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BOARD OF CIVIL SERVICE TRUSTEES
CITY HALL, 400 STEWART AVENUE
CITY CLERK’S FIRST FLOOR CONFERENCE ROOM
CITY OF LAS VEGAS INTERNET ADDRESS: www.lasvegasnevada.gov

AGENDA

JULY 13, 2011
4:30 P.M.

ALL ITEMS ON THIS AGENDA ARE SCHEDULED FOR ACTION UNLESS SPECIFICALLY NOTED
OTHERWISE. UNLESS OTHERWISE STATED, ITEMS MAY BE TAKEN OUT OF THE ORDER
PRESENTED AT THE DISCRETION OF THE CHAIRPERSON. TWO OR MORE AGENDA ITEMS
FOR CONSIDERATION MAY BE COMBINED; AND ANY ITEM ON THE AGENDA MAY BE
REMOVED OR RELATED DISCUSSION MAY BE DELAYED AT ANY TIME.

DUPLICATE AUDIO CDS MAY BE AVAILABLE AT A COST OF $5.00 EACH THROUGH THE CITY
CLERK’S OFFICE.

1. CALL TO ORDER
2. ANNOUNCEMENT RE: COMPLIANCE WITH OPEN MEETING LAW
3. PUBLIC COMMENT DURING THIS PORTION OF THE AGENDA MUST BE LIMITED TO MATTERS ON THE

AGENDA FOR ACTION. IF YOU WISH TO BE HEARD, COME FORWARD AND GIVE YOUR NAME FOR THE
RECORD. THE AMOUNT OF DISCUSSION, AS WELL AS THE AMOUNT OF TIME ANY SINGLE SPEAKER IS
ALLOWED, MAY BE LIMITED

4. For possible action to approve the Final Minutes by reference of the Regular Meeting of June 22, 2011
5. Discussion for possible action to certify Eligible List for Correction Officer [Lateral] (open)
6. Discussion for possible action to extend Eligible Lists for Fire Captain (promotional) and Public Works Maintenance Field

Supervisor (promotional)

7. Discussion for possible action to certify Job Descriptions for Aquatics Specialist, formerly Recreation Leader I/II (X) -
Aquatics - [revised]; Aquatics Supervisor, formerly Aquatics Coordinator [revised]; Engineering Associate, formerly
Engineering Associate I/II (X) including Design & Street Rehabilitation, Electrical, Land Development, Planning, Special
Improvement District and Traffic [revised]; Engineering Project Manager [revised]; Engineering Technician, formerly
Engineering Technician I/II (X) [revised]; Information Technologies Training Specialist [revised]; Judicial Enforcement
Officer, formerly Judicial Enforcement Officer I/II (X) [revised]; Judicial Enforcement Supervisor [revised]; Pool
Maintenance Supervisor [revised]; Project Engineer [revised]; Senior Engineering Associate [revised]; Senior Engineering
Technician [revised]; Senior Judicial Enforcement Officer [revised]; Web Developer, formerly Internet Developer/Analyst
[revised]; Deputy Fire Marshal (required certification) [revised]; and Fire Battalion Chief (revised at the request of the
Department) [revised]

8. CITIZENS PARTICIPATION: PUBLIC COMMENT DURING THIS PORTION OF THE AGENDA MUST BE
LIMITED TO MATTERS WITHIN THE JURISDICTION OF THE BOARD. NO SUBJECT MAY BE ACTED UPON
BY THE BOARD UNLESS THAT SUBJECT IS ON THE AGENDA AND IS SCHEDULED FOR ACTION. IF YOU
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WISH TO BE HEARD, COME TO THE PODIUM AND GIVE YOUR NAME FOR THE RECORD. THE AMOUNT
OF DISCUSSION ON ANY SINGLE SUBJECT, AS WELL AS THE AMOUNT OF TIME ANY SINGLE SPEAKER IS
ALLOWED, MAY BE LIMITED

9. ADJOURNMENT

Facilities are provided throughout City Hall for the convenience of disabled persons. Reasonable efforts will
be made to assist and accommodate physically handicapped persons. If you need an accommodation to
attend and participate in this meeting, please call the City Clerk’s office at 229-6311 and advise of your need
at least 48 hours in advance of the meeting.

THIS MEETING HAS BEEN PROPERLY NOTICED AND POSTED AT THE FOLLOWING LOCATIONS:
City Clerk’s Bulletin Board, City Hall Plaza, 2" Floor Skybridge
Bulletin Board, City Hall Plaza, (next door to Metro Records)
Las Vegas Library, 833 Las Vegas Boulevard North
Clark County Government Center, 500 S. Grand Central Parkway
Grant Sawyer Building, 555 E. Washington Avenue
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CITY OF LAS VEGAS

AGENDA DOCUMENTATION
Date: July 13, 2011

TO: CIVIL. SERVICE BOARD OF TRUSTEES FROM: DAN TARWATER, SECRETARY

SUBJECT: A. ELIGIBLE LISTS TO BE CERTIFIED

BOARD ACTION: Vote to Certify or Not Certify
(May be taken as a group)

TOTAL ELIGIBLE LISTS PRESENTED: 1

PASSED & PLACED
APPLIED TESTED ON ELIGIBLE LISTS

1. Corrections Officer (Lateral) - Open 59 37 28

FAPSD\CSB\Certification of Eligible Lists 671311.doc



CITY OF LAS VEGAS

ELIGIBLE LIST
Written Test: June 22, 2011
Corrections Officer (Lateral) Physical Ability Test: June 29, 2011
Examination Examination Date
115250050 Open
Exam Code Open/Promotional
NAME
o
GROUP 1
See Attached
O
GROUP 2
See Attached
REPORT OF EXAMINATION
APPLICATIONS ELIGIBLE LIST
ACCEPTED 45 GROUP 1 24
REJECTED 14 GROUP 2 4
TOTAL RECEIVED 59 TOTAL ON LIST - 28
TESTS
WRITTEN ORAL PERFORMANCE OTHER
(Weight) 100% PASS/FAIL
PASSED 37 28
FAILED 6] 3
TOTAL TESTED 37 31
DID NOT APPEAR 8 6




Last Name

Avalos
Avalos
Basa

Bosa-Edwards

Clark
Contreras
George
Giacomino
Ingram
Kyles

Lacy
Linear
Loisi
McCloud
Minor
Murawski
Ragsdale
Sanchez
Soldo
Sorboro
Sutton Sr.
Thompson
Vesperas
White
Bunting
Henderson
Palalay
Wadsworth

Total record count; 28

Martha Davis

First Name

Ricardo M.
Victor M.
Dale A.
Dominigue
Stephen A.
Juan L.
Willie
Matthew J.
Colby G.
irvin
Andrea S.
Metia S.
Riccardo R.
Timothy
Jarrod
Rick

Jerry D.
Francisco
Andrea A.
Angelo V.
Victor T.
Edward D.
Dory K.
John L.
Wendall D.
Dwayne S.
Homer
Jerald

06/30/2011 7:23 AM

Eligible List for Corrections Officer (Lateral( (Open) - CSB 7/13/11

Group
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CITY OF LAS VEGAS

AGENDA DOCUMENTATION
Date: July 13, 2011

TO: CiVIL. SERVICE BOARD OF TRUSTEES FROM: DAN TARWATER, SECRETARY

SUBJECT: B. EXTENSION OF ELIGIBLE LISTS

BOARD ACTION: Vote to Extend or Not Extend
(May be taken as a group)

TOTAL EXTENSIONS OF ELIGIBLE LISTS: 2

REMAINING
CANDIDATES LIST NUMBER OF
ONLIST EXPIRES EXT.TO _THIS EXT.

1. Fire Captain — Promotional 21 0713111 01/13/12 3

2. Public Works Maintenance Field Supervisor — Promotional 10 07113111 01/13/12 3

F\PersonneNCSB\Extension of Eligible Lists 071311.doc



CITY OF LAS VEGAS

AGENDA DOCUMENTATION
Date: July 13, 2011

TO: CIVIL SERVICE BOARD OF TRUSTEES FROM: D. TARWATER, SECRETARY

SUBJECT: C. JOB DESCRIPTIONS FOR APPROVAL

IBOARD ACTION: DISCUSSION AND POSSIBLE ACTION

JOB DESCRIPTIONS:

SEGAL CLASS/COMP STUDY REVISIONS

Aquatics Specialist, formerly Recreation Leader |/l (X) — Aquatics

Aquatics Supervisor, formerly Aquatic Coordinator

Engineering Associate, formerly Engineering Associate I/l (X) including Design & Street
Rehabilitation, Electrical, Land Development, Planning, Special Improvement District, and Traffic
Engineering Project Manager

Engineering Technician, formerly Engineering Technician 1/l (X)

Information Technologies Training Specialist

Judicial Enforcement Officer, formerly Judicial Enforcement Officer I/11 (X}

Judicial Enforcement Supervisor

. Poo!l Maintenance Supervisor

10.Project Engineer

11.Senior Engineering Associate

12.Senior Engineering Technician

13. Senior Judicial Enforcement Officer

14. Web Developer, formerly Internet Developer/Analyst

L=

CRENDO A

OTHER REVISIONS

15. Deputy Fire Marshal - required certifications were revised.
16. Fire Battalion Chief was revised at the request of the department.

RECOMMENDATION

The City recommends approval of the revised job descriptions.

FAPSDMCSB\Certification of Job Specs 071311.doc



CITY OF LAS VEGAS
CLASSIFIED

AQUATICS SPECIALIST

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

DEFINITION

Oversees the day-to-day operation of swimming pool facilities throughout the city; coordinates
location staffing; identifies facilities maintenance needs; contacts appropriate maintenance staff as
needed; provides aquatics programming,.

SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from higher level supervisory or management staff.

May act as a lead worker, exercising functional or technical supervision, including scheduling and

assigning tasks, providing guidance, ensuring work is completed according to proper procedure,
monitoring work progress, and reviewing results.

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

Essential Functions:

1. When acting as a lead worker, ensures employees adhere to established work methods,
techniques and schedules, and comply with applicable city and department policies,
procedures, standards and specifications; reviews needs with appropriate management
staff; allocates resources accordingly.

2. Opens and closes facility; sets up and takes down equipment and supplies needed for

scheduled activities; ensures that safety equipment is in good working order and easily
accessible.

3. Provides assistance to administrative offices as needed; assists at front desk when required,
including answering telephones, registering participants, selling swim passes, collecting fees,
preparing cash deposit and report, providing information and responding to complaints.

4. Coordinates hourly lifeguard and pool manager staff; schedules coverage and rotations.

5. Plans, schedules and monitors swim classes, meets and other activities and special events;
evaluates instructional programs.



CITY OF LAS VEGAS
Aquatics Specialist (continued)

Essential Functions:

6.

10.

1L

12,

13.

14.

15.

16.

Gathers information from various sources to identify needs and trends for new programs;
drafts program outlines which include the target participant group, description of the
activity, estimate of staffing and equipment needs and any other costs, potential risks and

plans to minimize them; submits plan to management for approval and upon approval,
proceeds with implementation.

Coordinates aquatics facility rentals for private events including collecting payments,
scheduling staff and setting up safety and recreation equipment.

Teaches lifeguard CPR, first aid and instructor-level certification classes.

Visits pool sites to ensure appropriate levels of safety, cleanliness and service; provides
corrective instruction to city staff as necessary.

Enforces facility, department and city rules and regﬁlations.
Assists in preparing promotional materials and displays.

Maintains inventory of equipment. Participates in the procurement process, including
researching materials and equipment.

Participates in recruiting and training seasonal staff.
Administers first aid and conducts pool rescues when needed.
Assists in preparing pool safety audits and emergency action plans.

Prepares a variety of paperwork and reports.

Marginal Functions:

1.

Maintains a variety of automated and manual logs, records and files; performs a variety of
record keeping, filing, indexing and other general clerical work.

Enters aquatics classes into the computer system; updates class information as necessary.

Performs safety and health related cleaning and maintenance services as needed in
facilities.

Performs related duties and responsibilities as required.



CITY OF LAS VEGAS
Aquatics Specialist (continued)

QUALIFICATIONS

Knowledge of:

Water hazards and life saving techniques.

Pool staff certification requirements.

General recreation principles and practices.

Occupational hazards and standard safety practices.

Aquatic leisure activities and recreation for all ages.

Rules and regulations of various aquatic activities.

Principles of lead supervision and training.

English usage, spelling, grammar and punctuation.

Pertinent federal, state and local laws, codes and regulations.
Techniques and methods for aquatic instruction and education.
Principles and practices of a comprehensive aquatic recreation program for all ages.
Principles and practices of operating a public aquatic facility,

Office procedures and equipment.

Techniques and methods for instruction.

Methods of identifying aquatic recreational needs of the community.
Report writing techniques,

Publicity techniques.

First aid and CPR. ‘

Principles and procedures of record keeping.

Skills in:

Swimming at a level adequate to perform essential functions and maintain certifications.

Organizing numerous details of a program.

Administering a variety of aquatic recreational programs.

Interacting effectively with all ages.

Operating a cash register or cash box.

Operating computers and basic software.

Responding to requests and inquiries from the general public.

Working independently in the absence of supervision.

Communicating clearly and concisely, both orally and in writing.

Establishing and maintaining effective working relationships with those contacted in the course
of work.

Coaching, refereeing and organizing aquatic sports and games.

Overseeing and evaluating aquatic programs and staff.

Maintaining accurate records.

Drafting comprehensive proposals.



CITY OF LAS VEGAS
Aquatics Specialist (continued)

Experience and Training Requirements

Experience:

One year of experience working with aquatic recreation programs.

Training:

Associate’s degree from an accredited college or university in a related field.

May substitute combination of equivalent education and related experience. The city assesses
1.5 years of fulltime experience as equivalent to one year of education.

License or Certificate:

Possession and maintenance of automated external defibrillator (AED), cardiopulmonary -

resuscitation (CPR) for the Professional Rescuer and First Aid Instructor certificates on the date of
application.

Possession and maintenance of Lifeguard and Water Safety Instructor certificates on the date of
application.

WORKING CONDITIONS

Constantly = more than 2/3 of the time; Frequently = 1/3 fo 2/3 of the time; Occasionally = less than 1/3 of the time;
Infrequently = less than 5% of the time.

Environmental Conditions:

Locations: Indoors within various building facilities and outdoors in or by a pool.

Hazards: Drowning. Exposure to slippery surfaces, contagious diseases, bodily fluids of
participants, sharp objects, moving objects, workplace violence and inclement weather
conditions. '

Equipment Used: Power tools, office machinery, office equipment, arts and crafts equipment,
exercise equipment, swimming and pool equipment.

Safety Equipment: CPR masks, goggles, surgical gloves, lifting belts, shepherd’s hook, flotation
devices.

Physical Conditions:

Essential and marginal functions require:

Standing/walking: Frequently, standing in combination with walking or running, indoors and
outdoors while performing general duties , up to 1 mile per day.

Sitting: Frequently, sitting in a lifeguard chair or office while watching swimmers, planning
program, class and event details, flyers, evaluations, documentation, etc.

Lift/carry: Occasionally, 10-50 1bs.. Infrequently 50-250 lbs., lifting an injured swimmer from a
pool, equipment, materials. Carry up to 100 ft.



CITY OF LAS VEGAS
Aquatics Specialist (continued)

Physical Conditions:

Push/pull: Occasionally, using both hands and arms in moving equipment, materials or supplies,
exerting a force of 25-75 lbs.

Climbing: Infrequently, in and out of lifeguard chair, stairs, bleachers, ladders, in and out of
trucks, vans and buses.

Bending/twisting: Occasionally, at waist, knees and neck while performing various recreation and
swimming activities.

Kneeling/crouching/crawling: Infrequently, while assisting a small child or performing repair and
maintenance duties.

Hands/arms: Constantly, use of both hands and arms in rescuing, swimming, reaching, handlmg,
grasping, gripping, typing, writing, drawing, etc.

Sight:  Constantly, use of sight abilities, including hand and eye coordination and depth
perception.

Speech/hearing: Constantly, in communication with co-workers, participants and the general
public.

Maintaining effective audio-visual discrimination and perception needed for: Making observations.

Communicating with others. Reading and writing. Operating assigned equipment.
Maintaining mental capacity which allows the capability of:  Making sound decisions.

Effective interaction and communication with others. Demonstrating intellectual
capabilities.

SEGAL

REV 8/1/2010 (formerly Recreation Leader I/11 (X)-Aquatics)
FLSA and City: nonexempt

CSB7/13/11



CITY OF LAS VEGAS
CLASSIFIED

AQUATICS SUPERVISOR

Class specifications are intended fo present a descriptive list of the range of duties performed by employees in the
class. Specifications are pot infended fo reflect all duties performed within the job.

DEFINITION

Supervises the operation of all city aquatics facilities and staff, including all personnel, budgeting
and reporting. Creates, implements, and evaluates aquatics programming. Develops and
maintains community relationships.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Leisure Services Supervisor or other supervisory / management staff.

Acts as a formal supervisor, exercising direct supervision, including selecting new employees,
monitoring and formally evaluating employee performance, and participating in the discipline
and termination of employees.

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

Essential Functions:

1. Acts as first line supervisor for designated staff within a department, including
interviewing and selecting of job applicants, training, overseeing work, and establishing
and evaluating appropriate performance standards in accordance with department
objectives.

2. Ensures employees adhere to established work methods, techniques and schedules, and

comply with applicable city and department policies, procedures, standards and
specifications; reviews needs with appropriate management. staff; allocates resources
accordingly.

3. Monitors and maintains appropriate levels of supplies, equipment, and inventory to ensure
efficient and effective operations. Participates in the procurement process, including
researching materials and equipment and requisitioning materials as needed.

4. Plans, directs and coordinates a variety of aquatic activities, programs and classes to meet the
needs of the people in the community; reviews program outlines prepared by staff, provides
suggestions for improvement and forwards to Leisure Services Supervisor.

5. Prepares a master calendar for summer and year round aquatic program and assigns staff to
instruct classes and run programs.



CITY OF LAS VEGAS
Aquatics Supervisor (Continued)

Essential Functions:

6. Evaluates activities, programs and classes for content, techniques and special problems.

7. Provides instructor certification training to qualified aquatics staff; occasionally instructs other
classes.

8. Responds to public inquiries in a courteous manner; provides information within the area of
assignment; resolves complaints in an efficient and timely manner.

9. Develops and maintains positive working relationships with school administration,
community groups and other agencies.

10. Coordinates aquatics facility rentals for private events and summer camps including
instructing rental groups on rental and usage requirements and ensuring rental groups meet
insurance requirements and adhere to all rental rules, regulations and requirements.

11, Monitors and inspects maintenance of aquatics facilities and equipment to ensure facilities

adhere to standards of cleanliness and safety; prepares monthly facilities report; requests
maintenance services as necessary.

12. Participates in the preparation and administration of aquatics program budget. Submits
budget recommendations. Monitors all financial transactions, expenditures, and identifies
and reports potential financial overruns and variances at an early stage. Prepares reports on
actual and estimated revenues and expenditures.

13. Prepares marketing materials and displays; performs public relations duties including giving
media interviews and presentations at public events.

14. Enforces facility, department and city rules and regulations.
15. Develops an emergency action plan and practices the plan regularly with staff.

16. Conducts regular in-service training with lifeguards and.instructors to review first aid,
lifeguarding and CPR procedures.

17. Prepares a variety of reports.

18. Maintains pool staff certifications on file on and monitors certification expiration dates,

Marginal Functions:

1. Maintains a variety of automated and manual logs, records and files.
2. Completes all accident and incident reports and distributes reports to supervisor.

3. Partners thh community leaders and citizen groups to plomotu and 1mp1emgnt water safety
programs and events.

o



CITY OF LAS VEGAS
Aquatics Supervisor (Continued)

Marginal Functions:

4. Performs safety and health related cleaning and maintenance services as needed.

5. Attends and participates in professional group meetings; stays abreast of new trends and
innovations in the field of aquatic recreation programming.

6. Reviews designs for pool construction and remodeling and provides recommendations.

7. Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Basic principles and practices of aquatic activities.

Functions and activities of an aquatic facility.

Principles and practices of maintaining a public aquatic facility.
Principles of supervision, performance evaluation and training,
Modern and complex principles and practices of maintaining a public aquatic facility.
Occupational hazards and standard safety practices,

Lifeguard techniques.

Pool staff certification requirements,

Modern office procedures and equipment.

Pertinent federal, state and local laws, codes and regulations.
Basic first aid and CPR.

Skills in:

Swimming at a level adequate to perform essential and maintain certifications.

Maintaining a variety of records.

Preparing reports.

Analyzing problems, identifying alternative solutions and projecting consequences of proposed
actions.

Using initiative and independent judgment within established guidelines,

Independently performing the most difficult work assigned.

Interpreting, explaining and enforcing policies and procedures,

Communicating clearly and concisely, both orally and in writing.

Establishing and maintaining effective working relationships with those contacted in the course
of work. '

Experience and Training Requirements

Experience:

Three years of increasingly responsible experience in aquatic program development and
management experience, including lead responsibility.

w



CITY OF LAS VEGAS
Aquatics Supervisor (Continued)

Training:

Bachelor's degree from an accredited college or university with a major in recreation
management or a related field.

May substitute combination of equivalent education and related experience. The city
assesses 1.5 years of fulltime experience as equivalent to one year of education.

License or Certificate

Possession of an appropriate valid driver's license on the date of application, and maintenance
thereafter,

Possession and maintenance of CPR-Professional Rescuer and First Aid Instructor certificates on
the date of application.

Possession and maintenance of Lifeguard Training and Water Safety Instructor certifications on
the date of application.

WORKING CONDITIONS

Environmental Conditions:

Location: Indoor and outdoor aquatic recreational facilities; travel from site to site.
Huazards: Exposure to inclement weather conditions, water, noise.

Physical Conditions:

Essential and marginal functions require:

Maintaining physical condition appropriate to the performance of assigned duties and
responsibilities which include the following:
= Walking, standing, bending, stooping, kneeling or sitting for extended periods of time;
- Moderate to heavy lifting; and
- Operating assigned equipment.
Maintaining effective audio-visual discrimination and perception needed for:
- Making observations;
—  Communicating with others;
—  Reading and writing; and
- Operating assigned equipment.
Maintaining mental capacity which allows the capability of:
- Making sound decisions;
-~ Effective interaction and communication with others; and
= Demonstrating intellectual capabilities.
SEGAL
REV 8/19/2010 (formerly Aquatic Coordinator)
Nonexempt CSB7/13/11



CITY OF LAS VEGAS
CLASSIFIED

ENGINEERING ASSOCIATE

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

DEFINITION

Performs a variety of tasks involved in the production of work associated with engineers and
contractors; researches and coordinates projects and activities with other departments and outside
agencies; and performs technical tasks relative to assigned areas of responsibility.

DISTINGUISHING CHARACTERISTICS

This is the full journey level class within the Engineering Associate series. Employees within this
class perform the full range of duties as assigned including conducting independent plan reviews
and reviewing complex construction drawings. Employees at this level receive only occasional
instruction or assistance as new or unusual situations arise, and are fully aware of the operating
procedures and policies of the work unit.

SUPERVISION RECEIVED

Receives general supervision from higher level supervisory or management staff.
May receive functional and technical supervision from Sr. Engineering Associates or higher level

staff.

ESSENTIAL AND MARGINAL FUNCTION STATEMENTS--Essentiai and other important
responsibilities and duties may include, buf are nof limited to, the folfowing:

Essential Functions:

1.  Monitors the work of developers, contractors, surveyors and engineers; ensures compliance
with applicable laws, statutes, codes and regulations.

2. Prepares, reviews, approves, and processes a variety of contracts, applications, plans,
drawings, specifications, maps, and related documents and contracts to ensure
compliance with engineering standards and applicable city, county, and state laws,
statutes, codes, and regulations. Provides revisions or conditions of approval if necessary.
Prepares and issues permits as applicable,

Wl

Reviews and prepares engineering quantities and estimates costs; ensures the accuracy of
computations, preliminary layout and design work from field and survey data; recommends
changes as appropriate.



CITY OF LAS VEGAS
Engineering Associate (Continued)

Essential Functions:

4. Prepares legal descriptions and maps of existing and proposed developments using survey
data, on-site inspections, aerial photographs, and other supporting documentation.

3. Coordinates projects and the review of plans with other offices and outside agencies; acts as
the point of contact to ensure efficient review and approval of documentation.

6.  Investigates and responds to inquiries from other city staff and the public, including
engineers, developers, and private citizens.

7. Maintains databases using a variety of information and data; performs database audits to
ensure data accuracy. Creates and maintains GIS databases.

8.  Assembles data, and prepares project and planning reports of varying complexity.

9. Conducts on-site inspections; documents findings and necessary adjustments.

10.  Attends various meetings throughout the lifecycle of a project. Records minutes of
meetings for project files. Distributes documents to contractors, staff, and other city
departments.

11, Assists in negotiating and administering consultant agreements.

12, Operates a full range of survey equipment including computer aided design and drafting
systems.

13. Prepares designs, reports, displays, and exhibits to support staff projects at public
meetings and special events. Answers questions during public forums.

Marginal Functions:

1. Maintains records and files on agreements and other documentation.

2, Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

General engineering and land surveying principles and practices.

Survey principles and practices.

Construction practices and terminology.

Materials, tools and equipment used in surveying and civil engineering.

Principles of mathematics as applied to surveying and engineering work.

Modern office procedures, methods and computer equipment.

Pertinent federal, state and local laws, codes and regulations including civil engineering laws and

regulations.



CITY OF LAS VEGAS
Engineering Associate (Continued)

Skills in:

Operating computer equipment,

Communicating clearly and concisely, both orally and in writing.

Establishing and maintaining cooperative working relationships with those contacted in the
course of work.,

Using initiative and independent judgment within established guidelines.

Interpreting, applying, explaining and enforcing applicable laws, codes, regulations, policies
and procedures.

Communicating with individuals from a variety of social, cultural, economic and educational
backgrounds while demonstrating respect and sensitivity for perceived differences.

Producing written documents with clearly organized thoughts using proper sentence
construction, punctuation, spelling and grammar.

Experience and Training Guidelines

Experience:
No previous experience is required.
Training:

Bachelor's degree from an accredited college or university with a major in civil engineering
or a related field.

May substitute combination of equivalent education and experience. The city assesses 1.5
years of fulltime related experience as equivalent to one year of education.

WORKING CONDITIONS

Environmental Conditions:

Location: Office and field environment.
Hazards: Exposure to dust, noise and construction equipment.

Physical Conditions:

Essential and marginal functions require:

Maintaining physical condition appropriate to the performance of assigned duties and
responsibilities which may include the following;

- Walking, standing or sitting for extended periods of time;
- Moderate lifting; and

-- Operating assigned equipment and vehicles.



CITY OF LAS VEGAS
Engineering Associate (Continued)

Physical Conditions:

Maintaining effective audio-visual discrimination and perception needed for:
- Making observations;
- Communicating with others;
- Reading and writing;
- Distinguishing colors and shapes;
— Operating assigned equipment; and
- Using drafting tools and materials.
Maintaining mental capacity which allows the capability of:
- Making sound decisions;
- Effective interaction and communication with others; and
- Demonstrating intellectual capabilities.

SEGAL

Revised 4/13/11 [combining all disciplines of Engineering Associate I/l {X), including Design &

Street Rehabilitation, Electrical, Land Development, Planning, Special Improvement District, and
Traffic]

FLSA & City: nonexempt
C5B7/13/11



CITY OF LAS VEGAS
CLASSIFIED

ENGINEERING PROJECT MANAGER

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

DEFINITION

Coordinates, manages and administers various city engineering programs and projects; prepares
and administers the city’s five-year capital improvement program; coordinates programs and
projects with other city departments and outside agencies; and provides highly responsible staff
assistance to the assigned division manager or section supervisor.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from higher level management staff.

Acts as a formal supervisor, exercising direct supervision, including selecting new employees,

monitoring and formally evaluating employee performance, and participating in the discipline
and termination of employees.

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

Essential Functions:

1. Coordinates and administers various city engineering programs and projects as assigned;
meets with staff to identify and resolve problems; prioritizes and assigns work activities,
projects, resources, and programs; monitors work flow; and reviews and evaluates work
products, methods and procedures.

2. Plans, directs and participates in preparing special engineering studies, calculations, and
reports; conducts special costs and needs analyses, and field surveys as necessary; prepares

recommendations for improvements; and seals in-house design plans, reports and
certifications.

3. Oversees ongoing programs and special projects assigned by division manager. Monitors
program or project performance and ensures adequate resource allocation and usage.
Maintains accurate records. Prepares various reports to track program/project performance
and ensure compliance with engineering standards and applicable city, county, and state
laws, statutes, codes, and regulations.



CITY OF LAS VEGAS
Engineering Project Manager (continued)

Essential Functions:

4.

10.

11.

12.

13.

Prepares and administers the assigned area of the city’s five-year capital improvement
program (CIP); works with city departments and division staff to identify and prioritize needs;
formulates cost estimates and develops implementation strategies.

Acts as first line supervisor for designated staff responsible for complex engineering work,
including interviewing and selecting job applicants, training, overseeing work, and
establishing and evaluating appropriate performance standards in accordance with
department objectives.

Researches, analyzes and prepares new funding source applications for public works projects.

Ensures employees, design consultants and contractors, adhere to established work
methods, techniques and schedules, and comply with applicable city and division policies,
procedures, standards and specifications; reviews needs with appropriate management
staff; allocates resources accordingly.

Recommends and assists in the implementation of division goals, objectives, policies and
procedures. Assists with the annual development and submission of business plan
measures, Prepares and presents monthly performance statistics and reports. Recommends
and implements approved policies and procedures.

Oversees and participates in the review of a variety of contracts, studies, plans, drawings,
specifications, maps, and related documents and contracts for public works projects
according to engineering standards and applicable city, county, and state laws, statutes,
codes, and regulations. Proposes and negotiates plan design changes. Provides revisions or
conditions of approval if necessary.

Participates in the procurement process, including researching materials, equipment, and
vendors, and assisting with specifications; participates in contract negotiation, preparation
and administration; assists in the coordination and review of consultants' design work.
Manages consultant, contractor, and vendor contracts to ensure compliance with project
budget and schedule, and assesses completeness of work. Ensures proper permitting,.

Serves as liaison for the division with other city departments, divisions, public and outside
agencies and businesses. Represents the division in various committees and work groups.
Receives and responds to complex and sensitive issues, such as sensitive citizen inquiries or

contractor claims against the city. Handles inquiries and complaints from start through
resolution in an efficient and timely manner.

Provides responsible administrative and analytical support to an assigned division manager or
section supervisor; prepares and presents special reports and analyses as required.

Prepares applications and other documentation to obtain appropriate project permits, or
approvals from local, county and state authorities.



CITY OF LAS VEGAS
Engineering Project Manager (continued)

Marginal Functions:

1. Attends and participates in professional group meetings; stays abreast of new trends and
innovations in the field of engineering,.

2. Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Operational characteristics, services and activities of a comprehensive civil engineering program
in the area of assignment.

Advanced terminology, methods, practices and techniques used in technical civil engineering
report preparation, especially in the area of assignment.

Advanced principles of mathematics as applied to engineering work.

Recent developments, current literature and sources of information regarding civil engineering.

Materials, tools and equipment used in civil engineering,

Advanced techniques of developing, reviewing and modifying civil engineering plans, designs
and specifications.

Modern and complex principles and practices of engineering,.

Principles of budget preparation and control.

Principles of supervision, training and development, and performance evaluation.

Pertinent federal, state and local laws, codes and regulations.

Modern office procedures, methods and computer equipment and software.

When assigned to City Engineer Division: Engineering design and construction guidelines and
requirements including Clark County Uniform Standard Drawings and Specifications,
American Association of State Highway and Transportation (AASHTO) standards, the
Manual on Uniform Traffic Control Devices (MUTCD), the Design and Construction
Standards for Wastewater Collection Systems (DCSWCS), surveying principles and
standards, the evaluation of geotechnical data and reports, and construction material testing
results.

When assigned to Flood Control: Engineering software related to flood control engineering, such
as HEC-1, HEC-RAS, WSPG, Culvert Master, Flow Master, ArcGIS, AutoCAD and other
industry standard drainage software.

When assigned to the Traffic Engineering Division: the Manual on Uniform Traffic Control
Devices (MUTCD); the American Association of State Highway and Transportation Officials
(AASHTO) standards; traffic modeling software,

When assigned to the Environmental Division: Environmental regulations and requirements
pertaining to wastewater treatment or water treatment plant design.



CITY OF LAS VEGAS
Engineering Project Manager {continued)

Skills in:

Interpreting, applying and enforcing pertinent federal, state and local laws, codes, rules and
regulations, and policies and procedures.

Resolving complex civil engineering problems.

Reviewing and developing designs, plans, long range capital improvement plans and
specifications.

Resolving regulatory, public relations and systems design questions.

Exercising professional engineering judgment to achieve results consistent with objectives.

Operating computer-based engineering systems.

Planning, organizing and prioritizing assignments.

Meeting critical deadlines.

Managing multiple assignments.

Producing written documents with clearly organized thoughts using proper sentence
construction, punctuation, spelling and grammar.

Defining issues, collecting and analyzing pertinent data, identifying alternative solutions,
projecting consequences of proposed actions, drawing valid conclusions, proposing sound
recommendations, and implementing approved solution in support of goals.

Working independently with minimal supervision.

Using initiative and independent judgment within established guidelines.

Communicating clearly and concisely, both orally and in writing,

Hstablishing and maintaining effective working relationships with those contacted in the course of
work.

Experience and Training Requirements

Experience:

One year of professional (post-license) civil engineering experience in one or more of the
following areas, depending on assignment: sanitary sewer planning, transportation
planning, roadway planning, design, flood control engineering or traffic engineering,

Training:

Bachelor’s degree from an accredited college or university with a major in civil engineering,
or a field closely related to the essential functions.

May substitute combination of equivalent education and experience. The city assesses 1.5
years of fullime related experience as equivalent to one year of education.

License or Certificate

Possession of a valid certificate of registration as a licensed civil engineer in any state on the date
of application, and acquisition of certificate as a licensed civil engineer in the state of Nevada
within six months of the date of appointment, and maintenance thereafter.

For Traffic Engineering assignments: Possession of a Professional Traffic Operations Engineer
certification from the Transportation Professional Certification Board, Inc., is desirable.
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CITY OF LAS VEGAS
Engineering Project Manager (continued)

WORKING CONDITIONS

Environmental Conditions

Location: Field, office and construction site environments.

Hazards: Exposure to computer screens; exposure to inclement weather conditions when
conducting site inspections.

Physical Conditions:

Essential and marginal functions require:

Maintaining physical condition appropriate to the performance of assigned duties and
responsibilities which may include the following;:
- Walking, standing or sitting for extended periods of time;
— Moderate lifting; and
-- Operating assigned equipment and vehicles.
Maintaining effective audio-visual discrimination and perception needed for:
— Making observations;
- Communicating with others,
- Reading and writing;
- Distinguishing colors and shapes;
- Operating assigned equipment; and
-- Using drafting tools and materials.
Maintaining mental capacity which allows the capability of:
- Making sound decisions;
. Effective inferaction and communication with others; and
- Demonstrating intellectual capabilities.

SEGAL

REV 6/13/11

FLSA: exempt; City: nonexempt
CsB7/13/11



CITY OF LAS VEGAS
CLASSIFIED

ENGINEERING TECHNICIAN

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

DEFINITION

Performs a variety of technical work involving civil, traffic, mechanical and environmental
engineering; performs duties involved in drafting, maintaining GIS data, developing cost
estimates, engineering plans research, plan review, field inspection, data gathering and customer
assistance; and provides assistance to professional and technical level engineering staff.

DISTINGUISHING CHARACTERISTICS

This is the full journey level class within the Engineering Technician series. Employees are
fully competent to independently perform the full range of duties as assigned. Employees at
this level receive only occasional instruction or assistance as new or unusual situations arise,
and are fully aware of the operating procedures and policies of the work unit.

SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from higher level supervisory or management staff.
May receive functional and technical supervision from a Sr. Engineering Technician or higher

level staff.

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

Essential Functions:

1. Researches information for assigned projects and as requested by engineering firms,
contractors, developers, government agencies and the public; prepares and reviews
applications and other documentation; provides information and requested data;
reproduces design drawings upon request; maintains information for billing purposes;
collects fees for reproductions; produces documents for project committee groups and
public meetings.

2. Provides engineering records management, including collecting designs, drawings, maps,
plans and other related documentation, reviewing for accuracy and compliance, indexing
and assigning file numbers, scanning documents, and maintaining electronic and paper
files and reference systems.



CITY OF LAS VEGAS
Engineering Technician (continued)

Essential Functions:

10.

11.

12.

Compiles, reduces, interprets and applies field notes and rough technical data to complete
skilled drafting, drawings, plot plans, profiles, elevations and improvements; assists
engineering staff in preparing engineering designs, maps, drawings, specifications and
project estimates.

Investigates and responds to inquiries from other city staff and the public, including
engineers, developers, and private citizens.

Participates in a variety of engineering studies; conducts research and analyzes complex
technical data; reads and interprets engineering data; performs site visits and audits; writes
statistical and narrative reports and presents findings to citizens and committee groups.

Performs complex calculations to determine angles, elevations and volume; assists in

preparation of project budgets and cost estimates; calculates fees and project costs; submits
billing information.

Operates computer equipment using software packages such as GIS and AutoCAD to
produce engineering drawings and exhibits; updates geographic information systems {GIS)
database.

Gathers, analyzes, records, and maintains a variety of project data to assist engineers with
project management activities, and provide general information to the public; maintains

and updates databases; and prepares a variety of reports and exhibits for management and
public viewing,

Attends various meetings to represent the division. Records minutes of meetings for project
tiles; distributes documnents to contractors, staff, and other city departments.

Generates and monitors work orders for new and existing plans to ensure timely and
accurate completion of work.

Maintains a technical library of information.

Revises and edits construction drawings to maintain accurate reference drawings that
reflect completed or modified facilities.

Marginal Functions:

1.

Performs related duties and responsibilities as required.



CITY OF LAS VEGAS
Engineering Technician (continued)

QUALIFICATIONS

Knowledge of:

Terminology, methods, practices and techniques of drafting and computer aided design.

Trigonometry as applied to the computation of angles, areas, distances and traverses.

Modern office procedures, methods and computer equipment.

Techniques and practices of civil or traffic engineering planning and design or wastewater
treatment plant maintenance, depending on assignment.

Applicable engineering design standards in area of assignment.

Materials, methods and techniques of modern construction.

Applicable laws, regulations, codes and department policies governing assigned engineering
duties,

Basic safety procedures when working in roadway.

Skills in:

Understanding and reading engineering and construction plans and specifications.

Applying applicable laws, regulations, codes and department policies governing assigned
engineering duties.

Using traffic count software to perform traffic studies.

Basic safety procedures appropriate for working in the roadway.

Meeting deadlines,

Organizing assignments,

Communicating clearly and concisely, both orally and in writing.

Establishing and maintaining effective working relationships with those contacted in the course
of work,

Communicating tactfully with contractors, engineers and property owners.

Using algebraic formulas, trigonometry tables and statistical mathematics to accomplish the level
of work described herein.

Experience and Training Requirements

Experience and Training:

Six months of technical civil engineering experience in drafting, design, or traffic. One
college or vocational school course in an area related to assignment may be substituted for
the work experience.

WORKING CONDITIONS

Environmental Conditions:

Location: Field and office environments.

Hazards: Exposure to computer screen and inclement weather conditions; work in and near
roadways.



CITY OF LAS VEGAS
Engineering Technician (continued)

Physical Conditions:

Essential and marginal functions require:

Maintaining physical condition appropriate to the performance of assigned duties and
responsibilities which may include the following:
-- Walking, standing or sitting for extended periods of time;
e Moderate lifting; and
- Operating assigned equipment and vehicles.
Maintaining effective audio-visual discrimination and perception needed for:
o Making observations; '
- Communicating with others;
- Reading and writing;
- Distinguishing colors and shapes;
- Operating assigned equipment; and
- Using drafting tools and materials.
Maintaining mental capacity which allows the capability of:
- Making sound decisions;
- Effective interaction and communication with others; and
- Demonstrating intellectual capabilities.

SEGAL

REV 5/4/11[formerly Engineering Technician I and II (X)]
FLSA & City: nonexempt

CSB7/13/11



CITY OF LAS VEGAS
CLASSIFIED

INFORMATION TECHNOLOGIES TRAINING SPECIALIST

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

DEFINITION

Develops, coordinates, and directs training programs for city of Las Vegas software systems;
maintains accurate records of each training program offered; monitors the attendance of each
employee; and researches and develops additional training courses as necessary.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the assigned Information Technologies Manager and higher level
management staff.

ESSENTIAL FUNCTION STATEMENTS--Essential responsibiliies and duties may include, but are not
fimited to, the following:

Essential Functions:

1. Develops materials for training programs; presents training course material in a classroom
setting; oversees and supports computer-based training courses; monitors employees in -
online training programs; develops on-the-job training lessons.

2. Researches and develops proper training vehicle/media for optimal training; coordinates
with applicable user departments to include relevant business processes in training material;
assists with software testing as it relates to the development of computer-based training,

3. Schedules training classes; distributes training announcements and calendar; coordinates
training logistics including securing facilities and instructors as needed; produces and
distributes certificate of completion to employees.

4. Maintains training records including database records via Oracle Learning Management and
other online training apyplications.

5. Maintains training materials library.

6. Collects, compiles and analyzes information from various sources on a variety of specialized

topics related to system training issues; prepares reports; makes recommendations as to the
most effective mode of training.

7. Participates in enterprise software teams; attends meetings and conferences to stay up to date
on technology changes.



CITY OF LAS VEGAS
Information Technologies Training Specialist (continued)

Essential Functions:

8. Participates with project managers and department managers and supervisors to identify

organizational needs, new technology, newly identified training concerns; develops training
to address such needs.

9. Answers training related questions as necessary; maintains a FAQ page on the city intranet in

order to communicate more effectively; modifies training classes based on commonality of
questions.

Marginal Functions:

1. Maintains a variety of automated and manual Jogs, records and files.

2. Attends and participates in professional group meetings; stays abreast of current trends,
programs and innovations.

3. Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Various enterprise software applications, such as Oracle, Hansen, and Class.

The Microsoft Office product suite.

Modern training principles, methods and techniques used in adult education.

Group dynamics and human behavior, '

Principles and practices of conducting technical training needs analysis.

Techniques of curriculum planning, development and evaluation.

Basic methods of research and program analysis.

Methods and techniques of report preparation.

English sentence structure, usage, spelling, grammar and punctuation.

Modern office procedures, methods and common office hardware and software, including word
processing, spreadsheets and presentation.

Principles and procedures of record keeping.

Pertinent federal, state and local laws and regulations.

Skills in:

Learning new enterprise software applications as they are brought online, as necessary to perform
essential functions.

Staying current with the Microsoft Office product suite currently in use, and as it is updated.

Learning the organization and operation of the department and the software training needs of the
city as necessary to assume assigned responsibilities.

Interpreting and applying city, department and division policies and procedures.

Working independently with minimal supervision.



CITY OF LAS VEGAS
Information Technologies Training Specialist (continued)

Skills in:

Delivering effective oral training presentations.

Instructing adults in a classroom setting,.

Using initiative and independent judgment within established guidelines.

Defining issues, collecting and analyzing pertinent data, identifying alternative solutions,
projecting consequences of proposed actions, drawing valid conclusions, proposing
sound recommendations, and implementing approved solution in support of goals.

Demonstrating respect and sensitivity for cultural differences.

Communicating with individuals from a variety of social, cultural, economic and educational
backgrounds.

Producing written documents with clearly organized thoughts using proper sentence
construction, punctuation, spelling and grammar.

Communicating clearly and concisely, both orally and in writing.

Establishing and maintaining effective working relationships with those contacted in the course of
work.

Experience and Training Requirements

Experience:

Two years of experience developing and delivering adult training,

Experience with Oracle Applications, Oracle Learning Management, Hansen or Class

software applications highly desirable. Enterprise software implementation experience is
desirable.

Training:

Bachelor's degree from an accredited college or university with major in education,

psychology, sociology, public administration, business administration, or a field related to
the essential functions.

May substitute combination of equivalent education and related experience. The city assesses
1.5 years of fulltime experience as equivalent to one year of education.

WORKING CONDITIONS

Environmental Conditions

Location: Office and classroom environments.
Hazards: Exposure to computer screens.



CITY OF LAS VEGAS
Information Technologies Training Specialist (continued)

Physical Conditions

Essential and marginal functions require:

Maintaining physical condition appropriate to the performance of assigned duties and
responsibilities which include the following:
- Walking, standing, or sitting for extended periods of time; and
-~ Operating assigned equipment.
Maintaining effective audio-visual discrimination and perception needed for:
- Making observations;
- Conmmunicating with others;
- Reading and writing; and
- Operating assigned equipment.
Maintaining mental capacity which allows the capability of:
- Making sound decistons;
—  Effective inferaction and communication with others; and
-~ Demonstrating intellectual capabilities.

SEGAL

REV 5/10/11

FLSA & City: nonexempt
C5B7/13/11



CITY OF LAS VEGAS
CLASSIFIED

JUDICIAL ENFORCEMENT OFFICER

Class specifications are intended to present a descriptive fist of the range of duties performed by employees in the
class. Specifications are nof infended to reflect all duties performed within the job.

DEFINITION

Performs a variety of technical tasks relative to non-compliant defendents, enforcing payment of
court ordered monetary sanctions. Contacts defendants to create and enforce payment plans,

answers questions, and monitors payment progress. Processes payments and maintains accounts.
Makes adjustments based on court orders.

DISTINGUISHING CHARACTERISTICS

This is the full journey level class within the Judicial Enforcement Officer series. Employees at
this level receive only occasional instruction or assistance as new or unusual situations arise,
and are fully aware of the operating procedures and policies of the work unit and the Court.

SUPERVISION RECEIVED

Receives general supervision from the Judicial Enforcement Supervisor, or higher level
management staff.

Receives functional and technical supervision from the Sr. Judicial Enforcement Officer.

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

Essential Functions:

1. Participates with management, judges, courtroom staff, court marshals and attorneys in
evaluating, enforcing and resolving the payment of monetary sanctions by defendants.

2. Contacts defendants in person, by telephone or through written correspondence to set up
payment plans and monitor payment progress. Responds to inquiries in a courteous and
assertive manner; explains procedures and provides information within the area of
assignment; resolves complaints in an efficient and timely manner.

3. Conducts financial reviews with defendents and determines defendant’s ability to pay;
negotiates installment plans based on court policy; participates in adjusting installment plans
as necessary, including offering settlement or lowering monthly payments; authorizes
continueances, refers defendant to work program when appropriate; refers non-compliant
defendant cases to the appropriate marshal unit.



CITY OF LAS VEGAS
Judicial Enforcement Officer {(continued)

Essential Functions:

4. Locates non-complaint defendants using a variety of search methods, which may include
subpoenaing public utility companies for information and searching various directories,
public and government websites, on-line databases, credit bureau and criminal justice
systems.

5. Maintains strict confidentiality regarding defendant cases, credit bureau reports and criminal
justice information received from law enforcement databases.

6. Processes payments and returned checks; enters data into the court case management systemn
and ensures accuracy of data; clears and reinstates warrant status in accordance to court
policies and procedures; corrects court records when discrepancies are found based on court
policy.

7. Enters, updates and retrieves data from a variety of databases and computer systems,
including law enforcement databases; generates reports.

8. Assists in the development and maintenance of policies and procedures for Judicial
Enforcment Unit to enforce monetary sentence compliance; stays abreast of changes in
collection processes and court procedures.

Marginal Functions:

1. May assist in the training of new employees in court collection procedures, methods,
techniques and procedures.

2. Responds to correspondence received from other jurisdictions.

3. Testifies in court as necessary.

4. Participates in resolving case issues with external collection agencies.

5. Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Effective telephone technigues.

Operation of a personal computer including common office software.

Basic arithmetic principles.

Techniques for keeping detailed records.

General office procedures.

Business English grammar, spelling and punctuation.

Business letter writing techniques.

Techniques for report preparation.

Operations, procedures and activities of a court judicial enforcement program.
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CITY OF LAS VEGAS
Judicial Enforcement Officer (continued)

Knowledge of:

Techniques of skip tracing individuals and tracing their assets in order to ascertain their location.
Methods and techniques of conflict resolution.

Techniques of evaluating financial information.

Techniques of negotiating payment agreements.

Techniques of interviewing effectively to obtain financial information.

Generally accepted collection practices and procedures.

Federal, state and local laws, statutes and ordinances as they pertain to collection programs.
Las Vegas Municipal Court policies and procedures.

Las Vegas Municipal Court Work Rules

Law enforcement policies and procedures.

Judicial enforcement procedures.

A variety of specialized law enforcement and related computer systems and databases.

Skills in:

Maintaining confidentiality.
Meeting established deadlines.
Exercising good judgment and make sound decisions in sensitive situations.

Effectively communicating with uninformed, stressed, upset, and irate defendants in potentially
confrontational situations.

Understanding and following oral and written instructions.
Communicating clearly and concisely, both orally and in writing.

Establishing and maintaining effective working relationships with the public and fellow
employees. '

Working independently without direct supervision.

Working effectively with other court staff, law enforcement personnel and Municipal Court
judges.

Explaining and enforcing Las Vegas Municipal Court and city laws, ordinances, policies and
procedures. '

Operating a variety of court and commercial software and case management programs.

Experience and Training Requirements

Experience:

One year of collections experience or two years of increasingly responsible court support
experience,

Training:

Associate's degree or two years of college-level course work in criminal justice, business
administration or a closely related field.

May substitute combination of equivalent education and related experience. The city
assesses 1.5 years of fulltime experience as equivalent to one year of education.



CITY OF LAS VEGAS
Judicial Enforcement Officer (continued)

License or Certificate

Must obtain applicable level of National Criminal Justice Information System (NCJIS) certification
and/or training within 6 months of the date of appointment and maintain proficiency as needed.

WORKING CONDITIONS

Environmental Conditions;

Location: Office and courtroom environments.
Hazards: Exposure to computer screens; exposure to hostile and aggressive individuals.

Physical Conditions:

Hssential and marginal functions require:

Maintaining physical condition appropriate to the performance of assigned duties and
responsibilities which include the following:
- Wialking, standing, or sitting for extended periods of time;
-~ Light to moderate lifting; and
-~ Operating assigned equipment.
Maintaining effective audio-visual discrimination and perceptlon needed for:
-~ Making observations;
- Communicating with others;
-~ Reading and writing; and
- Operating assigned equipment.
Maintaining mental capacity which allows the capability of:
-~ Making sound decisions;
- Effective interaction and communication with others; and
—  Demonstrating intellectual capabilities.

SEGAL

REV 6/13/2011 [formerly Judicial Enforcement Officer | and I (X)]
FLSA & CITY: nonexempt

CSB7/13/11



CITY OF LAS VEGAS
CLASSIFIED

JUDICIAL ENFORCEMENT SUPERVISOR

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the
class. Specifications are pot intended fo reflect all duties performed within the job.

DEFINITION

Oversees the work of staff responsible for enforcement of court ordered sentence compliance.
Coordinates and evaluates programs for the collection of delinquent fine and fees.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the assigned division manager and higher level management staff. Acts
as a formal supervisor, exercising direct supervision, including selecting new employees,
monitoring and formally evaluating employee performance, and participating in the discipline
and termination of employees.

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

Essential Functions:

1. Plans, prioritizes, assigns, reviews and supervises the work of staff responsible for
enforcement activities of the Municipal Court through the judicial enforcement program.

2. Acts as first line supervisor for designated staff within a department, including interviewing
and selecting of job applicants, training, overseeing work, and establishing and evaluating
appropriate performance standards in accordance with department objectives.

3. Recommends and assists in the implementation of division goals, objectives, policies and
procedures. Assists with the annual development and submission of business plan
measures. Prepares and presents monthly performance statistics and reports. Recommends
and implements approved policies and procedures.

4. Ensures employees adhere to established work methods, techniques and schedules, and

comply with applicable city and court policies, procedures, standards and specifications;
reviews needs with appropriate management staff; allocates resources accordingly.

5. Oversees daily operations of the judicial enforcement program including contacting
defendants with outstanding arrest warrants and assisting defendants in complying with the
court’s orders.

6. Monitors and evaluates the judicial enforcement program, its effectiveness and the services
provided to defendants.



CITY OF LAS VEGAS
Judicial Enforcement Supervisor (continued)

Essential Functions:

7.

10,

11.

12.

Develops new or improved methods of enforcing monetary sanctions ordered by the court,

.and of determining the defendant’s financial ability and willingness to pay in full, to make

installment payments or be placed in the work program.

Supervises, approves and coordinates the arrest of delinquent defendants with the Marshal
Units.

Participates in the preparation and administration of the division or function budget.
Submits budget recommendations. Monitors all financial transactions, expenditures, and
identifies and reports potential financial overruns and variances at an early stage. Prepares
reports on actual and estimated revenues and expenditures.

Prepares and presents analytical and statistical reports.

Serves as liaison for the court and the city with other city departments, other state and local
governments, the public and outside agencies. Represents the unit and division in various
committees and work groups. Receives and responds to complex and sensitive issues.

Handles inquiries and complaints from start through resolution in an efficient and timely
manner.

Provides technical assistance and training to other city staff.

Marginal Functions:

1. Participates in the procurement process, including researching vendors and drafting bid
specifications. Monitors performance of the vendor; recommends and coordinates renewal of
the contract at allowed intervals, including adjustment to the fee structure.

2. Reviews and drafts responses to pending legislation related sections, initiates procedural
changes resulting from new legislation. '

3. Participates in multi-jurisdictional efforts to improve Judicial Enforcement programs.

4. Attends and participates in professional group meetings and workshops; stays abreast of new
trends and innovations in the field of court, criminal justice and private industry collections
and related areas.

5. Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Operations, procedures and activities of a collections or judicial enforcement program.
Principles and practices of supervision, training and performance evaluation.
Principles and techniques of program planning, development and evaluation.

2



CITY OF LAS VEGAS
Judicial Enforcement Supervisor (continued)

Knowledge of:

Accepted collection or judicial enforcement practices, techniques and procedures.
Basic accounting principles and practices.

Pertinent federal, state and local laws, codes and regulations.

Operational characteristics of computer systems and databases.

Report writing principles and practices.

Business English grammar, spelling and punctuation.

Business letter writing techniques.

Basic arithmetic principles.

Operation of a personal computer, including common office software.
Techniques of report preparation.

Skills in;

Making objective analyses and sound recommendations.

Learning the criminal justice system and general criminal justice procedures.

Learning the laws, techniques, policies and practices of the Las Vegas Municipal Code and the
Municipal Court as they pertain to enforcement of court orders.

Interpreting, applying, explaining and enforcing city, court and department laws, codes, policies
and procedures.

Working effectively with other court staff and judges to resolve cases and related issues.

Operating a variety of court, city and commercial software programs.

Accessing a variety of specialized law enforcement and related computer systems.

Using initiative and independent judgment within established guidelines.

Analyzing problems, identifying alternative solutions, projecting consequences of proposed

actions, recommending best options and implementing approved solution in support of
goals,

Communicating clearly and concisely, both orally and in writing.

Establishing and maintaining effective working relationships with those contacted in the course
of work.

Experience and Training Requirements

Experience:

Four years of increasingly responsible revenue collection experience involving difficult
public contact in a financial institution, collection agency, retail company, court or other
government agency, including at least two years of supervisory or lead responsibility.

Training:

Associate’s degree from an accredited college or university with major in criminal justice,
business administration or related field.

May substitute combination of equivalent education and related experience. The city assesses
1.5 years of fulltime experience as equivalent to one year of education.



CITY OF LAS VEGAS
Judicial Enforcement Supervisor (continued)

License or Certificate

Must obtain applicable level of National Criminal Justice Information System (NCJIS} certification
and/ or training within 6 months of the date of appointment and maintain proficiency as needed.

WORKING CONDITIONS

Environmental Conditions:

Location; Office environment.

Hazards:  Exposure to computer screens, exposure to potentially hostile and aggressive
individuals.

Physical Conditions:

Essential and marginal functions require:

Maintaining physical condition appropriate to the performance of assigned duties and
responsibilities which include the following;
- Walking, standing, or sitting for extended periods of time;
- Light to moderate lifting; and
-~ Operating assigned equipment.
Maintaining effective audio-visual discrimination and perception needed for:
- Making observations;
- Communicating with others;
—  Reading and writing; and
-~ Operating assigned equipment.
Maintaining mental capacity which allows the capability of:
- Making sound decisions;
- Effective interaction and comnrunication with others; and
- Demonstrating intellectual capabilities.

SEGAL

REV 5/9/2011

FLSA: exempt; City: nonexempt
CSB7/13/11



CITY OF LAS VEGAS
CLASSIFIED

POOL MAINTENANCE SUPERVISOR

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

DEFINITION
Plans, coordinates, supervises, and participates in all repairs, maintenance and renovations to city

aquatic facilities; supervises and schedules staff responsible for the maintenance of the
pools; and performs a variety of tasks related to assigned area of responsibility.

SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the division supervisor or higher level management.

Acts as a formal supervisor, exercising direct supervision, including selecting new employees,
monitoring and formally evaluating employee performance, and participating in the discipline
and termination of employees.

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

Essential Functions:

1. Plans, coordinates, supervises and participates in a wide variety of maintenance, repairs and
renovations to city aquatic facilities; schedules and coordinates with Building Services

Division staff and outside vendors to obtain, install, maintain and repair equipment, parts,
and supplies.

2. Acts as first line supervisor for designated staff within a department, including
interviewing and selecting of job applicants, training, overseeing work, and establishing

and evaluating appropriate performance standards in accordance with department
objectives.

3. Conducts site visits each day to monitor condition of facilities, assist and train staff, identify
and resolve general and safety problems and repairs or arranges for the repair of equipment.

4. Tests pool water for chlorine, pH, total alkalinity and cyan uric acid; treats water with
chemicals to maintain safe and healthy water quality, adhering to health district standards;
backwashes multiple filter systems and skims water surface to remove floating matter.



CITY OF LAS VEGAS
Pool Maintenance Supervisor (Continued)

Essential Functions:

3.

Operates and maintains computerized circulation and filtration systems and chemical feeder
pumps, including adjustment, calibration and downloading information; uses data to prepare

reports for management, risk management, health district officials and to address customer
service issues.

Performs safety and health related cleaning and maintenance services as needed.

Participates in the preparation and administration of the pool maintenance budget. Submits
budget recommendations; monitors all financial transactions, expenditures, and identifies
and reports potential financial overruns and variances at an early stage; oversees and
monitors the delivery of chemicals to pool site; maintains records on equipment.

Receives and responds to complex and sensitive issues; handles inquiries and complaints
from start through resolution in an efficient and timely manner; responds to Southern
Nevada Health District site visits, and repairs, alters or adjusts existing conditions as directed.

Collects data and information from various sources, and prepares periodic reports detailing
maintenance activities at all sites.

Marginal Functions:

1. Stays abreast of new trends, programs and innovations on pool maintenance and
equipment.

2. May assist with maintaining equipment such as diving boards and lifeguard chairs and
fabricating special equipment.

3. Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Swimming pool operations.
Pool filtering systems, chlorinators, and other aquatic equipment.

Methods and techniques of water sterilization, chlorination, and pH balancing.
Chemical interactions.

Principles and practices of plumbing,
Clark County Health District codes and policies pertaining to public swimming pools.
Techniques of maintaining and repairing swimming pool piping, pumps, filters and related

equipment.

Principles and practices of supervision and training.

Occupational hazards and standard safety practices.

Basic geometry and mathematical formulas and methods of calculation.
Computerized pool circulation and filtration equipment operation.



CITY OF LAS VEGAS
Pool Maintenance Supervisor (Continued)

Skills in:

Operating a variety of power and hand tools safely and effectively.
Working independently without direct supervision.

Analyzing and solving problems.

Creating innovative and workable solutions to problems.
Understanding and following oral and written instructions.

Establishing and maintaining effective working relationships with those contacted in the course
of work.

Experience and Training Regquirements

Experience

Three years of increasingly responsible commercial or government experience in the

operation, maintenance, cleaning and servicing of swimming pools, preferably in an
organization with multiple pools.

Training
Equivalent to graduation from high school.

License or Certificate

Possession of an appropriate, valid driver’s license on the date of application, and maintenance
thereafter.

Possession of a Swimming Pool Operator certification issued by the Southern Nevada Health
District on the date of application, and maintenance thereafter.

Possession of an Aquatic Facility Operator certificate from the National Recreation and Parks
Association within six months of the date of appointment, and maintenance thereafter.

Possession of an adult/child/infant CPR certification.

WORKING CONDITIONS

Constantly = more than 2/3 of the time; Frequently = 1/3 to 2/3 of the time; Occasionally = less than 1/3 of the time;
Infrequently = less than 5% of the time.

Environmental Conditions:

Location: 40% inside, 60% outside work in aquatic facility environment, in all types of
weather conditions,

Hazards: Exposure to waste, hazardous and infectious materials, noise, inclement weather
conditions, moving objects and vehicles, burns, toxic and caustic chemicals, lubrication
oils, grease, odors, fumes, awkward positions, cramped quarters, slippery surfaces,
pinch points, and working below ground level to a depth of 15 ft.

Eguipment Used: Hand and power tools, pneumatic tools, pumps, motors, testing equipment,

brazing and cutting torches.

Safety Equipment: Gloves, safety glasses, SCBA equipment and other equipment as needed.

3



CITY OF LAS VEGAS
Pool Maintenance Supervisor (Continued)

Physical Conditions:

Essential and marginal functions require:

Maintaining physical condition appropriate to the performance of assigned duties and
responsibilities which include the following:

Standingfwalking: Frequent-constant standing, in combination with walking up to ¥2-1 mile per
shift on concrete surfaces or outdoors.

Sitting: Occasionally, while working on equipment or performing administrative duties at
desk.

Lift/carry: Frequently, up to 10-50 lbs., parts, tools, materials and equipment. Carrying
distances of up to 50 ft. Occasionally-infrequently, 51-125 lbs., valves, motors, bag of
soda ash. Minimal carry requirement.

Push/pull: Frequently, exerting up to 5-50 Ibs. force using one or both hands or arms while
moving equipment or using large hand tools. Infrequently, exerting force exceeding 75
Ibs. while moving large equipment, heavy wrenching or torquing.

Climbing: Frequently, climbing and balancing on ladders while performing job duties; may
climb down 15 ft. in surge pit.

Bending/twisting: Constantly, at waist, knees and neck, often in awkward positions while
making repairs and performing tests. :

Kneeling/crouching/crawling:  Frequently, while performing installation and repairs of
equipment, work in confined spaces.

Hands/arms: Constant use of hands and arms reaching, grasping, fingering, gripping and
handling while installing and repairing equipment, at times working with arms
extended and overhead. Heavy gripping using hand and power tools can be extended at
times. Keyboarding requirement includes light data entry using word processing and
spreadsheet software.

Sight: Constant use of sight abilities while inspecting/repairing equipment. Visual

~ requirements include hand/eye/foot coordination, color vision, and visual acuity in
near-, mid- and far-range. '

Speech/hearing: Constantly, in communicating with co-workers and supervisors.

Other physical demands: Ability to smell and detect chemicals, work in restricted spaces

- wearing a full face negative pressure respirator as required.

Maintaining effective audio-visual discrimination and perception needed for:

-~ Making observations;
- Communicating with others;
- Reading and writing; and
--  Operating assigned equipment.
Maintaining mental capacity which allows the capability of:
- Making sound decisions;
-~ Effective interaction and communication with others; and
- Demonstrating intellectual capabilities.

SEGAL

REV 7/12/10

FLSA & City: nonexempt
CSB7/13/11



CITY OF LAS VEGAS
CLASSIFIED

PROJECT ENGINEER

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

DEFINITION

Leads, oversees and participates in the more complex and difficult work of staff responsible for
complex engineering work involving engineering planning, design, investigation and
construction of public works projects; prepares engineering plans and specifications; ensures
infrastructure designs for either private or public development comply with regional and local
master plans; and performs a variety of technical tasks relative to assigned areas of responsibility.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from higher level management staff.

Acts as a lead worker, exercising functional or technical supervision, including scheduling and

assigning tasks, providing guidance, ensuring work is completed according to proper procedure,
monitoring work progress, and reviewing results

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

Essential Functions:

1. Leads, plans, trains, and reviews the work of consultants and staff responsible for performing
professional civil engineering work for various projects, including traffic and technical
drainage studies; manages assigned civil engineering projects.

2. Plans, directs and participates in preparing special engineering studies and reports; plans and
conducts comprehensive studies for system master planning of future expansions including
traffic and flood control systems and other public works projects.

3. Prepares and reviews a variety of contracts, studies, plans, drawings, specifications, maps,
and related documents and contracts for public works projects according to engineering
standards and applicable city, county, and state laws, statutes, codes, and regulations.

Proposes and negotiates plan design changes; provides revisions or conditions of approval if
necessary.

4. Prepares and reviews the adequacy and accuracy of professional engineering computations,
preliminary layout and design work from field and survey data.



CITY OF LAS VEGAS
Project Engineer (continued)

Essential Functions:

5.

10.

11,

12

13.

14.

15.

Identifies and plans required capital improvement projects for system expansion; designs the
necessary modifications and new construction of public works streets, traffic, water and
related projects within city, county, state and federal guidelines; and obtains required
easements or perrnits for streets, water and sewer system construction, utility structures and
other public works projects.

Serves as liaison for assigned projects with other city departments, divisions, public and
outside agencies. Represents the division in various committees and work groups. Receives
and responds to complex and sensitive issues. Handles inquiries and complaints from start
through resolution in an efficient and timely manner.

Supervises designated project staff, including training, overseeing work, and establishing and
evaluating appropriate performance standards in accordance with department objectives.
May participate in interviewing and assisting with the selection of job applicants.

Establishes design criteria to be used by project staff and outside consultants.
Participates in the procurement process, including researching materials, equipment, and
vendors, and assisting with specifications; participates in contract negotiation, preparation

and administration; assists in the coordination and review of consultants' design work.

Prepares applications for state and federal funding of projects; participates in various grant
presentations as required.

Assists in the preparation and administration of the project budget. Submits budget
recommendations. Monitors all financial transactions, expenditures, and identifies and
reports potential financial overruns and variances at an early stage. Prepares reports on
actual and estimated expenditures.

Conducts on-site reviews of design and construction projects; documents findings and
necessary adjustments.

Supervises the use of and operates various engineering equipment including computer
design, drafting systems and planning models.

Ensures that technical project records are maintained.

Assembles data, and prepares comprehensive technical reports as requested or required.

Marginal Functions:

1.

2.

Performs related duties and responsibilities as required.

Attends and participates in professional group meetings. Stays abreast of new trends,
programs and innovations.



CITY OF LAS VEGAS
Project Engineer (continued)

QUALIFICATIONS

Knowledge of:

Principles and practices of civil and structural engineering,

Terminology, methods, practices and techniques used in technical civil engineering report
preparation.

Principles of mathematics as applied to engineering work.

Principles and techniques of negotiation.

Recent developments, current literature and sources of information regarding civil engineering,.

Principles of lead supervision and training.

Principles and practices of project budget preparation and administration.

Pertinent federal, state and local laws, codes and regulations including civil engineering laws and
regulations.

Modern office procedures, methods and computer equipment.

Skills in:

Developing, reviewing and modifying traffic studies, technical drainage studies, and complex
civil engineering plans, designs and specifications.

Resolving regulatory, public relations and system design questions.

Performing technical research and solving multi-disciplinary engineering problems.

Operating computer engineering systems.

Communicating clearly and concisely, both orally and in writing.

Establishing and maintaining cooperative working relationships with those contacted in the
course of work.

Using initiative and independent judgment within established guidelines.

Interpreting, applying, explaining and enforcing applicable laws, codes, regulations, policies
and procedures.

Communicating with individuals from a variety of social, cultural, economic and educational
backgrounds while demonstrating respect and sensitivity for perceived differences.

Producing written documents with clearly organized thoughts using proper sentence
construction, punctuation, spelling and grammar.

Experience and Training Requirements

Experience:
No professional (post-license) civil engineering experience is required.
Training:

Bachelor's degree from an accredited college or university with major in civil engineering or a
closely related field.

j€>]



CITY OF LAS VEGAS
Project Engineer (continued)

License or Certificate

Possession of a valid license as a professional civil engineer in any state on the date of application,
and acquisition of a license as a professional civil engineer in the state of Nevada within six
months of the date of appointment, and maintenance thereafter.

WORKING CONDITIONS

Environmental Conditions:

Location: Office environment and some field work.
Hazards: Exposure to computer screens,

Physical Conditions:

Essential and marginal functions require:

Maintaining physical condition appropriate to the performance of assigned duties and
responsibilities which may include the following;:
- Walking, standing or sitting for extended periods of time;
-- Moderate lifting; and
- Operating assigned equipment and velticles.
Maintaining effective audio-visual discrimination and perception needed for:
— Making observations;
- Communicating with others;
- Reading and writing;
— Distinguishing colors and shapes;
- Operating assigned equipment; and
= Using drafting tools and materials.
Maintaining mental capacity which allows the capability of:
. Making sound decisions;
- Effective interaction and communication with others; and
-- Demonstrating intellectual capabilities.

SEGAL
REV 4/13/11

FLSA: exempt; City: nonexempt
CSB7/13/11



CITY OF LAS VEGAS
CLASSIFIED

SENIOR ENGINEERING ASSOCIATE

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the
class. Specifications are nol intended fo reflect all duties performed within the job.

DEFINITION

Leads, oversees, and participates in the more complex and difficult work of staff responsible for
monitoring the work of developers, engineers and contractors; coordinates and leads a variety of

projects associated with capital and private party improvements; and performs a variety of
technical tasks relative to assigned area of responsibility.

DISTINGUISHING CHARACTERISTICS

This is the advanced journey level class in the Engineering Associate series. Positions at this level
are distinguished from the Engineering Associate by the level of responsibility assumed, the
complexity of duties assigned and the level of independence expected. Employees perform the
most difficult and responsible types of duties assigned to classes within this series including
interpreting engineering drawings and coordinating the work of lower level staff. Employees at

this level are required to be fully trained in all procedures related to assigned area of
responsibility.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from higher level supervisory and management staff.

Acts as a lead worker, exercising functional or technical supervision, including scheduling and

assigning tasks, providing guidance, ensuring work is completed according to proper procedure,
monitoring work progress, and reviewing results.

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

Essential Functions:

1. Leads, plans, trains and reviews the work of staff responsible for monitoring the work of

developers, contractors and engineers; ensures compliance with applicable laws, statutes,
codes and regulations.



CITY OF LAS VEGAS
Senior Engineering Associate (continued)

Essential Functions:

2.

10.

10.

Oversees and participates in the review and approval of a variety of contracts, applications,
plans, drawings, specifications, maps, and related documents and contracts to ensure
compliance with engineering standards and applicable city, county, and state laws, statutes,
codes, and regulations. Provides revisions or conditions of approval if necessary. Prepares,
processes and files agreements.

Reviews and prepares engineering quantities and estimate costs; ensures the accuracy of

computations, preliminary layout and design work from field and survey data; recommends
changes as appropriate.

Investigates and responds to inquiries from other city staff and the public, including
engineers, developers, and private citizens. Receives and responds to complex and sensitive

issues. Handles inquiries and complaints from start through resolution in an efficient and
timely manner.

Coordinates projects and the review of plans with other offices and outside agencies; acts as
the point of contact to ensure efficient review and approval of documentation.

Prepares legal descriptions and maps of existing and proposed developments using survey
data, on-site inspections, aerial photographs, and other supporting documentation.

Maintains databases using a variety of information and data; performs database audits to
ensure data accuracy.

Operates a full range of survey equipment including computer aided design and drafting
systems.

Trains assigned employees in engineering methods and techniques and in the set up and use
of equipment.

Oversees, directs and reviews the work of lower level technical engineering staff; verifies the

work of assigned employees for accuracy, proper work methods and techniques and
compliance with applicable standards and specification.

Conducts on-site reviews of design and construction projects; documents findings and makes
necessary adjustments.

Attends various meetings throughout the lifecycle of a project. Records minutes of

meetings for project files. Distributes documents to contractors, staff, and other city
departments.

Marginal Functions:

1.

Performs related duties and responsibilities as required.



CITY OF LAS VEGAS
Senior Engineering Associate (continued)

QUALIFICATIONS

Knowledge of:

Advanced principles and practices of engineering,.

Advanced principles of mathematics as applied to engineering work.

Modern construction practices and terminology.

Advanced principles and practices of drafting,

Materials, tools and equipment used in surveying and civil engineering,.

Principles of lead supervision and training,

Recent developments, current literature and sources of information regarding civil engineering,.
Pertinent federal, state and local laws, codes and regulations.

Modern office procedurés, methods and computer equipment.

Skills in:

Operating computer equipment.

Communicating clearly and concisely, both orally and in writing.

Establishing and maintaining effective working relationships with those contacted in the course
of work.

Using initiative and independent judgment within established guidelines.

Interpreting, applying, explaining and enforcing applicable laws, codes, regulations, policies
and procedures.

Communicating with individuals from a variety of social, cultural, economic and educational
backgrounds while demonstrating respect and sensitivity for perceived differences.

Producing written documents with clearly organized thoughts using proper sentence
construction, punctuation, spelling and grammar.

Working independently in the absence of supervision.

Experience and Training Requirements

Experience:
Three years of increasingly responsible engineering experience.
Training:

Bachelor's degree from an accredited college or university with major in civil engineering or a
related field.

May substitute combination of equivalent education and experience. The city assesses 1.5
years of fulltime related experience as equivalent to one year of education.



CITY OF LAS VEGAS
Senior Engineering Associate (continued)

WORKING CONDITIONS

Environmental Conditions:

Location: Office and field environments.
Hazards: Exposure to dust, noise and construction equipment.

Physical Conditions:

Essential and marginal functions require:

Maintaining physical condition appropriate to the performance of assigned duties and
responsibilities which may include the following:
- Walking, standing or sitting for extended periods of time;
e Moderate lifting; and
= Operating assigned equipment and vehicles.
Maintaining effective audio-visual discrimination and perception needed for:
- Making observations;
- Communicating with others;
- Reading and writing;
- Distinguishing colors and shapes;
- Operating assigned equipment,; and
- Using drafting tools and materials.
Maintaining mental capacity which allows the capability of:
- Making sound decisions;
- Effective interaction and communication with others; and
- Demonstrating intellectual capabilities.

SEGAL

REVISED 4/13/11

FLSA & City: nonexempt
CSB7/13/11



CITY OF LAS VEGAS
CLASSIFIED

SENIOR ENGINEERING TECHNICIAN

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

DEFINITION

Leads, oversees and participates in the most complex technical field and office civil engineering
work, including design and drafting work, and a variety of engineering studies and field
evaluations; and provides assistance to professional and technical level engineering staff.

DISTINGUISHING CHARACTERISTICS

This is the advanced journey level in the Engineering Technician series. Positions at this level are
distinguished from Engineering Technician by the level of responsibility assumed, the complexity
of duties assigned, and the leve] of independence expected. Employees perform the most difficult
and responsible types of duties assigned to classes in this series. Employees at this level are
required to be fully trained in all procedures related to assigned area of responsibility.

SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from higher level supervisory and management staff.

Acts as a lead worker, exercising functional or technical supervision, including scheduling and

assigning tasks, providing guidance, ensuring work is completed according to proper procedure,
monitoring work progress, and reviewing results

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

Essential Functions:

1. Oversees and performs a variety of the most complex technical civil engineering work,
including design and drafting work and a variety of engineering studies and field
evaluations, field and office engineering; performs reviews of engineering field studies.

2. Serves as a lead technician, providing functional and technical oversight and training to

assigned staff; assigns, plans, directs, coordinates and schedules assignments; monitors
work progress and reviews work results.

3. Applies field and research information to perform skilled drafting of designs and drawings in
preparation of plans for public works projects.



CITY OF LAS VEGAS
Senior Engineering Technician (Continued)

Essential Functions:

4.

10.

11.

12.

13.

Gathers, analyzes, records, and maintains a variety of complex project data to assist
engineers with project management activities, and provides general information to the
public; maintains and updates databases; and prepares a variety of complex reports and
exhibits for management and public viewing.

Reviews a variety of contracts, applications, plans, drawings, specifications, maps, and
related documents and contracts to ensure compliance with applicable city, county, and
state laws, statutes, codes, and regulations. Prepares and issues permits as applicable.

Researches information for assigned projects and as requested by engineering firms,
contractors, developers, government agencies and the public; prepares and reviews
applications and other documentation; provides information and requested data;
reproduces design drawings upon request; maintains information for billing purposes;

collects fees for reproductions; produces documents for project committee groups and
public meetings.

Investigates and responds to inquiries from other city staff and the public, including
engineers, developers, and private citizens. Receives and responds to complex and sensitive

issues. Handles inquiries and complaints from start through resolution in an efficient and
timely manner.

Participates in a variety of engineering studies; conducts research and analyzes complex
technical data; reads and interprets engineering data; performs site visits and audits; writes
statistical and narrative reports and present findings to citizens and committee groups.

Coordinates projects and the review of plans with other offices and outside agencies; acts as
the point of contact to ensure efficient review and approval of documentation.

Researches, investigates and analyzes complex and technical project issues regarding titles,
ownerships, legal descriptions and related issues; prepares recommendations for professional
staff; ensures accuracy and compliance with city standards and ordinances

Generates and monitors complex work orders for new and existing plans to ensure timely
and accurate completion of work.

Oversees engineering records management, including collecting designs, drawings, maps,
plans and other related documentation, reviewing for accuracy and compliance, indexing

and assigning file numbers, scanning documents, and maintaining electronic and paper files
and reference systems.

Attends various meetings to represent the division. Records minutes of meetings for project
files. Distributes documents to contractors, staff, and other city departments.

Marginal Functions:

1.

Performs related duties and responsibilities as required.
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CITY OF LAS VEGAS
Senior Engineering Technician (Continued)

QUALIFICATIONS

Knowledge of:

Advanced trigonometry as applied to the computation of angles, areas, distances and traverses.

Advanced current computer-aided drafting software.

Advanced engineering principles and design standards.

Advanced terminology, methods, practices and techniques of drafting and computer-aided
design.

Maintenance practices and basic safety procedures and practices used in equipment maintenance.

Safety procedures when working in roadway.

Modern office procedures, methods and computer equipment.

Safety procedures appropriate for working in the roadway.

Applicable laws, regulations, codes and department policies governing assigned engineering
duties.

Principles of lead supervision and training.

Skills in:

Interpreting and applying pertinent state and local policies, procedures, laws, codes and
regulations.

Understanding and interpreting engineering and construction plans and specifications.

Communicating tactfully with contractors, engineers and property owners.

Using algebraic formulas, trigonometry tables and statistical mathematics to accomplish the level
of work described herein.

Meeting deadlines.

Organizing assignments.

Using engineering software and equipment proficiently.

Communicating clearly and concisely, both orally and in writing,

Establishing and maintaining effective working relationships with those contacted in the course of
work.

Experience and Training Requirements

Three years of technical civil engineering experience in drafting, design, or traffic. One
college or vocational school course in an area related to assignment may be substituted for
six months of experience.



CITY OF LAS VEGAS
Senior Engineering Technician (Continued)

WORKING CONDITIONS

Environmental Conditions:

Location: Field and office environments.

Hazards: Exposure to computer screens and inclement weather conditions; work in and near
roadways.

Physical Conditions:

Essential and marginal functions require:

Maintaining physical condition appropriate to the performance of assigned duties and
responsibilities which may include the following:
- Walking, standing or sitting for extended periods of time,
-- Moderate lifting; and
- Operating assigned equipment and vehicles.
Maintaining effective audio-visual discrimination and perception needed for:
- Muaking observations;
- Communicating with others;
- Reading and writing;
- Distinguishing colors and shapes;
e Operating assigned equipment; and
- Using drafting tools and materials.
Maintaining mental capacity which allows the capability of:
- Making sound decisions;
-- Effective interaction and communication with others; and
-- Demonstrating intellectual capabilities.
SEGAL
REVISED 4/13/2011
FLSA & City: nonexempt
CSB7/13/11



CITY OF LAS VEGAS
CLASSIFIED

SENIOR JUDICIAL ENFORCEMENT OFFICER

Class specifications are intended {0 present a descriptive list of the range of duties performed by employees in the
class. Specifications are not intended to refiect all duties performed within the job.

DEFINITION

Leads and participates in the work of Judicial Enforcement Officers. Contacts non-compliant
defendants to create and enforce payment plans, answers questions, and monitors payment

progress. Prepares reports on collections progress. Reviews collection agencies invoices for
accuracy.

DISTINGUISHING CHARACTERISTICS

This is the advanced journey level class in the Judicial Enforcement Officer series. Positions at this
level are distinguished from the Judicial Enforcement Officer by the level of responsibility
assumed and the complexity of duties assigned. Employees perform the most difficult and
responsible type of duties assigned to this series, and are requlred to be fully trained in all
procedures related to assigned area of responsibility.

SUPERVISION RECEIVED

Receives general supervision from the Judicial Enforcement Supervisor or higher level
management staff.

Acts as a lead worker, exercising functional or technical supervision, including scheduling and

assigning tasks, providing guidance, ensuring work is completed according to proper procedure,
monitoring work progress, and reviewing results.

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

Essential Functions:

1. Leads, oversees and participates with assigned staff in the activities associated with enforcing
court-ordered compliance and collecting court-imposed fines; assigns daily tasks and short or
long-term project duties to lower level staff; organizes and trains staff in specialized projects.

2. Ensures employees adhere to established work methods, techniques, rules and schedules, and
comply with applicable city and court policies, procedures, standards and specifications;
reviews needs with the Judicial Enforcement Supervisor or other appropriate management
staff; allocates resources accordingly.



CITY OF LAS VEGAS
Sr, Judicial Enforcement Officer {continued)

Essential Functions:

3.

10.

1L

12.

13.

14.

15.

Monitors, assists, and participates in financial assessment sessions with defendants;

interviews defendants and negotiates payment plan; refers defendants to work program when

appropriate; adjusts the terms of installment plan if necessary including offering settlement or
lowering monthly payments as necessary.

Locates non-complaint defendants using a variety of search methods, which may include
subpoenaing public utility companies for information and searching various directories,

public and government websites, on-line databases, credit bureau and criminal justice
systems.

Monitors and maintains record of collection case activities including communication with
defendant and financial counseling services provided to defendant.

Provides technical and operational training and assistance to court staff.
Prepares payment posting and statistical and summary reports.
Performs reconciliation of collection agency invoices.

Processes payments and returned checks; prepares documentation of returned checks and
forwards data to collection agency.

Inputs, updates and retrieves data from a variety of databases and computer systems;
generates and compiles reports as necessary.

Coordinates with and assists judges, court staff, collection agency staff, management staff and
representatives regarding evaluating, enforcing, and resolving payment of monetary
sanctions by defendants.

Evaluates cases in non-compliant status with court sentencing orders; makes
recommendations to marshals unit for defendant arrest; initiates and proceeds with court
actions according to judicial procedure.

Receives and responds to complex and sensitive issues. Explains procedures and provides
information within area of assignment. Handles inquiries and complaints from start
through resolution in an efficient and timely manner.

Evaluates, investigates and makes recommendations on defendants’ claims of false identity;
prepares summary report of investigation and facts.

Assists with estimating revenue collection and provides financial information for operations
reports and budget preparations.



CITY OF LAS VEGAS
Sr. Judicial Enforcement Officer (continued)

Essential Functions:

16. Assists in the development and maintenance of policies and procedures for the Judicial
Enforcement unit to enforce monetary sentence compliance with judicial orders; stays abreast
of changes in collection processes and court procedures.

17. Maintains a variety of automated and manual logs, records and files; ensures that complete
and accurate records are maintained. Performs a variety of record keeping, filing, indexing

and other general clerical work.

Marginal Functions:

1. Testifies in court as necessary.
2. Participates in resolving issues with external collection agencies.

3. Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Operations, procedures and activities of a court judicial enforcement program.
Principles of lead supervision and training.

Techniques of tracing individuals and their assets in order to ascertain their location.
Methods and techniques of conflict resolution.

Techniques of evaluating financial information.

Techniques of negotiating payment agreements.

Effective telephone techniques.

Techniques of interviewing effectively to obtain financial information.
Generally accepted collection practices and procedures.

Applicable federal, state and local Jaws, statutes and ordinances.
Principles and techniques of record keeping,.

Operation of a personal computer, including common office software.
Arithmetic principles.

General office procedures.

Business English grammar, spelling and punctuation.

Business letter writing techniques.

Techniques for report preparation.

Applicable Las Vegas Municipal Court policies and procedures,
Applicable law enforcement policies and procedures.

Judicial enforcement procedures.

A variety of specialized law enforcement and related computer systems.



CITY OF LAS VEGAS
Sr. Judicial Enforcement Officer (continued)

Skills in:

Overseeing, organizing and reviewing the work of staff.

Dealing tactfully with offenders.

Working independently without direct supervision.

Working effectively with other court staff, law enforcement personnel, management and
Municipal Court judges. -

Explaining and enforcing Las Vegas Municipal Court and city laws, ordinances, policies and
procedures.

Operating a variety of court and commercial software and mainframe programs.

Exercising good judgment and making sound decisions in sensitive situations.

Effectively communicating with uninformed, stressed, upset, and irate defendants in potentially
confrontational situations.

Making arithmetic computations accurately and rapidly.
Understanding and following oral and written instructions.
Communicating clearly and concisely, both orally and in writing.

Establishing and maintaining effective working relationships with those contacted in the course
of work.

Experience and Training Requirements

Experience:

Three years of increasingly responsible professional revenue collection experience in a court
judicial enforcement program.

Experience in leading the work of others is desirable.
Training:

Associates” degree from an accredited college or university in criminal justice, business
administration or a closely related field. ‘

May substitute combination of equivalent education and related experience. The city
assesses 1.5 years of fulltime experience as equivalent to one year of education.

License or Certificate

Must obtain applicable level of National Criminal Justice Information System (NCJIS) certification
and/or training within 6 months of the date of appointment and maintain proficiency as needed.

WORKING CONDITIONS

Environmental Conditions:

Location: Office and courtroom environments.

Hazards: Exposure to computer screens; exposure to potentially hostile and aggressive
individuals.



CITY OF LAS VEGAS
CLASSIFIED

WEB DEVELOPER

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

DEFINITION

Performs work of moderate difficulty designing and installing web based applications on the City
of Las Vegas' web site; and performs technical tasks related to area of assignment.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the assigned Information Technologies Supervisor and higher level
management staff.

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

Iissential Functions:

1. Develops custom programs to build and design the city’s web site using graphics software
applications, tools and techniques to enhance user appeal and utility as well as overall
functionality; creates web front-end user interfaces to new or existing databases to make
business applications web accessible.

2. Performs web application design tasks; writes and tests new web applications and systems
following standard development methodologies; prepares data for testing various programs
on the computer systems; writes server side scripts.

3. Collaborates with end-users to gather program requirements by performing analysis of
existing systems and procedures.

4. Modifies, tests and troubleshoots existing computer programs; analyzes problems; compiles
and edits programs; makes modifications to systems and individual programs as required.

5. Provides web site coordination including authoring tools for content editors; assists
individuals responsible for maintaining content; ensures integrity of links.

6. Prepares documentation for new systems and changes to existing systems.

7. Participates in the training of users in the use of new or modified web applications and
procedures.



CITY OF LAS VEGAS
Web Developer (continued)

Essential Functions:

8. Provides technical and functional direction to project team members as requested.
9. Integrates industry standard security technology into web applications.

10. Responds to inquiries in a courteous manner; provides information within the area of
assignment; resolves complaints in an efficient and timely manner.

Marginal Functions:

1. Assists in responding to and resolving desktop support calls.

2. Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Networking protocols, specifically Internet Protocol (TCP/IP) and File Transfer Protocol (FTP),
Windows operating systems.

Structured Query Language (SQL).

JavaScript, Hyper-text Markup Language (HTML) and Cascading Style Sheets (CSS).
Principles, techniques and methods of Web page setup and maintenance,

Principles and techniques of Domain Name Services (DNS) feature.

Principles and techniques of software development lifecycles (SDLC).

Principles and techniques of Internet and web site security and data privacy.
General Web standards.

Pertinent federal, state and local laws, codes and regulations.

Techniques of programming documentation.

Skills in:

Using initiative and independent judgment within established guidelines.
Analyzing problems, identifying alternative solutions, projecting consequences of proposed

actions, recommending best options and implementing approved solution in support of
goals.

Working independently without direct supervision.
Communicating clearly and concisely, both orally and in writing.

Establishing and maintaining effective working relationships with those contacted in the course
of work.



CITY OF 1LAS VEGAS
Web Developer (continued)

Experience and Training Requirements
Experience:
Two years of experience in Web application design and management.
Training:

Associate’s degree from an accredited college or university with major in management
information systems, computer science or a closely related field.

May substitute combination of equivalent education and related experience. The cxty assesses
1.5 years of fulltime experience as equivalent to one year of education.

Special Requirements

Possession of Microsoft Certified Developer or Microsoft Certified Systems Engineer is desirable.

WORKING CONDITIONS

Environmental Conditions:

Location: Office environment,
Hazards: Exposure to computer screens.

Physical Conditions:

Essential and marginal functions require:

Maintaining physical condition appropriate to the performance of assigned duties and
responsibilities which include the following:
-~ Walking, standing, or sitting for extended periods of time; and
—  Operating assigned equipment.
Maintaining effective audio-visual discrimination and perception needed for:
— Making observations;
- Communicating with others;
-~ Reading and writing; and
- Operating assigned equipment.
Maintaining mental capacity which allows the capablhty of:
-~ Making sound decisions;
-~ Effective interaction and communication with others; and
- Demonstrating intellectual capabilities.

SEGAL

REV 6/9/11 (formerly Internet Developer/ Analyst)
FLSA: exempt; City: nonexempt
CSB7/13/11



CITY OF LAS VEGAS
CLASSIFIED

DEPUTY FIRE MARSHAL

Class specifications are infended to present a descriptive list of the range of duties performed by employees in the class.
Specifications are noft intended fo reflect all duties performed within the job,

DEFINITION

To assist in planning, directing, managing and overseeing the activities and operations of the Fire
Prevention Division including all activities involving fire prevention and inspection of
commercial, industrial and residential property; to coordinate assigned activities with other city
departments and outside agencies; and to provide highly responsible and complex administrative
support to the Deputy: Fire Chief/Fire Marshal.

SUPERVISION RECEIVED AND EXERCISED

Receives general administrative direction from the assigned Deputy Fire Chief/Fire Marshal or
designee.

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

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

Essential Functions:

1. Assist in managing all services and activities of the Fire Prevention Division including fire
prevention and inspections of commercial, industrial and residential property; recommend
and administer policies and procedures.

2. Assist in developing and implementing goals, objectives, regulations, policies, and priorities
for the division; identify resource needs; recommend the implementation of policies and
procedures.

3. Select supervisory, technical and support staff and ensure effective morale, productivity and
discipline; plan, organize, administer, review and evaluate the activities and performance of
staff directly and through subordinate supervisors; work with staff to establish work
priorities and schedules; interpret city policies and procedures for staff; prepare and conduct
formal performance evaluations; work with employees to develop short and long term goals,
monitor accomplishments, establish performance requirements and personal development
targets and provide coaching for performance improvement and development.

4. Review and assess staff training needs and available programs; oversee and coordinate the
attendance of departmental staff at training programs and seminars; research and recommend
policies and procedures related to training activities.



CITY OF LAS VEGAS
Deputy Fire Marshal (continued)

Essential Functions:

5.

10.

1L

12

13.

14.

15.

Establish, within city policy, appropriate service and staffing levels; monitor and evaluate the

efficiency and effectiveness of service delivery methods and procedures; allocate resources
accordingly.

Assist in planning, directing and coordinating, through subordinate level staff, Fire
Prevention Division strategic plan elements; assign projects and programmatic areas of
responsibility; review and evaluate work methods and procedures; meet with management
staff to identify and resolve problems.

Assess and monitor work load, administrative and support systems, and internal reporting
relationships; identify opportunities for improvement; direct and implement changes.

Participate in the development and administration of the division budget; approve the
forecast of funds needed for staffing, equipment, materials, and supplies; approve
expenditures and implement budgetary adjustments as appropriate and necessary. Inspect

various facilities including schools, hospitals, factories and buildings to ensure adherence to
fire safety standards.

Evaluate existing fire safety conditions and federal, state and local codes applicable to fire
safety; recommend policies, procedures and ordinance revisions as necessary.

Develop and implement procedural methods and practices for reviewing plans, conducting
inspections, investigating incidents and related activities as required; provide staff with
continued technical support and training as required.

Oversee specialized educational programs for the public to discourage arson, eliminate fire

hazards in homes and buildings and stress safety; review and assess available educational
programs.

Explain, justify and defend the Fire Marshal's Office programs, policies and activities;
negotiate and resolve sensitive and controversial issues.

Represent the Fire Marshal's Office to other city departments, elected officials and outside

agencies; coordinate Fire Marshal's activities with those of other departments and outside
agencies and organizations.

Provide staff assistance to the assigned Deputy Fire Chief/Fire Marshal or designee;

participate on a variety of boards, commissions and committees; prepare and present staff
reports and other necessary correspondence.

Respond to and resolve difficult and sensitive citizen inquires and complaints.



CITY OF LAS VEGAS
- Deputy Fire Marshal (continued)

Marginal Functions:

1. Provide staff support to assigned boards and commissions,

2. Attend and participate in professional group meetings; stay abreast of new trends and
innovations in the field of fire prevention and inspection.

3. Perform related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Operations, services and activities of a comprehensive fire prevention and inspection program.

Operational characteristics, services and activities of comprehensive fire operation and emergency
medical services programs. :

Principles, practices and procedures of fire prevention, operation and emergency medical
services.

Current City Council-adopted fire and building codes.

National Fire Protection Association standards.

Mechanical, chemical and related characteristics of a wide variety of flammable and explosive
materials and objects.

Department policies, rules and regulations.

Local geography including the location of water mains and hydrants and the major fire hazards of
the city.

Management skills to analyze programs, policies and operational needs.

Principles and practices of program development and administration.

Principles and practices of municipal budget preparation and administration.

Principles of supervision, training and performance evaluations.

Pertinent federal, state, and local laws, codes and regulations.

Ability to:

Plan, organize, direct and coordinate the work of lower level staff.

Select, supervise, train and evaluate staff.

Delegate authority and responsibility.

Direct and manage operations, services and activities of the Fire Prevention Division.

Interpret and explain city fire operation, prevention and emergency medical policies and
procedures,

Conduct training on fire prevention.

Make sound decisions in accordance with laws, regulations and policies.

Conduct thorough fact-finding investigations and enforce regulations firmly, tactfully and
impartially.

Identify and respond to community and City Council issues, concerns and needs.

Develop and administer departmental goals, objectives and procedures.

Prepare clear and concise administrative and financial reports.

Prepare and administer large and complex budgets.

3



CITY OF LAS VEGAS
Deputy Fire Marshal (continued)

License or Certificate

Possession of National Fire Protection Association (NFPPA) 1031 Certified Fire Protection Specialist
(CFPS) certification within 18 months of the date of appointment, and maintenance thereafter.

Possession of Certified Fire Marshal certification issued by the International Code Council within
24 months of the date of appointment, and maintenance thereafter.

Special Requirements

All applicants shall be required to meet the physical examination and/or physical agility
requirements of the position.

WORKING CONDITIONS

Environmental Conditions:

Office and field environments; exposure to dust, noise, grease, smoke, fumes, gases, potentially
hazardous chemicals; work in inclement weather conditions; fravel from site to site; some
climbing, stooping, light lifting and inspecting in restricted spaces.

Physical Conditions:

Essential and marginal functions may require maintaining physical condition necessary for
bending, stooping, kneeling, walking, sitting, standing, climbing, crawling and light lifting for
prolonged periods of time; operating motorized vehicles.

ARB
REV 6/29/11
FLSA: exempt; City: nonexempt

CSB7/13/11



CITY OF LAS VEGAS
CLASSIFIED

FIRE BATTALION CHIEF

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

DEFINITION

To supervise the activities and operations of the assigned fire battalion; and to coordinate and
participate in fire operation, prevention, emergency medical and investigative activities.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Deputy Fire Chief.

Exercises direct supervision over assigned personnel.

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

Essential Functions:

1. Coordinate the organization, staffing and operational activities of a fire battalion.

2. Serve as Incident Commander; supervise and direct the overall firefighting, rescue,
overhaul, and salvage operations; implement the Incident Command System (ICS) and
coordinate personnel and equipment as needed.

3. Participate in the development and implementation of goals, objectives, policies and
priorities for assigned area of responsibility; identify resource needs; recommend and
implement policies and procedures.

4. Select, train, motivate and evaluate assigned personnel; provide or coordinate emergency
service and professional development training and education; work with employees to
correct deficiencies; implement discipline and termination procedures.

5. Direct, coordinate and review the work plan for assigned programs; meet with staff to
identify and resolve problems; assign work activities and projects; monitor work flow;
review and evaluate work products, methods and procedures.

6.  Coordinate the necessary in-service drills; conduct special drills, classes, or multi-company
drills in addition to the training programs conducted by the Training Division.

7. Supervise, direct and coordinate routine activities including pre-fire planning inspections,

hydrant testing, care and maintenance of apparatus, equipment and stations, and other
related activities.



CITY OFLAS VEGAS
Fire Battalion Chief (Continued)

Knowledge of:

Department policies, rules and regulations.

Principles of municipal budget administration and control.

lLocal geography including the location of water mains and hydrants and the major fire hazards of
the city. '

Principles of emergency medical treatment and CPR.

Ability to:

Manage and coordinate the work of a battalion.
Select, supervise, train and evaluate staff.
Interpret and explain city fire operation, prevention and emergency medical policies and
procedures.
Prepare clear and concise operational work records and reports.
Properly interpret and make decisions in accordance with laws, regulations and policies.
Make technical and emergency decisions quickly and calmly under emergency conditions.
Conduct thorough fact-finding investigations and enforce regulations firmly, tactfully and
impartially.
Communicate clearly and concisely, both orally and in writing,
Establish and maintain effective working relationships with those contacted in the course of work.
Maintain physical condition to perform essential duties as specified by firefighter certification.
Maintain physical condition appropriate to the performance of assigned dufies and
responsibilities which may include the following:
- Performing life threatening firefighting activities in an emergency sttuation;
- Running, walking, crouching or crawling during emergency operations;
- Moving equipment and injured/decensed persons;
- Climbing stairs/ladders;
— Performing life-saving and rescue procedures;
- Wialking, standing or sitting for extended periods of time; and
- Operating assigned equipment and vehicles.
Effectively deal with personal danger which may include exposure to:
- Fire encompassed surroundings;
- Dangerous persons;
- Dangerous aninls;
- Hazards of emergency driving;
- Hazards associated with traffic control and working in and near traffic; and
- Natural and man-made disasters.
Maintain effective audio-visual discrimination and perception needed for:
-- Making observations;
- Communicating with others;
- Reading and writing; and
-- Operating assigned equipment and vehicles.
Maintain mental capacity which allows the capability of:
- Exercising sound judgment and rational thinking under dangerous circumstances;
= Evaluating various options and alternatives and choosing an appropriate and reasonable
course of action;
- Effective interaction and comnunication with others; and
-- Demonstrating intellectual capabilities.



CITY OF LAS VEGAS
Fire Battalion Chief (Continued)

Experience and Training Requirements

Experience:
A minimum of five years experience in any combination of paid, full time, active combat
duty assignments* with a professional fire department, plus a minimum of four years

experience with the Las Vegas Fire & Rescue Department as a Fire Captain,

¥ Active combat duty assignments consist of the following jobs, or their equivalents (as determined by
Las Vegas Fire & Rescue management): Firefighter, Fire Engineer, Firefighter/Paramedic, Fire
Captain.

~ Training:
Equivalent to graduation from high school.

Licenses and Certificates

Possession of an appropriate valid driver's license on the date of application, and maintenance
thereafter.

Possession and maintenance of Fire Officer I and II certification issued by the Nevada State Fire
Marshal’s Office within one year of the date of appointment. Training is available by completing
and submitting the State Fire Marshal NFPA Standards 1021 Fire Officer Certification Program
Task Books, or from the Community College of Southern Nevada.

IMPORTANT NOTE: To test for Fire Battalion Chief, the candidate must:
1. Meet the employment standards for Fire Battalion Chief as listed above; and
2. Have met all NFPA Standards for Firefighter I and Firefighter II.

SB

REV 6/27/11

FLSA: exempt; City: nonexempt
CSB7/13/11



CITY OF LAS VEGAS
CLASSIFIED

RECREATIONTEADER I-AQUATICS
RECREAHONEEADER-H-AQUATICS
AQUATICS SPECIALIST

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

DEFINITION

) - Tk LTAY o wbilaleallok e atel)
cH o ottt - Ew

: Oversees the day-to-day operation of swimming
pool facilities throughout the city; coordinates location staffing: identifies facilities maintenance
needs; contacts appropriate maintenance staff as needed; provides aquatics programming.

SUPERVISION RECEIVED AND EXERCISED

R son Leader L Acuati

Reereation Leader1i-Aguaties

Receives general supervision from higher level supervisory or management staff._



CITY OF LAS VEGAS
Reereation-Leader IA-Aquatics Specialist (continued)

stafMay act as a lead
worker, exercising functional or technical supervision, including schedulmg and assigning tasks,
providing euidance, ensuring work is completed according to proper procedure, monitoring
work progress, and reviewing results.

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

Essential Functions:

techniques and schedules, and complv with applicable c¢ity and department policies,
procedures, standards and specifications; reviews needs with appropriate management
staff; allocates resources accordingly,

1. When acting as a lead worker, ensures employees adhere to established work methods+ . 1 Forn
Forn

_ Forn
"""""""""""""""""""""""""""""""""""""""""" 0.1
2. Opens and closes facility; sets up and takes down equipment and supplies needed for ~~-~-|-_ Forn
scheduled activities; —ensures that safety equipment is in erood working order and easily
accessible.
1.3, Pprovides assistance to administrative offices as needed; assists at front desk when required,+- - o 1 Forn

including answering telephones, registering participants, selling swim passes, collecting fees,
prepalmg cash deposﬂ: and 1ep01t providing mfmmahon and responding to complamts—

24. CoordinatesOwversee hourly lifeguard and pool manager staff; schedules coverage and*—--mi' Forn
rotations-and-review-tme-cards. : :

3:5. Plang, schedules and monitors swim classes, meets and other activities and special events;« ~---1 Forn

wisit-classes-to-note-staff-training-needs-and-te-evaluates the-instructional programs.

4:6. Gathers information from various sources to identify needs and trends for new programs;+- - -- - Forn

drafts aprograms outlines which includes the-frequeney-and-duration;-the target participant
group, £ees~«descr1pt10n of the act1v1ty estlmate of staffing and equmment needs and any
other costs

aV&ﬁabfh%;—p&bke}ty—yequﬁemems—potenhal risks and plang to minimize themmdes;ﬂeé
eutcome-and-timeline-for-implementation; submits plan to management for approval and

upon approval, proceeds with implementation-and-fellew-up-with-evaluation.

7. Coordinates aquatics facility rentals for private events including collecting payments,+- -'"“'“]' Forn
scheduling staff and setting up safetv and recreation equipment. &

S "“{ Forn

6:8. Teaches lifeguard CPR, first aid and instructor-level certification classes. <~ -= Forn

2



CITY OF LAS VEGAS

Reereation-Leader IA-Aquatics Specialist (continued)
Y. Visits pool sites to ensure appropriate levels of safety, cleanliness and service; provides+----{ Forn

corrective instruction to city staff as necessarywhen-needed.

Z10.Enforces facility, department and city rules and reculations. «---~:{ Forn

8:11.Assists in preparing promotional materials and displaysereatingand-distributingdisplay; ~“--(' Forn

9:12. Maintains inventory of supplies-and-equipment. Participates in the procurement process,+- -~ @
including researching materials and equipment.

10:13.Participates in recruiting and training seasonal staff. - @

14, Administers first aid and conducts pool rescues when needed. - @

31X15.Assists in preparing pool safety audits and emergency action plans. Dk @

16. Prepares a variety of paperwork and reports. - @

Marginal Functions:

Maintains a vanetv of automated and manual Iogs, records

and files; pelforms a variety of record keeping, filing, indexing and other general clerical
work,

2. Enters aquatics classes into the computer system; -updates class information as necessary.  +---1 Forn

3. Performs safety and health related cleaning and maintenance services as needed in s
facilities., _.-+1 Forn

4. Performs related duties and responsibilities as required. +--== Forn

QUALIFICATIONS




CITY OF LAS VEGAS
Reereation-Leader3H-Aquatics Specialist (continued)

Knowledge of:

Water hazards and life saving techniques.

Pool staff certification requirements.

General recreation principles and practices.

QOccupational hazards and standard safety practices.

Aquatic leisure activities and recreation for all ages.

Rules and regulations of various aquatic activities.

Principles of lead supervision and training.

English usage, spelling, grammar and punctuation,

Pertinent federal, state and local laws, codes and regulations.
Techniques and methods for aquatic instruction and education.
Principles and practices of a comprehensive aquatic recreation program for all ages.
Principles and practices of operating a public aquatic facility.

Office procedures and equipment.

Techniques and methods for instruction.

Methods of identifying aquatic recreational needs of the community.
Report writing techniques.

Publicity techniques.

First aid and CPR.

Principles and procedures of record keeping.




CITY OF LAS VEGAS
Reereation-LeaderI/Tl-Aquatics Specialist (continued)

Skills inAbility te:

Swimming at a level adequate to perform essential functions and maintain certifications.

Organizing numerous details of a program.

Administering a variety of aguatic recreational programs.

Interacting effectively with all ages.

Operating a cash register or cash box.

Operatinge computers and basic software.

Responding to requests and inguiries from the general public.

Working independently in the absence of supervision.

Communicating clearly and concisely, both orally and in writing.

Establishing and maintaining effective working relationships with those contacted in the course
of work,

Coaching, refereeing and organizinge aquatic sports and games.

Overseeing and evaluatinge aquatic programs and staff.

Maintaining accurate records.
Drafting comprehensive proposals.

Experience and Training Requirements

Experience:

Fwe-One years of experience working with aquatic recreation programs.

Training:

=t
gty

alent-to-graduationfrom-high d-by-collegelevel-courseweorks
aquatic-recreation—ora—relatedfieldan-Associate’s degree from an accredited college or

university in a related field.

May substitute combination of equivalent education and related experience. The city assesses
1.5 vears of fulltime experience as equivalent to one vear of education.

License or Certificate:

Possession and maintenance of automated external defibrillator (AED), cardiopulmonary

resuscitation (CPR) for the Professional Rescuer and First Aid Instructor certificates on the date of
application,

Possession and maintenance of Lifeguard and Water Safety Fraining-Instructor certificates on the
date of application.

WORKING CONDITIONS

Constantly = rore than 2/3 of the time; Frequently = 1/3 to 2/3 of the time; Occasionally = less than 1/3 of the time;
Infrequently = less than 5% of the time.




CITY OF LAS VEGAS
Reereation-LeaderIAT-Aquatics Specialist (continued)

Environmental Conditions:

Locations: Indoors within various building facilities and outdoors in or by a pool.

Hozards:  Drowning. Exposure to slippery surfaces, contagious diseases, bodily fluids of
participants, sharp objects, moving objects, workplace violence and inclement weather
conditions.

Equipment Used: City-trueks—ans—pPower tools, office machinery, office equipment, arts and
crafts equipment, exercise equipment, swimming and pool equipment.

Safety Equipment: CPR masks, goggles, surgical gloves, lifting belts, shepherd’s hook, flotation
devices,

Physical Conditions:

Essential and marginal functions require-maintaining-physical condiionneeessary-for:

Standing/walking: Frequently, standing in combination with walking or running, indoors and
outdoors while performing general duties, up to 1 mile per day.

Sitting: Frequently, sitting in a lifeguard chair or office while watching swimmers, planning
program, class and event details, flyers, evaluations, documentation, etc.

Lift/carry: Occasionally, 10-50 Ibs.. Infrequently 50-250 lbs., lifting an injured swimmer from a
pool, equipment, materials. Carry up to 100 ft.

Push/pull: Occasionally, using both hands and arms in moving equipment, materials or supplies,
exerting a force of 25-75 lbs.

Climbing: Infrequently, in and out of lifeguard chair, stairs, bleachers, ladders, in and out of
trucks, vans and buses.

Bending/twisting: Occasionally, at waist, knees and neck while performing various recreation and
swimming activities.

Kneeling/crouching/crawling: Infrequently, while assisting a small child or performing repair and
maintenance duties.

Hands/arms: Constantly, use of both hands and arms in rescuing, swimming, reaching, handling,
grasping, gripping, typing, writing, drawing, etc.

Sight: Constantly, use of sight abilities, including hand and eye coordination and depth
perception. '

Speech/hearing: Constantly, in communication with co-workers, participants and the general
public. '

Muintaining effective_ audio-visual discrimination and perception needed for: Making observations.
Communicating with others. Reading and writing, Operating assigned equipment.

Maintaining mental _capacity which allows the capability of:  Making sound decisions.
Effective interaction and communication with others. Demonstrating intellectual
capabilities,

PEMSEGAL

REV 2/240348/1/ 2010 (formerly Recreation Leader 1/11 (X)-Aquatics)
FLSA and City: nonexempt

B0



CITY OF LAS VEGAS
CLASSIFIED

AQUATICS SUPERVISOR -COORDINATOR

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

DEFINITION

aH~+elated—we1—k—Superv1ees the opcrauon of all city aquatics facﬂmes and staff mcludmg all

persormel, budgeting and reporting, Creales, implements, and evaluates aquatics programming,
Develops and maintains community relationships.

SUPERVISION RECEXVED AND EXERCISED

Receives direction from the Leisure Actvities—Field—Services Supervisor or other
supervisory/ management staff.

Exereises-technical-and-funcional-supervision-overlower level staff: Acts as a formal supervisor,
exercising direct supervision, including selecting new emplovees, monitoring and formally
evaluating emplovee performance, and participating in the discipline and termination of
emplovees. ‘

ESSENTIAL AND MARGINAL FUNCTION STATEMENTS--Essential and other imponant
responsibiiities and duties may inciude, but are not limited to, the following: :

Essential Functions:

1. _Acts as first line supervisor for designated staff within a department,  including
interviewing and selecting of job applicants, training, oversecing work, and establishing
and evaluating appropriate performance standards in accordance with department
objectives.

2, Insures employees adhere to established work methods, techniques and schedules, and
comply with applicable city and department policies, procedures, standards and




CITY OF LAS VEGAS
Aquatics Supervisor-Ceerdinater (Continued)

specifications; reviews needs with appropriate management stafl: allocates resources
- accordingly.

w

Monitors and maintains appropriate levels of supplies, equipment, and inventory to ensure
efficient and effective operations. Participates in the procurement process, including
researching materials and equipment and requisitioning materials as needed.

pPlans, directs and coordmates vauegg felwets&f—ted aquatlc actwltles, programs and classes
to meet the needs of the people in the community; reviews program outlines prepared by

staff, provides suggestions for improvement and forwards to Leisure ServicesAetivities-Eield
Supervisor.

o

5. _Prepares a master calendar for summer and year round aquatic program and assigns staff to

mstruct claeees and run progr ams%ﬁlemeﬂ{—aﬁel—s%aﬁf—all—aew}tm;

5.7.5¢che e~ ened-emplevees—maintain-certification-flo-onpos et TRoRdter

expﬂaﬁeﬂ—é&tes—l”lowdes ’araﬂaumsnuctm Ce1t1f1cat10n trainingtrainers to quahfled aquatics
staff; occasionally instructs other classes, -

78, Respond—to-public-inquiries-and-complaints-in-an-appropriate mannerResponds to public
inquiries in a courtecus manner; provides information within the area of assisghment: resolves
complaints in an efficient and timelv manner.

9. Develops and maintains positive working relationships with school administration,
community groups and other agencies;

10, Coordinates aquatics facility rentals for private events and summer camps including
instructing rental groups on rental and usage requirements and ensuring rental groups meet
insurance requirements and adhere to all rental rules, regulations and requirements,

#11.Monitors and inspects maintenance of aquatics facilities and equipment to ensure facilities
adhere to standards of cleanliness and safety; prepares monthly facilities report; requests

maintenance services as necesgary. meet-with-other-agencies-and-school-contacts—toarrange

12. ; e o e Lineuseof
grant—monies—purchase—equipment—and—supplies-Participates _in _the preparation and
administration of aquatics program budget. Submits budget recommendations. Monitors all
financial transactions, expenditures, and identifies and reports potential financial overruns

2




CITY OF LAS VEGAS
Aquatics Supervisor-Ceerdinater (Continued)

and variances at an early stage. Prepares reports on actual and estimated revenues and
expenditures.

8:13.Prepares marketing materials and displays; performs public relations duties including giving

media interviews and presentations at public events.

artiness-and-satety-maintain-seeurity-of-assipned-lkeys;-complete-allaeciden
e -3 5. Develops an emergency action plan and pra
staff.

ctces the plan regularly with

15:16.Conducts repular in-service training with lifepuards and instructors to review first aid,
lifecuarding and CPR procedures.

17. Prepares and-maintain-a variety of reportsmainteindoilyfiles—recciptsand records—and

1118 Maintains pool staff certifications on file on and monitors certification expiration dates.

Marginal Functions:

1. Maintains a variety of automated and manual logs, records and files.

2. Completes all accident and incident reports and distributes reports to supervisor.

13, Partners with community leaders and citizen groups to promote and implement water safety
programs and events,

4. Performs safety and health related cleaning and maintenance services as needed.

5. Attends and participates in professional group meetings; stays abreast of new trends and
innovations in the field of aquatic recreation programming.

6. Reviews desions for peol construction and remodeling and provides recommendations,

7. Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:



CITY OF LAS VEGAS
Aquatics Supervisor-Coordinater (Continued)

Basic principles and practices of aquatic activities.

Functions and activities of an aquatic facility.

Principles and practices of maintaining a public aquatic facility.

Principles of lead-supervision, performance evaluation and training,

Modern and complex principles and practices of maintaining a public aquatic facility.
Occupational hazards and standard safety practices.

Lifeguard techniques.

Pool staff certification requirements.

Modern office procedures and equipment.

Knowledge-of:

Pertinent federal, state and local laws, codes and regulations.
Basic first aid and CPR.

Skills inAbilib-te:

Swimming at a level adequate to perform essential- and maintain certifications.

Maintaining a variety of records.

Preparinge reports.

Analyzinge problems, identifying alternative solutions and projecting consequences of proposed
actions,

Using initiative and independent judgment within established guidelines.

Independently performing the most difficult work assigned.
Interpreting, explaining and enforcinge policies and procedures.
Communicatinge clearly and concisely, both orally and in writing.

Establishing and maintaining effective working relationships with those contacted in the course
of work.

Experience and Training Requirements

Experience:

Three years of increasingly responsible experience in aquatic program development and
implementationsmanagement experience, including lead responsibility.

Training:



CITY OF LAS VEGAS
Aquatics Supervisor-Ceerdinator (Continued)

Equivalent—to—an—BachelorAsseciate's degree from an accredited comumunity—college or
university with a major in recreation management or a related field._

May_ substitute combination of equivalent education and related experience. The city
assesses 1.5 vears of fullime experience as equivalent to one vear of education.

License or Certificate

Possession of an appropriate valid driver's license on the date of application, and maintenance
thereafter.

Possession and maintenance of CPR-Professional Rescuer and First Aid Instructor certificates on
the date of application.

Li Cortifi

Possession and maintenance of Lifeguard Training and Water Safety Instructor certifications on
the date of application.

o
LTLFE

Possesst o T iforned Traiine Insteuctor cortifl he date-of annlication:

WORKING CONDITIONS

Environmental Conditions:

Location: Werk-in-beth-ilndoor and outdoor aquatic recreational facilitiesy-; travel from site to site,
Hazards: eExposure to inclement weather conditions, water, noise;-travel from site-to-sie.

Physical Conditions:

Essential and mareinal functions require;

Maintaining physical condition appropriate to the performance of assipned duties and
responsibilities which include the following:
- Whalking, standing, bending, stooping, kneeling or sitting for extended periods of tine;
- Moderate to heavy lifting; -and
- Operating assigned equipment.
Maintaining effective audio-visual discrimination and perception needed for:
- Makinge observations;
- Communicating with others;
- Reading and writing, and




CITY OF LAS VEGAS
Aquatics Supervisor-Coerdinator (Continued)

- Operating assigned equipment.
Maintaining mental capacity which allows the capability of:
- Malkine sound decisions;
- Effective interaction and communication with others; and
-~ Demonstrating intellectual capabilities.

ARBSEGAL

REV 5/442/978/19/2010 (formerly Aquatic Coordinator)
Nonexempt

CHB-Z£ 09,97




CITY OF LAS VEGAS
CLASSIFIED

ENGINEERING ASSOCIATE |-
ENGINEERING-ASSOCIATE 11

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

DEFINITION

To-perform-a-variety-of-tasks-involved-in-planning-and -menitering-the-work-of -developers;
engineers-and-contractors on-projects such-as regional transportation-facilities-and-neighborhood
and-regional-flood-contrel-facilities;-to-research-and-coordinate projeets-and-activities-with-other
depaumeﬂts -and--outside--agencies;Performs a variety of tasks involved in the production

2 of work efassociated with engineers and contractms researches and coordinates
pmwcts and activities with other departments and outsi 5, -and-te performs -technical
tasks relative to assigned areas of responsibility.

DISTINGUISHING CHARACTERISTICS

Engineering Associate I--This-is-the-entry-level-class-in-the-Enginecring -Associate series. - This
class is-distinguished from-the Engincer-Associate I by the performance of the more routine-tasks
and-duiies-assigned-to-positions-within-the-series-including -work-on-smaller-projects; performed
under direct supervision.-since-this-class is-typically used-as-a-fraining class;, employces may-have
only limited or no directly related work experience:

Engineering-Associate-1i-This is the full journey level class within the Engineering Associate
series. Employees within this class are-disbinguished from—the Engineering-Associate1-by—the
performanece-of the full range of duties as assigned including conducting mdependent plan
reviews and reviewing complex construction drawings. Employees at this level receive only
occasional instruction or assistance as new or unusual situations arise, and are fully aware of the
operating procedures and policies of the work unit.

SUPERVISION RECEIVED-ANBD-EXERCISED

Engineering Associate I- Planning
Reeeives-direct supervision from-higher-lovel staff.

Engineering-Associate- - Planning

Receives general supervision from higher level supervisory or management staff.

May receive functional and technical supervision from Sr. Engineering Associates or higher level
staff.

May-exereise-functional-and-technical supervision over-engineering staff.
1



CITY OF LAS VEGAS
| Engineering Associate I/Il (Continued)

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

Essential Functions:

1.  Monitors the work of developers, contractors, surveyors and engineers; ensures compliance
with applicable laws, statutes, codes and regulations.

2. Prepares, rReviews, approves, and processes a variety of contracts, applications, p ,
drawings, specifications, maps, and related documents and contracts to ensure
compliance with engineering standards and applicable city, county, and state laws,
statutes, codes, and regulations. Provides revisions or conditions of approval if necessary.
Prepares and issues permits as applicable,

2:Revie

w-subdivision-maps;-developer-plans; specifications-and -other-applications;-issuc-permits
as-approved; prepare; process-and-file agreements.

adjustments-as-neecessary-

3. Reviews and preparescaleulate engineering quantities and estimates costs; —ensures the
accuracy of computations, preliminary layout and design work from field and survey data;

| recommends changes as appropriate.

5.4, Prepares legal descriptions and maps of existing and proposed developments using survey
data, on-site inspections, aerial photographs, and other supporting documentation. Research
and---provide--information o the - publie - regarding --development—projeets; - off-site
improvements, zoning and land use; prepare reports or other documentation:

prepare-reports;-schedules-and cost-estimates:acts as the point of contact to ensure efficient
review and approval of documentation,

6. Investigates and responds to inquiries from other city staff and the public, including
engineers, developers, and private citizens.

7. Maintains databases using a variety of information and data; performs database audits fo
ensure data accuracy. Creates and maintains GIS databases.

8. . Assembles data, and prepares project and planning reports of varying complexity.

1 7.9, _Conducts on-site inspections; documents findings and necessary adjustments.

8.10. Attends various meetings throughout the lifecycle of a project. Records minutes of
meetings_for project files; Distributes documents to contractors, staff, and other city
departments. Assist-in- planning - of -regional -transportation - facilities,-neighborhood--and
regional-flood-control-facilities-and sanitary sewer-collecon-update:

| 9.11._Assists in negotiating and administering consultant agreements.



CITY OF LAS VEGAS
Engineering Associate I/l (Continued)

10:Review-technical drainage studies.

11.Operate-database system-to-update drainage log-and-prepare monthly-status-reports:

12.Utilize-Lotus-and-hydrology-related-computer-programs for-drainage analysis such-as HEC-]
and HEC-H:

13 Maintain Gity-wastewater-colleeion-system-model:

12, Operates a full range of survey equipment including computer aided design and drafting
systems.

14:13. Prepares designs, reports, displays, and exhibits to support staff projects at public
meetings and special events, Answers questions during public forums Prepare-maps-and
drawings-to-be-used-as-exhibits - in-bid documents or-for-other needs-and situations.

Marginal Functions:

1. Maintains records and files on agreements and other documentation.

2. Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

General engineering and land surveying principles and practices.

Survey principles and practices.

Construction practices and terminology.

Materials, tools and equipment used in surveying and civil engineering,.

Principles of mathematics as applied to surveying and engineering work.

Modern office procedures, methods and computer equipment.

Pertinent federal, state and local laws, codes and resulations including civil engineering laws and

Skills in:

Prepare-and-maintain-technical-engineering recerds-and-preparereports:

Operatinge computer equipment.

Communicatinge clearly and concisely, both orally and in writing,
course of work.,

Using initiative and independent judgment within established guidelines.

Interpreting, applying, explaining and enforcing applicable laws, codes, regulations, policies
and procedures.

Communicating with individuals from a variety of social, cultural, economic and educational
backgrounds while demonstrating respect and sensitivity for perceived differences,

Producing written documents with clearly organized thoughts using proper sentence
construction, punctuation, spelling and grammar.

Maintain-mental capacity-which-allows for-effective-interaction-and-communication with others:
3



CITY OF LAS VEGAS
l Engineering Associate 1/I1 (Continued)

Maintain-effective audie-visual-diserimination-and perception-needed for:
M aleing-obserontions

e CORPIHRECATIRG T - Others

Reading-and writing

e Iperating assighed equipmment:

Experience and Training Guidelines

Ixperience:

| Twe years-of engineering experieneeNo previous experience is required.

Training:

Equivalent-to-a-Bachelor's degree from an accredited college or university with a major in
civil engineering; land surveying or a related field.

May substitute combination of equivalent education and experience. The city assesses 1.5
years of fulltime related experience as equivalent to one year of education,

WORKING CONDITIONS

Environmental Conditions:

Location: Office and field environment.;
Hazards: eExposure to dust, noise and construction equipment.

Physical Conditions:

Essential and marginal funclions require:

Maintaining physical condition appropriate to the performance of assigned duties and
responsibilities which may include the following:

- Walking, standing or sitting for extended periods of time;

- Moderafe lifting; and
- Operating assigned equipment and vehicles.

Maintaining effective audio-visual discrimination and perception needed for:

- Making observations;

e Conununicating with others,
- Reading and writing;

- Dustinguishing colors and shapes;
-- Operating assigned equipment; and
- Using drafting tools and materials,

Maintaining mental capacity which allows the capability of:
e Making sound decisions;
- Effective interaction and communication with others; and
- Demonstrating intellectual capabilifies. Bssential-and marginal-functions may-require
maintaining physical condition necessary for sitting-and standing for prolonged periods of time:
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CITY OF LAS VEGAS
CLASSIFIED

ENGINEERING PROJECT MANAGER

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

DEFINITION

Te-eCoordinates, manages and administers various city engineering programs and projects; to
prepares and administers the city’s five-year capital improvement program; to-coordinates
programs and projects with other city departments and outside agencies; and-te provides highly
responsible staff assistance to the assigned division manager or section supervisor.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from a-—division—manager,—secton —supervisor—or—program
manager:higher level management staff.

Acts as a formal supervisor, exercising direct supervision, including selecting new employees,
monitoring and formally evaluating emplovee performance, and participating in the discipline
and termination of employees.-Exercises- direct-supervision- over-professional; -technical -and
clerical staff.

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

Essential Functions:

1—Participate-in-the-development-and-implementation-of goals;-objectives,-policies-and-priorities
for—assigned—division—or-section-within-—the Publie—Works—Bepartment—City—Engineer;
Engineering - Planning--or—Traffic-Engincerings—identify—yesource-needs;—recommend—and
implement-policies-and procedures:

2.1. Coordinates and administers various city engineering programs and projects_as assigned;
meets with staff to identify and resolve problems; prioritizes and assigns work activities,
projects, resources, and programs; monitors work flow; and reviews and evaluates work
products, methods and procedures.

2. Plans, directs and participates in preparing special engineering studies, calculations, and
reports; conducts special costs and needs analyses, and field surveys as necessary, and
prepares recommendations for improvements; and -Sseals in-house design plans, reports and
certifications.




CITY OF LAS VEGAS
Engineering Project Manager (continued)

3.

Oversees ongoing programs and special projects assigned by division manager,  Monitors

program or_ project performance and ensures adequate resource allocation and wusage.
Maintains- accurate records. Prepares various reports to track program/project performance
and_ensure compliance with engineering standards and applicable city, county, and state
laws, statutes, codes, and regulations.

34, Prepares and administers the applicable-pertionassigned area of the city’s five-year capital

45.

6.7,

improvement program (CIP); works with city departments and division staff to identify and
prioritize needs; formulates cost estimates and develops implementation strategies.

Acts as first line supervisor for designated staff responsible for complex engineering work,
including interviewing and selecting ef-job applicants, training, overseeing work, and
establishing and evaluating appropriate performance standards in_accordance with
department objectives. Plan,-prioritize; assign,-supervise-and-review-the-work of -technical
staff-and--engineering-consultants-who -are-responsible-for-complex-engineering-work;
including the planning design process-and-construction of city public-works off-site projects.

Ensures employees, design consultants and contractors, adhere to established work

#8.

methods, techniques and schedules, and comply with applicable city and division policies,
procedures, standards and specifications; reviews needs with appropriate management
staff; allocates resources accordingly.,

Provide-or-coordinate-staff -fraining -and- development; -work - with--employees -lo correct
deficiencies:

Recommends and assists in the implementation of division goals, objectives, policies and

8:9.

procedures. Assists with the annual development and submission of business plan
measures. Prepares and presents monthly performance statistics and reports. Recommends
and implements approved policies and procedures.
Identify-opportunities-for-improving-service-delivery-methods-and-procedures; review-with
appropriate management-staff-implementimprovements:

Oversees and participates in the review of a variety of contracts, studies, plans, drawings,

specifications, maps, and related documents and contracts for public works projects
according to engineering standards and applicable city, county, and state laws, statutes,
codes, and regulations. Proposes and negotiates plan design changes. Provides revisions or
conditions of approval if necessarv,

Review--and--recommend--approval-of -plans -and - specifications, -designs, - cost- estimates;
environmental documents-and reports:

9.10.Participates in the procurement process, including researching materials, equipment, and

vendors, and assisting with specifications; participates in contract negotiation, preparation

es consultant, contractor, and vendor contracts to ensure compliance with project
budget and schedule, and assesses completeness of work, s-contractor-ticenses-and
eEnsures proper permitting.

Manag

111 Serves as Haison for the division with other city departments, divisions, public and outside

agencies and businesses. Represents the division in various committees and work groups,
Receives and responds to complex and sensitive issues, such as sensitive citizen inguiries or

2
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Engineering Project Manager (continued)

contractor claims against the city. Handles inguiries and complaints from start through
resolution in an efficient and timely manner.
Respond-to--and-resolve -difficult- and--sensitive- citizen- inquiries -and -complaints; - review
contractor-claims-against-the eity:

H-12 Provides responsible administrative and analytical support to an assigned division manager
or section supervisor; prepares and presents special reports and analyses as required.

13. Prepares applications and other documentation to obtain appropriate project permits, or
approvals from local, county and state authorilies.

-Represent-the-worleunit-at public-and-commitiee-meetings:

When-Assigned-to Land-Development

JProvide-or-coordinate-the -technical -review;and-recommend -approval;for-the-design-of-public

infrastructure including-sanitary sewer systems; flood control systems;readways-and-highways;
bridges and-traffic-control systems.

versee-the -coordination-of permitting-for-the-construction of-offsite improvements to-assure-that

construction-is--undertaken--by-properly--licensed--contractors--within--city - rights-of-way -and
casemoent:

{Iversee the-posting -of surety for construction-of offsite-imprevement-through-bonds; certificates of

deposit; occupancy holds-or special improvement districts.

Jeview-contractor's-licenses-to-ensure-that-all-propoesed-werk-in- eity rights-of-way-and casements

are-performed by properly licensed-contractors.
When-Assigned to Enginecring Design

1-Manage--consultant - engincering -contracts-—as--well-as—in-house-design-projects—to--ensure
compliance-with the project-budget-and-schedule;-and-the-aceuracy-and-completeness-of-plans;
special-provisions; cost estimates-and contract-documents:

2:Provide-design-support-to-the Construcion Management section-throughout-the-construction
phase of capital improvement projects; assist with-the review of contractor- claims-against-the eity-

3.Provide- or-coordinate-the-technical-design-and- review-for,-and-recommend -approval of;, the
design-of publicinfrastructure-including-sanitary-sewer systems; flood control systems; roadways

and-highways, bridges and trafficcontrol systems:

When-Assigned-to-Roadway-Planning

TPrepare-and- administer-the-city's-roadway-CIP-for both-Regional Transportation Commission
(RTC)-and-street rehabilitation-projects;y work-with-city-and-RTC staff-to-identify-and- prioritize
project needs;-formulate cost estimates and develop implementation strategies.

2-Prepare-monthly-agenda-items for-the RTCG- Board-of-Directors-for-the-approval-of -planning;
design-and construction-of RTC roadway projects.
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Engineering Project Manager (continued)

3Attend RTC planning-and-engineering -working-group-mectings-to-request-prioritization-and
funding-of-roadway--projeets-under -various-programs;-including -the-Regional-Transportation
Plan-Transportation-Improvement-Program;-Capital Improvement-Program,-area-wide-projects;

RTC Question 10-projects; and-the-State Transportation Plan:

4:-Make-application reguests-for-street-enhancement-projeets-to-both-the Nevada-Department-of
Transportation-and-the Federal Highway -Administration:

5.0versee-updates-to-the-city’s Mastor Plan of Streets-and - Highways.
6. Prioritize arterial street rehabilitation and reconstructon projects:
7:Manage-the-consultant statement of qualification-and-consultant selection-process.

When Assigned to Flood Contrel

1.Prepare-and-administer-the city’s -Flood-Control- CIP- for both- Regional-Flood-Centrel -District
(RFED) -and-nominal- drainage -projects; - weork- -with - eity - departments- and -division- staff- to
identify and-prioritize needs;-formulate cost-estimates-and-develop implementation strategies.

2:0versee-the-Stormwater-Quality-Management Plan-for-the -city -under-the - National - Pollutant
Discharge-Elimination--Systom -(NPDES), -coordinating- with- RFCD, - Nevada -Department--of

Environmental Protection;and-EPA.

3-Manage-and-update-FEMA's -Community- Rating--System-and -National-Flood--Insurance
Program-for-the city-of Las-Vegas.

4:Oversee-review-of technical drainage-studies-and-the-Flood- Control-CIP-for compliance with
federal-and-local-drainage regulations; coordinate with- RFCD-and-ether-governmental entities
as-needed:

5.Prepare-technical-drainage-studies-for neminal drainage projeets:

6.Perform-100-Year FEMA Floed Zone determinations.

7.Manage-field -surveys-following-flood -events; and- answer citizen complaints, concerns -and
inquiries:

When Assigne

ing-Division

1:Oversce-engineering-serviees-related to traffic-signal designs-and operations-through review of
plans:

2:Perform —analysis—to-—identify - hazardous - readway - conditions —-and-recommend--safety
mmprovements:

S:Oversee-the-preparation-of-special-provisions;-details specifications; -and- estimnates related to
traffic-engineering-projects-or-components-of other projects:

4
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Engineering Project Manager (continued)

4-ddentify-—the-application--and--testingof-Intelligent--Transportation-System - technologies;
ineerporate into-city-projects.

5-Coordinate-regional-projects-with-localjurisdictions:

&:Supervise-the-application-of -regional-transportation -demand-forecasting -models;-interpret
model-results-to-meet-the-needs-of-various-multimodal transpertation-studies; solve-modeling
problems;interface-with-users-of-model-and-enhance transportation GIS-capabilities.

7.Perform professional planning and technical work for-transportation-analysis including-traffic
simulation-modeling;--system-capacity-analysis,- statistical - data -analysis, - and- computer
programming;:

8.Evaluate-land-development and - transportation-projects-and programs,-and identify short and
long range transportation-system-needs:

When Assigned to-the Environmental Division

1.Oversee and participate in-the-design- of -wastewater - treatment-facilities including- lift stations
and water reclamation-plants.

2:Administer-and-participate-in-the-city’s-CIP for-the-maintenance-and-expansion-of wastewater
reatment facilities.

3.Represent -the -eity’s - interests--and--participate-in-meetings-of -regional -governing -agencies
including - the-Nevada- Department - of-Envirenmental -Protection,-Southern--Nevada-Water
Authority and Clean Water Coalition.

Marginal Functions:

1. Participate-in-the -development-and- administration- of assigned- division-or-seetion-budget;
forecast-additional-funds-needed-for-staffing-equipment-materials-and supplies;-direct-the
monitoring-of and approve expenditures; recommend-adjustinents as necessary:

2.1, Attends and participates in professional group meetings; stays abreast of new trends and
innovations in the field of engineering,.

.2, Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Operational characteristics, services and activities of a comprehensive civil engineering program
in the area of assignment.

Advanced terminology, methods, practices and techniques used in technical civil engineering
report preparation, especially in the area of assignment.

Advanced principles of mathematics as applied to engineering work.

5
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Engineering Project Manager (continued)

Recent developments, current literature and sources of information regarding civil engineering,

Materials, tools and equipment used in civil engineering.

Advanced techniques of developing, reviewing and modifying civil engineering plans, designs
and specifications.

Modern and complex principles and practices of engineering.

Principles of budget preparation and control.

Principles of supervision, training and development, and performance evaluation.

Pertinent federal, state and local laws, codes and regulations.

Modern office procedures, methods and computer equipment and software.

When assigned to Gapital-Preject-ManagementCity Engineer Division: Engineering design and
construction guidelines and reguirements including Clark County Uniform Standard
Drawings and Specifications, American Association of State Highway and Transportation
{(AASHTOY standards, the Manual on Uniform Traffic Control Devices (MUTCD), the
Design _and Construction Standards for Wastewater Collection Systems (DCSWCS),
surveying principles and standards, the evaluation of geotechnical data and reports, and
construction material testing results.

When assigned to Flood Control: Engineering software related to flood control engineering, such
as HEC-1, HEC-RAS, WSPG, Culvert Master, Flow Master, ArcGIS, AutoCAD and other
industry standard drainage software.

When assigned to the Traffic Engineering Division: the Manual on Uniform Traffic Control
Devices (MUTCD); the American Association of State Highway and Transportation Officials
(AASHTO) standards; traffic modeling software.

When assigned to the Environmental Division: Environmental regulations and requirements
pertaining to water pollution-control: wastewater treatment or water treatment plant desien.

When-assiened -te-Sanitary-Sewer-Planning:- Engineering-puidelines-including - The -Desien-and
Construction—Standards-for-Wastewater-Collection - Systems —(DCEWCS)—and - Uniform
Plumbing-GCode-UJPC)-lindustry-software-including-AreGIS,-FlowMaster; and InfoSWMM:

When--assigned--to-Readway-Planning:-Clark--County--Regional - Transportation- Comiunission
standards-policies-and-procedures;-knowledpe-of Transportation-Improvement - Program,
Capital-mprevement Program;-area-wide projects; State-Transpertation Plan, Master Plan-of
Streets-and-Highways,-and-City-code:

When-assigned-to-Pevelopment-Goordination: -Master-Plan-of Skrects-and-Highways, Gity-Codes
and-Ordinapces,-Clark -County-Uniform-Standard -Drawings-and-Specifications;-property
entitlomenkprocess,

Abilitv-to:Skills in:

Manage-and-coordinate-the work-of professional;-technical-and elerieal persennck

Interpreting,; and-applying and enforcing pertinent federal, state and local laws, codes, rules and
regulations, and policies and procedures.

Manage-and-administera-comprehensive-capital improvement “programm:

Managelarpe-and-complex-civil engineering projeets-in-the-area-of

Eﬂsufe@rejeet{amplmmwﬁhﬂppmpﬂatewfeéem}wstawmmm&eed%aﬂdaeguhﬁeﬂs
and M}?&'G]@Gt specaﬁea&en&deadlme&aﬁd»badget%&aiﬂt&

Revmwmb and developing designs, plans long range capital improvement plans and
specifications.
Enforce-complianee-with-pertinentlaws-and-regulations:

6



CITY OF LAS VEGAS
Engineering Project Manager (continued)

Resolvinge regulatory, public relations and systems design questions.

Exercisinge professional engineering judgment to achieve results consistent with objectives.

Prepare-complex;-comprehensiverspecializedreports:

Operatinge computer-based engineering systems.

Meeting critical deadlines.

Managinge multiple assignments.

Producinge written documents with clearly organized thoughts using proper sentence
construction, punctuation, spelling and grammar.

Defininge issues, collecting and analyzinge pertinent data, identifying alternative solutions,
recommendations, and implementing approved solution in support of goals,

Working independently with minimal supervision.

Usinge initiative and independent judgment within established guidelines.

and-procedures.
Communicateing clearly and concisely, both orally and in writing.
Establishing and maintaining effective working relationships with those contacted in the course of
work.
Maintain effective audio-visual discrimination-and-perception needed-for:
e MG G- OB SCFORHONS]
e COPIRUARCAN NG T0TEN-0hCYS;
e REATHQ- AR -wrriting; and
e O pervating-assigned-equipment
Maintain mental capacity-which-allows-the capability of:
-Making-sound decisions;
fective-interaction-and communication-with others; and
- Denonstrating-intellectusd-capabilities.
Maintain - physical - condition -appropriate—to--the--performance of -assigned - duties and
responsibiliies- which-may include the-fellowing:
e SiHNG, StANAING and-walking for-extended periods of time; and
eI perating - assigned equipment:

Experience and Training Requirements

Experience:

One year of professional (post-license) civil engineering experience in one or more of the
following areas, depending on assignment: sanitation—sanitary sewer planning,

transportation planning, roadway planning, design, flood control engineering or traffic
engineering,.

Training:

Bachelor’s degree from an accredited college or university with a major in civil engineering,
or a field closely related to the essential functionsA-combination-of-formal education-and
direetly related-work-experience may-substitute-for the-degree,



CITY OF LAS VEGAS
Engineering Project Manager {continued)

May substitute combination of equivalent education and experience. The city assesses 1.5
vears of fulltime related experience as equivalent fo one year of education.

License or Certificate

Possession of a valid certificate of registration as a licensed civil engineer in any state on the date
of application, and acquisition of certificate as a licensed civil engineer in the state of Nevada
within six months of the date of appointment, and maintenance thereafter.

For Tratfic Engineering assignments: Possession of a Professional Traffic Operations Engineer
certification from the Transportation Professional Certification Board, Inc., is desirable.

WORKING CONDITIONS

Environmental Conditions

Locatzon Field, offlce and construction site environments,:

conductmg site inspections.

Physical Conditions:

Essential and marginal functions require:

Maintaining physical condition appropriate to the performance of assigned duties and
responsibilities which may include the following:
o Walking, standing or sitting for extended periods of tine;
- Moderate liffing; and
- ... Operating assigned equipment and vehicles.
Maintaining effective audio-visual discrimination and perception needed for;
- Making observations;
e Communicating with others;
L Reading and writing;
- Distinguishing colors and shapes;
- Operating assigned equipment; and
- Usine draftine tools and materials,
Mdmtammg montal capacity which allows the capability of:
= Making sound decisions;
e Effective tnteraction and communication with others; and
- . Demonstrating intellectual capabilitics. ¥ssential and-marginal functions-may require
mamtammg physmal condition necessary-for sitting-standing;-walking;-bending; and stooping for
prolonged-periods of Hme.

ARBSEGAL
REV 6/8/066/13/11 GSB‘%”%I ‘
FLSA: exempt; City: nonexempt Segal 07/12,




CITY OF LAS VEGAS
CLASSIFIED

ENGINEERING TECHNICIAN 1
ENGINEERING TECHNICIAN 11

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

DEFINITION

To-plPerforms a variety of technical work involving civil, traffic, mechanical and environmental
engineering; to performs duties involved in -drafting, maintaining GIS data, developing cost
estimates, engineering plans research, plan review, field inspection, data gathering and customer
assistance; and to provides assistance to professional and technical level engineering staff.

DISTINGUISHING CHARACTERISTICS

Engineering Techmician I~ This is the entry-level class in the Engincering-Technician-series-—This
class-is-distinguished-from-the-Enginecering-Technician-I-by-the-level-of-technical -knowledge
and-skill;-the-level of responsibility-assumed-and-the-independence with-which-employees-are
expected-to-perform. - Initially -under- close - supervision, - incumbents - learn-to--perform--the
essential-functions of the classification; governed-by-the-applicable-city-policies and-procedures:

-As-experience-is-gained;employces-are -permitted-greater-independence-within-established
guidelines. - This-class -may-be-used-as-a-training-class;-wherein-employees- may-need-only
limited- or-no-directly related-work-experience-or-the-class-may-contain-positions-wherein
employees-perform-routine-tasks-on-a-permanent-basis, and-therefore-remain-at-an-entry level
This-class-is-distinguished-from-the -Engineering -Technician-1l-by-the-performance-of the-more
routine-tasks-and-duties-assigned-to-positions-within-the-series- including-drafting; maintaining
15 -data;-developing-cost-estimates;-engineering-plans-research;-customer-assistance;,-updating
maps; making -basic caleulations;-and-performing a-variety- of engineering studics.

Enginecring Technieian 11— This is the full journey level class within the Engineering Technician
series. Employees are fully competent to independently perform the full range of duties as
assigned, including-handling-all-aspects—of-assigned counter,-design-and-drafting—worls—a
variety-of-engineering-studies;-plan-review-field-inspection-and-data-gathering—Employees at
this level receive only occasional instruction or assistance as new or unusual situations arise,
and are fully aware of the operating procedures and policies of the work unit. Pesitions-in-this
class-are-fHexibly-staffed-and-are-normally-filed-by-advancement-from-the-entry-level-when
filled-from-the-outside,selected-candidates-have-prior-expericnce:



CITY OF LAS VEGAS
Engineering Technician I/H (continued)

SUPERVISION RECEIVED AND EXERCISED

Engineering Technician 1

Receives immediate supervision from higher level engincering staff:
May receive functional and-technical supervision from-a 5r. Engineering Technician.

Engineering Technicianil

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

-May receive functional and technical supervision from a Sr. Engineering Technician_or higher
level staff.

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

Tssential Functions:

1. Researches information for assigned projects and as requested by engineering firms,
contractors, developers, government agencies and the general-public; prepares and reviews
applications _and _other documentation; provides information and requested data;
reproduces design drawings upon request; maintains information for billing purposes;
collects fees for reproductions; produces documents for project committee groups and
public meetings.

2. Receive Provides engineering records management, including collecting designs, drawings,
maps,and plans and other related documentation,; reviewing for accuracy and comphance,,
interpret-ecatalogue,—indexing and assigning file numbers;, scanning d
maintaining electronic and paper files and reference systems. engineering drawing files and

the-drawing -scanning- and-retrieval-system;-maintain-cross reference card - system; update

and-revise drawings, maps-and-plans.

3. Compiles, reduces, interprets and applies field notes and rough technical data to complete
Perform skilled drafting for-engincering-projects-including readway,-flood-control; sewer;
traffic signal and road markings;drafting, drawings, plot plans, profiles, elevations and
improvements; assists engineering staff in preparing engineering designs, maps, drawings,
specifications and project estimates.

4, Iﬂvcsiigates and responds to inquiries from other city staff and the public, including
engineers, developers, and priv, izens. Provide-information-to-the -public, contractors
and-consultants regarding strect, traffic engineering-and-related information.

5.Compile; - reduce, - interpref-and--apply--field -notes-and- rough tochnical - data -to-complete
reliminary-drawings; plot-plans, profiles,clevations-and-improvement-of -sewers; streels;
5 P p



CITY OT LAS VEGAS
Engineering Technician {11 (continued)

water--mains--and--related-publie-works--projects; -prepare —all--necessary —engineering
calculations:

6:.Prepare preliminary -and-finished- drawings using civil, structural; mechanical;-and-electrical
engineering-and-instrumentation-principles.

7.5, Participates in a variety of engineering studies; conducts research and analyzes complex
technical data; reads and interprets engineering data; performs site visits and audits; writes
statistical and narrative reports and presents findings to citizens and committee groups.

8.6, Performs complex calculations to determine angles, elevations and volume; assists in

preparation of project budgets and cost estimates; calculates fees and project costs; submits
billing information.

9.7, Operates computer equipment using software packages such as GIS and AutoCAD to
produce engineering drawings and exhibits; updates geographic information systems (GIS)
database.

10:8.  Gathers, analyzes, records, and maintains a variety of project data to assist engineers
with project management activities, and provide general information to the public;
maintains and updates databases; and prepares a variety of reports and exhibits for
management and public viewing Perform-a-variety-of-related-office -or ficld-tasks-to-gather;
analyze -and--record - -data--and - otherwise--assist-engineers-in- the - preparation--of - bid
specifications or construetion-design-specifications.

9. _Attends various meefings to represent the division, Records minutes of meetings for project
files; distributes documents to contractors, staff, and other city departments.

11Perform -studies-to - determine -focations -of - traffic control - devices;-monitor-tratfic-flows;
identify -hazardous-locations;-evaluate-traffic-aceidents;-reports; -and related -data; make
written-recommendations for changes to-existing traffic control devices; explain-information
to-citizens-and-comumitiee groups:-

12.Maintain records on-labor and material cests-for-traffic-construction-projects; calculate and
coordinate billing transactions with Finance; maintain records on-accidents-and -construction
parking perinits.

13-Prepare-traffic-signal-intersection status reports;-monitor-signal-systems computer-console;
inform other jurisdictions of signal-incidents-or-concerns; obtain signal iming information from
system-database; input-signal data into transportation computer modeling programs;-assist-in
performing compuierized traffic signal and-transportation-modeling:-

M4-Assist-in-the-preparation-of -Seuthern-Nevada Public- Land -Management--Act-(SNPLMA)
applications-for public-trails and-open-space.

10. Generates_and monitors work orders for new and existing plans to ensure timely and
accurate completion of work.

:Maintain_s a technical library of information.

3



CITY OF LAS VEGAS
Engineering Technician I/II (continued)

drawings that reflect completed or modified facilities;-including-plot plans; motor-control
center--wiring - diagrams;-plant - piping - plans, - clectrical -schematies -and--process-and
instrumentation drawings.

17:Prepare-and maintain accurate-engineering records:

Marginal Functions:

1.--May-perform purchasing activities for-the work-unit:

2.1, Performs related duties and responsibilities as required.

QUALIFICATIONS

Engineering Technician 1

Knowledge of:

Basie-tl'erminology, methods, practices and techniques of drafting and computer aided design.
BasietTrigonometry as applied to the computation of angles, areas, distances and traverses.
Modern office procedures, methods and computer equipment.

Techniques and practices of civil or traffic engineering planning and design or waslewater

agsignment.

Applicable engineering design standards in area of assignment.

Materials, methods and technigues of modern construction.

Applicable laws, regulations, codes and department policies governing assigned engincering
duties.

Basic safety procedures when working in roadway,

AbihtymSkﬂlS in:

Learnto-ulUnderstanding and reading engineering and construction plans and specifications.

Learn-Applying applicable laws, regulations, codes and department policies governing assigned
engineering duties.

bearn-Using traffic count software to perform traffic studies.

Learnr bBasic safety procedures appropriate for working in the roadway.

Meeting deadlines.

Organizinge assignments.

Communicatinge clearly and concisely, both orally and in writing.

Establishing and maintaining effective working relationships with those contacted in the course
of work.

Communicating tactfully with contractors, engineers and property owners.
Using algebraic formulas, trigonometry tables and statistical mathematics to accomplish the level
of work described herein.
Maintain effective audio-visual diserimination and perception needed-for:
4




CITY OF LAS VEGAS
Engineering Technician-1/H (continued)

- Making obseroations;
e CONBRUBTCAENG WHT-OtherS}
- Reading and writing; and
o Operating assigned equipnient.
Maintain mental capacity which-allows-the capability- of:
e Malang sound decisions;
e Eiffoctive-interaction-and communication-witlothers; and
- -Deonstrating infellectual capabilities:
Maintain--physical--condition -appropriate -to--the—-performance--of - assigned-duties—-and
responsibilities-which may-inelude-the following:
S tAR AN G w0alking and sitting-for-extended periods of time; and
e Chpevating assigned equipment.

Experience-and-TrainingRequirements

Six months of technical civil-engineering-experience-in-drafting; - design, -or -traffie. - One
college-or-vocational-school computer-aided drafing (CAD)-course-may-be substituted for
the werk-experience. '

Engineering Technician 11

In-addition to the qualifications for Engincering Technician-I:-
Knowledge of:-

Techniques-and -practices -of -civil- or traffic -engineering-planning -and- design-or -wastewater
freatment - plant - maintenance;--or--wates- or--wastewater - treatment; - depending --on
assigriment:-

Applicable engincering design standards-in-arca of assignment:

Materials, methods and techniques-of modern-construction.-

Terminology, methods; practices-and techniques-of drafting-and computer aided-design.

Trigonometry-as applied-to the-computation-of-angles, areas, distances and-traverses.

Applcable laws, regulations; codes and department-policies-governing -assigned engincering
duties.

Basic safety procedures when working-in-roadway:

Ability to:

Apply-pertinent state-and-local policies; procedures; laws; codes and regulations:

Understand and read enginecring and construction plans-and specifications.-

Communicate tactfully with-contractors, engincers-and-property owners.

Use algebraic formulas; rigonometry-tables-and statistical mathematies to accomplish-the level of
work-described herein.

Operate equipment-used-in-traffic studies

Use traffic count-software and equipment proficiently.

Experience and Training Requirements

Experience and Training:




CITY OF LAS VEGAS
| Engineering Technician I/lI (continued)

Two-yearsSix_months of technical civil engineering experience in drafting, design, or
traffic. One college or vocational school course in survey,-advanced-drafting-tratfic-design;

traffic operations-or-an area related to assignment may be substituted for six-menths-ofof
the work experience,

WORKING CONDITIONS

Environmental Conditions:

Location: Field and office environments,;

Hazards: eExposure to computer screen and inclement weather conditions; work in and near
roadways.

Physical Conditions:

Essential and marginal functions require:

Maintaining physical condition appropriate to_the performance of assigned duties and
responsibilities which may include the {ollowing;:
-~ Walking, standing or sitting for extended periods of time;
o Moderate ifting; and
- Operating assigned equipment and veltcles,
Maintaining effective audio-visual discrimination and perception needed for:
- Making observations;
- Communicating with others;
o Reading and writing,
= Distinguishing colors and shapes;
- Operating assigned equipment; and
e~ Using drafting tools and materials,
Mamtdmm,q mental capacity which allows the capability of:
= Making sound decisions;
e Lffective interaction and communication with others; and
- Demonstrating infellectual capabilities.
Essential -and- -marginal functions may- require-maintaining -physical-condition necessary - for
sitting, standing and walking-for prolonged periods of time:

SMMSEGAL

REV 3/30/075/4/11[formerly Engineering Technician I and II (X)]
FLSA & City: nonexempt
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CITY OF LAS VEGAS
CLASSIFIED

INFORMATION TECHNOLOGIES TRAINING SPECIALIST

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

DEFINITION

To-dDevelops, coordinates, and directs training programs for city of Las Vegas software systems;
to-maintains accurate records of each training program offered; to-monitors the attendance of each
employee; and to-researches and develops additional training courses as necessary.

SUPERVISION RECEIVED AND EXERCISED

Receives general-direction from -the assigned Information Technologies Manager and higher
level management staff. Director-Information-Technologies.

Receives-functional--and - technical -supervision-from- City - Manager's-Office,-Administrative
Officer;

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

Essential Functions:

1. Develops materials for training programs-as-required; presents training course material in a
classroom setting; oversees and supports computer-based training courses; monitors
employees in_online training programs; develops on-the-job training lessons;-and-copy
allowable-audio-visual-materials for-future use,

2. Researches and develops proper training vehicle/media for optimal training; work
coordinates with applicable user departments to include relevantative business processes in
training material; assists with software testing as it relates to the development of computer-
based training; :

2--write-and-conductneeds-assessment-for-future fraining programs.

3. Coordinate training classes; compose-and-distribute-anmouncements regarding, classes; reserve
and--schedule--facilities-to-hold-courses -and - coordinate instructors-as-neeessary-Schedules
training classes; distributes training ammouncements and calendar; coordinates fraining
logistics including securing facilities and instructors as needed; produces and distributes
certificate of completion to employees.

4. Maintains training records including database records via Oracle Training
AdministrationLearning Management and other online training applications.




CITY OF LAS VEGAS
Information Technologies Training Specialist (continued)

Moniteremployees-in self-study programs

5, _rmMaintains training materials library.

6. Collects, compiles and analyzes information from various sources on a variety of specialized
topics related to system training issues; prepares reports which present-and-interpret-data-and
identify-alternatives; makes recommendations as to the most effective mode of training,.

7. Participates in enterprise software teams; attends meetings and conferences to stay up to date
on technology changes.
Essential-Functions:

8. Participates with project managers_and department managers and supervisors to identify

organizational needs, new technology, newly identified training concerns; develops training
to address such needs.

9. Answers training related questions as necessary; maintaing a FAQ page on the city intranet in
order to communicate more effectively; modifyies training classes based on commonality of
questions._

10.Create;post-and-distribute-monthly-training-calendar;-produce-and-distribute-certificates to
employees-whe-complele-training classes:

Marginal Functions:

1. Maintains a variety of automated and manual logs, records and files.

1.2. Attends and participates in professional group meetings; stays abreast of current trends,
programs and innovations in the field of employce software training and-development,

2.3, Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Various enterprise software applications, such as Oracle, Hansen, and Class.

The Microsoft Office product suite.

Modern training principles, methods and techniques used in adult education.

Group dynamics and human behavior.

Principles and practices of conducting technical training needs analysis.

Techniques of curriculum planning, development and evaluation.

Basic methods of research and program analysis.

Methods and techniques of report preparation.

English sentence structure, usage, spelling, grammar and punctuation.

Modern office procedures, methods and common office hardware and software, including word
processing, spreadsheets and presentation.

2



CITY OF LAS VEGAS
Information Technologies Training Specialist (continued)

Principles and procedures of record keeping.
Pertinent federal, state and local laws and regulations.

Skills in; Ability to:

Learning new enterprise software applications as they are brought online, as necessary to perform
essential functions

Learning the organization and operation of the department and the software training needs of the
City as necessary to assume assigned responsibilities

Ahil}i}{.tg

Instructing adults in a classroom setting.
Usmge m1t1at1ve and mdependent }udgment wrthln established gurdelmes

sound recommendations, and implementing approved solution in support of goals.
Demonstratinge respect and sensiﬁvity for cult-ural differences
backgrounds.
Producinge written documents with clearly organized thoughts using proper sentence
construction, punctuation, spelling and grammar.
Communicatinge clearly and concisely, both orally and in writing,
Establishing and maintaining effective working relationships with those contacted in the course of
work.
Maintain mental capacity which-allows the capability of:
-—-Maling-sound-decisions;
—Effeetive tnteraction-and-conmunication-witl-others-and
~Demonstrating intellectual-capabilities.
Maintain effective audio-visual discrimination and perception needed for:
—Making observations;
e OTRURTCR NG - Wit -0 thers;
—Reading-and-writing;and
—Operating assigned-equipmert.
Maintain --physical - condition--appropriate —to-the-performance --of —assigned--duties —and
responsibilities which-may-include the following:
—Walldng,-standing and-sitting-for- extended periods of tiwne;-and
- Operating assigned equipment

Experience and Training Requirements

Experience:

Two years of experience developing and delivering adult training-experience.



CITY OF LAS VEGAS
Information Technologies Training Specialist (continued)

Experience with Oracle Applications, Oracle Learning Management, Purchasing; Hansen or
Class software applications highly desirable. Enterprise software implementation experience
is desirable.

Training:

Bachelor's degree from an accredited college or university with major in education,
psychology, socioclogy, public administration, business administration, or a field related to
the essential functions. A-combination-eof-formal-education-and-direetdy--related--work
experience-may-substitute-for-the-degree:

May substitute combination of equivalent education and related experience. The city assesses
1.5 years of fulltime experience as equivalent to one year of education.

WORKING CONDITIONS

Environmental Conditions

Location: Office and classroom environments;.
Hnzards: eExposure to computer screens.

Physical Conditions

Essential-and-marginal- functions may-require-maintaining physical condition necessary-for sitting
and standing-for-prolonged-periods-of time:Issential and marginal functions require:

Maintaining physical condition appropriate to the performance of assigned duties and
responsibilities which include the following:
e Walking, standing, or sitting for extended periods of time, and
e Operating assigned equipment,
Maintaining effective audio-visual discrimination and perception needed for:
- Making observations,
- Communicating with others;
- Readine and writing; and
-- Operating assioned equipm
aining mental capacity w
e Muakine sound decisions,
.. Effective inferaction and conumunication with others, and
= Demonstrating infellectual capabilities.

enf,
h allows the capabi

ARBSEGAL
NEW-6/7/05REV 5/10/11
FLSA & City: nonexempt
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CITY OF LAS VEGAS
CLASSIFIED

JUDICIAL ENFORCEMENT OFFICER 1
JUDICIAL-ENFORCEMENT OFFICER It

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

DEFINITION

‘Fo-assist-and- participate-in-the-development-and--implementation-of -the-judicial-enforcement
program-within-the-Municipal-Courti-and -to-perferm-a-variety-of -technical - tasks--relative -to
assigned-arcas of responsibility-Performs a variety of technical tasks relative to non-compliant
defendents, enforcing payment of court ordered monetary sanctions. Contacts defendants to
create and enforce payment plans, answers questions, and monitors payment progress, Processes
payments and maintains accounts. Makes adiustments based on court orders.

DISTINGUISHING CHARACTERISTICS

Judicial Enforcement-Officer-I: This is the entry-level class-in the Judicial Enforcement Officer
series.—This-class-is-distinguished-from-the-Judicial Enforcement Officer 11 by -the-performanee
of-the-more-routine-tasks-and-duties-assigned-to-pesitions-within-the series-This-elass-may be
used-as-a-training-class; wherein employees may-need-only limited or no-directly-related-work
experience;-or-the-elass-may-contain-positions-wherein-employees-perform routine-tasks-on-a
permanent basis; and-therefore remain-at-an-entry-level:

Judicial -Enforcement Officer -IX:-This is the full journey level class within the Judicial
Enforcement Officer series. “Fhis-class-is distinguished from-the Judicial-Enforeement Officer-1
by-the performance of the-full range-of-duties-as-assigned-—Employees at this level receive only
occasional instruction or assistance as new or unusual situations arise, and are fully aware of
flexibly staffed-and-are normally-filled-by-advancement-from the entry level when- filled from
the-outside; selected candidates have prior-experienee:

SUPERVISION RECEIVED

Judicial Enforcement Officer I

Receives immediate- supervision-from-higherlevel staff:

Judicial Enforcement-Officer 1}

Receives general supervision from the Judicial Enforcement Supervisor, or higher level

management staff-or-Murnicipal- Court-Judges.




CITY OF LAS VEGAS
. Judicial Enforcement Officer I/4Y-(continued)

Receives functional and technical supervision from the Sr. Judicial Bnforcement Officer,

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

Essential Functions:

1. Participates with management, judges, courtroom staff, court marshals and attorneys in
evaluating, enforcing and resolving the payment of monetary sanctions by defendants, the
enforcement-activitios-of-the-Municipal-Court-by -enforeing -court-ordered-compliance-and
collecting-court-imposed-fines:

z~--Contacts defendants in person, by telephone or through written correspondence to set up
payment plans_and ;-answer-questions; -provide-information,-explain-procedures;make
adjustments--to-installment-plan,~monitor payment progress-of--enforcement-efforts-and
caleulate -payeff -amounts;-refer- defendants - to-the -work--program-—or-community - serviee
program-when-appropriate, maintaining-close-contact-with-program-staff-to-menitor-progress.

3:2. Responds to inquiries in a courteous and assertive manner; explains procedures and provides

information within the area of assipnment; resolves complaints in an efficient and timely
manner.

3. Conducts financial reviews with defendents and DPdetermines defendant’s ability to pay-and
eligibility -for-installments-payment-of -fines;; negotiates_installment plans based on court
policy; participates in adjusting installment plans as necessary, including offering settlement;
or lowering monthly payments; authorizes continueances, refers defendant to work program
when appropriate; determnine-defendant's-willingness-to-comply with-court orders-and-refers
non-compliant defendants cases those-unlikely-to-comply-to the court-appropriate marshal
unit,

sverify-the validity-of-a-warrant, refer-to court marshal unit for the-arrest-of-the defendant-and-

4. aAssists-in-locating-Locates non-complaintthe defendants; using a variety of search methods,
which may include subpoenaing public utility companies for information and searching
various directories, public and government websites, on-line databases, credit bureau and

4.5, Maintains strict confidentiality regarding defendant cases, credit bureau reports and criminal
justice information received from law enforcement databases. -if necessary:

4. Counsel -defendants -at -the front -counter,— defuse--veolatile-situations-and - resolve -issues--of
contradictions

5-Authorize-case-continuances -and- enforcement-of - court-imposed- sanctions- based -on-judieial
guidelines.

5.6. Processes payments and returned checks-; ehecks-received-in-the-daily-mail;-enters data into

reinstates warrant status in accordance to court policies and procedures; corrects court

2



CITY OF LAS VEGAS
Judicial Enforcement Officer I/H (continued)

records when discrepancies are found based on court policys precess-returned-cheeksreceived
from-the-City-Freasurer’s-Office.

6.7. Enters, updates and retrieves data from a variety of databases and computer systems,
including law enforcement databases; generates reports. Operate court-computer-programs-{o
update-and-retrieve-data-and-generate reports:

8.Access-a-variety--of-computer-systems-to -gather-data -about-defendants; such--as-traffie-and
crizninal-violations;-home-address-property-owned--and-eredit-reports;-maintain-knowledge -of
systems-such -as-Criminal-Justice -Information-System -(CJ15),-Shared -Computer- Operation-for
Protection-in-Enforcement system {SCOPE), Nevada Criminal Justice Information System-(INCHS),
Property-Assessor, Department-of Motor Vehicles;-and-others; so-thatvequired-information-can-be

gathered:

9Respond-to-judicial-inquiries regarding the status-of cases-and-to-locate defendants-
Prepares-avariety-of periodic statistes-and reports-as-reguested:
Enforcment Unit to enforce monetary sentence compliance; all- facets of the court-installment
payment-program;--stays abreast of ghg__r_}ggg_s_g______i;]____e—u—rrent—-----collection processes and court
procedures-and-assist-othercourt employees-with-adherence to-current procedures.

collection-ageneies:

21-Respond to correspondence received-from-other jurisdictions:

Marginal Functions:

1-May-assist--in-the-training-of-new-employees-in-cowrt-collections-procedures;—methods--and

techniques;and-in-the-use-of courtand-other-ageney computer systems:

1. May assist in_the fraining of new employees in court collection procedures, methods,
technigues and procedures.

2. Responds to correspondence received from other jurisdictions.

3. Testifies in court as necessary.

4, Participates in resolving case issues with external collection agencies.

1;-;5»_,___5erformg; related duties and responsibilities as required.

QUALITFICATIONS

Judicial-Enforeemeni-Officer-1

Knowledge of:



CITY OF LAS VEGAS
Judicial Enforcement Officer I/1X- (continued)

Basic-accounting standards-and-procedures:
Effective-telephone-techniques:
Operation-of-a-personal-computer-including commeon-office software:
Basic arithmetic-prineiples:

Techniques for keeping detailed records.

General-office-procedures:

Business English-grammar;-spelling-and-punetuation:

Business letter writing technigues.

Techniques-forreport-preparation:

Ability to:

Meet-established-deadlines.

Learn Las-Vegas-Municipal-Court-policies-and procedures:

Learn-law-enforcement policies and procedures:

Learn-Las-Vegas-Municipal-Gode:

Learn judicial enforcement-and-collection-procedures.

Learn-to-access-a-variety-of specialized law-enforcement and related computer systems.
Learn-to-use-a-variety-of court-and commercial software-and mainframe programs:
Learn-to evaluate financial information:

Learn-to-negotiate payment-agreements.

L@a-m—-»te—--i-ratewiew-eﬁee—tively»--to th-ain—rfriﬂaﬂeia—lrrinfer—mart—ien—

laws.
Exercise-goodjudgment and make sound- decisions in sensitive situations:
Effecthively-communicate-with-uninformed;-stressed;-upset;-and-irate -defendants-in- potentially
confrontational situations:
Make-arithmelic computations-aceurately-and-rapidly-
Understand-and-follow-oral-and-writtenr-instructions:
Communicate-clearly-and-concisely, both-orally-and-in-writing:
Establish-and-maintain effective working relationships-with-the public-and fellow: @mpleyoos

Experience and Training Requirements

Experience:

One-year-of-professional-revenue -collection experience--in -a-ecourt judicial-enforcement
program;-finaneial institution; collection-agency; retail company-or-government-agency;

OR

Tweo-years-of-inereasingly-responsible-experience-within- the-Las-Vegas-Municipal Court;
including one year-of experience interacting-direetly- with-defendants-either-in-a-courtroom
or-at-the cashiering counter;

Bquivalent to-graduation from-high-school-supplemented-by-college level-course-weork-in
eriminal-justice; business-administration or-a-closely related field.



CITY OF LAS VEGAS
Judicial Enforcement Officer I/1 (continued)

Judicial Enforcement Qfficer-11

Inradditionto-the qualifications for Judicial Enforcement Officer

Knowledge of:
Effective telephone techniques.
 Operation of a personal computer; including common office software.
Basic arithmetic principles.
Techniques for keeping detailed records.
CGeneral office procedures.
BUSiHLSS Enpliqh grrammar, spelling, r and punctuation.

T Lchmqugs for report Dl(_Dalatl()ll._
Operations, procedures and activities of a court judicial enforcement program.

Methods and techmques of conflict resolution.

Techniques of evaluating financial information.

Techniques of negotiating payment agreements.

Techniques of interviewing effectively to obtain financial information.

Generally accepted collection practices and procedures.

Federal, state and local laws, statutes and ordinances as they pertain {o collection programs.
Las Vegas Municipal Court policies and procedures.

Las Vegas Municipal Court Work Rules

Law enforcement policies and procedures.

Judicial enforcement procedures.

A variety of specialized law enforcement and related computer systemns and databases.

Ability+oSkills in:

Maintaining confidentiality.

Meeting established deadlines.

Exercising good judgment and make sound decisions in sensitive situations.
Bffectively communicating with uninformed, stressed, upset, and irate defendants in potentially

confrontational situations.
Understanding and following oral and written instructons.
Communicating clearly and concisely, both orally and in writing.
Establishing and maintaining effective working relationships with the public and fellow

employees.
Working independently without direct supervision.
Working effectively with other court staff, law enforcement personnel and Municipal Court
judges.
Explaining and enforcinge Las Vegas Municipal Court and city laws, ordinances, policies and
procedures.
Operatinge a variety of court and commercial software and mainframe-case management
o Pprograms. ‘
Make computations-accurately-and rapidly.

Experience and Training Requirements




CITY OF LAS VEGAS
| Judicial Enforcement Officer I/} (continued)

Experience:

Twe-years-of-increasingly-responsible-professional-eeHeetion-experience-in-a-court-judicial
enforcement-program:One year of collections experience or two years of increasingly
responsible court support experience,

Training:

Associate's degree or two years of college-level course work Equivalentto-graduation-from
high-school-supplemented-by—eollege-level-course--weork-in criminal justice, business
administration or a closely related field._

May substitute combination of equivalent education and related experience. The city
assesses 1.5 years of fulltime experience as equivalent to one year of education,

License or Certificate

Must obtain applicable level of National Criminal Justice Information System (INCIIS) certification
and/or training within 6 months of the date of appointment and maintain proficiency as needed.

WORKING CONDITIONS

Environmental Conditions:

Location.- Office and courtroom environments.;
—elxposure to computer screens;; exposure to and-petentially-hostile and aggressive

Hazards: .
ndividuals.

Physical Conditions:

Essential-and--marginal-funetions-may-require-maintaining -physical-condition-necessary-for
standing-and sitting-for prolonged periods-of timejlight to-moderate Jifting:
Essential and marginal functions require;

responsibilities which include the following:
— Whalking, standinge, or sitting for extended periods of time;
- Light to moderate [ifting, and
— Operating assioned equipment.
Maintaining effective audio-visual discrimination and perception needed for:
e Malking obsereations;
- Communicating with others;
- Reading and writing; and
e Operating assigned equipent.
Maintaining mental capacity which allows the capability of;
-=.....Making sound decisions;
e LEffective interaction and comumumication with others, and

6
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Judicial Enforcement Officer I/11-(continued)

-~ Demonstrating intellectual capabilities.

ARBSEGAL
REV 5/3/01{formerly-Gollections- Officer)0/13/2011 [formerly Judicial Enforcement Officer L and
L (X)] '

FLSA & CITY: nonexempt

5B:--8/8/01
Segal 08/11/10




CITY OF LAS VEGAS
CLASSIFIED

JUDICIAL ENFORCEMENT SUPERVISOR

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

DEFINITION

To-supervise,-assign-and-review-the-work-of-staff-responsible-for-the-Municipal-Court-judicial -
enforcement—programy-to-oversee-and--participate - in-enforcement--of -court-ordered-sentenee
comphance;-and--to—perform-—a—variety—of —technical--tasks—related --to -assigned-—area--of
responsibility.Oversees the work of staff responsible for enforcement of court ordered sentence
compliance. Coordinates and evaluates programs for the collection of delinguent fines and fees.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the assigned division manager and higher level management staff,

Municipal Courtjudges, Court Administratorand Seeurity-&-Enforcement-Manages:

errcises diru:t suporvi@ion OVEE- pmf@ssiona! staff: Acts‘ as a formal '-;upervisor exercising direct

pelf(n mance, and par t1(.1paimg in the d:{scmhne and tu mma‘aon of emplovees.

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

Essential Functions:

1. Plans, prioritizes, assigns, reviews and supervises the work of staff responsible for
enforcement activities of the Municipal Court through the judicial enforcement program.

and selg%ct1ng of job apphcants, t] ammg, ovuseemg wmk, and estabhshmg and cvalganng
appropriate performance standards in accordance with department objectives.

2:3. Develop;+ecommend -and--assist-in-the--implementation-of -goals-and--ebjectives;-develop;
recommend-and-implement-policies;-procedures; new-enforcement-programs-and-technigues
and-revise-existing-ones:Recommends_and assists in_the implementation of division goals,
objectives, policies and procedures. Assists with the annual development and submlssion of
business plan measures. Prepares and presents monthly per
Ruommends and implements approved policies and procedures,

34, Establish-schedules-and-methods-for-providing-appropriate-services;-identify-resource needs
and-review-needs-with—-appropriate-judges; -senior—management-and-management-staff;
allocate-resources-aceordingly-Ensures _employees _adhere to_established work methods,

1




CITY OF LAS VEGAS
Judicial Enforcement Supervisor {continued)

techniques and schedules, and comply with applicable city and court policies, procedures,
standards and specifications; reviews needs with appropriate management staff; allocates
resources accordingly,

4:5, Oversees daily operations of the judicial enforcement program includingwhieh-inelude
contacting eriminal-and-traffie-defendants with outstanding arrest warrants and assisting
defendantsthem in complying with the court’s orders.

5:6. Monitors and evaluates the judicial enforcement program, its effectiveness and the services
provided to defendantseffenders,

7. Develops new or improved methods of enforcing monetary sanctions ordered by the court,
and of determining the defendant’s financial ability and willingness to pay in full, to make
installment payments or be placed in the work program.

6:Participate-in-the-selection-of - staff; -provide -or- coordinate -training -in- judicial- enforcement
techniques-and-skip-tracings-evaluate-the-performanece-of-staff;- work-with-employees-to-develop
short-and-Jong-term-goals;-monitor accomplishments, establish-performance requirements-and

personal-development-—targets —and--provide—-coaching—for—per fmmance -improvement—and
development:

Essential Functions:

7 Verify—the -weork--of -employees--for--aceuracy,-proper--work-methods-and -technigues—and
compHance with-applicable- policies and procedures.

7:8.Supervises, approves and coordinates the arrest of delinquent defendants with the Munieipal
Court-Marshal unitUnits.

Monitors all fmang_lal_,_‘L;gggactwm, prendltuxf,s, and idantlfies aﬂmi_w;mgpg_n t&_,&,_,pglggijgl
financial overruns and variances at an early stage. Prepares reporis on actual and estimated
revenues and expenditures.

18:10.Prepares and presents analytical and statistical reports. eral-and-written-reports-on-the
judicial-enforcement—-program—in—accordance—with--established--laws—and—principles- (af
confidentality; prepare-analytical and-stalistical reports-en-operations-and-activities:

19:Draft-bid specifications for-third-party-debt-collection-services-and-other-services-that may-be
required; menitor-performance-of thevendor, eversee-the-caleulation-and-payment of fees-due-the
vendor- cach-month;-recommend-and-coordinate-renewal-of -the-contract-ab-allowed-intervals;
including-adjustment-to-thefee structure:



CITY OF LAS VEGAS
Judicial Enforcement Supervisor {continued)

20-Draft state-legislation; consult-with Nevada-State Supreme Court-and-Administrative Office-of
the Courts-representatives;consult with- city lobbyists-and City-Attorney’s Office-on the language
used and need for legislation;-testify-before Jegislative-committees:

21 Participate-in-state-taskforees; state Judicial Couneil- and-other committees-for-court-accounting
standards, judicial-enforcement practices;-coust-technology-and-staff education.

22 Participate-in-city-and-county-efforts {o-improve courtjudicial enforcement results.

23 Attend -and--participate-in-meetings--and -advise -senior -management - througheout- the--City
regarding collechion-orjudicial enforcement projeets.

24:11 Handle- non-routine -inquiries -and--special -department-or-citizen-requests; - elarify--poliey
when necessary:Serves as liaison for the court and the city with other city departments, other
state and local governments, the public and outside agencies. Represents the unit and division
in_various commitiees and work eroups. Receives and responds to complex and sensitive
issues, Handles inquiries and complaints from start through resolution in an efficient and
timely manner. :

12. Provides technical assistance and training o other city staff,

Marginal Functions:

1, Participates in the procurement process, including researching vendors and drafting bid
specifications, Monitors performance of the vendor; recommends and coordinates renewal of
the contract at allowed intervals, including adjustment to the fee structure.

2. Reviews and drafts responses to pending legislation related sections, initiates procedural
changes resulting from new legislation.

3. Participates in multi-jurisdictional efforts to improve Judicial Enforcement programs.

trends and innovations in the field of court, criminal justice and private industry collections
and related areas.

2.Providepresentations—to--and --cooperate—with—other - courtand--governmental --agencies
establishing orimproving judicial- enforcement programs:

3.5, Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Operations, procedures and activities of a collections or judicial enforcement program.
Principles and practices of supervision, training and performance evaluation.
Principles and techniques of program planning, development and evaluation.

3



CITY OF LAS VEGAS
Judicial Enforcement Supervisor (continued)

Accepted collection or judicial enforcement practices, techniques and procedures.
Basic accounting principles and practices,

Pertinent federal, state and local laws, codes and regulations.

Operational characteristics of computer systems and databases.

Report writing principles and practices.

Business English grammar, spelling and punctuation.

Business letter writing techniques.

Basic arithmetic principles.

Operation of a personal computer, including common office software.
Techniques of report preparation.

S5kills inAbility-fe:

Makinge objective analyses and sound recommendations.

Learning the criminal justice system and general criminal justice procedures.

Learning the laws, techniques, policies and practices of the Las Vegas Municipal Code and the
Municipal Court as they pertain to enforcement of court orders.

Interpreting, applying, explaining and enforcinge city, court and department laws, codes, policies
and procedures,

Working effectively with other court staff and judges to resolve cases and related issues.

Operatin;;e a variety of court, city and commercial software programs.

Usinge initiative and independent judgment within established gu1dehnes.

Analyzinge problems, identifying alternative solutions, projecting consequences of proposed
actions, recommending best options and Implementmb approved solution in support of
goals.

Communicatinge clearly and concisely, both orally and in writing,.

Establishing and maintaining effective working relationships with those contacted in the course
of work.

Maintain-cffective-audio-visual discrimination-and-perception needed-for:

~~"Mﬁ‘ki:Hg—'(')bS{?—ﬁmﬁﬂ?’i'S;‘

e & mamﬂmimﬁ 1 g 'wiﬂ? others;

---—Ope; aling-Asst gﬂed equ Ip??i(,’-}?f:

M--a-iﬁ-ta-i;n---mental--Ga-paeit-ywhieh—rall{—-)ws-thercapability«of:

—Muaking sownd decisions;-and

—Demonstrating intellectual-eapabilities:

Mamtam -physical - condiion--appropriate — o the--performance-—of —assigned —duties —and

responsibiiities-which may- include-the following:

—Walking-standing-sittingfor-extended-periods-of time-and
—LIperaling-assigned-equipment:

Experience and Training Requirements

Experience:

Three years-of -increasingly--responsible-professional -fines-collechon-experience-in-a-eourt
judicial-enforcement program, including-atleast-one year-of lead-or-supervisory-experience;
GR



CITY OF LAS VEGAS
Judicial Enforcement Supervisor (continued)

Four years of increasingly responsible revenue collection experience involving difficult public
contact in a financial institution, collection agency, retail company, court or other government
agency, including at least two years of supervisory or lead responsibility.

Fraining:

Equivalent-to-an-Associate’s degree from an accredited college or university with major in
criminal justice, business administration or related field.

May substitute combination of equivalent education and related experience, The city assesses
1.5 years of fulltime experience as equivalent to one year of education.

License or Certificate

Must obtain applicable level of National Criminal Justice Information System (NCJIS) certification
and/or training within 6 months of the date of appeointment and maintain proficiency as needed.

WORKING CONDITIONS

Environmental Conditions:

Location; Office environment,

-+ekExposure to computer screens, exposure to potentially hostile and aggressive
___individuals.

Physical Conditions:

Hssental-and-marginal-functions may require-maintaining-physical- condition-necessary-for-sithing
orstanding for-prolonged-periods-of time; light to-moderate lifting:
Essential and marginal functions require;

Maintaining physical condition appropriate to the performance of assigned duties and
responsibilities which include the following:
- Wilking, standing, or sitfing for extended periods of Hme,
-- .. Light to moderate lifting; and
e Operating assigned equipment,
Maintaining effective audio-visual discrimination and perception needed for:
- Making observations;
- Communicating with others,
- Readinge and writing: and
== Operating assigned equipment.
ntaining mental capacity which allows the capability of:
- Making sound decisions;
-~ Effective interaction and commmunication with others, and
e Demonstrating intellectual capabilities.




CITY OF LAS VEGAS
Judicial Enforcement Supervisor (continued)

ARBSEGAL

FLSA: exempt; City: nonexempt

C5B-8/8/0%
Sepal- 08411410




CITY OF LAS VEGAS
CLASSIFIED

POOL MAINTENANCE SUPERVISOR

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

DEFINITION

Teo-pPlans, coordinates, supervises, and patticipates in all repairs, maintenance and renovations to
city aquatic facilities;-to supervises and schedules staff responsible for the maintenance of
the pools; and te performs a variety of tasks related to assigned area of responsibility.

SUPERVISION RECEIVED AND EXERCISED

higher level management.

Acts as a formal supervisor, exercising direct supervision, including selecting new employees,
monitoring and formally evaluating employee performance, and participating in the discipline
and termination of employees. Exereises-direet supervision-overregular-and-seasonal staff:

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

Essential Functions:

1. Plang, coordinates, superviseg and participates in a wide variety of maintenance, repairs and
renovations to city aquatic facilities; schedules and coordinates with Building Services
intain and repair equipment, parts,

and supplies.

2. Acts as first line supervisor for designated staff within a department, including
interviewing and selecting of job applicants, training, overseeing work, and establishing
and evaluating appropriate performance standards in accordance with department
objectives Supervise staff responsible-for-poeol-facility-maintenance;-train-assigned-employees
irv-methods-and-techniques-of -pool-maintenancey-ensure-that-staff--adheres-to-safe-work
practices;-work-—with--employees-—to--develop --short —and --long —term-goals,—monitor
accomphlishments,-establish-performance - requirements -and-personal-development-targets
and-provide coaching-for performanee-improvement-and-development:

3. Conducts site visits Visit-pools each day to monitor condition of facilities, assist and train staff,
identify and resolve general and safety problems, and repairs or arranges for the repair of
equipment.



CITY OF LAS VEGAS
Pool Maintenance Supervisor (Continued)

l 4. Tests pool water for chlorine, pH, total alkalinity and cyan uric acid; treats water with
chemicals to maintain safe and healthy water quality, adhering to health district standards;
| backwashes multiple filter systems and skims water surface to remove floating matter,

5. Operates_and maintains computerized circulation and filtration systems and chemical feeder
pumps, including adjustment, calibration and downloading information; uses data to prepare

reports for management, risk management, health district officials and to address customer
service issues.

6. Performs safety and health related cleaning and maintenance services as needed.

6:7. Participates in the preparation and administration of the pool maintenance budget. Submits
budget recommendations; monitors all financial transactions, expenditures, and identifies
and reports potential financial overruns and variances at an early stage; Prepare annual
budget-recommendations;-menitor-expenditures; -estimate-time;-materials-and -equipment
needed-and-prepare-purchase erdersyoversees and monitors the delivery of chemicals to pool
site; maintains records on equipment.

78. Receives and responds to complex and sensitive issues; handles inquiries and complaints
from start through resolution in an efficient and timely manner; Rresponds to Southern
Nevada Health District site visits, and repairs, alters or adjusts existing conditions as directed.

| 89.Collects data and information from various sources, and Pprepares periodic reports detailing
maintenance activities at all sites.

Marginal Functions:

1. Stays abreast of new trends, programs and innovations on pool maintenance and
equipment.

12May assist with maintaining equipment such as diving boards and lifeguard chairs and
fabricating special equipment.

| 2.3, Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Swimming pool operations.

Pool filtering systems, chlorinators, and other aquatic equipment.

Methods and techniques of water sterilization, chlorination, and pH balancing.

Chemical interactions.

Principles and practices of plumbing,

Clark County Health District codes and policies pertaining to public swimming pools.

Techniques of maintaining and repairing swimming pool piping, pumps, filters and related
equipment,

Principles and practices of supervision and training.

2



CITY OF LAS VEGAS
Pool Maintenance Supervisor (Continued)

Occupational hazards and standard safety practices.
Basic geometry and mathematical formulas and methods of calculation.
Computerized pool circulation and filtration equipment operation.

Ability-to:Skills in:

Operatinge a variety of power and hand tools safely and effectively.

Analyzinge and solvinge problems.

Creatinge innovative and workable solutions to problems.

Understanding and following oral and written instructions.

Establishing and maintaining effective working relationships with those contacted in the course
of work.

Experience and Training Requirements

Experience
Three years of increasingly responsible commercial or government experience in the

operation, maintenance, cleaning and servicing of swimming pools, preferably in an
organization with multiple pools:

Training
Equivalent to graduation from high school.

License or Certificate

Possession of an appropriate, valid driver’s license on the date of application, and maintenance
thereafter.

Possession of a Swimming Pool Operator certificationSwimming-Poel-Service Technician-orPoel
Operator-certification-from_issued by the Southern Nevada Health District on the date of
application, and maintenance thereafter.

Possession of an Aquatic Facility Operator certificate from the National Recreation and Parks
Association within six months of the date of appointment, and maintenance thereafter.

Possession of and adult/child /infant CPR certification,

WORKING CONDITIONS

Constantly = more than 2/3 of the time; Frequently = 1/3 fo 2/3 of the time; Occasionally = less than 1/3 of the time;
infrequently = less than 5% of the time.

Environmental Conditions:

Location: 40% inside, 60% outside work in aquatic facility environment, in all types of
weather conditions.
Hazards: Exposure to waste, hazardous and infectious materials, noise, inclement weather
conditions, moving objects and vehicles, burns, toxic and caustic chemicals, lubrication
3



CITY OF LAS VEGAS
Pool Maintenance Supervisor (Continued)

oils, grease, odors, fumes, awkward positions, cramped quarters, slippery surfaces,
pinch points, and working below ground level to a depth of 15 ft.

Equipment Used: Hand and power tools, pneumatic tools, pumps, motors, testing equipment,
brazing and cutting torches.

Safety Equipment: Gloves, safety glasses, SCBA equipment and other equipment as needed.

Physical Conditions:

Essential and marginal functions require;

Maintaining physical condition appropriate to the performance of assigned duties and
responsibilities which include the following:

Standing/walking: Frequent-constant standing, in combination with walking up to %-1 mile per
shift on concrete surfaces or outdoors,

Sitting: Occasionally, while working on equipment or performing administrative duties at
desk.

Lift/carry: Frequently, up to 10-50 Ibs., parts, tools, materials and equipment. Carrying
distances of up to 50 ft. Occasionally-infrequently, 51-125 ibs., valves, motors, bag of
soda ash. Minimal carry requirement.

Push/pull: Frequently, exerting up to 5-50 lbs. force using one or both hands or arms while
moving equipment or using large hand tools. Infrequently, exerting force exceeding 75
1bs. while moving large equipment, heavy wrenching or torquing.

Climbing: Frequently, climbing and balancing on ladders while performing job duties; may
climb down 15 ft. in surge pit.

Bending/twisting: Constantly, at waist, knees and neck, often in awkward positions while
making repairs and performing tests.

Kneeling/crouching/crawling:  Frequently, while performing installation and repairs of
equipment, work in confined spaces.

Hands/arms: Constant use of hands and arms reaching, grasping, fingering, gripping and
handling while installing and repairing equipment, at times working with arms
extended and overhead. Heavy gripping using hand and power tools can be extended at
times, Keyboarding requirement includes light data entry using word processing and
spreadsheet software,

Sight: Constant use of sight abilities while inspecting/repairing equipment. Visual
requirements include hand/eye/foot coordination, color vision, and visual acuity in
near-, mid- and far-range.

Speech/hearing: Constantly, in communicating with co-workers and supervisors.

Other physical demands: Ability to smell and detect chemicals, work in restricted spaces
wearing, a full face negative pressure respirator as required.

Maintaining effective audio-visual discrimination and perception needed for;

== Reading and writing; and
- Operating assigned equipnient.
Maintaining mental capacity which allows the capability of:
== Making sound decisions;
== Effective interaction and comumunication with others; and
- Demonstrating intellectual capabilities.




CITY OF LAS VEGAS
CLASSIFIED

PROJECT ENGINEER

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

DEFINITION

for complex engineering work involving engineering planning, design, investigation and
construction of public works projects;to prepares engineering plans and specifications; to-act-as-a
project-manager-ensuresing infrastructure designs for either private or public development
complyies with regional and local master plans; and to-performs a variety of technical tasks
relative to assigned areas of responsibility.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from higher level management staff.

Acts as a lead worker, exercising functional or technical supervision, including scheduling and
assigning tasks, providing guidance, ensuring work is completed according to proper procedure,
monitoring work progress, and reviewing results Exercises-functional-and-technical-supervision
over-professional; technical-and-elerieal staff:

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

Essential Functions:

| 1. Leads, plans, trains, —and reviews the work of consultants and staff responsible for
performing professional civil engineering work for various projects, including traffic and

| technical drainage studies;-perform-—professional-civil-engineering--caleulations;~ manages
assigned civil engineering projects.

2. Plans, directs and participates in preparing -special engineering studies and reports; plans and
conducts comprehensive studies for system master planning of future expansions including
traffic and flood control systems and other public works projects.

3. Prepares and reviews a variety of contracts, studies, plans, drawings, specifications, maps,
and related documents and contracts for public works projects according to engineering
standards and applicable city, county, and state laws, statutes, codes, and regulations,
Proposes and negotiates plan design changes; provides revisions or conditions of approval if
necessary. Prepare- and-review-engineering -plans;-designs;-speeifications;-costs-and-quantity
estimates-for-publie-works projeobtain required-ecasements-or-permits-for-strects, water-and
sewer-system-construction; utility-structures-and-other-publie works-projects:

1



CITY OF LAS VEGAS
Project Engineer (continued)

1 4. Prepares and reviews the adequacy and accuracy of professional engineering computations,
preliminary layout and design work from field and survey data.

| 5. Identifiesy and plans required capital improvement projects for system expansiory; designs the
necessary modifications and new construction of public works streets, traffic, water and
related projects within city, county, state and federal guidelines; and obtains required
casements or permits for streets, water and sewer gystem construction, utility structures and
other public works projects.

6.Exercise professional engineering judgment-in-aceordance-with-currently -accepted practices-of
eivil-engincering -and-applicable-laws-and--codes,-and -to-achieve - results-consistent--with
objeetives:

7.6, Serves as liaison for assigned projects with other city departments, divisions, public and
outside agencies. Represents the division in various committees and work groups. Receives
and responds to complex and sensitive issues. Handles inquiries and complaints from start
through resolution in an efficient and timely manner. Provide-information-and-support-to
developers;—builders;—engineers; -confractors--and-the -general - publie--pertaining—to ity
engineering-policies-and procedures:

8.Review -developer traffic studies, technical-drainage-studies-improvement plans; specifications
and-other- applications;-propese-and-negotate-plan-design- changes - to- developer-and-its
consultanis;-prepare conditions-of approval for public works-projeets including-extensions-for
water, sewer-and-street systems:

9.7.Supervises designated project staff, including training, overseeing work, and establishing and
evaluating appropriate performance standards in accordance with department objectives,
May participate in interviewing and assisting with the selection of job applicants Serve-as-a
project-lead;-providing-functional-and-technical-oversight-to-assigned-staff;-assign,-plan;
direct-coordinate-and-schedule--assignments;-monitor-werk -progress-and-review-work
results-for-accuracy, proper-work-methods-and-techniques;-and-compliance with-applicable
standards and-specifications; participate-in-the-selection-of staff;-train-assigned-employees-in
engineering-methods and-techniquesrand-in-the-set-up-and use of equipment:

| 108, Establishes design criteria to be used by project staff and outside consultants.

119, Participates in the procurement process, including researching materials, equipment, and
vendors, and assisting with specifications; Prepare-requests-for-proposals-and bids; review
contract - bids--and - proposals;-participates in contract negotiation, preparation and
administration; assists in the coordination and review of consultants' design work.

| 12.10. . Prepares applications for state and federal funding of projects; participates in various
grant presentations as required.

1511, Attend neighborheod meetings;-planning-commission-meetings and-other-sessions-of
various —committees--as-direeted--by- management -staff. Assists _in the preparation and
administration of the project budget, Submits budget recommendations, Monitors all
financial transactions, expenditures, and identifies and reports potential f mcmcml OVErruns
and variances at an early stage, Prepares reports on actual and estimated expenditures.




CITY OF LAS VEGAS
Project Engineer (continued)

1612, Assist-in-the preparation-of-the-budget-monitor-project-expenditurConducts on-site
reviews of design and construction projects; documents findings and necessary adjustments,
May-perform-on-site -inspections-of -construction-projects;-respond-to-traffic- or -drainage
complaints.

15:13. __ Supervises the use of and operates various engineering equipment including computer
design, drafting systems and planning models.

I 18:14. ___Ensures that technical project records are maintained.
\ 17:15.  Assembles data, and Pprepares comprehensive technical reports as requested or
required.

Marginal Functions:

‘ 1.Participate in the selection of consultants-and-contractors.
I 2.1, Performs related duties and responsibilities as required.

3.2. Attends and participates in professional group meetings. Stays abreast of new trends,
programs and innovations.

QUALIFICATIONS

Knowledge of:

Principles and practices of civil and structural engineering.

Terminology, methods, practices and techniques used in technical civil engineering report
preparation.

Principles of mathematics as applied to engineering work.

Principles and techniques of negotiation.

Recent developments, current literature and sources of information regarding civil engineering.

Principles of lead supervision and training.

Principles and practices of project budget preparation and administration.

Pertinent federal, state and local laws, codes and regulations including civil engineering laws and
regulations.

Modern office procedures, methods and computer equipment.

| Abilityto:Skills in:

| Developing, reviewing and modifying traffic studies, technical drainage studies, and complex
civil engineering plans, designs and specifications.

Resolvinge regulatory, public relations and system design questions.

Ensure projectcompliance with-appropriatefederal-state and-local Jaws; codes-and regulations:

Performing technical research and solvinge multi-disciplinary engineering problems.

Operatinge computer-planning and-engineering system:

Operatinge computer engineering systems.

Communicatinge clearly and concisely, both orally and in writing,




CITY OF LAS VEGAS
Project Engineer (continued)

Establishing and maintaining cooperative working relationships with those contacted in the
course of work.

Using initiative and independent judgment within established guidelines,

Interpreting, applving, explaining and enforcing applicable laws, codes, regulations, policies
and procedures.

Communicating with individuals from a variety of social, cultural, economic and educational
backerounds while demonstrating respect and sensitivity for perceived differences,

Producing written documents with clearly organized thoughts using proper sentence
construction, punctuation, spelling and grammar,

Experience and Training Requirements

Experience:

No professional (post-license) civil engineering experience is required.

Training:

Bachelor's degree from an accredited college or university with major in civil engineering or a
closely related field. A-combination-of formal-education -and-directly-—related-work

experience may-substitute for the degree.

License or Certificate

Possession of a valid license as a professional civil engineer in any state on the date of application,
and acquisition of a license as a professional civil engineer in the state of Nevada within six
months of the date of appointment, and maintenance thereafter.

WORKING CONDITIONS

Environmental Conditions:

Location: Office environment and some field work.;
Hazards: eExposure fo computer screens.

Physical Conditions:

Fssental and marginal functions require;

Maintaining physical condition appropriate to the performance of assigned duties and
responsibilities which may include the following:
- _Walking, standing or sitting for extended periods of time;
- Moderate lifting; and
- Onerating assioned equipment and velicles.
Maintaining effective audio-visual discrimination and perception needed for:
- Malking observations,
e Communicating with others;




CITY OF LAS VEGAS
Project Engineer (continued)

- Readine and writing,;
o Distinguishing colors and shapes;
e Operating assigned equipment; and
-- Using drafting tools and materials,
Maintaining mental capacity which allows the capability of:
- Muakine sound decisions;
o Effective interaction and communtication with others; and
- Demonstrating intellectual capabilities. Essential-and-marginal-functions-may-require
maintaining physical-condition necessary for sitting-for prolonged-periods of ime:

SMMSEGAL

REV Z/3314074/13/11
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CITY OF LAS VEGAS
CLASSIFIED

SENIOR ENGINEERING ASSOCIATE

Class specifications are infended to present a descriptive list of the range of duties performed by employees in the
class. Specifications are nof infended fo reflect all duties performed within the job.

DEFINITION

for monitoring the work of developers, engineers and contractors; -te-coordinates and leads a
variety of projects associated with capital and private party improvements; and-to performs a
variety of technical tasks relative to assigned area of responsibility.

DISTINGUISHING CHARACTERISTICS

This is the advanced journey level class in the Engineering Associate series. Positions at this level
are distinguished from other classes within-the-seriesthe Enginecring Associate by the level of
responsibility assumed, the complexity of duties assigned and the level of independence
expected. Employees perform the most difficult and responsible types of duties assigned to
classes within this series including interpreting engineering drawings and coordinating the work
of lower level staff. Employees at this level are required to be fully trained in all procedures
related to assigned area of responsibility.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from higher level supervisory and management staff.

Acts as a lead worker, exercising functional or technical supervision, including scheduling and
assigning tasks, providing guidance, ensuring work is completed according to proper procedure,
monitoring work progress, and reviewing resulls. Hxereises-functional-and-technieal-supervision
over professional-technieal-and-elerical staff:

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

Essential Functions:

1. Leads, plans, trains and reviews the work of staff responsible for monitoring the work of
developers, contractors and engineers; ensures compliance with applicable laws, statutes,
codes and regulations.

2, Oversees and participates in the review and approval of a variety of contracts, applications,
plans, drawings, specifications, maps, and related documents and contracts to ensure
compliance with engineering standards and applicable city, county, and state laws, statutes,
codes, and regulations. Provides revisions or conditions of approval if necessary.Review

1




CITY OF LAS VEGAS
Senior Engineering Associate (continued)

engineering -studies; developer-and--capital -improvement-plans; -specifications-and- other
applications;-issue permits as-approved; pPrepares, processes and files agreements.

3. Reviews and ecaleulate-prepares engineering quantities and estimate costs; ensures the

accuracy of computations, preliminary layout and design work from field and survey data;
recommends changes as appropriate.

4, Investigates and responds to inguiries from other city staff and the public, including
engineers, developers, and private citizens. Receives and responds to complex and sensitive
issues. Handles inquiries and complaints from start through resolution in an efficient and
timely manner Research -and--provide -information -to - the -public -regarding-development
projects;-off-site-improvements; zoning and-land use;-prepare-reports-or-other-documentation:

the point of contact to ensure efficient review and approval of documentation.Coordinate
projects-with other offices and-outside-agencies; prepare reports,-schedules-and cost estimates:

6. Prepares legal descriptions and maps of existing and proposed developments using survey
data, on-site inspections, aerial photographs, and other supporting documentation.

ensure data accuracy.

6:8. Operates a full range of survey equipment including computer aided design and drafting
systems.

7:9. Trains assigned employees in engineering methods and techniques and in the set up and use
of equipment.

8:10.0versees, directs and reviews the work of lower level technical engineering staff; verifiesy
the work of assigned employees for accuracy, proper work methods and techniques and
compliance with applicable standards and specification.

9. Conducts on-site reviews of design and construction projects; documents findings and makes
necessary adjustments.:

10. Attends various meetings throughout the lifecycle of a project. Records minutes of
meetings for project files; Distributes documents to contractors, staff, and other city
departments.

Marginal Functions:

1. Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:



CITY OF LAS VEGAS
Senior Engineering Associate (continued)

Advanced principles and practices of engineering.

Advanced principles of mathematics as applied to engineering work.

Modern construction practices and terminology.

Advanced principles and practices of drafting.

Materials, tools and equipment used in surveving and civil engineering,

Principles of lead supervision and training.

Recent developments, current literature and sources of information regarding civil engineering,.
Pertinent federal, state and local laws, codes and regulations.

Modern office procedures, methods and computer equipment.

Abilityto:Skills i

Leadrorganize-andreview-the work-of staff-inthe-area-of werk-assigned:
Ensure comphiance with-applicable-laws;-codes-and regulations:
Perform-research orvengineering projeets:
Review--and--evaluate-engineering—studies—developer—and-—capital -mprovement—plans—and
speeifications:
Operating computer equipment.
Communicatinge clearly and concisely, both orally and in writing.
Establishing and maintaining effective working relationships with those contacted in the course
of work.
Using initiative and independent judgment within established guidelines,
Interpreting, applying, explaining and enforcing applicable laws, codes, regulations, policies
and procedures.
Communicating with individuals from a variety of social, cultural, economic and educational
backgrounds while demonstrating respect and sensitivity for perceived differences.
Producing written documents with clearly organized thoughts using proper sentence
construction, punctuation, spelling and grammar.
Working independently in the absence of supervision,
Maintain-effective audio-visual diserimination-and-pereceptionneeded-for:
- Making-observations;
Commnmricatingwith-others;
e ReAATHG AN WOVIIRG - A
~-Operating-assigned-equipnient.
Maintain -mental capacity-which-allows-the-capability-of:
- Making-sound-deeisions;
e Effective-interaction-and co panunication-with-othersrand
—Lemonstrating intellectual-capabilities.
Maintain-physical - condition-—-appropriate —to--the -performance -of - assigned--duties --and
responsibiliies which-may-include the following:
—-Sitting for-extended-periods-of time;-and
—{Iperating assigned equiptient.

Experience and Training Requirements

Experience:
Three years of increasingly responsible engineering experience.

3



CITY OF LAS VEGAS
Senior Engineering Associate (continued)

Training:

Bachelor's degree from an accredited college or university with major in civil engineering or a
related field. A-combination of formal-education and-dircetly-related-work-experience-may
substitute for-the-degree:

May substitute combination of equivalent education_and experience. The city assesses 1.5
vears of fulltime related experience as equivalent to one year of education,

WORKING CONDITIONS

Environmental Conditions:

Location: Office and field environments,;

Physical Conditions:

Essential and marginal functions require:

Maintaining physical condition appropriate to the performance of assigned duties and
responsibilities which may include the following:
- Wialking, standing or sitting for extended periods of time;
= Moderate lifting; and
- Orerating assiened equipment and vehicles,
Maintaining effective audio-visual discrimination and perception needed for:
- Making observations;
e Communicating with others;
- Reading and writing;
o Distinguishing colors and shapes;
- Operating assigned equipment; and
- Using drafting toels and malerials.
Maintaining mental capacity which allows the capability of:
- Mualking sound decisions;
o Effective interaction and communication with others; and
- Demonstrating mitellectual capabilities, Bssential-and-marginal functions may require
maintaining physical condition neeessary-for sitting-and standing for prolonged periods of ime:

SMMGSEGAL
REVISED 3/23/074/13/11
FLSA & City: nonexempt

CSB:-6/13/07
Segal 07/09/2010




CITY OF LAS VEGAS
CLASSIFIED

SENIOR ENGINEERING TECHNICIAN

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

DEFINITION

To-lLeads, oversees and participates in the most complex technical field and office civil
engineering work, including- design and drafting work, and a variety of-traffic engineering
studies and field evaluations;; and-te provides assistance to professional and technical level
engineering staff.

DISTINGUISHING CHARACTERISTICS

This is the advanced journey level in the Engineering Technician series. Positions at this level are
distinguished from ether classes in-this-serieskEngineering Technician by the level of responsibility
assumed, the complexity of duties assigned, and the level of independence expected. Employees
perform the most difficult and responsible types of duties assigned to classes in this series.

Employees at this level are required to be fully trained in all procedures related to assigned area
of responsibility.

SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from higher level engineering supervisory and management staff.

Acts as a lead worker, exercising functional or technical supervision, including scheduling and
assigning tasks, providing guidance, ensuring work is completed according fo proper procedure,
monitoring work progress, and reviewing results Exercises functional-and-technical supervision
over lower level technical engineering staff.

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

Essential Functions:

1. Lead-Oversees and performs a variety of the most complex technical civil engineering work,
including design and drafting work and a variety of traffic engineering studies and field
evaluations, field and office engineering; performs reviews of engineering field studies.

2. Serves as a lead technician, providing functional and technical oversight and training to
assigned staff; assigns, plang, directs, coordinates and schedules assignments; monitors
work progress and reviews work results.



CITY OF LAS VEGAS
Senior Engineering Technician (Continued)

3. Applies field and research information to perform skilled drafting of designs and drawings
Perform skilled drafting in preparation of plans for public works projects.

4. Gathers, analyzes, records, and maintains a variety of complex project data to assist
engineers with project management activities, and provides general information to the
public; maintains and updates databases; and prepares a variety of complex reports and
exhibits for management and public viewing,.

5. Reviews a variety of contracts, applications, plans, drawings, specifications, maps, and
related documents and contracts to ensure compliance with applicable city, county, and
state laws, statutes, codes, and regulations. Prepares and issues permits as applicable.

>

Roscauhes information for assigned projects and as requested by engineering. 3,
contractors, developers, government agencies and the public; prepares and reviews
applications _and other _documentati provides _information and requested data;
reproduces design drawings upon req _maintains_information for billing purposes;
cts fees for reproductions; produces documents for project comumittee groups and

Investigates and responds to inquiries from other city staff and the public, including
engineers, developers, and private citizens. Receives and responds to complex and sensitive
issues. Handles inquiries and complaints from start through resolution in an efficient and
timely manner.

~1

9.8. Participates_in a variety of engineering studies; conducts research and analyzes complex
technical data; reads and interprets engineering data; performs site visits and audits; writes
statistical and narrative reports and present findings to citizens and committee groups.

5:--Assist--engineering--staff-in-the-preparation—of -engincering —designs,—related - drawings;
specifications-and-construction project estimates.

6.9. Provide information to-the-public;-contractoss-and-consultants relative to-engineering-office
business-and technicalCoordinates projects and the review of plans with other offices and

outside_agencies; acts as the point of contact to ensure efficient review and approval of
documentation,

Z—Coordinate -public-works - projects-with -other- city-departments, -outside -consultants -and
developors:

ZApply field-and rescarch information to create designs-and- drawings for-various engincering
and-planning projects.

8. Conduct-rescarch-of ownership, legal descriptions-or other such-data needed to-complete
nformation required-in preparation for construction

9.10,Check- subdivision-—maps - for--aceuracy-—and - compliance - with- —eity--standards--and
ordinancesResearches, investigates and analyzes complex and technical land--title
problemsproject issues regarding titles, ownerships, legal descriptions and related issues;
prepares recommendations for professional staff; ensures accuracy and compliance with city
standards and ordinances.

2



CITY OF LAS VEGAS
Senior Engineering Technician (Continued)

10:11.Generates and monitors complex work orders for new and existing plans to ensure timely
and accurate completion of work.

12. Oversees engineering records management, including collecting designs, drawings, maps,
plans and other related documentation, reviewing for accuracy and compliance, indexing
and assigning file numbers, scanning documents, and maintaining electronic and paper files
and reference systems.

13, Attends various meetings to represent the division. Records minutes of meetings for project
files; Distributes documents to contractors, staff, and other city departments.

11:-Design-plans-for road signage-and-markings; prepare-complex- work-orders for-field staff:
_.. Review-a-variety-of -engineering-studies;- analyze- complex-technical - data; read -and
inferpret enginecring data-and prepare reports:

12 Review-traffic related encroachment requests; ensure compliance with city codes and
enforce-noncompliance:

13.-Maintain-accurate engineering records:

Marginal Functions:

1. Participate-in-the-preparation- of Jegal-descriptions-and-plat maps-for-right-of-way-or-public
acquisitions-including casements;-abandoenments; lease parcels-and real property-

2:--Arg5ist--with-—preparation—and--provide - technical —assistance —for-- Traffic—and - Parking
Commission-meelings:

4:1. Assist-with-review—of -traffic signal,-street-and-park-lightingPerforms related duties and
responsibilities as required.

QUALIFICATIONS

Knowledge of:

Advanced trigonometry as applied to the computation of angles, areas, distances and traverses,

Advanced current computer-aided drafting software.

Advanced engineering principles and design standards.

Advanced terminology, methods, practices and techniques of drafting and computer-aided
design. :

Maintenance practices and basic safety procedures and practices used in equipment maintenance.

Advanced -techniques-and - practices-of —civil-or-traffic-enginecring-planning -and-design. -or
wastewater-treatinent-plant-maintenance-or-water or-wastewater-treatment;-depending-on
assignment.

Safety procedures when working in roadway.

Modern office procedures, methods and computer equipment.

Safety procedures appropriate for working in the roadway.

3



CITY OF LAS VEGAS
Senior Engineering Technician (Continued)

Applicable laws, regulations, codes and department policies governing assigned engineering
duties.

Principles of lead supervision and training.
Ability-to:Skills in:

Interpreting and applying pertinent state and local policies, procedures, laws, codes and
regulations.
Understanding and interpreting engineering and construction plans and specifications.
Communicateing tactfully with contractors, engineers and property owners.
Usinge algebraic formulas, trigonometry tables and statistical mathematics to accomplish the level
of work described herein.
Meeting deadlines.
Organizing assignments.
Usinge wrafficcountengineering software and equipment proficiently.
Communicatinge clearly and concisely, both orally and in writing,.
Establishing and maintaining effective working relationships with those contacted in the course of
work.
Maintain effective-audio-visual discrimination and-perceptionneeded-for:
e N akiTIG- OB SEFORIONS]
oSO HICATTRG Wi others;
e ROAAT G AHA- VIR AR
e O perating assigued-equipient:
Maintain-mental capacity which-allows the capability-of:
v NAlcE1G-SOURA-deCISTONS;
e Effective dnteraction and commmmication-with-others;-and
e Depnonstrating intellectual capabilities:
Maintain -physical - condition—appropriate -to—the--performance—of --assigned- duties- -and
responsibilities which may-include the following:
e StANAING - walking and-sitiing-for extended periods-of time;-and
e L pOYAHRG-ASSIGHCA-CqUIpHERE:

Experience and Training Requirements

Three years of technical civil engineering experience in drafting, design, or traffic. One
college or vocational school course in survey;-advanced-drafting,-traffic-design;-traffie
operations—or—an area related to assignment may be substituted for six months of
experience.



CITY OF LAS VEGAS
Senior Engineering Technician (Continued)

WORKING CONDITIONS

Environmental Conditions:

Location: Field and office environments;,

Hazards: eExposure to computer screens and inclement weather conditions; work in and near
roadways.

Physical Conditions:

Essential and marginal functions require:

Maintaining physical condition appropriate to the performance of assigned duties and
responsibilities which may include the following:
- Walking, standing or sitting for extended periods of time;
- Moderate lifting; and
= Operating assigned equipnient and vehicles.
Maintaining effective audio- visual discrimination and perception needed for:
e Making observations,
-  Communicaling with others;
— Rc)adin P4 (md writin ,Q'

- Opc’mtmg aswgned eqmpment mza’
-- Using drafting tools and materials.
Mamtmnmgr mental capacity which allows the capability of:
- Making sound decisions;
- Effective interaction and communication with others; and
- Demonstrating intellectual capabilities, Essential-and-marginal functions-may-require

mamtammg physical condiion-necessary for sitting-standing and walking for prolonged-periods
of-time:

SMMSEGAL

REVISED 8/23/074/13/2011
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CITY OF LAS VEGAS
CLASSIFIED

SENIOR JUDICIAL ENFORCEMENT OFFICER

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

DEFINITION

To-lead;-oversec-and participate-in-the-more complex-and-difficult work-of staff-responsible-for
the--development—and-—implementation--of —the-judicial-- enforcement—program—within—the
Munieipal Court; -and--to--perform--a-variety -of -administrative-and-technical -tasks-relative o
assigned-areas—of-responsibility:Leads and participates in the work of Judicial Enforcement
Officers. Contacts non-compliant defendants fo create and enforce payment plans, answers
questions, and monitors payment progress. Prepares reports on collections progress. Reviews
collection agencies invoices for accuracy.

DISTINGUISHING CHARACTERISTICS

This is the advanced journey level class in the Judicial Enforcement Officer series. Positions at this
level are distinguished from the Judicial Enforcement Officerother-classes within-the series by the
level of responsibility assumed and the complexity of duties assigned. Employees perform the
most difficult and responsible type of duties assigned to this series -including-overseeing;
monitoring--and -maintaining - varieus--accounting - systems; - coordinating -large—projects —-and
ensuring that procedures-are adhered-to-in-an-accurate and consistent-manner: -Employees-at-this
leveland are required to be fully trained in all procedures related to assigned area of
responsibility.

SUPERVISION RECEIVED

Receives general supervision from the Judicial Enforcement Supervisor or higher level
management staff.

Exereises-funetional-and-techmical -supervision-over-judicial-Enforcement-staff: Acts as a lead
worker, exercising functional or technical supervision, including scheduling and assigning tasks,
providing guidance, ensuring work is completed according to proper procedure, monitoring
work proeress, and reviewing resulls.

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

Essential Functions:

with and--mail-payment-processing -of-the-Municipal-Court-by-enforcing court-ordered
1



CITY OF LAS VEGAS
Sr. Judicial Enforcement Officer (continued)

compliance and collecting court-imposed fines; assigns daily tasks and short or long-term
project duties to_lower level staff-in-the Judicial Enforcement-and Mail Processing units;
organizes and traing staff in specialized projects.

rreview work-processes-for-accuracy-and-adherence-to-policies-and-procedures:

1.2, Ensures employees adhere to established work methods, techniques, rules and schedules, and .

&

comply with applicable city and court policies, procedures, standards and specifications;
reviews needs with the Judicial Enforcement Supervisor or other appropriate management
staff; allocates resources accordingly.

-Maintain-and-monitor- collections-case-load--including- phone--inguiries,-defendant-counter

activity-and-courtroom-contact;-frack correspondence-and-counseling-of defendants relating to -

payment-plans,-werk-program--and-heuse-arrest-make- recommendations-to-marshals for
defendantarrest:

Monitors, assists, and participates in financial assessment sessions with defendants;

interviews defendants and negotiates payment plan; refers defendants to work program when
appropriate; adjusts the terms of installment plan if necessary including offering settlement or
IOWGImgmonthlypaymentsasnece%aiy

Locates non-complaint defendants using a variety of search methods, which may include

subpoenaing public utility companies for information and searching various directories,
public and government websites, on-line databases, credit bureau and criminal justice
systems.

Monitors and maintains record of collection case activities including communication with

defendant and financial counseling services provided to defendant.

Essential Functions:

3:6, Provides technical and operational training and assistance to court staff. Train-cmployees-in

the-operation-and-interpretation-of state-eriminal-history-programs; -BPMV-information,skip
tracing-technigques--and--eredit-histories; - train-staffin--statistical -requirements for-monthly
tinancial-analysis-of the Judicial Enforcement Unit's-production

4:7. Prepares report-findings-for-city-attorney;-interact-with-judges; court staff;-collecion-ageney

management-staff-and-representatives—to-determine-final-resolution-of-collection-for-non-
sufficient-funds-cheeks; prepare payment posting and statistical and summary reports.

5.8, Performs technical-accountingactivities,—including-reconeiling-reconciliation of collection

agency and-auditing-invoices,-and-verifying cash-logs-and-daily-cash-transactions; transports

cash-receivables-to-the-Las-Vegas-Mundcipal- Court-facility.
5.

9, Processes payments and returned checks; prepares documentation of returned checks and
forwards data to collection agency.
10, Inputs, updates and retrieves data from a variety of databases and computer systems;

generates and compiles reports as 1 ary. prepare reports-for-colection-ageneies, Mail
Payment Processing-Unit-and-the Judicial-Enforcement-Unit;-prepare-daily--payments-and
posting: maintain-daily statisticaldogs;-
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CITY OF LAS VEGAS
Sr. Judicial Enforcement Officer (continued)

711 .Coordinatesinteract with an

_ecollection-ageney-staff-judges, court staff, collection
agency staff, management staff and representatives regarding evaluating, enforcing, and
resolving payment of monetary sanctions by defendantsdelinquentaceounts. ‘

6:--Participate - in--discussions—with —supervisor—concerning -long-range—plans - for—Judicial
Enforeement-and-Mail-Payment Processing Linits.

7—Assist-fudges; court-administration,—city-attorneys, division-managers; court-administrative
staff-and-cutside-collecton agencies-to-resolve matters regarding delinquent-cases.

. Hvaluates cases in non-compliant status with court sentencing orders; makes
recommendations to marshals unit for defendant arrest; initiates and proceeds with court
actions according to judicial procedure.;-

13. Receives and responds to complex and sensitive issues. Explains procedures and provides
information within_area of assignment, Handles inquiries and complaints from start
through resolution in an efficient and timely manner reselve--issues—ivolving--death;
bankruptey; -medical-or-indigent—status;resolve- complex--problems - regarding - sensitive
communications-with-defendants and-assist in resolution of internal- audit findings;

10 testify-in-court-uponjudicial request:

9:14.Evaluates, investigates and makes recommendations on defendants’ claims of false identity;
interview-defendant-locate-public-records-and-research-various-law-enforeement-eomputer
systems-to-determine-correct-identity; prepares summary report of investigation and facts-for
the-Gity Attorney’s Office.

15. Assists with Participateestimating -in-revenue collection and provides financial information
for operations.
reports and budget preparations,
10-—projections-for-monthly-operationsreport-assist-in providing-income-assessment-information
for-fiscal budget-preparation-

=16, Assists in the development and maintenance of policies and procedures for all-facets of
the Judicial Enforcement unii to enforce monetary sentence compliance with judicial

processes and court procedures-and-assist-other-court-employees-with-adherence-to-eurrent
procedures.

17. Maintains a variety of automated and manual logs, records and files; ensures that complete
and accurate records are maintained. Performs a variety of record keeping, filing, indexing
and other general clerical worlk. '

12.Ensure that complete-and-accurate records-are maintained:

Marginal Functions:

1. Testifies in court as necessary.
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2. Participates in resolving issues with external collection agencies.

2.3, Performs related duties and responsibilities as required.

QUALIFICATIONS

| Knowledge of:

Operations, procedures and activities of a court judicial enforcement program.
Principles of lead supervision and training,.
Techniques of tracing individuals and their assets in order to ascertain their location.
Methods and technigues of conflict resolution.
Techniques of evaluating financial information.
Techniques of negotiating payment agreements.
| Basic-accounting principles and-procedures.
Effective telephone techniques..
Techniques of interviewing effectively to obtain financial information.
Generally accepted collection practices and procedures.
Applicable federal, state and local laws, statutes and ordinances.
Principles and techniques of record keeping,.
Operation of a personal computer, including common office software.
Arithmetic principles.
General office procedures.
Business English grammar, spelling and punctuation.
Business letter writing techniques.
Techniques for report preparation.
Applicable Las Vegas Municipal Court policies and procedures.
Applicable law enforcement policies and procedures.
Judicial enforcement procedures.
A variety of specialized law enforcement and related computer systems.

| Skills inAbility to:

Overseeing, organizinge and reviewing the work of staff.
Dealing tactfully with offenders.
Working independently without direct supervision
Mumc1pa1 Courtjudges. .

| Explaining and enforcinge Las Vegas Municipal Court and city laws, ordinances, policies and
procedures.

Operating(, a variety of court and commercial softwa1e and mainframe programs.

Effectlvely commumcatmge with umnformed stressed, upset, and irate defendants in potentially
confrontational situations.

Makinge arithmetic computations accurately and rapidly.
Understanding and following oral and written instructions.
Communicatinge clearly and concisely, both orally and in writing.




CITY OF LAS VEGAS |
Sr. Judicial Enforcement Officer (continued)

of work.
Maintain-effective-audio-visual discrimination-and pereeption needed for:
Mtk g-0bseFOR RS
e COMIRHCAE R G- With-o thers;
e ROQATRG- A WOFIEG - AR
e OPRFAHAG ASSIgHEA-CqUIPIeI:

Maintain mental capacity-which-allows-the capability-of:

- Making-sound-decisions;

Effective-interaction-and communication-with-others-and

~em—Detnonstrating-intellectunl-eapabilities.

Maintain - physical--condition—appropriate--to--the -performance--of --assigned - duties -and
responsibilitics which-may-inelude-the following:
e SR G-fOV-0tended poriods of Himer and
e perating -assigred equiphient:

Experience and Training Requirements

Experience:

Three years of increasingly responsible professional revenue collection experience in a court
judicial enforcement program.

Experience in leading the work of others is desirable.
Training:
Equwalentwt@w@nmAssbciates’ degree from an accredited college or university graduation

from-high-scheol-supplemented-by college Jevel-course work-in criminal justice, business
administration or a closely related field.

May_ substitute combination of equivalent education and related experience. The city
assesses 1.5 years of fulltime experience as equivalent to one year of education.

License or Certificate

Must obtain applicable level of National Criminal Justice Information System (NCJIS) certification
and/or training within 6 months of the date of appointment and maintain proficiency as needed.

WORKING CONDITIONS

Environmental Conditions:

Location: Office and courtroom environments.;

Hazards: Eexposure to computer screens; ;-and exposure to potentially hostile and aggressive
individuals. ‘
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CLASSIFIED

WEBINTERNET DEVELOPER/ANALYST

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

DEFINITION

Te-pPerforms work of moderate difficulty designing and installing web based applications on the
City of Las Vegas' web site; and te-performs technical tasks related to area of assignment.

DISTINGUISHING CHARACTERISTICS

This-class is distinguished from-the- Web-Architect by-its-technical responsibility for the City web
site-including-software selection; configuration-and maintenance, and-its limited-interacton -with
end-users:

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Software Development Manager-or designeeassigned Information
Te

May-exercise functional-and technical supervision-over-lower level staff:

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

Essential Functions:

1. Develops custom programs to build and design the ctity’s web site using graphics software
applications, tools and techniques to enhance user appeal and utility as well as overall
functionality; create-site-animation-with-speeial-effects-elements;-creates web front-end user
interfaces to new or existing databases to make business applications web accessible.

2. Performs eomputer-web applicationsystemy design_tasks-ineluding-designing-sereens—and

development methodologies; prepares test-data for use-in-testing various programs on-a the
computer systems; writes server side scripts-such-as-Perl-sevipts;-, program-in-CGL-JAVA
Seript; Visual InterDev or- MacroMedia UlraDev.

l 3. Collaborates with end-users to gatherPefine program requirements by performing analysis of

existing systems and procedures.
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and edits programs; makes modifications to systems and individual programs as required.

5. Provides web site coordination including authoring tools for content editors; assists
individuals responsible for maintaining content; ensures integrity of links.
Essential Funetions:

6. _Prepares documentation for new systems and changes to existing systems.
~including-system-program-and-user-guides;-in-accordance-with-established-standards-and
procedures; '

6:7. -Pparticipates in the training of users in the use of new or modified ecemputer-web
applications and procedures.

7 Integrate-Web-server-with—other—systems—in--the -Gity-sueh--as-Oracle—database—and--GI5
{geographic-informationsystem):

direction to project team members as requested.;
8.—participate-in-oversecing-oul-sourced-projects:

9. Integrates industry standard security technology into eCommerce-and-eGovernment-web
applications.

10. Responds to inquiries in a courteous manner; provides imformation within the area of
assignment; resolves complaints in an efficient and timely manner,

Marginal Functions:

1, Assists in responding to and resolving desktop support calls.

QUALIFICATIONS

Knowledge of:

Networking protocols, specifically Internet Protocol (TCP/IP) and File Transfer Protocol (FTP).

Windows NT-/20000perating systems.

Structured Query Language (SOLY).

JavaScript, -and-Hyper-text Markup Language (HTML) and Cascading Style Sheets (C55).

Principles, techniques and methods of Web page setup and maintenance.

Principles and techniques of Domain Name Services (DNS) feature.

Principles-and-techniques-of- the-Active X-programming standard:

Principles —and-techniques —of —informationtechnology - project -management -including--the
 eoordination of-both-cut-seurced-and in-house projects:

Principles and techniques of software development lifecycles (SDLC).

Principles and techniques of Internet and web site security and data privacy.

2
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Web Developer Internet-DeveloperfAnalyst-(continued)

General Web standards.

Principles-and-techniques-of program-and-user-decumentation:
Pertinent federal, state and local laws, codes and regulations.
Techniques-of lead-supervision-and-training:

Techniques of record-keepingprogramming documentation.

Skills in: Ability-to:

Usinge initiative and independent judgment within established guidelines.
Interpret;—apply;—explain--and-—enferce—applicable--laws; - codes,—regulations—pelicies—and
procedures.

actions, recommending best options and implementing approved solution in support of

goals.
Working independently without direct supervision.
Ability-to:

of work.
Maintain-effective-audio-visual diserimination-and-perception-needed-for:
—————————————————— e Melidng-observations;

Compmmnicating with-others;
e ReAding and-writing;-and
e L IpO VARG A5SIGNCA-CGUIPTHC R E:

Maintain mental capacity which-allows-the-capability-of:
-Malking-sound-decisions;

—fffective-interaction-and-compunication with others; and
— e Demonstrating-intellectual-capabilities:
Maintain-physical - condition—appropriate—to-—the--perfermance -of —-assigned-—duties—and

responsibilities which-may-include the fellowing:
e ST for-extended-periods-of- time;-and
weomm e Operating assigred equipent:

Experience and Training Requirements
Experience:
Two years of experience in Web application design and management.
Training:

Equivalent-te-a-bachelor’s-Associate’s degree from an accredited college or university with
major in management information systems, computer science or a closely related field.

May substitute combination of equivalent education and related experience. The city assesses
1.5 years of fulltime experience as equivalent to one year of education,




CITY OF LAS VEGAS
Web Developer Internet-DeveloperfAnalyst (continued)

Special Requirements

Possession of Microsoft Certified Developer or Microsoft Certified Systems Engineer-{(Windews
NT/2000) is desirable.

WORKING CONDITIONS

Environmental Conditions:

Location: Office environment;
Hazards; eExposure to computer screens.

Physical Conditions:

Essential-and marginal functions-may-require maintaining physical econdition necessary-for-sitting
for-prolonged periods of time.Essential and marginal functions require:

Maintaining physical condition appropriate to_the performance of assigned duties and
responsibilities which include the following:

e Owperatine assiened equinment.
Maintaining effective audio-visual discrimination and perception needed for:
‘ ~  Making observations, '
—- Communicating with others,
.. Reading and writing; and
e Operating assigned equipment,
Maintaining mental capacity which allows the capability of:
- Making sound decisions,
- Effective interacHon and communication with others; and
o Demonstrating infellectunl capabilities.

ARBSEGAL
NEW-2/2L00REV 6/9/11 (formerly Internet Developer/ Analyst)
FLSA: exempt; City: nonexempt

CSB2/14.01
Segal 07/22/16
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CLASSIFIED

DEPUTY FIRE MARSHAL

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

DEFINITION

To assist in planning, directing, managing and overseeing the activities and operations of the Fire
Prevention Division including all activities involving fire prevention and inspection of
commercial, industrial and residential property; to coordinate assigned activities with other city
departments and outside agencies; and to provide highly responsible and complex administrative
support to the Deputy Fire Chief/Fire Marshal.

SUPERVISION RECEIVED AND EXERCISED

Receives general administrative direction from the assigned Deputy Fire Chief/Fire Marshal or
designee.

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

ESSENTIAL AND MARGINAL FUNCTION STATEMENTS--Essential and other imporfant
responsibilities and duties may include, but are not limited fo, the following.

Essential Functions:

1. Assist in managing all services and activities of the Fire Prevention Division including fire

prevention and inspections of commercial, industrial and residential property; recommend
and administer policies and procedures.

2. Assist in developing and implementing goals, objectives, regulations, policies, and priorities
for the division; identify resource needs; recommend the implementation of policies and
procedures.

X

Select supervisory, technical and support staff and ensure effective morale, productivity and
discipline; plan, organize, administer, review and evaluate the activities and performance of
staff directly and through subordinate supervisors; work with staff to establish work
priorities and schedules; interpret city policies and procedures for staff; prepare and conduct
formal performance evaluations; work with employees to develop short and long term goals,
monitor accomplishments, establish performance requirements and personal development
targets and provide coaching for performance improvement and development.

4. Review and assess staff training needs and available programs; oversee and coordinate the
attendance of departmental staff at training programs and seminars; research and recommend
policies and procedures related to training activities.

4:5.

Essential Functions:
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Deputy Fire Marshal (continied)

| 5.6. Establish, within city policy, appropriate service and staffing levels; monitor and evaluate the
efficiency and effectiveness of service delivery methods and procedures; allocate resources
accordingly.

| 6.7. Assist in planning, directing and coordinating, through subordinate level staff, Fire
Prevention Division strategic plan elements; assign projects and programmatic areas of
responsibility; review and evaluate work methods and procedures; meet with management
staff to identify and resolve problems.

| 7.8. Assess and monitor work load, administrative and support systems, and internal reporting
relationships; identify opportunities for improvement; direct and implement changes.

| 89, Participate in the development and administration of the division budget; approve the
forecast of funds needed for staffing, equipment, materials, and supplies; approve
expenditures and implement budgetary adjustments as appropriate and necessary. Inspect
various facilities including schools, hospitals, factories and buildings to ensure adherence to
fire safety standards.

| 9.10. Evaluate existing fire safety conditions and federal, state and local codes applicable to fire
safety; recommend policies, procedures and ordinance revisions as necessary.

| 10:11. ___ Develop and implement procedural methods and practices for reviewing plans,
conducting inspections, investigating incidents and related activities as required; provide staff
with continued technical support and training as required.

] 1112, Oversee specialized educational programs for the public to discourage arson, eliminate
fire hazards in homes and buildings and stress safety; review and assess available educational
programs.

| 12:13.  Explain, justify and defend the Fire Marshal's Office programs, policies and activities;
negotiate and resolve sensitive and controversial issues.

| 13.14. Represent the Fire Marshal's Office to other city departments, elected officials and outside
agencxes, coordinate Fire Marshal's activities with those of other departments and outside
agencies and organizations.

| 14:15. Provide staff assistance to the assigned Deputy Fire Chief/Fire Marshal or designee;
participate on a variety of boards, commissions and committees; prepare and present staff
reports and other necessary correspondence.

l 15:16. _Respond to and resolve difficult and sensitive citizen inquires and complaints.
Marginal Functions:

| 1. Provide staff support to assigned boards and commissions,

2. Attend and participate in professional group meetings; stay abreast of new trends and
innovations in the field of fire prevention and inspection,

2
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Deputy Fire Marshal (continued)

3. Perform related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Operations, services and activities of a comprehensive fire prevention and inspection: program.

Operational characteristics, services and activities of comprehensive fire operation and emergency
medical services programs.

Principles, practices and procedures of fire prevention, operation and emergency medical
services.

Current City Council-adopted fire and building codes.

National Fire Protection Association standards.

Mechanical, chemical and related characteristics of a wide variety of flammable and explosive
materials and objects.

Department policies, rules and regulations.

Local geography including the location of water mains and hydrants and the major fire hazards of
the city.

Management skills to analyze programs, policies and operational needs.

Principles and practices of program development and administration.

Principles and practices of municipal budget preparation and administration.

Principles of supervision, training and performance evaluations.

Pertinent federal, state, and local laws, codes and regulations.

Ability to:

Plan, organize, direct and coordinate the work of lower level staff,

Select, supervise, train and evaluate staff.

Delegate authority and responsibility,

Direct and manage operations, services and activities of the Fire Prevention Division.

Interpret and explain city fire operation, prevention and emergency medical policies and
procedures.

Conduct training on fire prevention.

Make sound decisions in accordance with laws, regulations and policies.

Conduct thorough fact-finding investigations and enforce regulations firmly, tactfully and
impartially.

Identify and respond to community and City Council issues, concerns and needs.

Develop and administer departmental goals, objectives and procedures.

Prepare clear and concise administrative and financial reports.

Prepare and administer large and complex budgets.

Analyze problems, identify alternative solutions, project consequences of proposed actions and
implement recommendations in support of goals.

Research, analyze, and evaluate new service delivery methods and techniques.

Interpret and apply federal, state and local policies, laws and regulations.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

3
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CLASSIFIED

FIRE BATTALION CHIEF

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

DEFINITION

development-and-implementation-of-a-comprehensive-fire-prevention,suppression;-hazardous
raterial-emergeney-medical services; inspection;-training;publiceducation-and-suppertservices;
and to coordinate and participate in fire operation, prevention, emergency medical and
investigative activities.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Deputy Fire Chief.

Exercises direct supervision over assigned personnel.

ESSENTIAL FUNCTION STATEMENTS--Essential responsibilities and duties may include, but are not
fimited to, the following:

Essential Functions:

1. Coordinate the organization, staffing and operational activities of a fire battalion;-assist-in
the—development -and--implementation—-of -comprehensive—fire—prevention,—suppression;
hazardeus-material-emergeney-medieal-services,-inspeetontraining-and public-education
programs.

1.2, Serve as Incident Commander; supervise and direct the overall firefighting, rescue,
overhau!, and salvage operations; implement the Incident Command System (IC5) and
coordinate personnel and equipment as needed.

2.3, Participate in the development and implementation of goals, objectives, policies and
priorities for assigned area of responsibility; identify resource needs; recommend and
implement policies and procedures.

34, Select, train, motivate and evaluate assigned personnel; provide or coordinate staff
emergency service and professional development training_and education; work with
employees to correct deficiencies; implement discipline and termination procedures.

5. Direct, coordinate and review the work plan for assigned programs; meet with staff to
identify and resolve problems; assign work activities and projects; monitor work flow;
review and evaluate work products, methods and procedures.
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Fire Battalion Chief (Continued)

6. Coordinate the necessary in-service drills; conduct special drills, classes, or multi-company
drills in addition to the training programs conducted by the Training Division.

4.7, Supervise, direct and coordinate routine activities including pre-fire planning inspections,
hydrant testing, care and maintenance of apparatus, equipment and stations, and other
related activities.

5.8, _Identify opportunities for improving service delivery methods and procedures; review with
appropriate management staff; implement improvements.
Essential Funelions:

6. Participate in the development-and-administration of the assigned program budget;fereecast
additional funds needed for staffing, equipment; materials-and-supplies;-direct the-monitering
of and-approve-expenditures; recommend-adjustments-as necessary.

7. Coordinate assigned activides with those of other divisions, outside agencies and

organizations; provide staff assistance to the Deputy Fire Chief; prepare and present staff
reports and other necessary correspondence.

8. Attend and participate in professional group meetings; stay abreast of new trends and

innovations in the field of fire prevention, operation, investigation and emergency medical
services,

9.—Respond-to five-alarms;-participate in-condueting fire-drills-in various-schooels-and-industrial
plants.

adherence-to-fire safety standards.

11-Evaluate-existing-fire-safety-conditions-and-federal, state-and-local-codes—applicable-to-fire
safety; reconmend-policies; procedures-and-ordinance revisions-as-necessary-

12:9. DPevelop and-implement procedural- metheds-and-practices-for-zeviewing plans;- condueting
inspections;—investigating-incidents—and-related -activities-as-required;—provide-continued
technical suppeort-and-training as requiredReview incident reports prepared by staff.

10. Develop, prepare and maintain a variety of records and reports; ensure maintenance of all
pertinent records.

1311, Inspect stations, equipment, personnel, uniforms, and other related items, to ensure
compliance with the required standards of the department.

14:-Conduet-specialized -educational - programs-to--discourage -arson,-eliminate -fire -hazards -in
hemes-and-buildings-and-stress-safely; review-and-assess-available educational programs.

15:12. __Assistin preparing specifications for firefighting apparatus and equipment, emergency
medical services and hazardous material apparatus and equipment.
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13. Review—and-assess-training-needs-—and-—available programs;-—oversee—-and—eoordinate-the
attendance-of -departmental-staff-at-training programs-and-seminasrs;research—polieies-and
procedures-related -to-training-activities.Conduct pre-fire planning programs and post-fire
critiques; participate in the development and revision of operation practices to address noted
deficiencies and assist with the design and implementation of related training programs.

1614, Attennd and participate in community meetings; represent the interest of the
department at assigned meetings, functions, hearings, or other gatherings as required.

17 Develop-and-coordinate -training -outreach-strategies; - ensure -compliance-with—affirmative
action-and EEO-guidelines:

18- May-assume responsibility-for the Fire Department in-the absence of the Deputy-Fire Ghief:

19.15.  Perform related duties and responsibilities as required.

QUALIFICATIONS
Knowledge of:

Operational characteristics, services and activities of a comprehensive fire operation, prevention,
and emergency medical services program.

Principles, practices and procedures of fire prevention,-operation and emergency medical
services.

Principles, practices, techniques and procedures of modern firefighting.

Mechanical, chemical and related characteristics of a wide variety of flammable and explosive
materials and objects.

Pertinent federal, state and local laws, codes and regulations-including-those-pertaining-to-fire
prevention.

Principles and practices of supervision and training,

Department policies, rules and regulations.

Principles of municipal budget preparation-administration and control.

Local geography including the location of water mains and hydrants and the major fire hazards of
the city.

Principles of emergency medical treatment and CPR.

Ability to:

Manage and coordinate the work of a battalion.

Select, supervise, train and evaluate staff.

Interpret and explain city fire operation, prevention and emergency medical policies and
procedures.

Conduct-training-on fire prevention

Prepare clear and concise operational work records and reports.

Properly interpret and make decisions in accordance with laws, regulations and policies.

Make technical and emergency decisions quickly and calmly under emergency conditions.
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Conduct thorough fact-finding investigations and enforce regulations firmly, tactfully and
impartially.
Communicate clearly and concisely, both orally and in writing.
Establish and maintain effective working relationships with those contacted in the course of work.
Maintain physical condition to perform essential duties as specified by firefighter certification.
Maintain physical condition appropriate to the performance of assigned duties and
responsibilities which may include the following: '
- Performing life threatening firefighting activities in an emergency situation;
- Running, walking, crouching or crawling during emergency operations;
= Moving equipment and injured/deceased persons;
— Climbing stairs/ladders;
- Performing life-saving and rescue procedures;
- Walking, standing or sitting for extended periods of time; and
- Operating assigned equipnient and vehicles.

Ability to:

Effectively deal with personal danger which may include exposure to:
- Fire encompassed surroundings;
-- Dangerous persons;
- Dangerous animals;
- Hazards of emergency driving;
e Hazards associated with traffic control and working in and near traffic; and
- Natural and man-made disasters.
Maintain effective audio-visual discrimination and perception needed for:
— Making observations;
- Communicating with others;
- Reading and writing; and
- Operating assigned equipment and vehicles.
Maintain mental capacity which allows the capability of:
- Exercising sound judgment and rational thinking under dangerous circumstances;

-~ Evaluating various options and alternatives and choosing an appropriate and reasonable
course of action; '

- Effective interaction and communication with others; and
- Demonstrating intellectunl capabilities.

Experience and Training Requirements

Experience:

A minimum of five years experience in any combination of paid, full time, active combat
duty assignments® with a professional fire department, plus a minimum of four years
experience with the Las Vegas Fire & Rescue Department as a Fire Captain;-Fire-Training
Officer Fire Investigator H-or EMS Field-Coordinator.

* Active combat duty assignments consist of the following jobs, or their equivalents {as determined by
Las Vegas Fire & Rescue management): Firefighter, Fire Engineer, Firefighter/Paramedic, Fire
Captain, Fire Investigator L Fire Investigator 1L, EMb& Field Coordinator.
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Training:
Equivalent to graduation from high school.

Licenses and Certificates

Possession of an appropriate valid driver's license on the date of application, and maintenance
thereafter.

Possession and maintenance of Fire Officer 1 and 1l certification issued by the Nevada State Fire
Marshal’s Office within one year of the date of appointment. Training is available by completing
and submitting the State Fire Marshal NFPA Standards 1021 Fire Officer Certification Program
Task Books, or from the Community College of Southern Nevada.

IMPORTANT NOTE: To test for Fire Battalion Chief, the candidate must:

1. Meet the employment standards for Fire Battalion Chief as listed above; and
2. Have met all NFPA Standards for Firefighter I and Firefighter IL

ARBSB

REV 12/5/056/27/11

FLSA: exempt; City: nonexempt
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