
Bryant City Council
Regular Meeting
March 31st, 2015

Boswell Municipal Complex-City Hall Courtroom

AGENDA

CALL TO ORDER

COMMITTEE And COMMISSION REPORTS

INVOCATION

PLEDGE OF ALLEGIANCE

APPROVAL OF MINUTES 
Approval of the February 24th 2015 Regular City Council Meeting Minutes  

Feb 24 2015 minutes DRAFT .docx (1).pdf
ANNOUNCEMENTS And PRESENTATIONS

Mayors Office - Proclamations 
The following groups will receive recognition via proclamation from the Mayor:

The Bryant Boys and Girls Club-- National Boys and Girls Club Week

Autism Speaks --Autism Awareness

CASA --  Child Abuse Awareness

Centerpoint --Safe Digging Month

Child Abuse and Neglect Prevention Board- Paint the County Blue  

Legal Department - Presenter Chris Madison Staff Attorney
Department Report

 Discussion of issues raised concerning December 26, 2014 City offices being closed.  

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
Discussion regarding refinancing/refunding of certain existing bonds. Daniel Allen of 
Raymond James

Joy Black Presenting

1. Presentation and Approval of the 2015 February Year to Date City Financial 
Report (see attachment)

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, 2015
and ending December 31, 2015 (see attachment)

3.Resolution - A Resolution Providing for the Revision of the Uniform Policy for the City of 
Bryant, replacing any earlier versions in the Employee Handbook (see attachment)

4. Presentation and Approval of the 2014 City Reports to be published in the newspaper 
by April 1, 2015 per State Statutes 14-59-116 (general budget) and 14-237-113 
(water/waste water) (see attachment)

5. Ordinance - to repeal Ordinance No. 2013-14 Dr. L. Douglass Brown Forensic Audit 
(see attachment)

6. Resolution authorizing the sale of Surplus equipment, fixtures, and items owned by the 
City of Bryant (see attachment)  

FebYTDRep2015.pdf, Mar2015BudAdj.pdf, UniformPolicy.pdf, 
DecYTDRep2014.pdf, 2015OrdRepAuditk.pdf, SurplusSale.pdf

Human Resources Department
 Presenters: Shari Knight, HR Director; Brandon Griffin, Parks Director and Joy Black, 

Finance Director

7.The Parks Director is requesting council approval for the rewrite and classification of the 
Office Manager and Aquatics Coordinator position descriptions; Approval of two new 

positions and classification and compensation plans: Lead Receptionist and Assistant 
Program Coordinator. All will have zero impact on the budget.

8.Update the following Parks positions to accurately reflect location, title, department and 
reports to: Parks Laborer, Parks PT Laborer, Parks PT Lifeguard (Bishop and Mills), 

Parks Program Coordinator, Parks Marketing/Events Coordinator, Parks Facility 
Operator, Parks Director, Parks Weekend Supervisor, Parks Secretary, Parks PT 

Receptionist, Parks Assistant Aquatics Coordinator, Parks Laborer/Foreman, Parks 
Superintendent. These position changes do not impact the 2015 Budget.

AsstProCrdPropos2015.pdf, LdRecPropose2015.pdf, OrgAqCoord.pdf, 
OrgOffMgr.pdf, CandCPAProCrd2015.pdf, CandCPAqCoord2015.pdf, 
CandCPLRecp2015.pdf, CandCPOM2015.pdf, CurrentHeirarchy.pdf, Hierarchy2015.pdf, 
AqCoordPropos2015.pdf, OffMgrPropos2015.pdf, CGPKJD2015.pdf

Legal Department 
9. Ordinance Defining the Duties and Responsibilities and Stating the Compensation of 
the City Attorney-- Sponsored by Lorne Gladden 

OrddefineDutiesResponsibilityandCompCityAtt.pdf
Parks Department

Presenter: Brandon Griffin, Bryant Parks Director

10. Discussion of Alcohol Permits at Parks - We would like to discuss option of soliciting 
alcohol permits in approved facilities at The Center, as well as other parks facilities in the 
community. Recommended by Parks Committee (attachment pending)

11. Fence Settlement at Bishop Park - We would like to Waive Competitive Bidding 
requirements for Titan Fence to begin immediate construction of the budgeted $85,000 for 
phase I of the Bishop Park Fence settlement project. The funds would allow the parks to 
fence the baseball and softball field complex for the 2015 season under the specifications 
agreed upon by the courts. The additional funds for the project (phase II) would be 
requested in the 2016 budget.

2015OrdWvBidTitan.pdf
Planning And Community Development Department, Dave Green, Presenter

12. An Ordinance Amending the Comprehensive Zoning Ordinance of the City of Bryant to 
Rezone a Certain Tract of Property from R-2 to PUD.

13. An Ordinance to Establish and Lay Off Harper's Landing Municipal Property 
Owners' Multipurpose Improvement District No. 96 of Bryant, Arkansas, and Declaring an 

Emergency.    Mr. George Kennedy and Alan King presenting 

2015HurGardensRZ.pdf, Harpers Landing.pdf
Public Works Department

Presenter: Monty Ledbetter, Public Works Director Items 1, 3.
Presenter: Sarah Giammo, Items 2.

14. Ordinance amending Ordinance No. 2011-28 to establish a minimum "in lieu fee" in 
the City of Bryant Stormwater Management Manual, section 1000.1.2,paragraph 3.

15. Resolution expressing the willingness of the City of Bryant to utilize Federal-Aid 
Transportation Alternatives Program Funds.

16. Resolution authorizing the City of Bryant Water and Sewer Department to provide 
services to Creekside Cottages & Olde Salem Township Sewer Improvement Pre-
Annexation Agreement.  

2015OrdAmndMS4manul.pdf, MS4RevAmndOrd201128.pdf, 
2015ResTapGrant.pdf, 2015ResSewerSrvAuth.pdf

MAYOR COMMENTS

COUNCIL COMMENTS

ADJOURNMENT

210 SW 3rd St. 

Bryant. AR 72022
(501)943-0999

Documents:

Documents:

Documents:

Documents:

Documents:

Documents:

Documents:
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                  City of Bryant Regular Monthly Council Meeting                        

Tuesday, February 24, 2015 – 7:00 pm 

Boswell Municipal Complex – City Hall Courtroom          

210 S.W. 3rd Street, Bryant, Ar. 72022 

UNOFFICIAL DRAFT 

 

02/24/2015 - Minutes 

 

CALL TO ORDER 

 Mayor Dabbs called the meeting to order at 7 pm. 

INVOCATION BY:  Alderman Higginbotham 

PLEDGE: Said with Pride 

Clerk Ashcraft called roll to establish that a quorum was present: 

PRESENT: Billingsley, Chandler, Gladden, Hensen, Higginbotham, Miller, Permenter,  ABSENT: Roedel 

Quorum Present. 

APPROVAL OF  MINUTES: 

 Approval of December 18th  2014 Regular City Council  Minutes 

ACTION TAKEN:  Alderman Higginbotham made motion to approve and Alderman Permenter Seconded. 

Voice Vote:  7 yeas   1 Nea ( Absent Alderman Roedel) 

 January 27th 2015 Regular City Council  Minutes were tabled. 

ACTION TAKEN: TABLED  

Motion made by Alderman Permenter and Seconded by Alderman Miller. 

Voice vote:  Alderman Roedel and Alderman Chandler were absent for this vote. 

NO action was taken on Special City Council meeting, January 02, 20 2015. 
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ANNOUNCEMENTS AND PRESENTATION 

 Mayor Dabbs announced that Brandon Griffin is now the NEW City Parks Director. She 

also stated that he has been with Parks since 2011 . 

 He managed a multi-million dollar event center with a database of over 10,000 
members with a special focus on sales, event scheduling, and advertising. 

 Authored and won over $250,000 in grants for the City of Bryant including Joint Use 
Agreements with local school districts as well as aided in Downtown Revitalization 
through the Jumpstart Community Grant program. 

  Planned and implemented over a million dollar budget for a parks and recreation 
annual budget. 

 Facilitated and trained incoming staff on government policies and procedures regarding 
programming, customer service, and personnel codes of conduct. 

 Won the Quality of Life award by Arkansas Business and Built Environment award by 
the Governor’s Council on Physical Fitness in 2012. Also won  Arkansas Recycler of the 
Year award in 2013. 
 

 Alderman Miller reminded Citizens that Bryant Spring Cleaning would be start in March.  

 Mayor Dabbs reminded all citizens that “Keep Bryant Beautiful” Would be in April. 

Saturday April 18th 2015 At First Southern Baptist Church 

604 S Reynolds Rd. From: 7A – 11A      501-776-2533 

 

 

Alternative Methods For Disposing Of Yard Debris in Bryant 

Tiffany Dunn of Saline County Solid Waste Management announced the options residents have for yard 

Debris. Free of Charge to take to the Landfill.  That includes grass clippings, leaves, and limbs.  Yard 

Debris can not be mixed with trash and will need to be taken out of bags. Scale house: 501-569-3751 

AMERICAN HEART MONTH PROCLAMATION 

 Mayor Dabbs read the Proclamation Declaring  February 24, 2015 as WEAR RED DAY for the AMERICAN 

HEART ASSOCIATION in the City of Bryant.  

COMMITTEE AND COMMISSION REPORT 

Alderman Chandler was in the Water/ Wastewater Regular Monthly Meeting and he stated that the 

Water Wastewater committee will be coming forth in the future with several options for a future 

decision on the Water Wastewater developments.  

PARKS COMMITTEE APOINTMENT 

Mayor Dabbs announced that Gary Graham has been appointed to the Parks Committee representing 

Ward 3.  

ACTION TAKEN: Alderman Gladden made motion to approve and Alderman Miller Seconded. 
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Voice Vote: 7 Yeas and 1 nea (Absent Alderman Roedel) 

 

MAYORS YOUTH ADVISORY COUNCIL 

Presenting : Dustin Davis  

 The youth presented a check for $100.00 part of a $400.00 dollar check. For “DRIVE SMART” 

 Their goal is to STOP youth from being on the cell while driving. 

DEPARTMENT REPORTS 

 Department reports are given on a quarterly basis unless otherwise requested. 

OLD BUSINESS  

 NONE 

NEW BUSINESS 

 

ANIMAL CONTROL  

Presenter: Trisha Powers 

 Approval to sign-up for Paypal to collect donation online. Via the Shelter Wish List website. 

Action taken: Alderman Chandler made motion to approve and Alderman Higginbotham Seconded. 

Voice Vote: 7 Yeas and 1 Nea (Absent Alderman Roedel) Passed 

 Approval to add Training items to the 2015 Budget.   

 Alderman Higginbotham asked if they had enough funds for this and Trisha Powers stated they 

DO already have the Funds. 

Actions taken: Alderman Higginbotham made motion to approve and Alderman Chandler Seconded. 

Voice Vote: 7 Yeas and 1 Nea (Absent Alderman Roedel) Passed 

 

FINANCE DEPARTMENT  

Presenters: Paul Phillips / Jack Truemper  of Stephens Inc.  

DISCUSSION REGARDING REFINANCING/REFUNDING OF CERTAIN EXISTING BONDS 

A handout was presented re: 2008/2010 Fringe Fee Revenue Bond 

NO action was taken at this time this discussion was for informational purposes only. 



 

4 
 

 

PRESENTER:  Joy Black 

PRESENTATION AND APPROVAL OF THE 2015 JANUARY YEAR TO DATE CITY FINANCIAL REPORT 

Motion made by Alderman Chandler to approve and Alderman Billingsley Seconded 

Resolution - A Resolution Providing for the Adoption of an Amended Budget for the City of Bryant 

for the twelve month period beginning January 1, 2015 and ending December 31, 2015  

Resolution 2015-11 

Action taken:  Motion made to Approve by Alderman  Billingsley and Seconded by Alderman Miller 

Voice Vote of 7 yeas and 1 nea (Rodel Absent) Passed 

 

Resolution - A RESOLUTION IN SUPPORT OF PROPOSED LEGISLATION TO REDUCE THE ADMINISTRATION 

COSTS OF GROSS RECEIPTS TAXES 

Resolution 2015-12 

Action taken: Motion made to approve by Alderman Miller and Seconded by Alderman Gladden 

Voice Vote of 7 yeas and 1 nea (Roedel Absent) Passed 

 

Presentation and Approval of the 2011 A133 Audit of the Schedule of Expenditures of Federal Awards, 

Rep and Mgn Letters, and Federal Clearing House Confirmation of Submission 

Action taken: Motion made to approve by Alderman Chandler and Seconded by Alderman Permenter.  

Voice Vote of 7 yeas and 1 nea (Alderman Roedel absent) Passed 

 

Presentation and Approval of the Arkansas Natural Resources Commission Financial Review of both 

Water and Wastewater Projects for the period January 1, 2014 through December 31, 2014.   

Action taken: Motion made to approve by Alderman Billingsley and Seconded by Alderman Miller 

Voice Vote of 7 yeas and 1 nea (Alderman Roedel Absent) Passed 

 

Resolution - Resolution in support of the Bryant School District Millage proposal and election on March 

10, 2015     

RESOLUTION 2015 – 13 
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Motion made to approve by Alderman Miller and Seconded by Alderman Higginbotham 

Voice Vote of 7 yeas and 1 nea  (Alderman Roedel Absent) Passed 

 

Ordinance with Emergency Clause - Ordinance to repeal Ordinance No. 2014-05 Establishing the 

procedure for  the purchasing of property and  services in the City of Bryant.   

Ordinance  2015- 6 

Motion to suspend the rules and read by title only failed and the entire Ordinance was read by Elected 

Attorney Josh Farmer. 

Roll Call:  5 yeas and 3 neas ( Alderman Miller, Alderman Permenter and Alderman Roedel-absent ) 

Motion to suspend the 2nd and 3rd reading and read by title only. 

Motion made to accept by Alderman Higginbotham and Seconded by Alderman Chandler. 

Roll Call of  6 Yeas  and  3  Neas  (Alderman Miller, Alderman Permenter, Alderman Roedel- absent) 

Mayor –yea,  Passed 

City Clerk  Ashcraft read Ordinance by title only.  

Action taken: Motion made to adopt by Alderman Higginbotham and Seconded by Alderman Hensen 

Roll call was taken 5 yeas and 3 neas ( Alderman Miller, Alderman Permenter and Alderman Roedel 

absent) Passed 

 

 

Action taken: Motion made by Alderman Chandler to adopt an Emergency Clause and Seconded by 

Alderman Gladden.  

Roll call was taken: 5 yeas and 3 neas (Alderman Permenter, Alderman Miller and Alderman Roedel –

absent)   Mayor could not vote   FAILED  

 

Resolution - Resolution authorizing the Mayor to negotiate for and acquire right-of-way offers from 

landowners for a south route connecting Interstate 30 with the south side of the City of Bryant. 

(requested by Council)    

RESOLUTION 2015 - 14 

Action taken: Motion made to approve by:  Alderman Billingsley  and  Seconded  by Alderman Hensen 
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Roll call taken: 5 yeas   4 neas ( Alderman Higginbotham, Alderman Miller, Alderman Permenter, 

Alderman Roedal – absent)   Mayor Dabbs voted  yes   PASSED 

Alderman Miller made a motion to have a  workshop,  Seconded by Alderman Higgenbotham                    

Action taken:  Roll call 3 yeas and 5 neas (Alderman Billingsley, Alderman Chandler, Alderman Gladden, 

Alderman Hensen, Rodel Absent,   FAILED 

  

RESOLUTION - Resolution Authorizing the Mayor to accept donation of real property. 

RESOLUTION 2015- 15 

Action taken:  Motion made to approve by Alderman Higginbotham and Seconded by Alderman Hensen 

Voice Vote of 7 yeas and 1 Nea (Alderman Roedel absent) 

Parks Department 

Presenter - Brandon Griffin, Interim Parks Director 

 

Parks Employee Positions and Restructuring - Freeze Recreation Superintendent position and open 

Programmer position. 

 

Action taken:  Motion made to approve by Alderman Higginbotham and Seconded by Alderman 

Permenter 

Voice call 7 yea  1 nea (absent Alderman Roedel) 

 

Membership Promotions - recommended by Parks Committee (packet online) 

Action taken: Motion made  to approve by Alderman Higginbotham and Seconded by Alderman Gladden 

Voice call: 7 yeas 1 nea  (absent Alderman Roedel) 

 

 John Deere Lease - Parks Department has $30,000.00 budgeted for John Deere leases. This will include 

the amount that we purchased last year and will add $12,000.00 in lease this year.  

Action taken: Motion made to approve contract by Alderman Chandler and Seconded by Alderman 

Gladden 

Planning Department: 

 Presenter Dave Green, Planning Director 
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  Ordinance - Ordinance Changing the Zoning of a Certain Tract of Land from  

  R-E Residential to R-2 Residential. 

 Ordinance  2015- 07 

Motion to suspend the rules and read by title only:  

Action taken:  Motion made to approve by Alderman Higginbotham and Seconded by Alderman Miller 

Voice Vote: 7 yeas  and 1 nea (absent Alderman Roedel) 

Clerk Ashcraft read Ordinance by title only. 

Motion to suspend the  2nd & 3rd reading  by title only: 

Action taken: Motion made to approve by Alderman Higginbotham and Seconded by Alderman Miller 

Voice Vote:  7 yeas and 1 nea (absent Alderman Roedel) 

Clerk Ashcraft read Ordinance by title only. 

Motion to ADOPT: 

Action taken: Motion made by Alderman Gladden Seconded by Alderman Higginbotham 

Roll call Vote: 7 yeas and 1 nea (Roedel absent)  Passed 

 

Public Works 

Presenter: Monty Ledbetter   Water/Wastewater 

Approval to purchase water meters up to $10,500 (in current budget) 

Action taken: Motion made to approve by Alderman Higginbotham and Seconded by Alderman 

Billingsley. 

Voice Vote:    7 yeas and 1 Nea (absent Alderman Roedel) 

 

 

Presenter: Monty Ledbetter   MS4 

Ordinance amending Ordinance No. 2011-28 to establish a minimum "in lieu fee" in the City of Bryant 

Storm water Management Manual, Section 1000.1.2, paragraph 3.    

Ordinance  2015- TABLED UNTIL NEXT MEETING FOR REVIEW 

Action taken: Motion made to TABLE by Alderman Higginbotham and Seconded by Alderman Chandler 
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Voice Vote: 7 yeas and 1 nea ( absent Alderman Roedel) 

 

 

PUBLIC COMMENTS 

 Scott Curtis Representing  the Bryant School system. Is in favor of the Mileage increase. 

Mr. Curtis asked that the Council support the Mileage increase. 

Increase  of  4.9%, Current mileage is 37.2. Election day is March 10th 2015. Early vote starts 

Tuesday  March 3rd, 2015. 

 

 Executive Pastor Joe Statton of Geyer Springs Baptist Church spoke representing  his church. 

Pastor Statton is in favor of the South Route going in. He is a member of the Economic 

Development Council. Pastor Statton believes that the “South Route” WILL benefit The Bryant 

Community.  

 

 Todd Seller,  Board member of The Bryant Chambers spoke FOR  the South Route and the 

benefits it will bring Bryant.  

 

 Lamont Cornwell , Director of Cornwell Corp, Member of Economic Development Council, Spoke 

in FAVOR of the South Route and the benefits it will provide Bryant.  

 

 Josh Cox, Resident of Cherry Circle subdivision, a Fire Fighter, spoke AGAINEST  The South Route  

Road  going in. He states that Bryant has roads that need repaired, ie… Springhill Rd.  

 

 Sivia Adams, Resident living on Johnswood Road  Spoke AGAINEST  this  South Route approval. 

Miss Adams is not against A South Route going in just NOT this plan. Miss Adams stated that the 

current route does NOT touch her property. But that it should not tear up people’s homes.  

 

 Halley Robertson a resident of Meadow Lake Drive. Miss Robertson spoke in FAVOR of the South 

Route Project. 

 

 Dane Pruitt, Mr Pruitt is the Saline County Airport Director. Mr. Pruitt is in FAVOR of the South 

Route project.  

 

 Rayann Fields spoke as herself and not from the Bryant Chamber. Miss Fields stated that she 

believes that it is passed time for the South Route.  She also stated that with 9,000 children in 

the Bryant School system and NO jobs for them in the community.  

 

 Cory Pratt a resident living in Ward 2 also has a business in Ward 4 is in FAVOR of the South 

Route. Said, South Route is growth for our town, along with safety.  
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 Jeramy Oltham resident since 1980’s is in FAVOR of the South Route plan. 

 

 Annette Ward a resident on Johnswood Road Spoke AGAINEST the South Route plan. This plan 

will go right thru Miss Wards property. Miss Ward asked Council to think of this as their property 

as they make the decision to go forward in deciding the South Route Plan.   

 

 Harry Reynolds, a resident of Bryant asked the Council if they found out anything about the  

$100,000 plus that is missing? Mayor Dabbs explained that the 2012 audit is complete and that 

the 2013/2014 audit is on going at this time and is expected to be completed by Spring 2015.  

 

 Elected City Attorney spoke stating that he needs action taken by the City Council. Mr. Farmer 

wants to have the job as Elected City Attorney clarified. He stated that the current Ordinance 

has only four duty’s  for his job.  Reside within the City limits of Bryant, abides by and enforces 

all city ordinances and laws, prosecutes all city misdemeanor cases and  take the oath of office. 

However Mr. Farmer stated he did not run for the position to do nothing and collect a check. He 

ran under the impression that the elected City Attorney would be the Chief Legal Officer and 

would be in charge of the legal department.  Mr. Farmer said the City Council has discussed  this 

role since September  2014. Mr. Farmer stated that he  proposed an Ordinance in January,  it 

was on the agenda and was tabled. Mr. Farmer asked the Council to take action now, asking the 

Council to pass an ordinance clarifying the role and responsibility of the Elected City Attorney  

stating that the elected City Attorney is the Chief Legal Officer and the leader of Bryant’s legal 

department. 

 

Mayor______________________________ 

 

City Clerk____________________________ 
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Ordinance No. 2015- __ Repealing Ordinance No. 2013-14 Forensic Audit Ordinance 

 

ORDINANCE NO. 2015 –___ 

 

AN ORDINANCE TO REPEAL ORDINANCE NO. 2013-14 REGARDING A 

CONTRACT WITH DR. L. DOUGLASS BROWN; WAIVING COMPETITIVE 

BIDDING; AND FOR OTHER PURPOSES 

 

 WHEREAS, The City Council of the City of Bryant, formerly passed Ordinance No. 

2013-14 regarding contracting with Dr. L. Douglass Brown for the purposes of a forensic audit, 

waiving competitive bidding and authorizing expenses up to $20,000; and 

 

 WHEREAS, To date no contract, engagement letter or other evidence of contractual 

obligations have been reached between the City of Bryant and Dr. Brown; and  

 

 WHEREAS, The City Council of the City of Bryant stated in passing Ordinance No. 

2013-14 that it believed financial issues may exist within the City of Bryant; and 

 

 WHEREAS, The City Council of the City of Bryant has confidence and faith in the 

financial department’s ability to identify and address issues affecting the City of Bryant finances; 

and 

  

 WHEREAS, The City Council of the City of Bryant believes that repealing Ordinance 

No. 2013-14 is in the best interest of the City as no contract has been entered between Dr. Brown 

and the City of Bryant, and allocation of those funds pledged under Ordinance No. 2013-14 is 

better used elsewhere within the City. 

 

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

BRYANT, THAT ORDINANCE NO. 2013-14 IS REPEALED: 

 

 SECTION 1.  Ordinance No. 2014-05 is repealed in its entirety. 

 

 SECTION 2.  In the event that Dr. Brown presents verified costs and expenses, as 

approved by the City of Bryant Finance Director, that were incurred in reliance on Ordinance 

No. 2013-14 in an amount up to $1,000.00 may be paid by the City of Bryant for quantum merit 

services performed even in the absence of a formalized written contract. 

 

 SECTION 3.  If any provision of this ordinance or the application thereof to any person 

or circumstance is held invalid, such invalidity shall not affect other provisions or applications of 

the ordinance which can be given effect without the invalid provision or application, and to this 

end the provisions of this ordinance are declared to be severable. 
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 SECTION 4.  The City Council believes that an emergency exists and hereby declares an 

emergency, placing this Ordinance in full force and effect immediately upon its passage and 

approval. 

 

PASSED AND APPROVED this the _______ day of ________, 2015. 

                                                                                                                   

  

             

         _______________________ 

         Jill Dabbs, Mayor 

 

ATTEST:       

_______________________________                             

Sue Ashcraft, City Clerk 

 













CITY OF BRYANT-2011 

Parks Assistant Program Coordinator - Part Time PR 
Job Description 
 
Job Code:   3000 

Exempt:   No 

Department:  Parks 

Reports To:   Program Coordinator 

Location:   Bishop Park 

Date Prepared: November 05, 2009 

Date Revised:  March 12, 2015 
 

GENERAL DESCRIPTION OF POSITION 
Oversees the on-site recreation programs for Bryant Parks, supervises contracted laborers, 
part-time recreational staff, and volunteers. Aids in development of new programs to fit the 
needs of the community. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
1. Supervises on-site recreation staff, implementing and interpreting policies and procedures, 
effectively evaluating staff and reporting to the Program Coordinator. 
 
2. Aids in Planning, organization, as well as conducts and coordinates a wide variety of 
recreational and community service programs at a park, center and/or other recreation facility, 
including meeting with public groups and communities to explain and promote programs; 
schedules activities and programs; coordinates programs with those of other departments and 
agencies. 
 
3. Aids in the day-to-day operations, including janitorial, maintenance and usage, including 
rental, City usage and community programming of a facility. 
 
4. Monitors program activities, including approving expenditures and ensuring activities are 
running smoothly; responds to questions and complaints. 
 
5. Prepares a variety of reports and other documents such as operating, activity and statistical 
reports, promotional materials, program logs and agenda items; presents materials to interested 
groups. 
 
6. Provides input into the development of budgets, including determining staffing and materials; 
develops fundraising campaigns and solicits sponsor and sponsorship packages. 
 
7. Oversee rental and registration activities and ensures accurate record keeping for program 
receipts. 
 
8. Maintains contacts with neighborhood groups, schools, businesses, law enforcement 
agencies, volunteer and other community groups and provides necessary coordination of 
services. 
 
9. Instructs and supervises on-site recreation staff and volunteers in the performance of 
assigned duties and checks on the completion of work. 
 



10. Work anywhere between 10 –  27 hours per week as assigned. 
 
11. Ability to interact with team members. 
 
12. Regular and punctual attendance. 
 
13. 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 
Mental alertness and adaptability to office and field area work routines. Equivalent to four years 
high school or GED, with particular emphasis during high school in office skills, shop skills, or 
others, plus 19 to 23 months related experience and/or training, and 7 to 11 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 use common sense understanding in order to carry out detailed written or oral 
instructions. Ability to deal with problems involving a few known variables in situations of a 
routine nature. 
 
REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS 
None 
 
PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS 
None 
 
SOFTWARE SKILLS REQUIRED 
Advanced: Alphanumeric Data Entry, Contact Management, Word Processing/Typing 
Basic: 10-Key, Accounting, Database, Payroll Systems, Presentation/PowerPoint, Spreadsheet 
 
 
INITIATIVE AND INGENUITY 

SUPERVISION RECEIVED 
Under general supervision where standard practice enables the employee to proceed alone 
on routine work, referring all questionable cases to supervisor. 
 



PLANNING 
Limited responsibility with regard to general assignments in planning time, method, manner, 
and/or sequence of performance of own work operations. 
 
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 
Light mental demand. Operations requiring intermittent directed thinking to carry out 
predetermined procedure or sequence of operations of limited variability. Operations requiring 
intermittent attention to control machine or manual motions. 
 
ANALYTICAL ABILITY / PROBLEM SOLVING 
Directed. Supervisory and/or professional skills using structured practices or policies and 
directed as to execution and review. Interpolation of learned things in moderately varied 
situations where reasoning and decision-making are essential. 
 
RESPONSIBILITY FOR WORK OF OTHERS 
The level of direct supervisory responsibility for the assignment of job duties, training, 
leadership, guidance, needs of employees, hiring, terminating and/or direction of the effort of 
others. Scoring will depend upon the number and classification of people normally supervised or 
directed, and the scope of complexity of the operations involved in the supervisory 
responsibility.  (Job classification which involves no supervision will not be assigned a point 
value for this factor.) 
 
Supervises a small group (1-3) of employees in the same or lower classification. Assigns and 
checks work; assists and instructs as required, but performs same work as those supervised, or 
closely related work, most of the time. Content of the work supervised is of a non-technical 
nature and does not vary in complexity to any great degree. 
 
Supervises the following departments: None 
 
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. 
 

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT 
Occasionally responsible for the organization's and/or associated organization's property where 
carelessness or error would result in only minor damage or minor monetary loss. Ordinary care 
and attention is required when handling this property in order to prevent loss. 
 

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 
Extensive contacts with various diversified sectors of the public environment; wherein, the 
contacts are of major importance and failure to exercise proper judgment can lead to substantial 
losses to the organization. 
 
EMPLOYEE CONTACT 
Continuous contacts frequently involving difficult negotiations which require a well-developed 
sense of strategy and timing. Involves contacts with senior level internal officials. 
 

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 frequently exposed to outdoor 
weather conditions, wet or humid conditions, extreme cold; and occasionally exposed to fumes 
or airborne particles, toxic or caustic chemicals, extreme heat, risk of electrical shock.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. 
 
Highly repetitive, low physical. Highly repetitive type of work which requires concentration in the 
performance of tasks for consistent time cycles as prescribed by the tasks. 
 
While performing the functions of this job, the employee is continuously required to use hands 
to finger, handle, or feel, reach with hands and arms, talk or hear; regularly required to stand, 
walk, sit, climb or balance, stoop, kneel, crouch, or crawl; and occasionally required to taste or 
smell. The employee must occasionally lift and/or move up to 100 pounds; regularly lift and/or 
move up to 50 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 
Valid Arkansas Driver's License or one recognized by the State of Arkansas 
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CITY OF BRYANT-2011 

Parks Lead Receptionist - Proposed 
Job Description 
 
Job Code:   3000 

Exempt:   No 

Department:  Parks 

Reports To:   Office Manager 

Location:   Bishop Park 

Date Prepared: November 05, 2009 

Date Revised:  March 12, 2015 
 

GENERAL DESCRIPTION OF POSITION 
Manage and direct parks facility operations and oversee all programs and front desk reception 
duties.  Address programming and staffing issues, employee schedules and daily operational 
concerns as they arise.  Monitor staff performance and ensure that customer needs are being 
satisfied. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
1. Provide administrative supervision and support for parks staff.  Listen to and solve employee 
problems. 
 
2. Coordinate information from administration to part time staff and instructors. 
 
3. Prepare and submit reports for parks administration as required.  Oversee all front desk 
transactions and policies concerning facility rules and regulations are followed. Handle daily 
bank deposits and cash drops, as well as prepare contractor invoices and organize payroll. 
 
4. Communicate with administration regarding the purchasing of office supplies and equipment. 
 
5. Greet and check-in customers, verify customer information, memberships and permits. 
 
6. Address customer needs and questions as they arise in a professional and courteous 
manner. 
 
7. Enter data into recreational management software as needed. 
 
8. Provide back-up support for other office positions; re: payments, information, data entry, etc. 
 
9. Assist in preparing facilities and amenities for patron use, drop-in clientele, recreation 
programs, special events, private use reservations including weddings, receptions, banquets 
and meetings; assist with the set-up and break-down of rooms, equipment and audio/visual 
equipment. 
 
10. Ensure facility and equipment are properly maintained. Routine equipment maintenance 
may be required. 
 
11. Provide courteous assistance to various facility patrons, the general public, City of Bryant 
staff and Supervisors. 
 



12. Prepare logs and reports related to facility use, recreation and outreach programs. 
 
13. Assist with reception desk support, special events and on-going programs. 
 
14. HOURS: Up to 27 hours per week with shifts scheduled Monday through Friday afternoons 
and evenings. Weekend and evening shifts will be scheduled as needed. 
 
15. 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 
Mental alertness and adaptability to office and field area work routines. Equivalent to four years 
high school or GED, with particular emphasis during high school in office skills, shop skills, or 
others, plus 12 to 18 months 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 use common sense understanding in order to carry out detailed written or oral 
instructions. Ability to deal with problems involving a few known variables in situations of a 
routine nature. 
 
REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS 
None 
 
PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS 
None 
 
SOFTWARE SKILLS REQUIRED 
Advanced: Contact Management, Database, Word Processing/Typing 
Basic: 10-Key, Accounting, Alphanumeric Data Entry, Human Resources Systems, Payroll 
Systems, Spreadsheet 
 
 
INITIATIVE AND INGENUITY 

SUPERVISION RECEIVED 
Under immediate supervision, performs general assignments of work, with periodic check of 



performance by supervisor. 
 
PLANNING 
Limited responsibility with regard to general assignments in planning time, method, manner, 
and/or sequence of performance of own work operations. 
 
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 
Light mental demand. Operations requiring intermittent directed thinking to carry out 
predetermined procedure or sequence of operations of limited variability. Operations requiring 
intermittent attention to control machine or manual motions. 
 
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 
The level of direct supervisory responsibility for the assignment of job duties, training, 
leadership, guidance, needs of employees, hiring, terminating and/or direction of the effort of 
others. Scoring will depend upon the number and classification of people normally supervised or 
directed, and the scope of complexity of the operations involved in the supervisory 
responsibility.  (Job classification which involves no supervision will not be assigned a point 
value for this factor.) 
 
Supervises a small group (1-3) of employees in the same or lower classification. Assigns and 
checks work; assists and instructs as required, but performs same work as those supervised, or 
closely related work, most of the time. Content of the work supervised is of a non-technical 
nature and does not vary in complexity to any great degree. 
 
Supervises the following departments: None 
 
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. 
 

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT 
Ordinarily has little, if any, association with funds, supplies, equipment or other property where 
there would exist any appreciable opportunity for damage, misappropriation, or other monetary 
loss. 
 

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 occasionally with others beyond immediate associates, but generally of a routine 
nature. May obtain, present or discuss data, but only as pertains to an immediate and specific 
assignment. No responsibility for obtaining cooperation or approval of action or decision. 
 

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS 
Occasional use of highly complex machines and equipment; specialized or advanced software 
programs. 
 
WORKING CONDITIONS 
Periodically exposed to such elements as noise, intermittent standing, walking, occasionally 
pushing, carrying, or lifting; but none are present to the extent of being disagreeable. 
 
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 frequently exposed to outdoor 
weather conditions, wet or humid conditions, extreme cold; and occasionally exposed to fumes 
or airborne particles, toxic or caustic chemicals, risk of electrical shock.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 continuously required to use hands 
to finger, handle, or feel, reach with hands and arms; regularly required to stand, walk, sit; and 
occasionally required to climb or balance, stoop, kneel, crouch, or crawl, talk or hear, taste or 
smell. The employee must occasionally lift and/or move up to 50 pounds; frequently lift and/or 
move up to 25 pounds. Specific vision abilities required by this job include close vision; distance 
vision; color vision; peripheral vision; ability to adjust focus; and depth perception.  
 
ADDITIONAL INFORMATION 
Not indicated. 
 

 
CITY OF BRYANT-2011 
Job Description for Parks Lead Receptionist - Proposed 

 

Printed 3/12/2015 10:21:42 AM 
DBCompensation System - www.dbsquared.com 

 



City of Bryant - 2010 
Aquatic Coordinator 

Job Description 
 

 

Exempt: 

Department: 

Reports To: 

Location: 

 

 

No 
Park 

Recreation Superintendent 

Parks Department 

Date Prepared: March 26, 2010 

Date Revised: April 01, 2010 

Approved:         April 8, 2010 

Revised:                 June 10, 2010 

 

GENERAL DESCRIPTION OF POSITION 

Will manage the operations and programs of the Aquatic Department at the Bishop Park community 

center.  Responsible for supervising water safety instructions, lifeguard, water aerobic instructors, and 

others assigned by the Recreation Superintendent. Must demonstrate a strong personal commitment to 

the mission and goals of the Bryant Parks & Recreation Department while carrying out their assigned 

responsibilities in accordance with the organization's policies and applicable laws. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

1. Plans, schedules, supervises and coordinates the operations of City aquatics programs; plans and  

directs recreation activities, athletic contests, sporting events, games, classes, and special events; 

evaluates and analyzes issues, and recommends solutions; assures activities are in compliance with all 

laws, policies, regulations, goals and safety standards. 
 

2. Coordinates and supervises the daily activities of assigned aquatics staff; plans, prioritizes and assigns 

tasks; orients and trains staff, conducts in-service trainings, monitors work, and evaluates performance;  

coaches and instructs employees as required; establishes and enforces work methods, procedures and 

standards. 
 

3. Assures that staff maintains safe, playable, and aesthetically pleasing aquatics recreation venues and 

events, and adhere to policies and procedures for efficient and safe operations. 
 

4. Coordinates and manages operations of City aquatics programs; programs include aquatics venues & 

swimming pools, special events, classes, athletic contests, and sports & wellness programs; organizes, 

promotes and evaluates diversified special events, alternative activities, and special programs suited to 

the needs of participants and potential participants; allocates staff, supplies and equipment.  Instructs  

classes and lifeguards as assigned/ needed. 
 

5. Monitors and recommends the maintenance of aquatics recreation venues, equipment, materials and 

other assets; inspects recreation program venues & pools, identifies conditions needing repair or  

maintenance and requests maintenance services. 
 

6. Analyzes aquatics programs, operations and service delivery issues, reports all accidents and incidents 

and reports and recommends solutions to supervisor; evaluates existing programs for effectiveness and 

participation, and recommends program revisions; reports and resolves complaints, requests, safety 

conditions, security issues and illegal activities. 
 

7. Maintains program accounting and administrative records, manages expenditures, tracks revenue, and 

monitors budgets; oversees procurement activities for supplies and equipment in accordance with City 

policies; prepares operational, statistical and financial reports on recreation programs, special events and 

cost recovery analysis. 



 

8. Promotes, organizes and stimulates good relationships with neighborhood and community groups and  



other agencies; interprets and explains City aquatics programs and philosophies to groups and 

individuals, community resources, committees, staff and volunteers; coordinates with other City 

departments, and community agencies. 
 

9. Ensures staff certifications are current and all rules and regulations as set forth in the Department of  

Health code are met. 
 

10. Supervises, evaluates and makes recommendations with regards to staffing and disciplinary issues. 
 

11. Ability to work overtime. 
 

12. Ability to interact with team members. 
 

13. Regular and punctual attendance. 
 

14. Other duties may be assigned. 
 

15. 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 

Broad knowledge of such fields as advanced accounting, marketing, business administration, finance, 

etc. Equivalent to four years of college, plus 12 to 18 months related experience and/or training, and 12 

to 18 months related management experience, or equivalent combination of education and experience. 

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT 

None. 

SUPERVISORY RESPONSIBILITIES 

Supervises 20 non-supervisory employee(s).  Carries out supervisory responsibilities in accordance with 

the organization’s policies and applicable laws.  Responsibilities include interviewing, hiring and 

training employees; planning, assigning and directing work; appraising performance, rewarding and 

disciplining employees, subject to mayoral approval; addressing complaints and resolving problems. 

COMMUNICATION SKILLS 

Ability to write reports, business correspondence, and policy/procedure manuals;  Ability to effectively  

present information and respond to questions from groups of managers, clients, customers, and the  

general public. 

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 utilize common sense understanding in order to carry out written, oral or diagrammed 

instructions. Ability to deal with problems involving several known variables in situations of a routine 

nature. 

SUPERVISION RECEIVED 

Under general direction, working from policies and general directives. Rarely refers specific cases to 



supervisor unless clarification or interpretation of the organization's policy is required. 

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 

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 

Directed. Supervisory and/or professional skills using structured practices or policies and directed as to 

execution and review. Interpolation of learned things in moderately varied situations where reasoning 

and decision-making are essential. 

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS 

Regular use of complex machines and equipment (desktop/laptop computer and software, etc.) 

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. 

PUBLIC CONTACT 

Extensive contacts with various diversified sectors of the public environment; wherein, the contacts are  

of major importance and failure to exercise proper judgment can lead to substantial losses to the 

organization. 

EMPLOYEE CONTACT 

Contacts of considerable importance within the department or office, such as those required in 

coordination of effort, or frequent contacts with other departments or offices, generally in normal course 

of performing duties. Requires tact in discussing problems and presenting data and making 

recommendations, but responsibility for action and decision reverts to others. 

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS 

Lifeguard and CPR Certification 

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS 

Certified Pool Operator and/or Aquatic Facility Operator Certification 

SOFTWARE SKILLS REQUIRED 

Intermediate: 10-Key, Presentation/PowerPoint, Programming Languages, Spreadsheet, Word 

Processing/Typing 
Basic: Accounting, Alphanumeric Data Entry, Contact Management, Database, Human Resources  



Systems, Payroll Systems 

ADDITIONAL INFORMATION 

Valid Arkansas Drivers license or one recognized by the state of Arkansas 

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. 
 

While performing the functions of this job, the employee is regularly required to talk or hear; and 

frequently required to stand, walk; occasionally required to sit, use hands to finger, handle, or feel, reach 

with hands and arms, climb or balance, stoop, kneel, crouch, or crawl, taste or smell. The employee must 

frequently lift and/or move up to 50 pounds. Specific vision abilities required by this job include close 

vision; distance vision; color vision; peripheral vision; depth perception; and ability to adjust focus. 

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 continuously exposed to wet or humid 

conditions; occasionally exposed to fumes or airborne particles, toxic or caustic chemicals, extreme 

cold, extreme heat. The noise level in the work environment is usually moderate. 

CITY OF BRYANT - 2010 
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City of Bryant - 2010 
Office Manager- Park 

Job Description 
 

 

Exempt: 

Department: 

Reports To: 

Location: 

 

 

No 
Parks 

Parks Director 

Park Office 

Date Prepared: March 04, 2009 

Date Revised: May 06, 2009 

GENERAL DESCRIPTION OF POSITION 

Assists in office at Parks Department performing various clerical functions. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

1. Takes telephone calls and messages.  Oversees reservations for all park facilitites. 
 

2. Prepares  work orders for service personnel regarding repairs or maintenance issues to be checked, 

etc.  Opens, sorts, and distributes incoming mail, and collects, seals, and stamps outgoing mail.  Delivers 

oral or written messages. 
 

3. Collects and distributes paperwork, such as records or timecards, from one department to another.   

Compile data for meetings and reports as needed.  Transcribe letters, reports, statements and any other 

material assigned. 
 

4. Operates office equipment such as photocopying machine, computer, and typewriter.  File 

correspondence and other departmental records.  Keep park information up to date and print inspection  

orders and record maintenance information monthly. 
 

5. Assist in keeping the MSDS material updated and report changes to the Administrative Office.   

Ability to organize and clean office area. 
 

6. Processes membership applications.  Develops office procedures and policies.  Assigns and monitors  

clerical and secretarial functions. 
 

7. Deals with complex queries and complaints, and refers, when necessary, to appropriate persons.   

Evaluates the performance of each clerical and secretarial staff member and gives recommendations to 

Director. 
 

8. Trains new employees in office procedures, telephone system, and office equipment.  Prepares press  

releases. 
 

9. Drafts and assists in grant applications.  Ensures filing systems are maintained and up-to-date.  

Maintains office supplies.  Manages and updates office forms. 
 

10. Maintains basic web page changes on a regular basis.  Processes and deposits all funds received and 

forwards to Accounts Payable. 
 

11. Liaison between Director/Superintendents and office staff.  Assists Director with yearly budget 

process. 
 

12. Works overtime as assigned. 



13. Interact with team members. 
 

14. Regular and punctual attendance. 
 

15. 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. 

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT 

Annual Budget Authority: 

Funds, Property & Equipment Responsibility: 

SUPERVISORY RESPONSIBILITIES 

$ 250,000 

$ 500,000 

Supervises 3 non-supervisory employee(s).  Carries out supervisory responsibilities in accordance with 

the organization’s policies and applicable laws.  Responsibilities include interviewing, hiring and 

training employees; planning, assigning and directing work; appraising performance, rewarding and 

disciplining employees; addressing complaints and resolving problems. 

COMMUNICATION SKILLS 

Ability to read, analyze, and understand common scientific and technical journals, financial reports, and 

legal documents; Ability to respond to complex or difficult inquiries or complaints from customers, 

regulatory agencies, or members of the business community. 

MATHEMATICAL SKILLS 

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common 

fractions, and decimals. Ability to compute rate, ratio, and percent and to prepare and interpret bar 

graphs. 

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. 

SUPERVISION RECEIVED 

Under general supervision where standard practice enables the employee to proceed alone on routine  

work, referring all questionable 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 

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 

Directed. Supervisory and/or professional skills using structured practices or policies and directed as to 

execution and review. Interpolation of learned things in moderately varied situations where reasoning 

and decision-making are essential. 

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS 

Regular use of highly complex machines and equipment; specialized or advanced software programs. 

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. 

PUBLIC CONTACT 

Regular contacts with patrons, either within the office or in the field. May also involve occasional self- 

initiated contacts to patrons. Lack of tact and judgment may result in a limited type of problem for 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. 

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS 

Valid Arkansas Drivers License or a valid drivers license recognized by the State of Arkansas. 

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS 

CPR and Basic First Aid 

SOFTWARE SKILLS REQUIRED 

Advanced: Contact Management, Word Processing/Typing 

Intermediate: 10-Key, Accounting, Alphanumeric Data Entry, Database, Spreadsheet 

Basic: Other, Presentation/PowerPoint 

ADDITIONAL INFORMATION 

Not indicated. 

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. 
 

While performing the functions of this job, the employee is continuously required to talk or hear; 

regularly required to sit, use hands to finger, handle, or feel; and frequently required to walk, reach with 

hands and arms; occasionally required to stand, climb or balance, stoop, kneel, crouch, or crawl, taste or  



smell. The employee must occasionally lift and/or move up to 50 pounds; frequently lift and/or move up 

to 10 pounds. Specific vision abilities required by this job include close vision; distance vision; color 

vision; depth perception; and ability to adjust focus. 

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 occasionally exposed to work near moving 

mechanical parts, fumes or airborne particles, outdoor weather conditions, risk of electrical shock.The  

noise level in the work environment is usually moderate. 

CITY OF BRYANT - 2010 
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RESOLUTION No.  2015 - ___ 

 

A RESOLUTION REGARDING A CLASSIFICATION AND COMPENSATION PLAN 

FOR THE CITY OF BRYANT 

 

WHEREAS, the City Council wishes to create an additional job position and corresponding 

compensation plan for said position; and 

  

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

ARKANSAS THAT: 

 

Section 1.  The position of Parks Assistant Program Coordinator  is hereby added to the 

City’s compensation plan. 

 

Section 2.  The salary range of the Parks Assistant Program Coordinator shall be as follows, 

depending on experience: 

 

Parks Assistant Program Coordinator  

        
Minimum Midpoint Maximum 

 
$25,827 

 
$32,284 

 
$38,741 

   

 

 

Section 3.  The compensation set forth in this resolution shall henceforth be in full force and 

effect, subject to further revisions as may be necessary.  Any revisions shall be reviewed by Human 

Resource Director or his/her representative and approved by the City Council before taking effect. 

 

Section 4.  In the event any title, section, paragraph, item, sentence, clause, phrase, or word 

of this resolution is declared or adjudged to be invalid or unconstitutional, such declaration or 

adjudication shall not affect the remaining portions of the resolution which shall remain in full force 

and effect as if the portion so declared or adjudged invalid or unconstitutional was not originally a 

part of the resolution.  

 

Section 5.  All resolutions and other matters in conflict with this resolution are hereby 

repealed to the extent of any inconsistency.  

 

PASSED AND APPROVED this 31st day of March, 2015. 

 

       ATTEST: 

 

____________________________________ _______________________________ 

Mayor Jill Dabbs     Sue Ashcraft, City Clerk 



RESOLUTION No.  2015 - ___ 

 

A RESOLUTION REGARDING A CLASSIFICATION AND COMPENSATION PLAN 

FOR THE CITY OF BRYANT 

 

WHEREAS, the City Council wishes to create an additional job position and corresponding 

compensation plan for said position; and 

  

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

ARKANSAS THAT: 

 

Section 1.  The position of Parks Aquatics Coordinator is hereby added to the City’s 

compensation plan. 

 

Section 2.  The salary range of the Parks Aquatics Coordinator shall be as follows, depending 

on experience: 

 

Parks Aquatics Coordinator  

        
Minimum Midpoint Maximum 

 
$42,359 

 
$52,949 

 
$63,539 

   

 

 

Section 3.  The compensation set forth in this resolution shall henceforth be in full force and 

effect, subject to further revisions as may be necessary.  Any revisions shall be reviewed by Human 

Resource Director or his/her representative and approved by the City Council before taking effect. 

 

Section 4.  In the event any title, section, paragraph, item, sentence, clause, phrase, or word 

of this resolution is declared or adjudged to be invalid or unconstitutional, such declaration or 

adjudication shall not affect the remaining portions of the resolution which shall remain in full force 

and effect as if the portion so declared or adjudged invalid or unconstitutional was not originally a 

part of the resolution.  

 

Section 5.  All resolutions and other matters in conflict with this resolution are hereby 

repealed to the extent of any inconsistency.  

 

PASSED AND APPROVED this 31st day of March, 2015. 

 

       ATTEST: 

 

____________________________________ _______________________________ 

Mayor Jill Dabbs     Sue Ashcraft, City Clerk 



RESOLUTION No.  2015 - ___ 

 

A RESOLUTION REGARDING A CLASSIFICATION AND COMPENSATION PLAN 

FOR THE CITY OF BRYANT 

 

WHEREAS, the City Council wishes to create an additional job position and corresponding 

compensation plan for said position; and 

  

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

ARKANSAS THAT: 

 

Section 1.  The position of Parks Lead Receptionist is hereby added to the City’s 

compensation plan. 

 

Section 2.  The salary range of the Parks Lead Receptionist shall be as follows, depending on 

experience: 

 

Parks Lead Receptionist  

        
Minimum Midpoint Maximum 

 
$22,090 

 
$27,612 

 
$33,135 

   

 

 

Section 3.  The compensation set forth in this resolution shall henceforth be in full force and 

effect, subject to further revisions as may be necessary.  Any revisions shall be reviewed by Human 

Resource Director or his/her representative and approved by the City Council before taking effect. 

 

Section 4.  In the event any title, section, paragraph, item, sentence, clause, phrase, or word 

of this resolution is declared or adjudged to be invalid or unconstitutional, such declaration or 

adjudication shall not affect the remaining portions of the resolution which shall remain in full force 

and effect as if the portion so declared or adjudged invalid or unconstitutional was not originally a 

part of the resolution.  

 

Section 5.  All resolutions and other matters in conflict with this resolution are hereby 

repealed to the extent of any inconsistency.  

 

PASSED AND APPROVED this 31st day of March, 2015. 

 

       ATTEST: 

 

____________________________________ _______________________________ 

Mayor Jill Dabbs     Sue Ashcraft, City Clerk 



RESOLUTION No.  2015 - ___ 

 

A RESOLUTION REGARDING A CLASSIFICATION AND COMPENSATION PLAN 

FOR THE CITY OF BRYANT 

 

WHEREAS, the City Council wishes to create an additional job position and corresponding 

compensation plan for said position; and 

  

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

ARKANSAS THAT: 

 

Section 1.  The position of Parks Office Manager is hereby added to the City’s compensation 

plan. 

 

Section 2.  The salary range of the Parks Office Manager shall be as follows, depending on 

experience: 

 

Parks Office Manager  

        
Minimum Midpoint Maximum 

 
$44,033 

 
$55,041 

 
$66,049 

   

 

 

Section 3.  The compensation set forth in this resolution shall henceforth be in full force and 

effect, subject to further revisions as may be necessary.  Any revisions shall be reviewed by Human 

Resource Director or his/her representative and approved by the City Council before taking effect. 

 

Section 4.  In the event any title, section, paragraph, item, sentence, clause, phrase, or word 

of this resolution is declared or adjudged to be invalid or unconstitutional, such declaration or 

adjudication shall not affect the remaining portions of the resolution which shall remain in full force 

and effect as if the portion so declared or adjudged invalid or unconstitutional was not originally a 

part of the resolution.  

 

Section 5.  All resolutions and other matters in conflict with this resolution are hereby 

repealed to the extent of any inconsistency.  

 

PASSED AND APPROVED this 31st day of March, 2015. 

 

       ATTEST: 

 

____________________________________ _______________________________ 

Mayor Jill Dabbs     Sue Ashcraft, City Clerk 
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CITY OF BRYANT-2011 

Parks Aquatic Coordinator - Proposed 
Job Description 
 
Job Code:   3000 

Exempt:   No 

Department:  Parks 

Reports To:   Parks Director 

Location:   Parks 

Date Prepared: March 26, 2010 

Date Revised:  March 06, 2015 
 

GENERAL DESCRIPTION OF POSITION 
Will manage the operations and programs of the Aquatic Department at the Bishop Park 
community center.  Responsible for supervising water safety instructions, lifeguard, water 
aerobics instructors, and others assigned by the Recreation Superintendent. Must demonstrate 
a strong personal commitment to the mission and goals of the Bryant Parks & Recreation 
Department while carrying out their assigned responsibilities in accordance with the 
organization's policies and applicable laws. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
1. Plans, schedules, supervises and coordinates the operations of City aquatics programs; 
plans and directs recreation activities, athletic contests, sporting events, games, classes, and 
special events; evaluates and analyzes issues, and recommends solutions; assures activities 
are in compliance with all laws, policies, regulations, goals and safety standards. 
 
2. Coordinates and supervises the daily activities of assigned aquatics staff; plans, prioritizes 
and assigns tasks; orients and trains staff, conducts in-service training, monitors work, and 
evaluates performance; coaches and instructs employees as required; establishes and enforces 
work methods, procedures and standards. 
 
3. Assures that staff maintains safe, playable, and aesthetically pleasing aquatics recreation 
venues and events, and adhere to policies and procedures for efficient and safe operations. 
 
4. Coordinates and manages operations of City aquatics programs; programs include aquatics 
venues & swimming pools, special events, classes, athletic contests, and sports & wellness 
programs; organizes, promotes and evaluates diversified special events, alternative activities, 
and special programs suited to the needs of participants and potential participants; allocates 
staff, supplies and equipment.  Instructs classes and lifeguards as assigned/ needed. 
 
5. Monitors and recommends the maintenance of aquatics recreation venues, equipment, 
materials and other assets; inspects recreation program venues & pools, identifies conditions 
needing repair or maintenance and requests maintenance services. 
 
6. Analyzes aquatics programs, operations and service delivery issues, reports all accidents 
and incidents and reports and recommends solutions to supervisor; evaluates existing programs 
for effectiveness and participation, and recommends program revisions; reports and resolves 
complaints, requests, safety conditions, security issues and illegal activities. 
 



7. Maintains program accounting and administrative records, manages expenditures, tracks 
revenue, and monitors budgets; oversees procurement activities for supplies and equipment in 
accordance with City policies; prepares operational, statistical and financial reports on 
recreation programs, special events and cost recovery analysis. 
 
8. Promotes, organizes and stimulates good relationships with neighborhood and community 
groups and other agencies; interprets and explains City aquatics programs and philosophies to 
groups and individuals, community resources, committees, staff and volunteers; coordinates 
with other City departments, and community agencies. 
 
9. Ensures staff certifications are current and all rules and regulations as set forth in the 
Department of Health code are met. 
 
10. Supervises, evaluates and makes recommendations with regards to staffing and disciplinary 
issues. 
 
11. Supervises aquatics concessions,  volunteers and instructors. 
 
12. Schedules all reservations for use of Bishop and Mills Park Aquatics Facilities. 
 
13. Provides maintenance for the aquatics facilities, purchases all chemicals, cleaning supplies 
and parts as needed. 
 
14. Manage BASS swim team; provide instruction; schedule swim meets/practices and 
coordinate all financial and budget revisions. 
 
15. Responsible for scheduling all service calls (HVAC, electrical, plumbing, structural and pool 
equipment). 
 
16. 1. Supervise and coordinate all activities such as swim lessons, water aerobics, deep water 
aerobics, swim team practices, swim meets, movie nights, triathlons, silver splash classes, and 
therapy sessions. 
 
17. Assists community center with activities, sales and daily transactions, events and set-ups. 
 
18. Attend all Parks committee/staff meetings and city council meetings when requested. 
 
19. Ability to work overtime and nights as needed. 
 
20. Ability to interact with customers, team members and other City of Bryant departments. 
 
21. Regular and punctual attendance. 
 
22. 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 
Broad knowledge of such fields as accounting, marketing, business administration, finance, etc. 



Equivalent to a four year college degree, plus 2 years related experience and/or training, and 2 
years related management experience, or equivalent combination of education and experience. 
 
COMMUNICATION SKILLS 
Ability to read a limited number of words and recognize similarities and differences between 
words and between series of numbers; Ability to write and speak simple sentences as a means 
for basic communication. 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 read, analyze, and understand general business/company related 
articles and professional journals; Ability to speak effectively before groups of customers or 
employees. Ability to write reports, business correspondence, and policy/procedure manuals;  
Ability to effectively present information and respond to questions from groups of managers, 
clients, customers, and the general public. Ability to read, analyze, and understand common 
scientific and technical journals, financial reports, and legal documents; Ability to respond to 
complex or difficult inquiries or complaints from customers, regulatory agencies, or members of 
the business community. 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 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 
Lifeguard and CPR Certification 
 
PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS 
Certified Pool Operator and/or Aquatic Facility Operator Certification 
 
SOFTWARE SKILLS REQUIRED 
Intermediate: 10-Key, Presentation/PowerPoint, Programming Languages, Spreadsheet, Word 
Processing/Typing 
Basic: Accounting, Alphanumeric Data Entry, Contact Management, Database, Human 
Resources Systems, Payroll Systems 
 
 
INITIATIVE AND INGENUITY 

SUPERVISION RECEIVED 
Under administrative direction, setting up own standard of performance. Virtually self-
supervising. Reports to senior management of the organization. 
 
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 large 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. 
 
RESPONSIBILITY FOR WORK OF OTHERS 
The level of direct supervisory responsibility for the assignment of job duties, training, 
leadership, guidance, needs of employees, hiring, terminating and/or direction of the effort of 
others. Scoring will depend upon the number and classification of people normally supervised or 
directed, and the scope of complexity of the operations involved in the supervisory 
responsibility.  (Job classification which involves no supervision will not be assigned a point 
value for this factor.) 
 
Supervises a large group (16-25) of employees who are engaged in diversified activities. 
 
Supervises the following departments: Not indicated. 
 
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. 
 

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT 
Regularly responsible for funds, building premises, inventory, or other property owned 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 $100,000,000 to $250,000,000. 
 

ACCURACY 
Probable errors would normally not be detected in succeeding operations and may have serious 
effects in relationships with patrons and/or with the operations of other segments of the 
organization. Frequent possibilities of error would exist at all times, since the above mentioned 
areas are inherent in the job. 
 
ACCOUNTABILITY 

 



FREEDOM TO ACT 
Directed. Freedom to complete duties as defined by wide-ranging policies and precedents 
with mid to upper-level managerial 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. 

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

 
IMPACT ON END RESULTS 
Major impact. Job has a considerable impact on the organization's end results. A high level 
of accountability to generate, manage, and/or control funds within a department and/or total 
organization. 
 

PUBLIC CONTACT 
Extensive contacts with various diversified sectors of the public environment; wherein, the 
contacts are of major importance and failure to exercise proper judgment can lead to substantial 
losses to the organization. 
 
EMPLOYEE CONTACT 
Contacts of considerable importance within the department or office, such as those required in 
coordination of effort, or frequent contacts with other departments or offices, generally in normal 
course of performing duties. Requires tact in discussing problems and presenting data and 
making recommendations, but responsibility for action and decision reverts to others. 
 

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS 
Regular 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 continuously exposed to wet or 
humid conditions; occasionally exposed to fumes or airborne particles, toxic or caustic 
chemicals, extreme cold, extreme heat, risk of electrical shock. 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. 



 
Highly repetitive, low physical. Highly repetitive type of work which requires concentration in the 
performance of tasks for consistent time cycles as prescribed by the tasks. 
 
While performing the functions of this job, the employee is regularly required to talk or hear; and 
frequently required to stand, walk; occasionally required to sit, use hands to finger, handle, or 
feel, climb or balance, stoop, kneel, crouch, or crawl, taste or smell, reach with hands and arms. 
The employee must occasionally lift and/or move up to 100 pounds; frequently lift and/or move 
up to 50 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 
Valid Arkansas Driver’s license or one recognized by the state of Arkansas 
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CITY OF BRYANT-2011 

Parks Office Manager 
Job Description 
 
Job Code:   3000 

Exempt:   No 

Department:  Parks 

Reports To:   Parks Director 

Location:   Bishop Park 

Date Prepared: March 04, 2009 

Date Revised:  March 17, 2015 
 

GENERAL DESCRIPTION OF POSITION 
Assists in office at Parks Department performing various clerical functions. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
1. Works overtime as assigned. 
 
2. Interact with team members. 
 
3. Regular and punctual attendance. 
 
4. Takes telephone calls and messages.  Oversees reservations/cancellations for all park 
facilities. Updates entrance marquee. 
 
5. Prepares and oversees all purchase orders for service personnel regarding repairs or 
maintenance issues to be checked, etc.  Opens, sorts, and distributes incoming mail, and 
collects, seals, and stamps outgoing mail.  Delivers oral or written messages. 
 
6. Collects and distributes paperwork, such as records or timecards, from one department to 
another.  Compile data for meetings and reports as needed.  Transcribe letters, reports, 
statements and any other material assigned. 
 
7. Operates office equipment such as photocopying machine, computer, and typewriter.  File 
correspondence and other departmental records.  Keep park information up to date and print 
inspection orders and record maintenance information monthly. 
 
8. Assist in keeping the MSDS material updated and report changes to the Administrative 
Office.  Ability to organize and clean office area. 
 
9. Processes membership applications.  Develops office procedures and policies.  Assigns and 
monitors clerical and secretarial functions. 
 
10. Deals with complex queries and complaints, and refers, when necessary, to appropriate 
persons.  Evaluates the performance of each clerical and secretarial staff member and gives 
recommendations to Director. 
 
11. Trains new employees in office procedures, telephone system, and office equipment.  
Prepares press releases. 
 



12. Drafts and assists in grant applications.  Ensures filing systems are maintained and up-to-
date.  Maintains office supplies.  Manages and updates office forms. 
 
13. Maintains basic web page changes on a regular basis.  Processes and deposits all funds 
received and forwards to Accounts Payable. 
 
14. Liaison between Director/Superintendents and office staff. 
 
15. Assists with overseeing of software system used for memberships, reservations, and 
programs. Update system as needed and correct any problems that may occur. 
 
16. Maintains and update rules and regulations as well as all other forms at the front desk. 
 
17. Prepares all bids and RFQs for the Parks Department. 
 
18. Manages front desk staff and creates schedules for staff. 
 
19. Oversees memberships at the community center. 
 
20. Oversees Silver Sneakers registrations and prepare monthly reports. 
 
21. Assists Director with budget process. 
 
22. Prepares and delivers daily deposits to the bank. Print cash receipts, cash distribution 
reports, and any other reports from software system for Finance Department. 
 
23. Reviews and discusses weekly budget reports with Director and other Supervisors. 
Prepares Parks Committee agendas, minutes, and any correspondence for the Committee. 
 
24. Prepare Parks Department items for City Council agenda. 
 
25. Invoice and ensure payments are received for scoreboard. 
 
26. 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 
Broad knowledge of such fields as accounting, marketing, business administration, finance, etc. 
Equivalent to a four year college degree, plus 9 to 10 years related experience and/or training, 
and 4 years related management experience, or equivalent combination of education and 
experience. 
 
COMMUNICATION SKILLS 
Ability to read a limited number of words and recognize similarities and differences between 
words and between series of numbers; Ability to write and speak simple sentences as a means 
for basic communication. 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. Ability to write reports, business correspondence, and 
policy/procedure manuals;  Ability to effectively present information and respond to questions 
from groups of managers, clients, customers, and the general public. 
 
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 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 
Valid Arkansas Drivers License or a valid drivers license recognized by the State of Arkansas. 
 
PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS 
Not indicated. 
 
SOFTWARE SKILLS REQUIRED 
Mastery: Accounting, Database 
Advanced: Alphanumeric Data Entry, Contact Management, Human Resources Systems, 
Payroll Systems, Spreadsheet, Word Processing/Typing 
Basic: 10-Key, Presentation/PowerPoint, Programming Languages, Other 
 
 
INITIATIVE AND INGENUITY 

SUPERVISION RECEIVED 
Under general supervision where standard practice enables the employee to proceed alone 
on routine work, referring all questionable 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 organization and 
delegation of work operations for a group of employees engaged in widely diversified 
activities. 
 
DECISION MAKING 
Performs work operations which permit frequent opportunity for decision-making of major 
importance which would have considerable effect on the final attainment of multiple major 
activities and the organization's projects of a large organization component and 
organization's clientele. 

 
MENTAL DEMAND 
Intense mental demand. Operations requiring sustained directed thinking to analyze, solve, or 
plan highly variable, administrative, professional, or technical tasks involving complex problems 
or mechanisms. 



 
ANALYTICAL ABILITY / PROBLEM SOLVING 
Oversight. Activities covered by expansive policies and objectives, and oversight as to 
execution and review. High order of analytical, interpretative, and constructive thinking in varied 
situations covering multiple areas of the organization. 
 
RESPONSIBILITY FOR WORK OF OTHERS 
The level of direct supervisory responsibility for the assignment of job duties, training, 
leadership, guidance, needs of employees, hiring, terminating and/or direction of the effort of 
others. Scoring will depend upon the number and classification of people normally supervised or 
directed, and the scope of complexity of the operations involved in the supervisory 
responsibility.  (Job classification which involves no supervision will not be assigned a point 
value for this factor.) 
 
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: Parks Front Desk Personnel and Parks Recreation 
Facility Operator/Personnel 
 
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. 
 

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 normally not be detected in succeeding operations and would definitely 
have serious effects in relationships with patrons and/or with the operations of other segments 
of the organization. Frequent possibilities of error would exist at all times, since the above 
mentioned areas are inherent in the job. 
 
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. 



 
Very small. Job creates a monetary impact for the organization up to an annual level of 
$100,000. 

 
IMPACT ON END RESULTS 
Major impact. Job has a considerable impact on the organization's end results. A high level 
of accountability to generate, manage, and/or control funds within a department and/or total 
organization. 
 

PUBLIC CONTACT 
Extensive contacts with various diversified sectors of the public environment; wherein, the 
contacts are of major importance and failure to exercise proper judgment can lead to substantial 
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 personal computer support, technical help, and/or basic software support, database 
analysis, level I technician, project coordination, installation and help desk. 
 
WORKING CONDITIONS 
Periodically exposed to such elements as noise, intermittent standing, walking, occasionally 
pushing, carrying, or lifting; but none are present to the extent of being disagreeable. 
 
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 occasionally exposed to fumes or 
airborne particles, toxic or caustic chemicals, outdoor weather conditions, wet or humid 
conditions, extreme cold.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. 
 
Moderate diversity, low physical. Work activities which allow for a moderate amount of diversity 
in the performance of tasks which are not as varied as those positions with high-level diversity 
and decision-making. 
 
While performing the functions of this job, the employee is continuously required to sit, use 
hands to finger, handle, or feel, talk or hear; regularly required to reach with hands and arms; 
frequently required to stand, walk; and occasionally required to 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. Specific vision abilities required by this job include close vision; distance 
vision; color vision; depth perception; and ability to adjust focus.  
 
ADDITIONAL INFORMATION 
Not indicated. 
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Changes to Parks

Job Description Headings

Title Was: Lifeguard Change To: Mills Park Lifeguard - Part Time

Reports To Was: Change To: Aquatics Coordinator

Title Was: Change To: Parks Lifeguard - Part Time

Reports To Was: Change To: Aquatics Coordinator

Location Was: Change To: Bishop Park

Title Was: Change To: Parks Program Coordinator

Department Was: Change To: Parks  

Reports To Was: Change To: Parks Director

Location Was: Change To: Bishop Park

Title Was: Change To: Parks Secretary

Reports To Was: Change To: Parks Office Manager

Location Was: Change To: Bishop Park

Title Was: Change To: Parks Receptionist - Part Time

Location Was: Change To: Bishiop Park

Title Was: Change To: Parks Weekend Supervisor

Reports To Was: Change To: Parks Director

Location Was: Change To: Bishop Park

Title Was: Change To: Parks Assistant Aquatics Coordinator

Reports To Was: Change To: Aquatics Coordinator

Location Was: Change To: Parks  

Title Was: Change To: Parks Superintendent

Department Was: Change To: Parks  

Reports To Was: Change To: Parks Director

Location Was: Change To: Parks

Parks Department

Aquatics Coordinator

Park

Program Coordinator

Bryant Community Center

Position Title:    Parks Secretary

Position Title:    Parks Receptionist - Part Time

Position Title:    Parks Weekend Supervisor

Parks Department

Parks Director

Park Secretary

Parks Department

Recreation Superintendent

Facility Supervisor - Weekend

Bryant Community Center

Receptionist

Position Title:    Parks Assistant Aquatics Coordinator

Position Title:    Parks Superintendent

Bishop Park

Aquatic Coordinator

Park Superintendent

Parks Department

Parks & Recreation Director

Parks & Recreation

Assistant Aquatics Coordinator

Position Title:    Mills Park Lifeguard - Part Time

Position Title:    Parks Lifeguard - Part Time

Position Title:    Parks Program Coordinator

Lifeguard

Head Lifeguard

Head Lifeguard

03/2015



Changes to Parks

Job Description Headings

Title Was: Change To: Parks Laborer - Part Time

Department Was: Change To: Parks  

Reports To Was: Change To: Parks Superintendent

Location Was: Change To: Parks

Title Was: Change To: Parks Laborer/Foreman

Department Was: Change To: Parks  

Reports To Was: Change To: Parks Superintendent

Location Was: Change To: Parks

Title Was: Change To: Parks Laborer

Department Was: Change To: Parks  

Reports To Was: Change To: Parks Superintendent

Location Was: Change To: Parks

Title Was: Change To: Parks Recreation Facility Operator

Location Was: Change To: Bishop Park

Title Was: Change To: Parks Marketing/Events Coordinator

Location Was: Change To: Bishop Park

Location Was: Change To: Parks

Parks & Recreation Director

Position Title:    Parks Laborer - Part Time

Position Title:    Parks Laborer/Foreman

Parks & Recreation

Park Labor/Foreman

Parks Department

Parks & Recreation

Park Labor - Part Time

Parks Department

Parks Director & Parks Superintendent

Parks & Recreation

Park Labor

Parks Department

Position Title:    Parks Laborer

Parks Deparment

Parks Department

Parks Marketing/Event Coordinator

6401 Boone Road

Position Title:    Parks Director

Position Title:    Parks Recreation Facility Operator

Position Title:    Parks Marketing/Events Coordinator

Facility Operator

Parks & Recreation Director

03/2015
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Ordinance No. 2015-__ City Attorney Duties and Responsibilities

ORDINANCE NO.: 2015-_____

AN AMENDED ORDINANCE DEFINING THE DUTIES AND RESPONSIBILITIES 

AND STATING THE COMPENSATION OF THE ELECTED CITY ATTORNEY FOR 

THE CITY OF BRYANT, ARKANSAS, AND DECLARING AN EMERGENCY

WHEREAS, The City of Bryant has previously defined the duties of the elected City Attorney, 

via Ordinance No. 2005-33, duly adopted by the City Council and taking effect on January 1, 

2006.

WHEREAS, since Ordinance No. 2005-33 was enacted, the City of Bryant has gone years 

without having any attorney run in the election for City Attorney.

WHEREAS, because no City Attorney was elected, the City of Bryant has employed a staff 

attorney and contracted with others to fulfill the duties of the City Attorney pursuant to Arkansas 

Code Annotated § 14-43-315.

WHEREAS, the office of City Attorney of the City of Bryant, is an elected public official of the 

City of Bryant, who is elected city wide by all the electors of the city.

WHEREAS, The City of Bryant wishes to repeal Ordinance No. 2005-33 and replace it with the 

following to clarify the list of duties and responsibilities and stating the compensation for the 

elected City Attorney for the City of Bryant.

WHEREAS, a clearly defined list of duties of the office of City Attorney is desirable to both the

City Council of the City of Bryant, and the citizens of the City of Bryant. And,

WHEREAS, the City Council desires to state the duties of the City Attorney and to authorize 

payment of compensation and benefits of the City Attorney.

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

CITY OF BRYANT, SALINE COUNTY, ARKANSAS:

Section 1: Office of the City Attorney.

The City Attorney is the chief legal officer of the City of Bryant, and shall provide general legal 

representation and overall professional supervision of the legal affairs of the City of Bryant 

pursuant to Arkansas Statute. The City Attorney is permitted to maintain and participate in a 

private law practice as long as such private clients do not have conflicting interests with the City 

of Bryant.

Section 2: Definition of Duties.

In addition to the provisions of Arkansas Code Annotated § 14-43-313, the duties and 

responsibilities of the City Attorney shall include the following:
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a. To advise the Mayor, the City Council, members of city boards, commissions and other 

city officials on all legal matters pertaining to city operations and interests.

b. To represent the City of Bryant in all legal matters that result in litigation before local, 

state and federal courts and administrative boards.

c. To attend all duly called City Council meetings, whether called as a regular or special 

meeting, to ensure that the City Council meetings are conducted in a legal manner, and to

ensure that ordinances, resolutions and other actions of the City Council are drafted and 

read correctly in conjunction with provisions set forth by statute and constitutional 

requirements.

d. Draft or edit personnel and departmental policies as needed.

e. Review and draft contracts, agreements, deeds and legal documents pertaining to city 

affairs.

f. Defend city/city officials if acting within their official city duties in civil rights and land 

use litigation. 

g. Prepares pleadings, motions, and discovery in litigation to which the City or one of the 

officials in his or her official capacity is a party.

h. Supervise and manage legal staff.

i. Prosecute misdemeanors occurring within the Bryant city limits unless the city is under 

contract with the Saline County Prosecuting Attorney or other attorney in good standing.

Section 3: Annual Salary.

Pursuant to Arkansas Code Annotated § 14-43-410, the salary for the elected City Attorney shall 

be an annual salary of seventy-three thousand ($73,000) per year for all services in civil matters; 

this amount shall be reflected in the annual budget, and may be adjusted from time to time by 

ordinance in accordance with Arkansas Statute. 

Pursuant to Arkansas Code Annotated § 14-43-410, the salary for the elected City Attorney shall 

be an annual salary of $30,000 per year for all services in criminal matters; this amount shall be 

reflected in the annual budget, and may be adjusted from time to time by ordinance in 

accordance with Arkansas Statute. 

The City Attorney shall be eligible to participate in the health insurance program and the regular 

retirement plan available to city employees.



Page 3 of 3

Ordinance No. 2015-__ City Attorney Duties and Responsibilities

Section 4: Delegation.

Pursuant to Arkansas Code Annotated § 14-43-407, the elected City Attorney shall have the 
power to appoint one (1) or more deputies for whose official acts the City Attorney shall be 
responsible. If any attorney is hired or appointed by the City of Bryant to perform legal services, 
he or she shall report directly to the elected City Attorney.

Section 5: If no one is elected as Bryant City Attorney.

Pursuant to Arkansas Code Annotated § 14-43-315, if no attorney is residing in the city is elected
as city attorney, the city council may select a resident attorney to fill the office for the remainder 
of the unfilled term.

If no resident attorney of the city is willing to serve as city attorney or if no attorney resides in 
the limits of the city, the mayor and the city council may contract with any licensed attorney of 
this state or the attorney’s firm to serve as legal advisor, counselor, or prosecutor until a qualified
city attorney is elected or qualified. The duties of a nonresident attorney under such contract 
shall be prescribed by ordinance.

Section 6: Severability and General Repealer.

All ordinances and part of ordinances of a permanent and general nature in effect at the time of 
adoption of this ordinance and not included herein, are hereby repealed where they are in conflict
with this ordinance.

Section 7: Emergency Clause.

That whereas this Ordinance is necessary to preserve the public peace, health, safety and welfare,

an emergency is declared to exist and this Ordinance shall be in full force and effect from and 

after the date of its passage. 

PASSED AND APPROVED THIS _____ DAY OF ____________, 2015, BY THE CITY 

COUNCIL OF BRYANT, ARKANSAS.

___________________________

Jill Dabbs, Mayor

Attest:

___________________________

Sue Ashcraft, City Clerk
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ORDINANCE NO. 2015-___ 

AN ORDINANCE AUTHORIZING A CONTRACT FOR INSTALLATION OF 

FLOATING FENCING AT BISHOP PARK; WAIVING COMPETITIVE BIDDING; 

DECLARING AN EMERGENCY; AND FOR OTHER PURPOSES 

WHEREAS, the City of Bryant owns and operates a park complext located on Boone Road, 

knowns as Bishop Park; and 

WHEREAS, The City of Bryant has been involved in a multi-year lawsuit regarding the 

construction of the park and location of fencing around the ball fields; and  

WHEREAS, The City of Bryant entered into a settlement agreement with plaintiffs from that 

lawsuit, and one of the conditions for settlement was the installation of “floating fencing”; and 

WHEREAS, The City of Bryant, in cooperating with retained engineers and Titan Fence and 

Access Controls, Inc., (hereinafter “Titan”) to design a purpose built floating fence solution for 

the affected ball fields located at Bishop Park; and  

WHEREAS, Titan fence has designed and developed a specific solution to the structural fencing 

issue facing the City and that complies with the requirements of the settlement agreement; and 

WHEREAS, Titan fencing is the sole provider of the solution, as engineered with retained 

litigation engineers, Titan as the original fence supplier for the Parks complex, and as approved 

by Plaintiff’s in the lawsuit; and 

 

WHEREAS, Titan is capable of beginning the work immediately following the enactment of 

this Ordinance and execution of the contract retaining them;  

 

WHEREAS, Pursuant to the settlement agreement, the City agreed to design and begin 

construction of the floating fencing this fiscal year, so that time is of the essence to engage Titan 

to for litigation purposes; and 

WHEREAS, The City of Bryant Parks Department has the upcoming ball season for which 

fencing is required and necessary to support local ball leagues, to promote revenue generating 

tournaments and for public safety and enjoyment of the parks and ball fields; and 

WHEREAS, The City of Bryant has negotiated the construction project into two phases, phase 

one to be completed this fiscal year for the amounts already budgeted and approved for this 

project; and 

WHEREAS, The City of Bryant will begin phase two in 2016 fiscal year to reduce the financial 

impact on the Parks Department and the City of Bryant’s cash flow, as recommended by the 

legal department and finance department. 
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NOW, THEREFORE, BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF 

BRYANT; 

SECTION 1: That the Mayor is hereby authorized to execute a contract with Titan to construct 

and install the floating fencing per the settlement agreement reached in the Case of Hall v. City 

of Bryant, et. al., Saline County Circuit Court, Case No. 2008-1149-3. 

SECTION 2: That the City of Bryant and Titan agree to a two phased construction process by 

which priority will be delegated by the Parks Department to Titan Fence on the fields that require 

fencing for league and tournament play this fiscal year, with secondary fencing, as designated by 

the Parks Department, to be constructed in fiscal 2016. 

SECTION 3: That the City of Bryant intends to include in fiscal 2016 funds appropriated to 

complete phase two of the floating fencing project with Titan, but retains the right to not 

appropriate such funds depending on the financial needs of the City of Bryant. 

SECTION 4: That the City makes a finding that an exceptional circumstance exists making 

competitive bidding neither practicable nor feasible, and that the requirements of competitive 

bidding should be waived pursuant to §14-58-303(b)(2)(B) Arkansas Statutes Annotated. 

SECTION 5: Because of the significant concern for the safety of players on City ball fields 

affected by the settlement of Hall v. City of Bryant, coupled with the loss of revenue from 

tournaments and rental of the fields, and the time is of the essence necessity of flooding 

prevention and litigation concerns, THEREFORE, an emergency is declared to exist and this 

Ordinance shall be in full force and effect from and after its passage 

 

DULY PASSED AND APPROVED BY THE CITY COUNCIL OF THE CITY OF 

BRYANT, ARKANSAS,  on this the ________ day of ____________, 2015 
 

 

 

 

____________________________________ 

Jill Dabbs, Mayor 

 

 

ATTEST:                                                        

 

____________________________________      

Sue Ashcraft, City Clerk                         
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ORDINANCE NO. 2015-___ 

 

AN ORDINANCE TO AMEND ORDINANCE No. 2011-28 AND EXTABLISH A 

MINIMUM “IN LIEU FEE” FOR ALTERNATIVE METHODS OF ON-SITE 

DETENTION OF STORMWATER MANAGEMENT IN THE ADOPTED 

STORMWATER MANAGEMENT MANUAL  FOR THE CITY OF BRYANT, 

ARKANSAS; AND PRESCRIBING OTHER MATTERS RELATING THERETO. 

 

 WHEREAS, the Arkansas Department of Environmental Quality (ADEQ), under 

regulations administered by the United States Department of Environmental Protection Agency 

(EPA), requires the City to meet certain requirements as established in the national pollutant 

discharge elimination system phase II for small municipal separate storm sewer systems (SMEs); 

and 

 

 WHEREAS, the City Council of the City of Bryant has adopted the City of Bryant 

Stormwater Management Manual (the Manual) by Ordinance No. 2011-28; and 

 

WHEREAS, the Manual provides conditions for acceptable alternatives to on-site 

detention in Section 1000.1.2, one of which establishes a method for calculating an “in lieu of 

fee” where on-site detention of stormwater is deemed inappropriate and allows the owner to 

contribute to the cost of a regional detention site(s) or improvements to downstream conveyances 

in lieu of constructing on-site detention; and 

 

WHEREAS, the City of Bryant finds it necessary to amend the Manual as adopted by 

Ordinance No. 2011-28 to establish a minimum “in lieu of fee”. 

 

NOW, THEREFORE BE IT ordained by the City Council of the City of Bryant, 

Arkansas, as follows: 

 

Section 1.  Amendment  
 

The City of Bryant Stormwater Management Manual, as adopted by Ordinance No. 2011-

28, is amended to establish a minimum “in lieu fee” under Section 1000.1.2, paragraph No. 3 as 

follows: (inserted language underlined) 

 

1000.1.2 Alternatives to On-Site Detention 

… 

 

3.  An owner may contribute to the cost of a regional detention site(s) or improvements to 

downstream conveyances in lieu of constructing on-site detention. However, the basin 

master plan must include downstream storage identified for “in lieu of” payment in 

place of on-site detention, or the Developer must adequately demonstrate that “in lieu 

of” downstream storage will mitigate the increased runoff from the development. In 

addition, there cannot be any direct identifiable adverse impacts on downstream 

properties. The “in-lieu fee” contribution shall be based on an amount of $10,000 per 
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acre-foot of stormwater storage or a minimum of $500. The acceptance of an “in lieu 

fee” is totally at the discretion of the City Engineer. 

 

Section 2.  Severability 

 

 The provisions of this Ordinance are separable and if any section, phrase or provision 

shall be declared invalid, such declaration shall not affect the validity of the remainder of the 

Ordinance. 

 

Section 3.  Repealer 

 

 All ordinances and resolutions and parts thereof in conflict herewith are hereby repealed 

to the extent of such conflict. 

 

 PASSED AND APPROVED this _______ day of __________, 2015. 

 

 

 

 

       ____________________________________ 

       Mayor Jill Dabbs 

 

 

ATTEST: 

 

 

 

________________________________ 

Sue Ashcraft, City Clerk 

 

 
 





 

 

RESOLUTION NO. 2015-___  

 

A RESOLUTION EXPRESSING THE WILLINGNESS OF THE CITY OF BRYANT TO 

UTILIZE FEDERAL-AID TRANSPORATION ALTERNATIVES PROGRAM FUNDS 

  

WHEREAS, the Bryant City Council understands Federal-aid Transportation Alternative 

Funds are available at 80% federal participation and 20% local match to develop a sidewalk 

connectivity within the City of Bryant along Boswell Road, and  

  

WHEREAS, the City of Bryant understands that Federal-aid Funds are available for this 

project on a reimbursable basis, requiring work to be accomplished and proof of payment prior to 

actual monetary reimbursement, and  

 

WHEREAS, this project, using federal funding, will be open and available for use by the 

general public and maintained by the applicant for the life of the project.  

 

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

ARKANSAS THAT: 

 

Section 1. The City of Bryant will participate in accordance with its designated responsibility, 

including maintenance of this project.  

 

Section 2.  The Mayor is hereby authorized and directed to execute all appropriate agreements 

and contracts necessary to expedite the construction of the above stated project.  

 

Section 3. The Bryant City Council pledges its full support and hereby authorizes the City of 

Bryant to cooperate with the Arkansas State Highway and Transportation Department to initiate 

action to implement this project.  

 

PASSED AND APPROVED this ___ day of _______, 2015.  

  

                                                                     APPROVED:  

                                                                      

    ________________________ 

                                                                              Jill Dabbs, Mayor 

ATTEST: 

  

________________________ 

Sue Ashcraft, City Clerk 
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RESOLUTION No. 2015-__ 

A RESOLUTION AUTHORIZING THE CITY OF BRYANT WATER AND 

WASTEWTER DEPARMENT TO PROVIDE SERVICES OUTSIDE THE CITY LIMITS 

OF BRYANT 

 WHEREAS, Resolution No. 2005-06 restricts the authority of the City of Bryant Water 

and Wastewater department from providing water and/or sewer services outside the city limits of 

Bryant; and 

 WHEREAS, Resolution 2005-06 recognized that for the continued growth of the City, 

providing of water and/or sewer services outside the city limits should be governed, reviewed 

and authorized on an as needed basis; and  

 WHEREAS, The City Council, and the Staff of the City of Bryant, have reviewed the 

proposal submitted by Dee Fiser Development LLC as titled property owner of Creekside 

Cottages & Olde Salem Township with its request to be provided sewer services outside the city 

limits of Bryant; and 

 WHEREAS, The City Council believes it in the best interest of the future potential 

growth of the City that providing access to city sewer as requested by Dee Fiser Development 

LLC as titled property owner of Creekside Cottages & Olde Salem Township is appropriate and 

beneficial to the residents and future potential residents of the City of Bryant; and 

 WHEREAS, the City Council of the City of Bryant authorizes the Mayor and City Clerk 

to execute any and all necessary documents to facilitate and authorize the provision of sewer 

services, but only upon the completion, execution and agreement of Dee Fiser Development LLC 

as titled property owner of Creekside Cottages & Olde Salem Township to be bound by and 
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governed by the applicable restrictions of Resolution No. 2005-06 and any pre-annexation 

agreement that may be required pursuant to that Resolution.  

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

ARKANSAS THAT: 

 

Section 1.  Authorization  

The Mayor and the City Clerk are hereby authorized to execute the necessary documents 

to allow sewer service to Dee Fiser Development LLC as titled property owner of Creekside 

Cottages & Olde Salem Township, such property being described as: 

 

 Section 2.  Severability 

 Should any title, section, paragraph, item, sentence, clause, or phrase of this resolution be 

declared or adjudged invalid or unlawful by a court of competent jurisdiction, such declaration or 

adjudication shall not affect the remaining portions of the resolution which shall remain in full 

force and effect as if the portion so declared or adjudged or unconstitutional was not originally a 

part of the resolution.  

 Section 3. General Repealer 

 All laws, ordinances, resolutions, or parts of the same, that are inconsistent with the 

provisions of this resolution, are hereby repealed to the extent of such inconsistency.  

 

PASSED AND APPROVED this ________ day of ___________, 2015. 

 

       

 

{signatures on following page} 
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       APPROVED: 

 

       _________________________ 

       Jill Dabbs, Mayor 

ATTEST:   

 

_____________________ 

Sue Ashcraft, City Clerk 




