Bryant City Council
Regular Meeting
April 26th, 2016
Boswell Municipal Complex-City Hall Courtroom

AGENDA
INVOCATION

PLEDGE OF ALLEGIANCE

CALL TO ORDER

Approval Of Minutes
Approval of the March 29, 2016 Regular Council meeting minutes.

Documents:
Minutes March 29th 2016 Regular Council Meeting.pdf
COMMITTEE And COMMISSION REPORTS

DEPARTMENT REPORTS

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

ANNOUNCEMENTS And PRESENTATIONS

Bryant Fire Department
Presenter: JP Jordan, Fire Chief

To recognize Battalion Chief Brian Watson for 15 years of service with the Bryant Fire

Department

PUBLIC COMMENTS

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

OLD BUSINESS

NEW BUSINESS



Finance Department
Joy Black Presenting

1. Presentation and Approval of the 2016 March 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, 2016
and ending December 31, 2016 (see attachment)

3.0rdinance- An Ordinance Providing for the Permission to Destroy Certain Specified City
Records per City Policy in Resolution 2015-5; And For Other Purposes

Documents:

MARREPYTD.pdf
BUDADJAPRIL.pdf
RECDESTROY2016.pdf

Human Resources
Presenter - Charlotte Rue

4. Resolution to adopt 2016 Step and Grade pay scales and policy for Fire and Police.

Presenters - Charlotte Rue, Chris Treat
5. Resolution to adopt 2016 Parks Department Restructure

Documents:

16 0419 Resolution adopting Step and Grade for Police and Fire.pdf
Fire Step and Grade Scale 2016.pdf

Police Step and Grade Scale 2016.pdf

Step and Grade Policy Update 032016.pdf

16 0419 Resolution adopting Parks Restructure.pdf

Parks Org Chart.pdf

Parks Full Time Salary Structure.pdf

Bryant Parks Department Position Descriptions 2016.pdf

Planning & Community Development
Presenter James Walden
6. Ordinance - An Ordinance Amending The Comprehensive Zoning Ordinance of the City
Of Bryant To Rezone Certain Property Located at 2219 Raymar Road from R-2 (Single
Family) To PUD (Planned Unit Development).

Documents:
2219 Raymar Rezoning_20160413101902.pdf

MAYOR COMMENTS

COUNCIL COMMENTS



ADJOURNMENT

210 SW 3rd St.
Bryant. AR 72022
(501)943-0999



tel:(501)943-0999
http://cityofbryant.com/28da6ed3-5a47-4a5e-9252-0ab595250104

Bryant City Council
Regular Meeting
March 29, 2016
Boswell Municipal Complex-City Hall Courtroom

UNAPPROVED MINUTES
4 PAGES

Presentation and Proclamation

e Mayor Jill Dabbs presenting - State of the City

e Presentation of the Arkansas Business City of Distinction Aware in the Technology -
Advancements category. Greg Huggs accepts award.

e World Autism Day Proclamation

e Place Making in Bryant — Truitt Smith

e American Heart Association — Matt Henry

e Invocation by Butch Higginbotham
e Pledge of Allegiance

e Mayor Dabbs called the Council meeting to order at 7:22 p.m.

e Clerk Ashcraft called roll, Quorum present.

e Alderman Present — Permenter, Gladden, Chandler, Roedel, Henson, Miller,
Billingsley, Higginbotham

Minutes

Approval of the February 23, 2016 Regular Council Minutes.
Action taken: Motion to approve by Alderman Permenter, Seconded Alderman Miller.
Voice vote: 8 yeas, Passed

COMMITTEE and COMMISSION REPORTS
NONE

ANNOUNCEMENTS and PRESENTATIONS
Bryant Fire Dept - Presenter: Chief JP Jordan

To recognize Captain Tommy Hammond for 10 years of service with the Bryant Fire Department.



DEPARTMENT REPORTS
e Chris Treat — Park’s Director

PUBLIC COMMENTS
NONE

OLD BUSINESS
NONE

NEW BUSINESS

Human Resources - Presenters - Charlotte Rue, Human Resources Director, Mark Kizer,
Chief of Police

Approval of added job description for K9 Officer.

Action taken: Motion to approve by Alderman Roedel, Seconded by Alderman Higginbotham.
Voice vote: 8 yeas, Passed

2016 Step and Grade increase and policy approval - Presenters - Mark Kizer, JP Jordan, Joy Black,
Charlotte Rue

Action taken: Motion to approve by Alderman Henson, Seconded by Alderman Gladden.
Voice vote: 8 yeas. Passed

Planning and Community Development Presenter: Tina Davis and Johnathan Hope

Ordinance with Emergency Clause - An Ordinance Amending the Comprehensive Zoning
Ordinance of the City of Bryant to Rezone Certain Property Located At 25300 130 North
From RE Residential No Sewer to C2 Highway Commercial.

Action taken: Motion to suspend the rules and read 1%, 2" and 3 reading by title only by Alderman
Higginbotham, Seconded by Alderman Chandler. Ordinance read by title only by Clerk Ashcratft.
Voice vote: 8 yeas, Passed

Action taken: Motion made to Adopt by Alderman Roedel, Seconded by Alderman Higginbotham.
Roll call vote: 8 yeas. Passed

Action taken: Motion made to approve the Emergency Clause by Alderman Billingsley,
Seconded by Alderman Higginbotham. Voice vote: 8 yeas. Passed Ordinance # 2016 - 4

Ordinance with Emergency Clause - An Ordinance Amending the Comprehensive Zoning
Ordinance of the City Of Bryant to Rezone Certain Property Located East of Mills Park and
South of Park Drive from RE Residential No Sewer to R1S Single Family.



Action taken: Motion to suspend the rules and read 1%, 2" and 3™ reading by title only by Alderman
Higginbotham, Seconded by Alderman Chandler. Ordinance read by title only by Clerk Ashcratft.
Voice vote: 8 yeas, Passed

Action taken: Motion made to Adopt by Alderman Roedel, Seconded by Alderman Permenter.
Roll call vote: 8 yeas. Passed

Action taken: Motion made to approve the Emergency Clause by Alderman Henson,
Seconded by Alderman Miller. Roll call vote: 8 yeas. Passed Ordinance # 2016 - 5
Parks Department Presenter: Chris Treat, Parks Director

Barracuda Use Agreement - Recommended by Parks Committee
CASC Use Agreement - Recommended by Parks Committee

Action taken: Motion made to approve both Barracuda and CASC by Alderman Billingsley,
Seconded by Alderman Henson. Voice vote: 8 yeas, Passed.

Legal Department Chris Madison

Resolution - Resolution authorizing the City of Bryant to accept sewer system improvements
from Saline County for the Collegeville Community.

Action taken: Motion made to approve by Alderman Roedel, Seconded by Alderman Gladden.
Voice vote: 8 yeas. Passed. Resolution # 2016 — 7

Finance Department Joy Black Presenting
Presentation and Approval of the 2016 February Year to Date City Financial Report.

Action taken: Motion made to approve by Alderman Billingsley, Seconded by Alderman Chandler.
Voice vote: 8 yeas. Passed

Presentation and Approval of the 2015 City Reports to be published in the newspaper by April 1,
2016 per State Statutes 14-59-116 (general budget) and 14-237-113 (water/waste water) .

Action taken: Motion made to approve by Alderman Billingsley, Seconded by Alderman Miller.
Voice vote: 8 yeas. Passed

Resolution to Amend the 2015 City Budget zero net affect.

Action taken: Motion made to approve by Alderman Permenter, Seconded by Alderman Gladden.
Voice vote: 8 yeas. Passed Resolution # 2016 — 8

Presentation and Approval of the Dell Asset Recovery Service Settlement Report to the City of
Bryant.

Action taken: Motion made to approve by Alderman Billingsley, Seconded by Alderman Miller.
Voice vote: 8 yeas. Passed

3



MAYOR COMMENTS
NONE

COUNCIL COMMENTS
NONE

ADJOURNMENT
Motion made to Adjourn by Alderman Billingsley, Seconded by Alderman Miller.
Motion carried, 8 Yeas. Time 8:05 p.m.
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RESOLUTION NO. 2016
A RESOLUTION PROVIDING FOR THE ADOPTION OF AN AMENDED BUDGET FOR THE CITY OF BRYANT
FOR THE TWELVE MONTH PERIOD BEGINNING JANUARY 1, 2016 AND ENDING DECEMBER 31, 2016

WHEREAS, the City of Bryant, Arkansas adopted a budget for The City of Bryant on December 22, 2015, recorded as
Resolution 2015-XX, and

WHEREAS, the City of Bryant, Arkansas, desires to amend said Budget for Fiscal Year 2016 as attached.
NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF BRYANT, ARKANSAS THAT:

Section This resolution (with attachment) shall be known as the amended budget resolution for the City of Bryant,

1. Arkansas, for the twelve (12) month period beginning January 1, 2016 and ending December 31, 2016.
e  General Fund 001 (52,779.55)

e rFederal Drug Control Fund 066 (850.00)

e  Street Fund 080 181,971.00

e  Various Bond Funds (see attached details) (535,770.00)

e  Water Revenue Fund 500 (649,000.00)

e  Water Operating Fund 510 537,625.00

e ANRC 2012 Clean Water Loan Fund 615 0.00

Section The amended city budget for the calendar year 2016 is hereby amended and adopted to read as attached.

2k
PASSED AND APPROVED this day of April, 2016.
APPROVED:
jillDTbs,Mayor o
ATTEST: Approved as to Form:
éueiéh?raft, City Cle;k Richard Chris Madison, Staff Attorney
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BRYANT

— ————————ARKANSAS

Budget Adjustment List to Adjust April 2016

Account Number Dexeriptinn Original Dudget
FUNI 001 - General Fund
DEPT 0100 - Adminisiralion

001-0100-5054 BYOD - Admin 0.00
001-0100-5213 Equipmienl Repairs 50000
001-0100-5225 Insurance Expense - Yehicle 1,000 00
001-0100-5586 DProl Services - Other 251,590.00

DIEPT 0120 - Planning and Dev

001-0120-5000 Salary Expense 9842772
001-0120-5480 Ducs & Subseriplions 49,000 00
001-0120-5480 Dues & Subseriplions 29,000 00
001-0120-5480 Dues & Subseriptions 19,050.00
001-0120-5589 Prol' Services - Printing 100.00
001-0120-5600 Miscellaneous Expense 0.00

DEPT 0200 - Animal Control

001-0200-5000 151,540,54
001-0200-5225 Insurance Expense - Vehicle 100000
001-0200-5300 Supplics - OMfice 50000
001-0200-5606 Computer Muint & Support 0.00
DEPT 0300 - Court

001-0300-5025 Worker's Comp Expenso 50000
001-0300-5102 Repuirs & Main! - Building 1091500
001-0300-5102 Repairs & Mainl - Building 10,615.00
001-0300-5130 Sanitation 865.00
DEPL 0400 - Packs Genersl

001-0400-5000 Salury Expemse 259.929.55
001-0400-5001 Part Time Labor 47,000 00
001-0400-5020 FICA Expense 25,034 00
001-0400-5025 Warkers Comp Lxpense 7,000 00
001-0400-5030 37,736.06
001-0H00-5¢40 6346320
001-0400-5060 10,500.00
001-0400-5104 30,000 00
001-0400-5225 pense - Vehicle 3,000 00
001-0400-5225 pense - Vehicle 290000
001-0400-5225 Insurance Expense - Vehicle 2,600 00
001-0400-5225 Insurance Iixpense - Vehiclo 2,10000
001-0400-5322 Supplies - Operuting 105,000 00
001-0400-5350 Postage Iixpense 000
001-0400-5608 Sotlwure - Computer 1,000 00
001-0400-5608 Software - Computer 125000
DEPT 0410~

001-0410-5025 Worker’s Comp Expense 1,000.00
001-04104740 Spomsorship/Rebates 000
001-0410-5104 Repairs & Maint - Grounds 5,000.00
DIEPT 0420 -

001-0420-4740 Sponsorship/Rebales 000
001-0420-5104 Repairs & Main! - Grounds 000
DEPT 0430

001-0430-4305 Sl e Al Feen 000
001-0430-4342 Room Rental Full Gym 0.00
001-04304352 Rental - Quidoor Ficld Fees 0.00
001-0430-4360 Acrobic Classes 0.00
001-04304374 Life Caach Class -2,00000
00104304384 Sipes Prgms-Tenmis Youth 000
001-0430-4532 Spectator Admissions +5,00000
001-0430-5000 25904819
001-0430-5001 Part Time Labor 90,000,00
001-0430-5025 Warker's Camp Expenso 5,500,00
001-0430-5025 Worker's Comp [ixpense 5,700,00
001-0430-5025 Warker's Comp Expense 6,150.00
0010430-5104 Repairs & Maint - Grounds 60,000.00
001-0430-5130 Sanilation 24,000.00
001-0430-5142 Janitoril Supplies and Main 3000000
001-0430-5475 Credit Card Fees 40,000.00
001-0430-5553 Prol Services - Advertising 300000
001-0430-5553 Prof Services - Advertising 3,100,00
001-0430-5587 I S « Aurbl liste 52000 00
001-0430-5608 Safiware- Compisten 10,000 00
001-0430-5700 Guud Espense 200,000 00

PHEBT 8440 - Alvoa Pk

001-0440-5110 Unilities - Eloctri 75000
001-04404740 Sponsorship/Rebates 0,00
001-0440-5104 Repairs & Maint - Grounds 5,000,00
DEPT 0450 -

001-0450-4740 Sponsarship/Rebates 000
001-0450-5104 Repuairs & Maint - Grounds 0.00

DEPT 0500 - Fire IDepariment
00105004600 Biawllins Revein 000

Al Budgel

001-0500-5000 Salary Ixpense 2,097,930 00
001-0500-5010 Oreriine Expense 188,000.00
001-0500-5020 FICA Expense 34,501 00
001-0500-5025 Warker's Comp 1:xpense 75,000 00
001-0500-5035 LLOPL ixpense. 442,324 62
001-0500-5216 M&R Appuratus 14,400 00

New Nudget

$00.00
55000
925,00
45,170.00

118,427.72
24,000.00
19,050 00
19,000.00

35000
9,950.00

151,040 54

80000
10,615 00
10,440 00

1,040 00

239,500.55

22,000 00
6,800 00
34,800 00
58,500.00
50000
25,000 00
2,900 00
2,800.00
2,10000
1,850.00
100,000 00
10000
1.25000
1,750 00

550.00
-5,000.00
10,000.00

5,000 00
5,000 00

+10,500 00
2,000 00
-160 00
-90.00
-3,600 00
-1,000.00
-8,000 00

389,500 00
106,000 00
5,700.00
6,15000
11,000.00
55,00000
24,700 00
25,000 00
25,000 00
3,10000
3,190.00
32,000 00
9.,500.00
303,640.00

1,800 00
-5,000.00
10,000 00

-5,000.00
5,000.00

-200 00

2,138,055.00
191,600.00
35,076.00
81.700.00
450,524 62
15,900.00

Transfer Amt,

-900.00
-50.00
75.00
205,820 00

-20,000 00
20,000.00
9,950 00
5000

-50 00
9,950.00

500,00
75,00
75,00
-500,00

-300.00
100.00
175.00

-175.00

20,429.00
-2,500.00
3,004 00
20000
2,936.06
496320
10,000 00
5,000 00
10000
10000
700 00
25000
5,000 00
-100.00
-250 00
-500 00

45000
5,00000
-5,000.00

5,000.00
5,000 00

10,500.00
2,00000
16000
$0.00
1,600.00
1,000.00
3,000 00

-130,151.81
-16,000 00

5,000 00
15,000 00
-100.00
-$0.00
20,000 00
50000
103,640 00

-1,050 00
5,000 00
5,000 00

5,000 00
-5,000 00

20000

40,125 00
-3,600.00
-575 00
6,700 00
-8.200 00
-1,500 00

Transacilon Deserlpilon

Removing the Moncy ot the Eurly Census Count

Movig SCEDC Mancy to Salury Line per Council
Moring SCEDC Money to Salury Line per Council
To cover Garver work in the interim and Speaker

To cover Garver work in the interim and Speaker

Part of Purks Director New Stafling Plun
Part of Purks Director New Stutling Plan
Purt of Parks Direulor New Statting Plan

Purt ol the Porks Direetor New Stalling Plan

'art of the Parks Director New Sialling Plan

Part of Ihe Parks Director New Sialing Plan

Part of Purks Dircetor New Stalling Plan

Using le over Veh Insurance to cover Anticipated Posluge
Usimg leNover Veh Ins to cover ovenge in Advertising
Using Veh Ins lellaver o cover shortage in Sanilation | lnul off costs
Using lefl over Vel Ins o cover Computer software

Purt of the Purks Director New: StafYing Plan

Using lefl over Vel Insurance Lo cover Anlicipaled Postuge
Using lefl over Veh Ins to cover Computer soltware
Reulussing to cover share of [worys

New Silver and Fil Annual Fees Account odded in 2016 was 4304 ac

Purt of Parks Director New Stalling Plan
Turt of Parks Director New StafYing Plan

Part of Parks Directar New Stafling Plan
Using Veh Tns lellover to cover shortage in Sanitation 11aul off
Part of Purks Director New Stafling Plan

Part of Parks Director New Stafling Plan

Using leNover Vel Ins to caver overage in Adsertising

Durt of Parks Dircelor New SlafTing Plan
Reclussing (o cover shure of [worgs
Increasing Budget lo Cover Overages in lhe Mills Pack Bathliouse

For 344 of the Step and Grade Change
For 344 of the Step und Grade Cliange

For 344 of the Step und Grade Cliange

Warkers Comp came in higher this year

For 344 of the Slep and Grads Change

Reelussing from Tires to M&WR Apparatus for Fire
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Transfer Deserlptlon

Transfer L0 001-0200-5225

Transter from 001-0120-5480
"Transfer 1o 001-0120-5000
Trunsfer 1o 001-0120-5600
‘Transfer 1o 001-0120-5589
Transter fram 001-0120-5480
Transker from 001-0120-5480

‘I'rans(er to 001-0200-5606
Transler from 001-0100-5225

Tomnton Drviiin 00 ) O30 5000

Trunsfer Irom 001-0300-5102
Transfer 10 001-0300-5025
“Transfer to 001-0300-5130
Lransfer from 001-0300-5102

“I'ransler to 001-0430-5025

Transier (o 001-0400-5150
Transter 1o 001-0430-5551
Transfer to 601-0430-5130
Trunsfer 10 001-0400-5608

‘T'ransfer from 001-0400-5225
“I'ransfer (rom 001-0400-5225
Transier lrom 001-0430-5608

“Transter to 001-0430-5025

Transfer [rom 001-0400-5025
Trunster lrom 001-0410-5025

Transfer from 001-0400-5225

Trensler from 001-0400-5225

Lransfer 1o 001-0400-5608

Transfer Irom 001-0500-5218



001-0500-5218
001-0500-5218
001-0500-5230

DEPT 0600 - Police
001-0660-5000
001-0600-5020
001-0600-5025
001-0600-5025
001-0600-5035
001-0600-5586
001-0600-5604

DEPT 0610 -
001-0610-5025

DEPT 0620 -
001-0620-5025

DEPT 0700 -
001-0700-4560

001-0700-5225
001-0700-5300
001-0700-5608

FUND 066 - Federal Drug Conirol
DEPT 0600 - Polive
066-0600-5600

FUND 080 - Street Fund
DEPT 0140 -
EXPENSE

Annual Budget
080-0140-5322
080-0140-5571

DEPT 0800 -

080-0800-5225
080-0800-5322
080-0800-5322
080-0800-5322
080-0800-5322
080-0800-5322
080-0800-5586
080-0800-5606
0B0-0800-5608

FUND 145 - Park Bond 2010 DS
DEPT 0400 - Parks General
145-0400-5722

145-0400-5724

FUND 146 - Park Bond 2010 DSR
DEPT 0400 - Parks General
146-0400-4850

146-0400-4855

146-0400-5626
146-0400-5855

FUND 181 - Street Bond 2008 DSR
DEPT 0800 -
181-0800-5626

FUND 182 - Sireet Bond 2008 DS
DEPT 0800 -
182-0800-5722

TFUND 500 - Revenue - Waoler &
DLPI 0900 - Water Distribution
500-0900-4632
500-0900-5632

DEPT 0950 - Wastewuler Collevtion
500-0950-1632
500-0950-5632
500-0950-5722

FUND 510 - Water Operating
DEPT 0000 -
510-0000-4900

DEPT 0900 -

510-0900-5225
510-0900-5322
510-0900-5322
510-0900-558%
510-0900-5604
510-0900-5722
510-0900-5850

DET 0950 -

$10-0950-5025
510-0950-5225
510-0950-5225
510-0950-5322
510-0950-5322
510-0950-5322
510-0950-5322
510-0950-5322
510-0950-5589
510-0950-5600
510-0950-5604
510-0950-5722
510-0950-5850

Resolution 2016 - A Resolution Adopting an Amended City Budget for 2016 - Aprlt 2016 Meeting

Tire Expense 3,000 00 1,500 00 1,500 00 Reclassing froni Jires to Radios for Fire
Tire Expense 1,500.00 000 1,500.00 Reclassing trom Vires to M&R Apparsius for Fire
Radios 4,000 00 5,500 00 -1,500 00 Rexlassing fram Tires 1o Radios for Fire
Salary Iixpense 1,540,652 46 1,582,152.46 =41,500.00 For 3/4 of the Siep and Grade Changce
FICA Expensc 117,089.58 120,239 58 -3,150.00 For 3/4 of the Step and Grade Change
Worker's Comp Expensc 28,000.00 27,15000 850,00 Using leNover to cover other division
Worker's Comp Expense 27,150.00 25,550.00 1,600 00

LOPFI Expenso 319416 46 32841646 -9,000.00 For 3/4 of Ihe Step and Grade Chonge

Prof Services - Other 14,000.00 13,000.00 1,000.00

Ilardware - Compuler 32,000 00 33,000,00 -1,000.00

Worker's Comp Expense 85000 1,700.00 85000 Using lolover to cover other division
Worker's Comp Expense 3,500.00 5.100.00 -1,600.00

Vacant Home Clearmp - Revemie <250.00 -385,00 135,00

Insurnee Expenso - Vehiclo 325.00 17500 150,00 Roclassing Veh Ins overage for Oflice Supplics
Supplies - Office 150.00 30000 -150.00 Reclassing Veh Tns overage lor Office Supplics
Soflware - Computer 000 1,500 00 -1,500 .00

Llesoiml Lusd Tl l\mkli L1} 2011 11‘ I“ .:! 2!!2‘

Miscellaneous [2xpense 0.00 850.00 -850.00

Supplies - Operaling 1,500.00 3,100.00 -1,600.00 To cover the Feree Project for Stormwater
Prof Services - Engineering 000 6,120.00 46,120,00 Only temporary until Stormwaler 'und is up and running
Insurance Expense - Vehicle 13,650.00 21,150.00 -7.500.00

Supplies - Operaling 91,000 00 83,500.00 7,500,00

Supplies - Operafing 83,500 00 77,380.00 6,120.00 Only lemporary until Stomiwsfer Fund is up and running
Supplics - Operating 77,380.00 75,780.00 1,600.00 To cover [he Fence Project for Stormwuter
Supplics - Operating 75,780 00 74,180 00 1,600,00

Supplics - Opernting 74,180 00 73,930 00 25000

Prof Servives - Other 35246199 17049099 181,971.00 Renioving the Money for the Early Census Count in Sirect
Main Renewals Computer Related 1,000 00 2,600 00 -1,600.00

Soliware - Computer 2,500 00 2,750 00 -250.00

Sirest Ll Tulals T i .

Bond Principal Pat 360,000 00 491,50000  -131,500.00 Open lo review for new Bond Paymenls
Bond Fec 0.00 2,22000 -2,220.00

lierest Revenue 0.00 -550.00 55000

Qsin on incyiment 0.00 -1,18000 1,180.00

Xfor to Other 0.00 184,000.00 -184,000 00 Transfer for 2016 Bond New Fund

Lass on Investment 0.00 1,280.00 -1,280.00

Xler ta Other 1,000 00 177,000.00 +176,000 00 Transfer [or New 2016 Bond Fund

Bond Principat Pmt AM) Do p 392,500 00 42,500 00 Open to review for new bond funds
Wirmuy Pionid Pl Totaly 741,00 00 1246, 770 10} ~235, 770 010
e apmemeaires e 2

Xier to Subdivision Impact Wir 000 -1,900 00 1,900 00

Xier to Subdivision Impact Wir 000 1,900.00 -1,900.00

Xfer to Subdivision Tmpact WW 000 -1,900 00 1,900 00

Xfer to Subdivision Impact WW 000 1,900.00 -1,900 00

Bond Principal Pmt 000 649,000 00 649,000 00 Bond s(ill coming out of 500 not 510
iy i L Lo (i G OOIOD <10 00 B,

Salo of Fixed Asscls 0.00 -125.00 12500

Insurance Expense - Vehicle 4,500.00 5,000.00 -500.00

Supplies - Operating 100,000,00 97,750 00 2,250.00

Supplies - Operating 97.750,00 97,250 00 500.00

Prol Servives - Printing. 80,00 2,330 00 -2,250 00

Hardwarc - Computer 000 500.00 -50000

Bond Principal Pml 1,284,000 00 959,000 00 325,000 00

Interest Expense 000 60,500 00 60,500 00 Not changing 5850 Account for GL yel
Worker's Comp Expense 5,50000 7,100 00 -1,600 00

Insuranco Expense - Vehicle 6,500 00 6,000 00 500 00

Tnsuranee Expense - Vehicle 6,000 00 6,200 00 -200.00

Suppliey - Operating 174,000 00 168,950 00 5,050 00

Supplies - Opersling 168,950.00 167,350.00 1,600.00

Supplies - Operaling 167.350.00 166,850 00 500 00

Supplics - Operating 166,850.00 166,650 00 20000

Supplics - Operaling 166,650,00 166,500 00 150 00

Prof Scrvices - Prinling 80,00 5,130.00 -5,050.00

Miscelluncous Expense 000 15000 -150 00

Hardware - Compuler 0,00 50000 =500 00

Boud Principal Pmt 1,290,000.00 965,000 00 325,000 00

Inferest Expenve 0.00 52,000 00 -52,00000 Not Changing GL. 5850 account yet for GL

Page __of4

Traiefer o O00800-321
Transter to 001-0500-5216
Tempidier from O 0001-5 21K

T fier 00 00 100 1030024
Transfer to 001-0620-5025

Trensfer to 001-0600-5604
Transfer [rom 001-0600-5586

Trataficr [ 00 §-000-502 4

Hrmarer fioae 00 1-0000-503 %

Transfcr (0 601-0700-5300
Transter lrom 001-0700-5225

Transler from 080-0800-5322
Transler from 080-0800-5322

Transfer [rom 080-0800-5122
Transfer 1o 080-0800-5225
Transfer (o 080-0140-5571
Temtrafien g (000 1140 3302
Transfer lo 080-0800-5606
Transler to 080-0800-5608

Transfer (rom 080-0800-5322
Transler from 080-0800-5322

Transfer [rom 5 10-0950-5225
Transfer lo 510-0300-5589
Transfer to 510-0900-5604
Transfer (rom 510-0900-5322
Transter (rom §10-0900-5322

Transfer from 510-0950-5322
Trnsfer (o 510-0900-5225
‘Tmnsfer [rom 510-0950-5322
Transfer (o 510-0950-5589
Transfer (o 510-0¥50-5025
Transfer o $10-0950-5604
Transler lo 510-0950-5225
“Transfer to $10-0950-5600
‘Transfer (rom 510-0950-5322
Trunster (rom 510-0950-5322
Transfer from $10-0950-5322



FUND 615 - WW Bond 2012 Consir

DELT 0950 -
615-0950-4610 CWRLI Loan 47,747 00 864,807 .00 417,060 00 ANRC Project Costs and Assovinled Bond Revenue
615-0950-5835 FA - ANRC - 12" Force Main 447,747 00 864,807.00 -417,060.00 ANRC Project Costs and Assovialed Bond Revenue
ﬂ”ﬂc E““ Fund Tsla i 0 0l [T AL
Page __of4
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ORDINANCE NO. 2016 -X .
A ORDINANCE PROVIDING FOR THE PERMISSION TO DESTROY CERTAIN CITY RECORDS PER CITY
POLICY IN RESOLUTION 2015- 5 ; AND FOR OTHER PURPOSES.

WHEREAS, it is sound administrative practice that the City of Bryant, Arkansas destroy certain records in a systematic
procedure; and that

WHEREAS, certain state (not only but including 14-59-114 and 14-237-112) and federal laws require the City records be
maintained for the minimum period of time required by a Records Management System; and it is determined that these
records listed here have no further administrative, legal or historical value, and are otherwise inappropriate for preservation
in the City’s archives.

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

Purpose: The destruction of records by the Finance Department of Bryant requires the approval of
Section 1. Council by Affidavit (here in). The means of destruction shall be Shredding.

Authority of Records Management and Retention Plan: Attached find the signed by the Department
Section 2. Head and one Council Member listing of the records to be destroyed and the time periods to which they

apply.
PASSED AND APPROVED this day of April, 2016.
APPROVED:
Jill Dabbs, Mayor
ATTEST: Approved as to Form:
Sue Ashcraft, City Clerk Richard Chris Madison, Staff Attorney

lof2
Ordinance 2016-X Permission to Destroy Records per the Records Management System



CITY OF BRYANT, AR
Records Storage Inventory Sheets
2016
Council Member Signature

Finance Department
Date Department Head Signature

The above Department Head requests that the following below described records be certified to the Council for destruction. The Department Head further
states that these records have exceeded all retention dates and are no longer needed by this department or the City of Bryant.

Related Fund Description Year
1 General Check copies 2009
2 Street AP Invoices A-Z 2009
3 General AP Invoices W-Z 2009
4 General AP Invoices B-L 2009
S Water/Waste Water AP Invoices A-L 2009
6 General AP/AR Reports All Funds/Voided,cleared checks 2009
7 General AP Invoices M-W 2009
8 Street AP Invoices A-Z 2009
9 Water/Waste Water Water adjustments, Salem Royalty, Statement billing 2009
10 Water/Waste Water AP Invoices J-Z 2008
11 General AP Invoices P-Z 2008
12 Water/Waste Water AP Invoices M-W 2009
13 General AP Invoices A-B 2008
14 Street AP Invoices A-Z 2008
15 Water/Waste Water AP Invoices A-l 2008
16 Water/Waste Water Check copies 2008
17 General/Street AP Cash Collections 2007
18 General Check copies 2006
19 Water/Waste Water AP Invoices H-W 2006
20 Water/Waste Water AP Invoices A-H 2006
21 Waster/Waste Water AP Invoices A-N 2005
22 General AP Invoices 2005
23 General PO's 2004
24 Water/Waste Water AP Invoices A-C 2004
25 General Check copies 2004
26 Water/Waste Water Check copies 2004
27 Water/Waste Water AP Invoices P-W 2004
28 Street AP Invoices A-Z 2004
29 General PO's 2004

Ordinance 2016 - X Permission to Destroy Records Per Records Management System

page 2 of 2




RESOLUTION NO. 2016 -

RESOLUTION ESTABLISHING THE APPROVAL OF THE 2016 STEP AND GRADE
SCALES FOR THE CITY OF BRYANT FIRE AND POLICE DEPARTMENTS

WHEREAS, The City Council of the City of Bryant desires to adopt the updated 2016 Step and
Grade scales and compensation policy for the Bryant Fire and Police Departments.

NOW THEREFORE, BE IT RESOLVED BY THTE CITY COUNCIL OF THE CITY OF
BRYANT, ARKANSAS THAT:

Section 1. The City Council of the City of Bryant hereby adopts the attached Exhibit “A”
“Bryant Fire/Rescue 10 Year JESAP Based Pay Scale, Revised 3/29/2016.”

Section 2. The City Council of the City of Bryant hereby adopts the attached Exhibit “B”
“Bryant Police 10 Year Pay Scale, 2016.”

Section 3. The City Council of the City of Bryant hereby adopts the attached Exhibit “C” “Step
and Grade Compensation Policy.”

PASSED AND APPROVED this day of , 2016.

APPROVED:

Jill Dabbs, Mayor

ATTEST: Approved as to Form:

Sue Ashcraft, City Clerk Richard Chris Madison, Staff Attorney
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The Step and Grade program will be based on actual years of service worked for the City of Bryant Police
Department or Fire Department. Steps within rank will be awarded on the employee’s anniversary date of
hire and in accordance to the years employed with the City’s Police or Fire Department. If an employee
receives a promotion, steps within rank will be awarded on the anniversary of the promotion. In the event
an employee leaves employment with the Police or Fire Department and returns at a later time, the
employee will start at the beginning of the step and grade scale. (The City elects not to award credit for
years of service should an employee leave and return to the Police or Fire Department) Police Department

Any uniformed employee that caps out in a position of 10 years will be paid an annual bonus in the
amount of $50.00 per year starting on the 11 year. Maximum bonus will not exceed 20 years and/or
$1,000.00.

Police Specific Policies:

New hire officers will be hired in accordance with one of the following pay scales:

e Uncertified Officers will start at Year 1 for Officers without their basic certificate. They will
follow the uncertified scale until year 11 or promotion regardless of City requirement to obtain
certification within one year of service.

o Certified Officers will start at Year 1 for Officers with their basic certificate. They will follow
the certified scale until year 10 or promotion.

Within Rank Lateral Transfer:

1. Officers who change positions within the same rank will be considered lateral transfers. and they
will stay at their current year of service. Examples of lateral transfers within the same rank are as
follows:

Patrol to Warrant, SRO, Traffic, Detective, or K-9

e Patrol Corporal to CID Corporal, or SRO Corporal

Patrol Sergeant to CID Sergeant, SRO Sergeant, Training, or Traffic Sergeant

Detective, K-9, CID Corporal, CID Sergeant positions are paid a higher rate after a lateral transfer due to
being on-call and having added responsibilities.

If an Officer lateral transfers from Detective, K-9, CID Corporal or CID Sergeant they will have a
reduction in rate of pay but not years of service.

Promotions:

2. In the event an Officer earns a promotion, he/she will begin at year 1 of that rank regardless of
years of service in lower rank.

Promotions only apply to upwards movement between the following ranks:

e Corporal

e Sergeant

e Lieutenant
e Captain

Chief



Fire Specific Policies:

New hire officers will be hired in accordance with one of the following pay scales:

e Uncertified, year 1 if the Firefighter does not have IFSAC Firefighter I and Il certifications. Once
the Firefighter earns these certifications they will move to the Certified Firefighter pay scale in
accordance with years of service.

o Certified, year 1 if the Firefighter has already obtained IFSAC Firefighter | and Il certifications

Promotions:

1. Any time a Firefighter gets promoted to a higher ranking position, he/she will start at the year 1
level for that position regardless of years of service in the lower ranking position.



RESOLUTION NO. 2016 -

RESOLUTION ESTABLISHING THE APPROVAL OF THE 2016 BRYANT PARKS
DEPARTMENT RESTRUCTURE

WHEREAS, The City Council of the City of Bryant has received information regarding the
structure of the Parks Department, and challenges related to current job descriptions, duties, and
personnel allocation

WHEREAS, The City Council of the City of Bryant, based upon the recommendation of the
Parks Department Director, and after presenting the restructure and long term goals of the
department to Parks Committee, desires to adopt the Parks Department restructure effective May,
2016.

NOW THEREFORE, BE IT RESOLVED BY THTE CITY COUNCIL OF THE CITY OF
BRYANT, ARKANSAS THAT:

Section 1. The City Council of the City of Bryant hereby adopts the attached Exhibit “A”
“Bryant Parks Department Organizational Chart.”

Section 2. The City Council of the City of Bryant hereby adopts the attached Exhibit “B”
“Bryant Parks Department Full-Time Salary Structure.”

Section 3. The City Council of the City of Bryant hereby adopts the attached Exhibit “C”
“Bryant Parks Department position descriptions.”

PASSED AND APPROVED this day of , 2016.

APPROVED:

Jill Dabbs, Mayor

ATTEST: Approved as to Form:

Sue Ashcraft, City Clerk Richard Chris Madison, Staff Attorney



Executive Assistant to Director

Assistant Director - Recreation

Assistant Director - Parks
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Foreman Foreman Asst. Center Super Asst. Aq Coor. Asst. Ath/Pro Coor.
Park Secretary Life Guards Park Staff

Park Labor Park Labor
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Bryant Parks Department Full-Time Salary Structure

JESAP
Title - Proposed Points
Parks Director 1858
Exec Asst to Parks Dir 791
Asst Director/Parks 1260
Asst Director/Rec 1253
Parks Center Superintendent 780
Asst Center Super 582
Grounds and Maint Super 655
Parks Secretary 310
Parks Staff - Full time 456
Athletic & Program Coord 786
Asst Athletic/Prog Coord 576

Aquatic Coordinator 585

Minimum

$59,642.77
$33,136.54
$44,848.59
$44,848.59
$33,136.54
$28,205.14
$30,670.00
$22,040.90
$25,739.45
$33,136.54
$28,205.14
$28,205.00

Mid

$74,553.46
$41,420.67
$56,060.74
$56,069.74
$41,420.67
$35,256.43
$38,338.00
$27,551.30
$32,174.31
$41,420.67
$35,256.43
$35,256.00

Max

$89,464.15
$49,704.80
$67,272.89
$67,272.89
$49,704.80
$42,307.72
$46,006.26
$33,061.36
$38,609.17
$49,704.80
$42,307.72
$42,307.72



Citv of Brvant
Parks Director - Proposed 2016
Job Description

Job Code: 3000

Exempt: Yes

Department: Parks and Recreation
Reports To: Mayor

Location: Parks Department

Date Prepared: October 17, 2008
Date Revised: April 15, 2016

GENERAL DESCRIPTION OF POSITION

Works with the citizens, City Council, and Mayor of Bryant to create and implement the
vision and goals of the Parks Department. Recruits, trains, and leads the Assistant
Directors. Works with the leadership team (Assistant Directors, Executive Assistant)
Plans, promotes, organizes, and administers public recreation service for entire
community, under advisement established by Bryant Parks and Recreation
Committee. Other duties may be assigned.

ESSENTIAL DUTIES AND RESPONSIBILITIES

1. Selects, develops, and supervises paid staff and volunteers. This duty is performed
daily.

2. Reviews acquistion, planning, design, construction, and maintenance of recreation
facilities. This duty is performed daily.

3. Evaluates effectiveness of recreation areas, facilities and services. This duty is
performed daily.

4. Studies local conditions and develops immediate and long range plans to meet
recreational needs of all age groups. This duty is performed weekly.

5. Prepares and monitors parks budget and directs expenditure of department funds.
Supervises and determines cost effectiveness and revenue potential of park services
and programs. This duty is performed weekly.

6. Interprets recreation program to public and maintains cooperative planning and
working relationships with allied public and voluntary agencies. This duty is performed

weekly.

7. Serves as technical adviser to managing authority and as recreation consultant to
community. This duty is performed daily.

8. Must be familiar with departmental rules, regulations, policies and procedures, and
Federal , State and local employment laws. This duty is performed daily.

9. Represents the department at meetings, City Council meetings, and public
gatherings when requested. This duty is performed weekly.

10. Prepares work schedules and maintains personnel time keeping records Inspects
playground equipment, swimming pool, pavilion, bathrooms, etc;. and repair as
needed. This duty is performed weekly.

11. Coordinates and supervises all new construction within the city parks. This duty is



performed annually.

12. Creates strong working relationships with community business with particular
interest in developing sponsorship opportunities for Parks and Park programs. This
duty is performed daily.

13. Regular and punctual attendance. This duty is performed daily.

14. Ability to effectively interact and communicate with all levels of staff. This duty is
performed daily.

15. Works closely with staff to promote events and programs within the Parks
department. This duty is performed monthly.

16. Works closely with City and Park administrative officers on all grant and award
programs. This duty is performed weekly.

17. Positively handles customer service responsibilities to include requests and
complaints. This duty is performed daily.

18. Supervises, creates and monitors all fithess programs as they apply to the parks
department. This duty is performed weekly.

19. 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 3 years related experience
and/or training, and 5 years related management experience, or equivalent
combination of education and experience.

COMMUNICATION SKILLS

Ability to write speeches and articles for publication that conform to prescribed style
and format; Ability to effectively present information to top management, public groups,
and/or boards of directors.

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 apply principles of logical or scientific thinking to a wide range of intellectual
and practical problems. Ability to deal with nonverbal, logical or scientific symbolism
such as formulas, scientific equations, and graphs. Ability to deal with a variety of
abstract and concrete variables.

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS

Valid Arkansas drivers license or valid drivers license recognized by the state of
Arkansas.

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS



Certified Parks and Recreation Professional, Certified Pool Operator, Aquatic Facility
Operator, ISA Certified Arborist, Certified Playground Inspector, Certified Park and
Recreation Executive

SOFTWARE SKILLS REQUIRED

Advanced: Word Processing/Typing
Intermediate: Accounting, Database, Presentation/PowerPoint, Spreadsheet
Basic: 10-Key, Alphanumeric Data Entry, Contact Management, Other

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
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

Highly intense mental demand. Continual involvement with strategic and operational
management functions which relate to both the short-term and long-term time periods.

ANALYTICAL ABILITY / PROBLEM SOLVING

General oversight. Activities covered by general organizational philosophy and
objectives. Solving problems in novel, non-recurring or swiftly changing situations in
which the approach is not fully defined. Guidance by top executive officer or business
owner.

RESPONSIBILITY FOR WORK OF OTHERS

Carries out supervisory responsibilities in accordance with the organization’s policies
and applicable laws. Responsibilities may include but not limited to interviewing, hiring
and training employees; planning, assigning and directing work; appraising
performance, rewarding and disciplining employees; addressing complaints and
resolving problems.

Supervises and manages multiple departments through 3 to 5 supervisors who
supervise 50+ employees who are engaged in diversified activities.

Supervises the following departments: Parks & Recreation

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 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

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.

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

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 extreme 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

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 frequently exposed to
outdoor weather conditions, wet or humid conditions, extreme heat; and occasionally
exposed to work near moving mechanical parts, work in high, precarious places, fumes



or airborne particles, toxic or caustic chemicals, extreme cold, 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.

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 frequently required to stand,
walk, sit, use hands to finger, handle, or feel, reach with hands and arms, climb or
balance, stoop, kneel, crouch, or crawl, talk or hear, taste or smell. The employee must
occasionally lift and/or move 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
Not indicated.

CITY OF BRYANT Printed 4/15/2016 at 09:46 AM
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Citv of Brvant
Exec. Asst. to Parks Director - Proposed 16

Job Description

Job Code: 3000

Exempt: Yes

Department: Parks and Recreation
Reports To: Parks Director
Location: Park Office

Date Prepared: March 04, 2009
Date Revised:  April 15, 2016

GENERAL DESCRIPTION OF POSITION

Works with the Parks department executive team to implement the vision and goals of
the department. Directly supports the Parks Director in the management and
administration of the department.

ESSENTIAL DUTIES AND RESPONSIBILITIES

1.

2.

21

8.

9.

Plans and implements Parks department employee orientation program.
Trains new employees in office procedures, telephone system, and office equipment.

Reviews all timecards ensuring accuracy and compliance with the Parks budget.

. Responsible for PO approval and processing.
. Assists with departmental mail processing.
. Compiles data and reports for meetings.

. Parepares Parks department items for City Council and Parks Committee agendas.

Trains and oversees staff in ActiveNet or system equivalent.

Works with Center Superintendent to develop office procedures and policies.

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

11. Oversees Parks department grant procedures.

12. Ensures filing systems are maintained and up-to-date, maintains office supplies
and manages and updates office forms.

13. Maintains basic web page changes on a regular basis.

14. Works with the Director to prepare and evaluate budget in order to maximize Parks
department financial efficiency.

15. Processes and deposits all funds received and forwards to Accounts Payable.

16. Perform any other related duties as required or assigned.



QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential
duty mentioned satisfactorily. The requirements listed below are representative of the
knowledge, skill, and/or ability required.

EDUCATION AND EXPERIENCE

Knowledge of a specialized field (however acquired), such as basic accounting,
computer, etc. Equivalent of four years in high school, plus night, trade extension, or
correspondence school specialized training, equal to two years of college, plus 2 years
related experience and/or training, and 12 to 18 months related management
experience, or equivalent combination of education and experience.

COMMUNICATION SKILLS

Ability to read 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. 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.

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

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 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.

RESPONSIBILITY FOR WORK OF OTHERS

Carries out supervisory responsibilities in accordance with the organization’s policies
and applicable laws. Responsibilities may include but not limited to interviewing, hiring
and training employees; planning, assigning and directing work; appraising
performance, rewarding and disciplining employees; addressing complaints and
resolving problems.

Supervises a small group (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: Not indicated.

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT

Occasionally responsible for organization's property where carelessness, error, or
misappropriation would result in moderate damage or moderate monetary loss to the
organization. The total value for the above would range from $150,000 to $1,000,000.

ACCURACY

Probable errors of internal and external scope would have a moderate effect on the
operational efficiency of the organizational component concerned. Errors might
possibly go undetected for a considerable period of time, thereby creating an
inaccurate picture of an existing situation. Could cause further errors, losses, or
embarrassment to the organization. The possibility for error is always present due to
requirements of the job.



ACCOUNTABILITY

FREEDOM TO ACT

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.

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

IMPACT ON END RESULTS

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

PUBLIC CONTACT

Regular contacts with patrons, 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.

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS

Regular 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 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.

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 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.

ADDITIONAL INFORMATION
Not indicated.
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Citv of Brvant
Asst. Director of Parks - Proposed 2016

Job Description

Job Code: 3000

Exempt: Yes

Department: Parks and Recreation
Reports To: Parks Director
Location: Parks Department

Date Prepared: October 17, 2008
Date Revised: April 15, 2016

GENERAL DESCRIPTION OF POSITION

Works with Director of Parks and Recreation to implement the vision and goals of the
Department. Works with Assistant Director of Recreation and Executive Assistant of
the Director to ensure effective communication and cooperation with Recreation
Division . Performs responsible administrative and leadership work to maintain existing
parks and facilities and develop new parks and facilities. Oversee, recruit, and train
Parks Staff. This position is responsible for the effective management of the city's
diversified public parks through the supervision and direction of parks supervisors and
specialists and other subordinate personnel. Responsibilities include oversight of the
budget for the entire parks division. Work involves overseeing the operation of all city
sponsored special events and festivals coordinating volunteer support for such events.

ESSENTIAL DUTIES AND RESPONSIBILITIES

1. Pians, develops, schedules, directs and implements a year round, city wide
recreation program serving all ages and community needs.

2. Serves as a liaison between the parks department and community parks partners
organizations.

3. Develops strategic partnerships with local businesses, non-profit organizations,
community groups, city schools, and other governmental agencies, etc., as necessary
to maximize the strength and effectiveness or programming.

4. Ensures the implementation of effective publicity and marketing efforts to maximize
community awareness participation in parks.

5. Prepares and monitors budgets relating to parks operation, including, but not limited
to, determining cost effectiveness and revenue potential of programs.

6. Prepares and reviews, as directed, contracts, agreements, and bid specifications.

7. Promotes the public use of parks resources, areas, and facilities for group and
individual play and recreations.

8. Manages the training and guidance of parks program personnel and administrators.

9. Directly oversees the Center Superintendent and Maintenance & Grounds
Superintendent.

10. Completes daily logs and reports as assigned.

11. Develop and delegate Parks marketing strategy to include event, programs, etc.



12. Writes all media/press releases concerning the Parks Department functions,
hearings and news.

13. Assists Parks Department Director in all operations including budget and future
planning.

14. Proposes new ideas to improve event opportunity and planning.
15. Prepares and modifies event contracts as needed.

16. 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 4 years related experience
and/or training, and 12 to 18 months related management experience, or equivalent
combination of education and experience.

COMMUNICATION SKILLS

Ability to read 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. Ability to write
speeches and articles for publication that conform to prescribed style and format;
Ability to effectively present information to top management, public groups, and/or
boards of directors. Ability to read, analyze, and understand the most complex
documents; Ability to respond effectively to the most sensitive inquiries or complaints;
Ability to write speeches and articles using original or innovative techniques or style;
Ability to make effective and persuasive speeches and presentations on controversial
or complex topics to top management, public groups, and/or boards of directors.

MATHEMATICAL SKILLS

Ability to calculate figures and amounts such as discounts, interest, commissions,
proportions, percentages, area, circumference, and volume. Ability to apply concepts
such as fractions, ratios, and proportions to practical situations.

CRITICAL THINKING SKILLS

Ability to define problems, collect data, establish facts, and draw valid conclusions.
Ability to interpret an extensive variety of technical instructions in mathematical or
diagram form and deal with several abstract and concrete variables.



REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS

Valid Arkansas drivers license or a valid drivers license recognized by state of
Arkansas.

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS

Certified Playground Inspector and International Society of Arboriculture preferred but
not required. Certified Parks and Recreation Professional.

SOFTWARE SKILLS REQUIRED
Intermediate: Presentation/PowerPoint, Spreadsheet, Word Processing/Typing
Basic: 10-Key, Accounting, Contact Management, Database, Other

INITIATIVE AND INGENUITY

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
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

Carries out supervisory responsibilities in accordance with the organization’s policies
and applicable laws. Responsibilities may include but not limited to interviewing, hiring
and training employees; planning, assigning and directing work; appraising
performance, rewarding and disciplining employees; addressing complaints and
resolving problems.

Supervises a large group (16-25) of employees who are engaged in diversified
activities.

Supervises the following departments: Recreation Staff

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT



Occasionally responsible for organization's property where carelessness, error, or
misappropriation would result in moderate damage or moderate monetary loss to the
organization. The total value for the above would range from $150,000 to $1,000,000.

ACCURACY

Probable errors would normally not be detected in succeeding operations and could
possibly affect organization-patron relationship, involve re-work, or additional
expenditures in order to properly resolve the error. The possibility of such errors would
occur quite frequently in performance of the job. May also cause inaccuracies or
incomplete information that would be used in other segments of the organization as a
basis for making subsequent decisions, plans, or actions.

ACCOUNTABILITY

FREEDOM TO ACT

Oversight. High level of freedom to complete the duties of the position and guided by
broad policy with oversight by president, elected official, etc

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

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

Regular use of complex machines and equipment (desktop/laptop computer and
software, road and production machines and equipment, driver’s license/cdl, etc.)
WORKING CONDITIONS

Outside working environment, wherein there are disagreeable working conditions part
of the time.

ENVIRONMENTAL CONDITIONS

The following work environment characteristics described here are representative of
those an employee encounters while performing essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.



While performing the functions of this job, the employee is frequently exposed to
outdoor weather conditions, extreme heat; and occasionally exposed to work near
moving mechanical parts, work in high, precarious places, fumes or airborne particles,
toxic or caustic chemicals, wet or humid conditions, extreme cold, 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.

Moderate diversity, moderately physical. Work activities which allow for a moderate
amount of diversity in the performance of tasks which requires somewhat diversified
physical demands of the employee.

While performing the functions of this job, the employee is regularly required to talk or
hear; and frequently required to stand, walk, use hands to finger, handle, or feel, reach
with hands and arms, taste or smell; occasionally required to sit, climb or balance,
stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move up to
100 pounds; frequently lift and/or move up to 50 pounds; regularly lift and/or move up
to 25 pounds. Specific vision abilities required by this job include close vision; distance
vision; color vision; peripheral vision; depth perception; and ability to adjust focus.

ADDITIONAL INFORMATION
Not indicated.
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Citv of Brvant
Asst. Director of Recreation - Proposed 2016

Job Description

Job Code: 3000

Exempt: Yes

Department: Parks and Recreation
Reports To: Parks and Recreation Director
Location: Parks Department

Date Prepared: October 17, 2008
Date Revised: April 15, 2016
GENERAL DESCRIPTION OF POSITION

Works with Director of Parks and Recreation to implement the vision and goals of the
Department. Performs responsible administrative work to plan, promote and implement
Recreation programs for the Parks and Recreation Department. Oversees, recruits,
and trains Parks Department Recreation staff. This position is responsible for the
effective management of the city's diversified public recreation program through the
supervision and direction of recreation program supervisors and specialists and other
subordinate personnel. Responsibilities include oversight of the budget for the entire
recreation division.

ESSENTIAL DUTIES AND RESPONSIBILITIES

1. Plans, develops, schedules, directs and implements a year round, city wide
recreation program serving all ages and community needs.

2. Serves as a liaison between the parks department and community recreation
partners organizations.

3. Develops strategic partnerships with local businesses, non-profit organizations,
community groups, city schools, and other governmental agencies, etc., as necessary
to maximize the strength and effectiveness of programming.

4. Ensures the implementation of effective publicity and marketing efforts to maximize
community awareness participation in department programming.

5. Prepares and monitors budgets relating to recreation operation, including, but not
limited to, determining cost effectiveness and revenue potential of programs.

6. Prepares and reviews, as directed, contracts, agreements, and bid specifications.

7. Promotes the public use of recreational resources, areas, and facilities for group and
individual play and recreations.

8. Manages the training and guidance to recreation program personnel, coaches,
league/program administrators.

9. Manages the scheduling, operation, and maintenance of recreational facilities.
10. Completes daily logs and reports as assigned.
11. Effectively interacts, mentors and communicates with team members.

12. Serves as recreation/facility software manager.



13. Assists in facility and programming marketing.

14. Writes all media/press releases concerning the Parks Department functions,
hearings and news.

15. Assists Parks Department Director in all operations including budget and future
planning.

16. Performs other duties as assigned.

17. 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 4 years related experience
and/or training, and 12 to 18 months related management experience, or equivalent
combination of education and experience.

COMMUNICATION SKILLS

Ability to read 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 memaos; 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. Ability to write
speeches and articles for publication that conform to prescribed style and format;
Ability to effectively present information to top management, public groups, and/or
boards of directors. Ability to read, analyze, and understand the most complex
documents; Ability to respond effectively to the most sensitive inquiries or complaints;
Ability to write speeches and articles using original or innovative techniques or style;
Ability to make effective and persuasive speeches and presentations on controversial
or complex topics to top management, public groups, and/or boards of directors.

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.



REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS

Valid Arkansas drivers license or a valid drivers license recognized by state of
Arkansas.

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS

Certified Playground Inspector and International Society of Arboriculture preferred but
not required. Certified Parks and Recreation Professional.

SOFTWARE SKILLS REQUIRED

Intermediate: Presentation/PowerPoint, Spreadsheet, Word Processing/Typing
Basic: 10-Key, Accounting, Contact Management, Database, Other

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
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

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

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

Carries out supervisory responsibilities in accordance with the organization’s policies
and applicable laws. Responsibilities may include but not limited to interviewing, hiring
and training employees; planning, assigning and directing work; appraising
performance, rewarding and disciplining employees; addressing complaints and
resolving problems.

Supervises a large group (16-25) of employees who are engaged in diversified
activities.

Supervises the following departments: Recreation Staff



RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT

Occasionally responsible for organization's property where carelessness, error, or
misappropriation would result in moderate damage or moderate monetary loss to the
organization. The total value for the above would range from $150,000 to $1,000,000.

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

Oversight. High level of freedom to complete the duties of the position and guided by
broad policy with oversight by president, elected official, etc

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

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

Regular use of complex machines and equipment (desktop/laptop computer and
software, road and production machines and equipment, driver’s license/cdl, etc.)
WORKING CONDITIONS

Outside working environment, wherein there are disagreeable working conditions part
of the time.

ENVIRONMENTAL CONDITIONS

The following work environment characteristics described here are representative of
those an employee encounters while performing essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.



While performing the functions of this job, the employee is frequently exposed to
outdoor weather conditions, extreme heat; and occasionally exposed to work near
moving mechanical parts, work in high, precarious places, fumes or airborne particles,
toxic or caustic chemicals, wet or humid conditions, extreme cold, 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.

Moderate diversity, moderately physical. Work activities which allow for a moderate
amount of diversity in the performance of tasks which requires somewhat diversified
physical demands of the employee.

While performing the functions of this job, the employee is regularly required to talk or
hear; and frequently required to stand, walk, use hands to finger, handle, or feel, reach
with hands and arms, taste or smell; occasionally required to sit, climb or balance,
stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move up to
100 pounds; frequently lift and/or move up to 50 pounds; regularly lift and/or move up
to 25 pounds. Specific vision abilities required by this job include close vision; distance
vision; color vision; peripheral vision; depth perception; and ability to adjust focus.

ADDITIONAL INFORMATION
Not indicated.
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Citv of Brvant
Parks Center Superintendent - Proposed 16

Job Description

Job Code: 3000

Exempt: No

Department: Parks and Recreation
Reports To: Assistant Director of Parks
Location: Parks Department

Date Prepared: March 26, 2010
Date Revised: April 15, 2016

GENERAL DESCRIPTION OF POSITION

Works with the Assistant Director of Parks to implement the vision and goals of the
Department. This position is responsible for the effective management of the Center
through the supervision and direction of Center staff. Coordinate and market all Center
events. Responsibilities also include customer service, activity coordination; employee
supervision; facility management; rentals; budget; maintaining records; inventory.

ESSENTIAL DUTIES AND RESPONSIBILITIES
1. Manages the day to day operations of the facility.

2. Ensures all policies and procedures of the facility are enforced.

3. Resolves concerns, conflicts, and problems of the patrons ensuring that services are
provided in a professional and safe manner.

4. Oversees building security and responds to all center emergencies; ensures patron
and staff safety; may include janitorial or other necessary duties.

5. Oversees, recruits, and trains Center and general parks staff.

6. Conducts regular walk through of the facility to assist visual maintenance and
security.

7. Assists staff, instructors, and officials with adult programs and special events in the
parks.

8. Completes records and reports as required.
9. Responsible for making sure set up and tear down for events is correct and on time.

10. Oversees membership process, assigns and monitors clerical and secretarial
function.

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

12. Evaluates the performance of clerical, secretarial and general parks staff and gives
recommendations to Assistant Directors.

13. Oversees software system for reservations and membetrship.

14. Maintains and updates rules and regulations as well as other forms at the front
desk.



15. Maintains and communicates Center schedule.

16. Coordinates general parks staff schedules with the needs of the Parks and
Recreation Divisions.

17. Prepare and modify event contracts as needed.
18. Ability to interact with team members.

19. 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 12 to
18 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 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.

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.

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS
Valid Arkansas drivers license or a valid license recognized by the state of Arkansas

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS
Not indicated.



SOFTWARE SKILLS REQUIRED

Basic: 10-Key, Accounting, Alphanumeric Data Entry, Contact Management,
Spreadsheet, Word Processing/Typing

INITIATIVE AND INGENUITY

SUPERVISION RECEIVED

Under direction where a definite objective is set up and the employee plans and
arranges own work, referring only unusual cases to supervisor.

PLANNING

Considerable responsibility with regard to general assignments in planning time,
method, manner, and/or sequence of performance of own work, in addition, the
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
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.

RESPONSIBILITY FOR WORK OF OTHERS

Carries out supervisory responsibilities in accordance with the organization’s policies
and applicable laws. Responsibilities may include but not limited to interviewing, hiring
and training employees; planning, assigning and directing work; appraising
performance, rewarding and disciplining employees; addressing complaints and
resolving problems.

Supervises a moderate size group (8-15) of employees, but possibly smaller if difficult,
semi-technical work, requiring considerable direction and assistance, is involved.
Plans, directs and coordinates work, makes decisions, and performs personally the
more difficult aspects of the same broad assignment.

Supervises the following departments:

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT

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



ACCURACY

Probable errors would not likely be detected until they reached another department,
office or patron, and would then require considerable time and effort to correct the
situation. Frequently, possibility of error that would affect the organization's prestige
and relationship with the public to a limited extent, but where succeeding operations or
supervision would normally preclude the possibility of a serious situation arising as a
result of the error or decision.

ACCOUNTABILITY

FREEDOM TO ACT

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.

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

IMPACT ON END RESULTS

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

PUBLIC CONTACT

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.

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS

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

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; and occasionally exposed to work in high, precarious
places, fumes or airborne particles, toxic or caustic chemicals, wet or humid conditions,



extreme cold, extreme heat, vibration.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, moderately physical. Work activities which allow for a moderate
amount of diversity in the performance of tasks which requires somewhat diversified
physical demands of the employee.

While performing the functions of this job, the employee is frequently required to stand,
walk, sit, use hands to finger, handle, or feel, reach with hands and arms, talk or hear;
and occasionally required to climb or balance, stoop, kneel, crouch, or crawl. 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.

ADDITIONAL INFORMATION
Valid Arkansas drivers license or one recognized by the state of Arkansas.
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Citv of Brvant
Asst Center Superintendent - Proposed 16

Job Description

Job Code: 3000

Exempt: No

Department: Parks and Recreation
Reports To: Center Super
Location: Bishop Park

Date Prepared: November 05, 2009
Date Revised: April 15, 2016

GENERAL DESCRIPTION OF POSITION

Works with the Center Superintendent to implement the vision and goals of the
Department. Manage and direct parks facility operations in the absences of the Center
Supervisor. Provide direct oversight to general parks staff. 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. Prepares logs and reports related to facility use, recreation and outreach programs.

2. Assists with reception desk support, special events and on-going programs,

3. Maintains the operations of the facility on weekdays, evenings, and weekends in the
absence of the Center Supervisor.

4. Provides administrative supervision and support for parks staff. Listens to and
solves employee problems.

5. Coordinates information from administration to part time staff and instructors.
6. Prepares and submits reports for parks administration as required.

7. Communicates with administration regarding the purchasing of office supplies and
equipment.

8. Greets and checks-in customers, verify customer information, memberships and
permits when needed.

9. Acts as Center Superintendent as needed.
10. Enters data into recreational management software as needed.

11. Provides back-up support for other office positions; re: payments, information, data
entry, etc.

12. Assists with 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.

13. Ensures facility and equipment are properly maintained. Routine equipment
maintenance may be required.



14. Provides courteous assistance to various facility patrons, the general public, City of
Bryant staff and Supervisors.

15. Assists with managing membership and scheduling software.

16. Coordinates general parks staff schedules with the needs of the Parks and
Recreation Divisions.

17. Oversees all front desk transactions ensuring all policies and regulations are
followed.

18. Handles daily bank deposits and cash drops, as well as prepares contractor
invoices and organize payroll.

19. 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 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.

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.

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS

Valid Arkansas drivers license or valid drivers license recognized by the state of
Arkansas

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 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; may also occasionally
assist in the planning of work assignments performed by others within a limited area of
operation.

DECISION MAKING

Performs work operations which permit frequent opportunity for decision-making of
minor importance and also frequent opportunity for decision-making of major
importance, either of which would affect the work operations of small organizational
component and the organization's clientele.

MENTAL DEMAND

Moderate mental demand. Operations requiring almost continuous attention, but work
is sufficiently repetitive that a habit cycle is formed; operations requiring intermittent
directed thinking to determine or select materials, equipment or operations where
variable sequences may be selected by the employee.

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

Carries out supervisory responsibilities in accordance with the organization’s policies
and applicable laws. Responsibilities may include but not limited to interviewing, hiring
and training employees; planning, assigning and directing work; appraising
performance, rewarding and disciplining employees; addressing complaints and
resolving problems.

Supervises a small group (3-7) of employees, usually of lower classifications. Assigns
and checks work; assists and instructs as required and performs same work as those
supervised, or closely related work, a portion of the time. Content of the work
supervised is of non-technical nature, but presents numerous situations to which
policies and precedents must be interpreted and applied.

Supervises the following departments: None

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 would not likely be detected until they reached another department,
office or patron, and would then require considerable time and effort to correct the
situation. Frequently, possibility of error that would affect the organization's prestige
and relationship with the public to a limited extent, but where succeeding operations or
supervision would normally preclude the possibility of a serious situation arising as a
result of the error or decision.

ACCOUNTABILITY

FREEDOM TO ACT

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.

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;
depth perception; and ability to adjust focus.

ADDITIONAL INFORMATION
Not indicated.
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Citv of Brvant
Grounds and Maint Super - Proposed 2016

Job Description

Job Code: 3000

Exempt: No

Department: Parks and Recreation
Reports To: Parks and Recreation Director
Location: Parks Department

Date Prepared: October 17, 2008
Date Revised: April 15, 2016

GENERAL DESCRIPTION OF POSITION

Works with the Assistant Director of Parks to implement the vision and goals of the
Department. Oversees the maintaining of grounds, playground equipment, structures
and facilities. Cleans, adjusts and performs minor repairs auxiliary equipment. Other
duties may be assigned.

ESSENTIAL DUTIES AND RESPONSIBILITIES
1. Performs manual construction and maintenance work under little or no supervision.

2. Performs operation of equipment such as lawn mowing equipment.
3. May act as temprary relief for other departments as needed.
4. Completes daily logs as assigned.

5. Develops work standards and deploys a work force of multiple supervisors, full-time
and part-time employees.

6. Provides priorities and coordinates the schedules of the maintenance and grounds
operation.

7. Designs and oversees in house improvements to existing facilities.

8. Participates in the design of new, and the rehabilitation of related city facilities.
9. Operates and coordinates a maintenance management system.

10. Assists the Parks Department with annual and long range plans.

11. Assists in the development of the Parks Department maintenance budget and
monitors the departments expenditures.

12. Works wth HR and Ast. Director to interview, hire, and discipline G&M staff.
13. Develops and oversees contracted maintenance work.

14. Oversees the inspection of contract construction of new and renovated facilities in
accordance with industry specifications.

15. Develops, enforces, and maintains safe work practices and conditions to conform
to local, state and federal regulatory agencies.

16. Performs other duties as assigned.



17. 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

High school or GED, plus specialized schooling and/or on the job education in a
specific skill area; e.g. data processing, clerical/administrative, equipment operation,
etc, plus 2 years related experience and/or training, and 12 to 18 months related
management experience, or equivalent combination of education and experience.

COMMUNICATION SKILLS

Ability to 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 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 state of
Arkansas.

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS

Certified Playground Inspector and International Society of Arboriculture perferred but
not required.

SOFTWARE SKILLS REQUIRED
Basic: Other, Word Processing/Typing

INITIATIVE AND INGENUITY

SUPERVISION RECEIVED

Under direction where a definite objective is set up and the employee plans and
arranges own work, referring only unusual cases to supervisor.

PLANNING

Considerable responsibility with regard to general assignments in planning time,
method, manner, and/or sequence of performance of own work, in addition, the
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
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.

RESPONSIBILITY FOR WORK OF OTHERS

Carries out supervisory responsibilities in accordance with the organization’s policies
and applicable laws. Responsibilities may include but not limited to interviewing, hiring
and training employees; planning, assigning and directing work; appraising
performance, rewarding and disciplining employees; addressing complaints and
resolving problems.

Supervises a small group (3-7) of employees, usually of lower classifications. Assigns
and checks work; assists and instructs as required and performs same work as those
supervised, or closely related work, a portion of the time. Content of the work
supervised is of non-technical nature, but presents numerous situations to which
policies and precedents must be interpreted and applied.

Supervises the following departments: Parks

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT

Regularly responsible for property where carelessness or error would result in only
minor damage or minor monetary loss. Almost continuous care and attention is
required when handling this property in order to prevent loss.

ACCURACY

Probable errors of internal scope should ordinarily be detected within the department or
office in which they occur, but may affect the work of others within the unit, requiring
additional expenditure of time to trace errors and make all necessary corrections.
Errors would require a moderate amount of time to correct.

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.

None. Job does not create any dollar monetary impact for the organization.



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, 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.

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS

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

WORKING CONDITIONS

Outside working environment, wherein there are disagreeable working conditions part
of the time.

ENVIRONMENTAL CONDITIONS

The following work environment characteristics described here are representative of
those an employee encounters while performing essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

While performing the functions of this job, the employee is regularly exposed to work
near moving mechanical parts, outdoor weather conditions; frequently exposed to
extreme heat; and occasionally exposed to work in high, precarious places, fumes or
airborne particles, toxic or caustic chemicals, wet or humid conditions, extreme cold,
risk of electrical shock, vibration.The noise level in the work environment is usually loud.

PHYSICAL ACTIVITIES

The following physical activities described here are representative of those that must
be met by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions and expectations.

Moderate diversity, moderately physical. Work activities which allow for a moderate
amount of diversity in the performance of tasks which requires somewhat diversified
physical demands of the employee.

While performing the functions of this job, the employee is regularly required to talk or
hear; and frequently required to walk, use hands to finger, handle, or feel, reach with
hands and arms, climb or balance, taste or smell; occasionally required to stand, sit,
stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move more
than 100 pounds; frequently lift and/or move up to 50 pounds; regularly lift and/or move
up to 25 pounds. Specific vision abilities required by this job include close vision;
distance vision; peripheral vision; depth perception; and ability to adjust focus.

ADDITIONAL INFORMATION
Ability to use weed eater, lawn mower, chainsaw, carpentry tools, concrete finishing



tools, tractors, trucks, yard maintenance equipment and other equipment. Principles
and practices of management, selection, appraisal, and motivation of employees; work,
planning and control, including estimating and inspection; methods, materials and
equipment for the design, construction and maintenance of landscaped and
recreational areas and facilities; supervise multiple work units through subordinate
supervisors; establish and maintain effective working relationships with others; identify
requirements, procedures, and deficiencies in landscape maintenance, including
pruning, diseases, growth and aesthetics; design and review designs for landscaping
and irrigation systems; address and resolve with the public, park related issues and
problems; plan, organize and control short and long-term department accountabilities;
work safely in potentially hazardous conditions.
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Citv of Brvant
Park Secretary - Proposed 16

Job Description

Job Code: 3000

Exempt: No

Department: Parks and Recreation
Reports To: Parks Director
Location: Parks Department

Date Prepared: October 17, 2008
Date Revised: April 15, 2016

GENERAL DESCRIPTION OF POSITION
Assists in the office at Parks Department performing various clerical functions.

ESSENTIAL DUTIES AND RESPONSIBILITIES
1. Takes telephone calls and messages.

2. Takes reservations for various park facilities.

3. Completes work orders for service personnel regarding repairs or maintenance
issues to be checked, etc.

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

5. Delivers oral and/or written messages taken through main phone lines.

6. Collects and distributes paperwork, such as records or timecards, form one
department to another.

7. Compiles data for meetings and reports as needed.

8. Transcribes letters, reports, statements and any other material assigned.

9. Operates office equipment such as photocopying machine, computer and typewriter.
10. Regular and punctual attendance.

11. Keeps park information up to date, prints inspection orders and records
maintenance information monthly.

12. Files correspondence and other departmental records.

13. Maintains and organizes the front office area.

14. Ability to work overtime.

15. Communicates openly and effectively with team members.
16. Assists with managing membership and scheduling software.
17. Performs other duties as assigned.

18. 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 alerthness 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 0 to 6 months related experience and/or training. 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.

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 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

Valid Arkansas drivers license or a valid drivers license recognized by state of
Arkansas.

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS
Not indicated.

SOFTWARE SKILLS REQUIRED

Advanced: Word Processing/Typing

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

Basic: Other, Presentation/PowerPoint

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; may also occasionally
assist in the planning of work assignments performed by others within a limited area of
operation.



DECISION MAKING

Performs work operations which permit frequent opportunity for decision-making of
minor importance and also frequent opportunity for decision-making of major
importance; the latter of which would affect the work operations of other employees
and/or clientele to a moderate degree.

MENTAL DEMAND

Moderate mental demand. Operations requiring almost continuous attention, but work
is sufficiently repetitive that a habit cycle is formed; operations requiring intermittent
directed thinking to determine or select materials, equipment or operations where
variable sequences may be selected by the employee.

ANALYTICAL ABILITY / PROBLEM SOLVING

Moderately repetitive. Activities with slight variation using a definite set of processes or
directions with some degree of supervision. Choice of learned things in situations
which conform to clearly established patterns and modes.

RESPONSIBILITY FOR WORK OF OTHERS

Carries out supervisory responsibilities in accordance with the organization’s policies
and applicable laws. Responsibilities may include but not limited to interviewing, hiring
and training employees; planning, assigning and directing work; appraising
performance, rewarding and disciplining employees; addressing complaints and
resolving problems.

No supervision.

Supervises the following departments:

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
Defined. Semi-repetitive prescribed processes and procedures with nearby supervision.

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.

None. Job does not create any dollar monetary impact for the organization.



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, 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 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

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

WORKING CONDITIONS

Normal working conditions as found within an office setting, wherein there is controlled
temperature and a low noise level, plus a minimum of distractions.

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.

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 regularly required to sit, talk
or hear; and occasionally required to stand, walk, 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 occasionally lift and/or move up to 25 pounds; frequently lift
and/or move up to 10 pounds. Specific vision abilities required by this job include close
vision; color vision; and ability to adjust focus.

ADDITIONAL INFORMATION
Knowledge and skills of operation Window programs. Good typing skills.
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Citv of Brvant
Parks Staff - Proposed 16

Job Description

Job Code: 3000

Exempt: No

Department: Parks and Recreation
Reports To: Center Superintendent
Location: The Center

Date Prepared: March 24, 2016
Date Revised: April 15, 2016

GENERAL DESCRIPTION OF POSITION

Works with The Center Superintendent to implement the vision and goals of the
Department. This position is responsible for the effective implementation of the city's
diversified public recreation programs by carrying out assigned tasks given by Parks
and Recreation Divisions.

ESSENTIAL DUTIES AND RESPONSIBILITIES
1. Facilitate recreational activities for community members of all ages.

2. Prepare facilities (fields, rooms, etc.) for planned events.

3. Ensure facility is maintained and safe procedures are followed. Report violations of
procedure/regulations to the Center Superintendent.

4. Assist with advertising for upcoming events as assigned.
5. Monitor recreational events.
6. Order and maintain sporting equipment (balls, bats, exercise equipment, etc.).

7. Perform clerical duties. Answer inquiries on upcoming events. Preregister
participants.

8. Assist in managing membership and scheduling software.
9. Coordinate reports for patron injury, accidents and other incidents.
10. Plan, schedule, and prepare for events.

11. Serve as receptionist when needed. (answering phone, ensure scanning of cards,
take payments, etc.).

12. Perform any other related duties as required and assigned.

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

High school or GED, plus specialized schooling and/or on the job education in a
specific skill area; e.g. data processing, clerical/administrative, equipment operation,
etc, plus 7 to 11 months related experience and/or training. 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.

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 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

Valid Arkansas drivers license or a valid drivers license recognized by the state of
Arkansas

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS
Not indicated.

SOFTWARE SKILLS REQUIRED

Intermediate: Alphanumeric Data Entry, Word Processing/Typing
Basic: 10-Key, Accounting, Contact Management, Database, 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

Considerable responsibility with regard to general assignments in planning time,
method, manner, and/or sequence of performance of own work; may also occasionally
assist in the planning of work assignments performed by others within a limited area of
operation.

DECISION MAKING

Performs work operations which permit frequent opportunity for decision-making of
minor importance and also frequent opportunity for decision-making of major
importance; the latter of which would affect the work operations of other employees
and/or clientele to a moderate degree.



MENTAL DEMAND

Close mental demand. Operations requiring close and continuous attention for control
of operations. Operations requiring intermittent direct thinking to determine or select
the most applicable way of handling situations regarding the organization's
administration and operations; also to determine or select material and equipment
where highly variable sequences are involved.

ANALYTICAL ABILITY / PROBLEM SOLVING

Moderately repetitive. Activities with slight variation using a definite set of processes or
directions with some degree of supervision. Choice of learned things in situations
which conform to clearly established patterns and modes.

RESPONSIBILITY FOR WORK OF OTHERS

Carries out supervisory responsibilities in accordance with the organization’s policies
and applicable laws. Responsibilities may include but not limited to interviewing, hiring
and training employees; planning, assigning and directing work; appraising
performance, rewarding and disciplining employees; addressing complaints and
resolving problems.

No supervision.

Supervises the following departments:

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT

Regularly responsible for property where carelessness or error would result in only
minor damage or minor monetary loss. Almost continuous 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

Standardized. Accepted processes covered by well-defined standardized policies and
procedures with supervisory review.

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 annualt 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, 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.

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS

Regular use of non-complex machines and equipment (adding machines, calculators,
copy/fax machines, etc.)

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.

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, moderately physical. Highly repetitive type of work which requires
somewhat diversified physical demands of the employee.

While performing the functions of this job, the employee is continuously required to use
hands to finger, handle, or feel; regularly required to reach with hands and arms;
frequently required to stand, walk, stoop, kneel, crouch, or crawl; and occasionally
required to sit. Specific vision abilities required by this job include close vision; distance
vision; color vision; peripheral vision; depth perception; and ability to adjust focus.

ADDITIONAL INFORMATION
Not indicated.
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Citv of Brvant
Athletic & Program Coord - Proposed 16
Job Description

Job Code: 3000

Exempt: No

Department: Parks and Recreation

Reports To: Assistant Director of Recreation
Location: Parks Department

Date Prepared: March 26, 2010
Date Revised: April 15, 2016

GENERAL DESCRIPTION OF POSITION

Work with the Assistant Director - Recreation to implement the vision and goals of the
Department. Oversees the current recreation programs, tries new ideas and
programs. Must be able to develop new programs to fit the needs of the community

ESSENTIAL DUTIES AND RESPONSIBILITIES

1. Supervises recreation staff, including determining workloads and schedules,
implementing and interpreting policies and procedures, effectively evaluating staff and
making hiring and disciplinary recommendations.

2. Plans, organizes, 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. Oversees 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 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, recreation staff and volunteers in the performance of
assigned duties and checks on the completion of work.

10. Work with Executive Assistant to the Director to research, write, and fund grants.

11. Ability to work overtime.



12. Ability to interact with team members.

13. Regular and punctual attendance.

14. Performs other duties of a similar nature or level.

15. Work with Executive Assistant to the Director to research, write, and fund grants.

16. 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 12 to
18 months related experience and/or training, and 19 to 23 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 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 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.

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS
Not indicated.
PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS

Not indicated.

SOFTWARE SKILLS REQUIRED

Basic: 10-Key, Accounting, Alphanumeric Data Entry, Contact Management, Database,
Programming Languages, Spreadsheet, Word Processing/Typing

INITIATIVE AND INGENUITY

SUPERVISION RECEIVED

Under direction where a definite objective is set up and the employee plans and
arranges own work, referring only unusual cases to supervisor.



PLANNING

Considerable responsibility with regard to general assignments in planning time,
method, manner, and/or sequence of performance of own work, in addition, the work
operations of a group of employees, all performing basically the same type of work.

DECISION MAKING

Performs work operations which permit frequent opportunity for decision-making of
minor importance and also frequent opportunity for decision-making of major
importance, either of which would affect the work operations of large 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.

RESPONSIBILITY FOR WORK OF OTHERS

Carries out supervisory responsibilities in accordance with the organization’s policies
and applicable laws. Responsibilities may include but not limited to interviewing, hiring
and training employees; planning, assigning and directing work; appraising
performance, rewarding and disciplining employees; addressing complaints and
resolving problems.

Supervises a moderate size group (8-15) of employees, but possibly smaller if difficult,
semi-technical work, requiring considerable direction and assistance, is involved.
Plans, directs and coordinates work, makes decisions, and performs personally the
more difficult aspects of the same broad assignment.

Supervises the following departments:

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT

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

ACCURACY

Probable errors of internal and external scope would have a moderate effect on the
operational efficiency of the organizational component concerned. Errors might
possibly go undetected for a considerable period of time, thereby creating an
inaccurate picture of an existing situation. Could cause further errors, losses, or
embarrassment to the organization. The possibility for error is always present due to
requirements of the job.

ACCOUNTABILITY

FREEDOM TO ACT
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.

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

IMPACT ON END RESULTS

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

PUBLIC CONTACT

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.

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS

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

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 occasionally exposed to
work near moving mechanical parts, work in high, precarious places, outdoor weather
conditions, wet or humid conditions, extreme cold, extreme heat, vibration. The noise
level in the work environment is usually moderate.

PHYSICAL ACTIVITIES

The following physical activities described here are representative of those that must
be met by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions and expectations.

Semi-repetitive, low physical. Semi-repetitive type work which requires periods of
concentration for varied time cycles as prescribed by the tasks.

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



hear; frequently required to stand, walk; and occasionally required to sit, use hands to
finger, handle, or feel, reach with hands and arms, climb or balance, stoop, kneel,
crouch, or crawl. The employee must 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 drivers license or one recognized by the state of Arkansas
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Citv of Brvant
Asst Athletic/Program Coord. - proposed 2016

Job Description

Job Code: 3000

Exempt: No

Department: Parks and Recreation
Reports To: Athletic & Program Director
Location: Parks Department

Date Prepared: March 26, 2010
Date Revised: April 15, 2016

GENERAL DESCRIPTION OF POSITION

Assists the Athletic & Program Coordinator to implement the vision and goals of the
Department. Assists in overseeing the current recreation programs, tries new ideas
and programs. Must be able to develop new programs to fit the needs of the
community

ESSENTIAL DUTIES AND RESPONSIBILITIES
1. Supervises recreation staff in the absence of the Athletic/Program Coordinator.

2. Assists with planning, organizing, conducting and coordinating recreational
programs.

3. Assists with overseeing day-to-day operations of recreation and athletic programs.
4. Prepares a variety of reports and other documents.

5. Assist in the research and writing grants.

6. Provides input regarding the development of budgets, including determining staffing
and materials; develops fundraising campaigns and solicits sponsor and sponsorship

packages.

7. Assists with 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 recreation staff and volunteers in the performance of assigned duties and
checks on the completion of work.

10. Performs other duties of a similar nature or level.
11. Ability to work overtime.

12. Ability to interact with team members.

13. Performs other duties as assigned.

14. 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 7 to 11
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.

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 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.

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS
Not indicated.

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS
Not indicated.

SOFTWARE SKILLS REQUIRED

Basic: 10-Key, Accounting, Alphanumeric Data Entry, Contact Management, Database,
Programming Languages, Spreadsheet, Word Processing/Typing

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; the latter of which would affect the work operations of other employees
and/or clientele to a moderate degree.

MENTAL DEMAND
Moderate mental demand. Operations requiring almost continuous attention, but work



is sufficiently repetitive that a habit cycle is formed; operations requiring intermittent
directed thinking to determine or select materials, equipment or operations where
variable sequences may be selected by the employee.

ANALYTICAL ABILITY / PROBLEM SOLVING

Moderately repetitive. Activities with slight variation using a definite set of processes or
directions with some degree of supervision. Choice of learned things in situations
which conform to clearly established patterns and modes.

RESPONSIBILITY FOR WORK OF OTHERS

Carries out supervisory responsibilities in accordance with the organization’s policies
and applicable laws. Responsibilities may include but not limited to interviewing, hiring
and training employees; planning, assigning and directing work; appraising
performance, rewarding and disciplining employees; addressing complaints and
resolving problems.

Supervises a moderate size group (8-15) of employees, but possibly smaller if difficult,
semi-technical work, requiring considerable direction and assistance, is involved.
Plans, directs and coordinates work, makes decisions, and performs personally the
more difficult aspects of the same broad assignment.

Supervises the following departments:

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT

Regularly responsible for property where carelessness or error would result in only
minor damage or minor monetary loss. Almost continuous care and attention is
required when handling this property in order to prevent loss.

ACCURACY

Probable errors of internal scope should ordinarily be detected within the department or
office in which they occur, but may affect the work of others within the unit, requiring
additional expenditure of time to trace errors and make all necessary corrections.
Errors would require a moderate amount of time to correct.

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

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 complex machines and equipment (desktop/laptop computer and
software, road and production machines and equipment, driver’s license/cdl, etc.)

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 occasionally exposed to
work near moving mechanical parts, work in high, precarious places, outdoor weather
conditions, wet or humid conditions, extreme cold, extreme heat, vibration.The noise
level in the work environment is usually moderate.

PHYSICAL ACTIVITIES

The following physical activities described here are representative of those that must
be met by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions and expectations.

Semi-repetitive, low physical. Semi-repetitive type work which requires periods of
concentration for varied time cycles as prescribed by the tasks.

While performing the functions of this job, the employee is regularly required to talk or
hear; frequently required to stand, walk; and occasionally required to sit, use hands to
finger, handle, or feel, reach with hands and arms, climb or balance, stoop, kneel,
crouch, or crawl. The employee must 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 drivers license or one recognized by the state of Arkansas
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Citv of Brvant
Aquatic Coordinator - Proposed 16

Job Description

Job Code: 3000

Exempt: No

Department: Parks and Recreation
Reports To: Assistant Director/Recreation
Location: Bishop Park

Date Prepared: October 22, 2013
Date Revised: April 15, 2016

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 instructors, lifeguards, 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 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. Oversees procurement activities for supplies and equipment in accordance with City
policies.

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

7. 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.

8. Ensures staff certifications are current and all rules and regulations as set forth in



the Department of Health code are met.

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

10. prepares operational, statistical and financial reports on recreation programs,
special events and cost recovery analysis.

11. Ability to interact with team members.
12. Regular and punctual attendance.
13. Performs other related duties as assigned.

14. 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

High school or GED, plus specialized schooling and/or on the job education in a
specific skill area; e.g. data processing, clerical/administrative, equipment operation,
etc, plus 7 to 11 months related experience and/or training. Or equivalent combination
of education and experience.

COMMUNICATION SKILLS

Not indicated.

MATHEMATICAL SKILLS

Not indicated.

CRITICAL THINKING SKILLS

Not indicated.

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS
Not indicated.

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS
Not indicated.

SOFTWARE SKILLS REQUIRED

Not indicated.

INITIATIVE AND INGENUITY

SUPERVISION RECEIVED

Under direction where a definite objective is set up and the employee plans and
arranges own work, referring only unusual cases to supervisor.

PLANNING

Considerable responsibility with regard to general assignments in planning time,
method, manner, and/or sequence of performance of own work, in addition, the work
operations of a group of employees, all performing basically the same type of work.



DECISION MAKING

Performs work operations which permit frequent opportunity for decision-making of
minor importance and also frequent opportunity for decision-making of major
importance, either of which would affect the work operations of small organizational
component and the organization's clientele.

MENTAL DEMAND

Very close mental demand. Operations requiring very close and continuous attention
for control of operations which require a high degree of coordination or immediate
response. Operations requiring intermittent direct thinking to determine or select the
most applicable way of handling situations regarding the organization's administration
and operations; also to determine or select material and equipment where highly
variable sequences are involved.

ANALYTICAL ABILITY / PROBLEM SOLVING

Moderately directed. Activities covered by wide-ranging policies and courses of action,
and generally directed as to execution and review. High order of analytical,
interpretative, and/or constructive thinking in varied situations.

RESPONSIBILITY FOR WORK OF OTHERS

Carries out supervisory responsibilities in accordance with the organization’s policies
and applicable laws. Responsibilities may include but not limited to interviewing, hiring
and training employees; planning, assigning and directing work; appraising
performance, rewarding and disciplining employees; addressing complaints and
resolving problems.

Supervises a moderate size group (8-15) of employees, but possibly smaller if difficult,
semi-technical work, requiring considerable direction and assistance, is involved.
Plans, directs and coordinates work, makes decisions, and performs personally the
more difficult aspects of the same broad assignment.

Supervises the following departments: Aquatics Department

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT

Regularly responsible for property where carelessness or error would result in only
minor damage or minor monetary loss. Almost continuous 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

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.

None. Job does not create any dollar monetary impact for the organization.

IMPACT ON END RESULTS

Modest impact. Job has some impact on the organizations end results, but still from an
indirect level. Provides assistance and support services that facilitates decision making
by others.

PUBLIC CONTACT

Regular contacts with patrons where the contacts are initiated by the employee.
Involves both furnishing and obtaining information and, also, attempting to influence
the decisions of those persons contacted. Contacts of considerable importance and of
such nature, that failure to exercise proper judgment may result in important tangible or
intangible losses to the organization.

EMPLOYEE CONTACT

Contacts with other departments or offices and also frequently with individuals in
middle level positions; consulting on problems which necessitate judgment and tact in
presentation to obtain cooperation or approval of action to be taken. Also, important
contacts with associates as required in advanced supervisory jobs.

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS

Regular use of complex machines and equipment (desktop/laptop computer and
software, road and production machines and equipment, driver’s license/cdl, etc.)
WORKING CONDITIONS

Outside working environment, wherein there are disagreeable working conditions part
of the time.

ENVIRONMENTAL CONDITIONS

The following work environment characteristics described here are representative of
those an employee encounters while performing essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

The noise level in the work environment is 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.

Moderate diversity, moderately physical. Work activities which allow for a moderate
amount of diversity in the performance of tasks which requires somewhat diversified
physical demands of the employee.

Not indicated.

ADDITIONAL INFORMATION
Not indicated.
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Re-Zoning
2219 Raymar Road

ORDINANCE NUMBER 2016 - ____

AN ORDINANCE AMENDING THE COMPREHENSIVE ZONING ORDINANCE OF THE CITY OF
BRYANT TO REZONE CERTAIN PROPERTY FROM R-2 (Single Family) to PUD (Planned
Unit Development).

BE IT ORDAINED BY THE CITY COUNCIL OF BRYANT, ARKANSAS;

Section 1.  That certain real property described more fully below is hereby rezoned
from a classification of R-2 to PUD located in Ward 1.

Section 2. The comprehensive zoning ordinance and map of the City of Bryant is
hereby amended to reflect the change of zoning classification set out in

Section 1.
Section 3.  The property affected by this ordinance is described as:

A parcel of land containing five acres, more or less, more particularly described as
follows:

From a point at the Northwest corner of the Northeast Quarter of the Northeast
Quarter of Section 23, Township 1 South, Range 14 West, Saline County, Arkansas;
thence East 165 feet, along the Northern boundary of said Section 23 to a Point of
Beginning; from said Point of Beginning, thence South 440 feet; thence West 495
feet; thence North 440 feet; thence East along the Northern boundary of said Section
23 a distance of 495 feet to the Point of Beginning.

Section 4. This ordinance shall be effective from and after , 2016.

Dated: , 2016 Approved:
Mayor Jill Dabbs

Attest:

Sue Ashcraft, City Clerk



Re-Zoning
2219 Raymar Road
(DBA: B&K Electrical
Contractors)
Property owned by
Brent Hunter

BRYANT PLANNING COMMISSION

WHEREAS, the Bryant Planning Commission has considered the rezoning of certain
property in Bryant, Arkansas located at 2219 Raymar Road from a classification of R-2
(Single Family) to PUD (Planned Unit Development) for which a public hearing was
held on April 11, 2016, authorized by Act 185 of the 1957 General Assembly, as
amended.

NOW, THEREFORE, BE IT RESOLVED by the Bryant Planning Commission that said
property is hereby adopted for a classification of PUD located in Ward 1 and will be
submitted to the Bryant City Council in said form.

PASSED this 11th day of April, 2016.

Lan enfield, Chairman
— .
TN

Tina Davis, Secretary




CITY OF BRYANT
210 SW 3R STREET
BRYANT, AR 72022

501-943-0309

PC MEETING DATE: SECOND MONDAY OF EACH MONTH

TIME: 6:00 P.M.

PLACE: COURTROOM - BRYANT OFFICE COMPLEX

AGENDA DEADLINE: 5:00 P.M. THREE WEEKS PRIOR TO THE REGULARLY

SCHEDULED MEETING DATE

APPLICATION
FOR CHANGE IN
ZONING DISTRICT BOUNDARIES

Applicant Name: B & K Electrical Contractors

——— — A ————

Spouse Name:

Property Address; 2219 Raymay Reoad, Bryant, AR 72022

See attached

Legal Description:

Existing Zoning Classification: R~-2

Requested Change: P.U.D.

Plat of Property is Attached Yes

Vicinity Map of properly is attached _Y©S
The undersigned designates the following process agent or attorney to represent

the applicant at all hearings:

Michael Bolin

This day of )




L ot

Applicant

N/A
Spouse of Applicant

22429 Raymar Road

Address
Bryant, AR 72022

501-847-0200

Phone

City of Bryant - Commercial Building Checklist Page 2



Legal Description — 2219 Raymar Road, Bryant, AR

A parcel of land containing five acres, more or less, more particularly described as follows:
From a point at the Northwest comer of the NE 1/4 of the NE 1/4 of Section 23, Township 1
South, Range 14 West, Saline County, Arkansas; thence East 165 feet, along the Northern
boundary of said Section 23 to a point of beginning; from said point of beginning, thence South
440 feet; thence West 495 feet; thence North 440 feet; thence East along the Northern boundary

of said Section 23 a distance of 495 feet to the point of beginning.



March 4, 2016

Bryant Planning Commission
210 Southwest 3™ Street
Bryant, AR 72022

Re: 2219 Raymar Road
Bryant, Arkansas

Dear Mr. Green:

This is to request a rezoriing of our property located in the NE 1/4 NE 1/4, Section 23,
Township 1 South, Range 14 West.

We request that this property be rezoned from R-2 to P.U.D.
Sincerely,
A it

Brent Hunter
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Legal Description ~ 2219 Raymar Road, Bryant, AR

A parcel of land containing five acres, more or less, more particularly described as
follows: From a point at the Northwest corner of the NE 1/4 of the NE 1/4 of Section 23,
Township 1 South, Range 14 West, Saline County, Arkansas; thence East 165 feet,
along the Northern boundary of said Section 23 to a point of beginning; from said point
of beginning, thence South 440 feet; thence West 495 feet; thence North 440 feet;
thence East along the Northern boundary of said Section 23 a distance of 495 feet to
the point of beginning.

MICHAEL BOLIN P

& ASSOCIATES, INC.

{ R
CONSULTING ENGINEERS
P.O. BOX 605, BENTON, AR 72018, (501) 776-2692 hY

FAX (501) 776-2619 EMAIL: cmbolin@sbcglobal.net
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Legal Description — 2219 Raymar Road, Bryant, AR >_ L
5.00 ACRES «| E
EXISTING ZONING: R-2 A parcel of land containing five acres, more or less, more particularly described as CT)
PROPOSED ZONING: P.U.D. follows: From a point at the Northwest corner of the NE 1/4 of the NE 1/4 of Section 23, CE
Township 1 South, Range 14 West, Saline County, Arkansas; thence East 165 feet, (9))
along the Northern boundary of said Section 23 to a point of beginning; from said point ~—
of beginning, thence South 440 feet; thence West 495 feet; thence North 440 feet; QN
thence East along the Northern boundary of said Section 23 a distance of 495 feet to qY]
the point of beginning.






