILITY / PROBLEM SOLVING 
Moderately directed. Activities covered by wide-ranging policies and courses of action, and generally 
directed as to execution and review. High order of analytical, interpretative, and/or constructive 
thinking in varied situations. 
 
RESPONSIBILITY FOR WORK OF OTHERS 
Carries out supervisory responsibilities in accordance with the organization's policies and applicable 
laws.  Responsibilities may include but not limited to interviewing, hiring and training employees; 
planning, assigning and directing work; appraising performance, rewarding and disciplining employees; 
addressing complaints and resolving problems. 
 
Supervises a small group (3-7) of employees, usually of lower classifications. Assigns and checks 
work; assists and instructs as required and performs same work as those supervised, or closely 
related work, a portion of the time. Content of the work supervised is of non-technical nature, but 
presents numerous situations to which policies and precedents must be interpreted and applied. 
 
Supervises the following departments:  
 
 
 
RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT 
Regularly responsible for funds, building premises, inventory, or other property owned, controlled, or 
leased by the organization and, in addition, may have temporary custody and responsibility of patron 
property, which through carelessness, error, loss, theft, misappropriation, or similar action would result 
in very important monetary losses to the organization. The total value for the above would range from 
$1,000,000 to $10,000,000. 
 
ACCURACY 
Probable errors would not likely be detected until they reached another department, office or patron, 
and would then require considerable time and effort to correct the situation. Frequently, possibility of 
error that would affect the organization's prestige and relationship with the public to a limited extent, 
but where succeeding operations or supervision would normally preclude the possibility of a serious 
situation arising as a result of the error or decision. 
 
ACCOUNTABILITY 

 

FREEDOM TO ACT 
Generally controlled. General processes covered by established policies and standards with 
supervisory oversight. 
 
ANNUAL MONETARY IMPACT 
The amount of annual dollars generated based on the job's essential duties / responsibilities. 
Examples would include direct dollar generation, departmental budget, proper handling of 
organization funds, expense control, savings from new techniques or reduction in manpower. 

 
Medium. Job creates a monetary impact for the organization from $1mm to $10mm. 



 
IMPACT ON END RESULTS 
Moderate impact. Job has a definite impact on the organization's end results. Participates with 
others in taking action for a department and/or total organization. 
 

PUBLIC CONTACT 
Frequent contacts with general public, patrons, or other outside representatives, wherein the manner 
of handling these contacts has a bearing on the organization's position and operation. 
 
EMPLOYEE CONTACT 
Contacts with other departments or offices and also frequently with individuals in middle level 
positions; consulting on problems which necessitate judgment and tact in presentation to obtain 
cooperation or approval of action to be taken. Also, important contacts with associates as required in 
advanced supervisory jobs. 

 
USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS 
Occasional use of highly complex machines and equipment; specialized or advanced software 
programs. 
 
WORKING CONDITIONS 
Outside or inside working environment, wherein there are potential hazardous working conditions and 
life-threatening situations exist (fire, chemicals, electrical sources, heights, dangerous people, etc.) 
part of the time. 
 
ENVIRONMENTAL CONDITIONS 
The following work environment characteristics described here are representative of those an 
employee encounters while performing essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the functions of this job, the employee is regularly exposed to outdoor weather 
conditions; occasionally exposed to work near moving mechanical parts, work in high, precarious 
places, fumes or airborne particles, toxic or caustic chemicals, wet or humid conditions, extreme cold, 
extreme heat, risk of electrical shock.The noise level in the work environment is usually loud. 
 
PHYSICAL ACTIVITIES 
The following physical activities 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 and expectations. 
 
Highly repetitive, highly physical. Highly repetitive type work which requires the concentrated and non-
diversified physical demands of the employee. 
 
While performing the functions of this job, the employee is regularly required to use hands to finger, 
handle, or feel; and frequently required to stand, reach with hands and arms, stoop, kneel, crouch, or 
crawl, talk or hear; occasionally required to walk, sit, climb or balance, taste or smell. The employee 
must occasionally lift and/or move more than 100 pounds; frequently lift and/or move up to 50 pounds; 
regularly lift and/or move up to 25 pounds. Specific vision abilities required by this job include close 
vision; distance vision; color vision; peripheral vision; depth perception; and ability to adjust focus.  
 
ADDITIONAL INFORMATION 
Not indicated. 
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RESOLUTION NO. 2017 - ________ 

 

RESOLUTION REGARDING AN UPDATED POSITION DESCRIPTION AND 

COMPENSATION PLAN FOR THE CITY OF BRYANT 

 

WHEREAS, The City Council of the City of Bryant desires to adopt the updated position 

description and compensation plan for said position; 

NOW THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF 

BRYANT, ARKANSAS THAT: 

Section 1. The City Council of the City of Bryant hereby adopts the attached position description 

for Construction/Project Coordinator 

Section 2. The salary range of the Construction/Project Coordinator shall be as follows, 

depending on experience: 

 

Minimum Midpoint Maximum 

$42,382.90 $52,978.62 $63,574.34 

 

PASSED AND APPROVED this __________day of _____________, 2017. 

 

 

      APPROVED: 

 

 

      ________________________________ 

      Jill Dabbs, Mayor 

 

ATTEST:     Approved as to Form: 

 

 

________________________________ ________________________________ 

Sue Ashcraft, City Clerk   Richard Chris Madison, Staff Attorney 

 



City of Bryant 

Construction/Project Coordinator 
Job Description 
 
Job Code:   8000 

Exempt:   No 

Department:  Water Distribution 

Reports To:   Director of Public Works 

Location:   Water/Wastewater Department 

Date Prepared: March 08, 2012 

Date Revised:  November 16, 2016 
 

GENERAL DESCRIPTION OF POSITION 
Responsible for construction inspections, water sampling, wastewater collection system grease 
trap program, safety, processes documentation, inventory and warehousing. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
1. Maintains as-built plans of work completed and existing systems.  
 
2. Investigates any illegal use of services.  
 
3. Interacts with team members.  
 
4. Regular and punctual attendance.  
 
5. Attend committee meetings and may have to attend council meetings and make 
presentations as needed.  
 
6. Preforms any other related duties as required or assigned.  
 
7. Develop and maintain a working relationship with all construction managers and/or 
professional engineers working for or installing utilities that will be owned by the City.  
 
8. Responsible for locates from On-call.  
 
9. Assist in developing annual budget.  
 
10. Provides assistance to Public Works Director and Project Manager in managing special 
projects related to water distribution (new businesses, subdivisions, schools, and apartment 
complexes), upgrades to transmission lines and new city water/wastewater facilities.  
 
11. Provides assistance to Water/Wastewater Superintendent on special projects as needed 
and assumes Water/Wastewater Superintendent's duties in his/her absence 
 
12. Preforms operations of heavy equipment such as backhoes, track hoes, dump trucks, etc. 
as needed.  
 
13. Assists in planning methods and sequences of operations to facilitate addition, deletions, 
and modifications to the system.  
 



14. Maintains accurate records of sewer system overflows and ADEQ records.  
 
15. Obtains additional equipment and materials needed to complete a substantial water 
distribution/wastewater collections or meter reading operations project and during emergency 
situations.  
 
16. Reviews plans and inspects field projects to ensure conformance to specifications.  
 
17. Provides technical assistance with other City departments (Fire, Parks, Street) on matters 
pertaining to water/wastewater standards and maintenance and ensure compliance with 
Federal, State, and local water quality standards.  
 
18. Confers with administrative and technical personnel to coordinate departmental activities. 
 
19. Co-chairs safety committee for water and wastewater departments.  
 
20. Perform any other related duties as required or assigned. 
 
QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty 
mentioned satisfactorily.  The requirements listed below are representative of the knowledge, 
skill, and/or ability required. 
 
EDUCATION AND EXPERIENCE 
Knowledge of a specialized field (however acquired), such as basic accounting, computer, etc. 
Equivalent of four years in high school, plus night, trade extension, or correspondence school 
specialized training, equal to two years of college, plus 5 years related experience and/or 
training, and 5 years related management experience, or equivalent combination of education 
and experience. 
 
COMMUNICATION SKILLS 
Ability to effectively communicate information and respond to questions in person-to-person and 
small group situations with customers, clients, general public and other employees of the 
organization. 
 
MATHEMATICAL SKILLS 
Ability to work with mathematical concepts such as probability and statistical inference, and 
fundamentals of plane, algebra, solid geometry and trigonometry. 
 
CRITICAL THINKING SKILLS 
Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to 
interpret an extensive variety of technical instructions in mathematical or diagram form and deal 
with several abstract and concrete variables. 
 
REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS 
Required to obtain Class 4 Water Distribution certification and Class 3 Wastewater Collection 
certification as directed by Department Head. Valid Arkansas driver's license or a license 
recognized by the state of Arkansas. 
 
PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS 
Class A CDL 
 



 

SOFTWARE SKILLS REQUIRED 
Basic: 10-Key, Accounting, Alphanumeric Data Entry, Contact Management, Database, Human 
Resources Systems, Payroll Systems, Presentation/PowerPoint, Spreadsheet, Word 
Processing/Typing 
 
 
INITIATIVE AND INGENUITY 

SUPERVISION RECEIVED 
Under direction where a definite objective is set up and the employee plans and arranges 
own work, referring only unusual cases to supervisor. 
 
PLANNING 
Considerable responsibility with regard to general assignments in planning time, method, 
manner, and/or sequence of performance of own work, in addition, the work operations of a 
group of employees, all performing basically the same type of work. 
 
DECISION MAKING 
Performs work operations which permit frequent opportunity for decision-making of minor 
importance and also frequent opportunity for decision-making of major importance, either of 
which would affect the work operations of small organizational component and the 
organization's clientele. 

 
MENTAL DEMAND 
Very close mental demand. Operations requiring very close and continuous attention for control 
of operations which require a high degree of coordination or immediate response. Operations 
requiring intermittent direct thinking to determine or select the most applicable way of handling 
situations regarding the organization's administration and operations; also to determine or 
select material and equipment where highly variable sequences are involved. 
 
ANALYTICAL ABILITY / PROBLEM SOLVING 
Moderately directed. Activities covered by wide-ranging policies and courses of action, and 
generally directed as to execution and review. High order of analytical, interpretative, and/or 
constructive thinking in varied situations. 
 
SUPERVISORY RESPONSIBILITIES 
Carries out supervisory responsibilities in accordance with the organization's policies and 
applicable laws.  Responsibilities may include but not limited to interviewing, hiring and training 
employees; planning, assigning and directing work; appraising performance, rewarding and 
disciplining employees; addressing complaints and resolving problems. 
 
No supervision. 
 
Supervises the following departments:  
 

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT 
Occasionally responsible for organization's property where carelessness, error, or 
misappropriation would result in moderate damage or moderate monetary loss to the 
organization. The total value for the above would range from $5,000 to $150,000. 
 

ACCURACY 
Probable errors would normally not be detected in succeeding operations and could possibly 



affect organization-patron relationship, involve re-work, or additional expenditures in order to 
properly resolve the error. The possibility of such errors would occur quite frequently in 
performance of the job. May also cause inaccuracies or incomplete information that would be 
used in other segments of the organization as a basis for making subsequent decisions, plans, 
or actions. 
 
ACCOUNTABILITY 

 

FREEDOM TO ACT 
Moderately directed. Freedom to act is given by upper level management guided by general 
policies and objectives that are reviewed by top management. 
 
ANNUAL MONETARY IMPACT 
The amount of annual dollars generated based on the job's essential duties / responsibilities. 
Examples would include direct dollar generation, departmental budget, proper handling of 
organization funds, expense control, savings from new techniques or reduction in 
manpower. 

 
Small. Job creates a monetary impact for the organization from $100,000 to $1mm. 

 
IMPACT ON END RESULTS 
Moderate impact. Job has a definite impact on the organization's end results. Participates 
with others in taking action for a department and/or total organization. 
 

PUBLIC CONTACT 
Regular contacts with patrons where the contacts are initiated by the employee. Involves both 
furnishing and obtaining information and, also, attempting to influence the decisions of those 
persons contacted. Contacts of considerable importance and of such nature, that failure to 
exercise proper judgment may result in important tangible or intangible losses to the 
organization. 
 
EMPLOYEE CONTACT 
Contacts with other departments or offices and also frequently with individuals in middle level 
positions; consulting on problems which necessitate judgment and tact in presentation to obtain 
cooperation or approval of action to be taken. Also, important contacts with associates as 
required in advanced supervisory jobs, plus frequent contact with senior level internal officials. 
 

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS 
Regular use of complex machines and equipment (desktop/laptop computer and software, road 
and production machines and equipment, driver's license/cdl, etc.) 
 
WORKING CONDITIONS 
Disagreeable working conditions. Continuously exposed to several elements such as, noise, 
intermittent standing, walking; and occasional pushing, carrying, or lifting. 
 
ENVIRONMENTAL CONDITIONS 
The following work environment characteristics described here are representative of those an 
employee encounters while performing essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 



While performing the functions of this job, the employee is regularly exposed to toxic or caustic 
chemicals, outdoor weather conditions; frequently exposed to work near moving mechanical 
parts; and occasionally exposed to work in high, precarious places, extreme heat, vibration. The 
noise level in the work environment is usually very loud. 
 
PHYSICAL ACTIVITIES 
The following physical activities 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 and expectations. 
 
Moderate diversity, moderately physical. Work activities which allow for a moderate amount of 
diversity in the performance of tasks which requires somewhat diversified physical demands of 
the employee. 
 
While performing the functions of this job, the employee is regularly required to stand, walk, sit, 
use hands to finger, handle, or feel, reach with hands and arms, climb or balance, stoop, kneel, 
crouch, or crawl, talk or hear, taste or smell. The employee must occasionally lift and/or move 
more than 100 pounds; frequently lift and/or move up to 50 pounds; regularly lift and/or move up 
to 100 pounds. Specific vision abilities required by this job include close vision; distance vision; 
peripheral vision; and depth perception.  
 
ADDITIONAL INFORMATION 
Not indicated. 
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