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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

SEPTEMBER 14, 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 August 24, 2011

5. Discussion for possible action to certify Eligible List for Construction Project Representative (promotional); Construction
Project Representative (open); Contracts Specialist (promotional); Contracts Specialist (open); Senior Buyer
(promotional); Senior Buyer (open)

6. Discussion for possible action to extend Eligible Lists for Business Specialist I (promotional)

7. Discussion for possible action to certify Job Descriptions for Segal Class/Comp: Information Technologies Support
Technician, formerly Microcomputer Specialist [revised]; Print Media Operations Supervisor, formerly Graphic
Operations Supervisor [revised]; Print Media Operator, formerly Graphic Equipment Operator I/1I (X) [revised]; Print
Media Services Representative, formerly Senior Graphic Equipment Operator and Graphic Services Technician [revised];
Senior Systems Analyst [revised]

8. For possible action on the election of a new Chair and Vice Chair for the Civil Service Board of Trustees through July
2012
9. 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
WISH TO BE HEARD, 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
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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.

10. ADJOURNMENT

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: September 14, 2011

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

SUBJECT: 5. ELIGIBLE LISTS TO BE CERTIFIED

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

TOTAL ELIGIBLE LISTS PRESENTED: 6

PASSED & PLACED

APPLIED  TESTED ON ELIGIBLE LISTS
1. Construction Project Representative —~ Promotional 9 9 7
2. Construction Project Representative -~ Open 23 13 13
3. Contracts Specialist - Promotional 1 1 0
4. Contracts Specialist — Open 14 11 5
5. Senior Buyer — Promotional 3 0 0
6.  Senior Buyer - Open 25 15 9

FAPSDACSB\Cerlification of Eligible Lists 091411.doc



CITY OF LAS VEGAS

ELIGIBLE LIST
Construction Project Representative Augqust 18, 2011
Examination Examination Date
11233808P Promotional
Exam Code Open/Promotional
NAME
GROUP 1
See Attached
| SRR
GROUP 2
See Attached
REPORT OF EXAMINATION
APPLICATIONS ELIGIBLE LIST
ACCEPTED 9 GROUP 1 5
REJECTED 0 GROUP 2 2
TOTAL RECEIVED 9 TOTAL ON LIST 6
TESTS
WRITTEN ORAL PERFORMANCE T&E
(Weight) 100%
PASSED 7
FAILED 2
TOTAL TESTED a
DID NOT APPEAR 0




Eligible List for Construction Project Representative (Promo) - CSB 9/14/11

i.ast Name First Name Group
Bell Robert D. 1
Feuerhammer Duane D. 1
Hansen Martin T. 1
Hazard Michael J. 1
Jacobs Patricia F. 1
Ball Scott W. 2
Friley Todd C. 2

Total record count: 7

Martha Davis 8/24/20%1 11:39 AM



CITY OF LAS VEGAS

ELIGIBLE LIST
Construction Project Representative August 18, 2011
Examination Examination Date
112338080 Open
Exam Code Open/Promotional
NAME
| EREE———.——__=_=_- A S
GROUP 1
See Attached
GROUP 2
See Attached
REPORT OF EXAMINATION
APPLICATIONS ELIGIBLE LIST
ACCEPTED 13 GROUP 1 6
REJECTED 10 GROUP 2 7
TOTAL RECEIVED 23 TOTAL ON LIST 13
TESTS
WRITTEN ORAL PERFORMANCE T&E
(Weight) 100%
PASSED 13
FAILED 0
TOTAL TESTED 13
DID NOT APPEAR 0




Eligible List for Construction Project Representative (Open) - CSB 9/14/11

Last Name
Barrow Jr.

Gunny
McGillivray
Pamaran
Simmons
Stiles
Beltran
Dudley
Hammond
Janoff
Lawrence |
Miceli

Warwick

Total record count: 13

Martha Davis

First Name
Vernon H.

Gary L.
Rodney J.
ireneo A.
Derrick K.
Winston L.
Jose C.
Michael D.
Robert R.
Michael T.
Thomas D.
Michael J.

Joel F.

8/22/2011 11:05 AM

Group
1

1

1



CITY OF LAS VEGAS

ELIGIBLE LIST
Contracts Specialist August 24, 2011
Examination Examination Date
11230107P Promotional
Exam Code Open/Promotional
NAME
_
GROUP 1
None
| R
GROUP 2
None
REPORT OF EXAMINATION
APPLICATIONS ELIGIBLE LIST
ACCEPTED 1 GROUP 1 0
REJECTED 0 GROUP 2 0
TOTAL RECEIVED 1 TOTAL ON LIST 0
TESTS
WRITTEN ORAL PERFORMANCE T&E
(Weight) 100%
PASSED 0
FAILED 1
TOTAL TESTED 1
DID NOT APPEAR 0




CITY OF LAS VEGAS

ELIGIBLE LIST
Contracts Specialist August 24, 2011
Examination Examination Date
112301070 Open
Exam Code Open/Promotional
NAME
0000
GROUP 1
See Attached
GROUP 2
See Attached
REPORT OF EXAMINATION
APPLICATIONS ELIGIBLE LIST
ACCEPTED 11 GROUP 1 3
REJECTED 3 GROUP 2 2
TOTAL RECEIVED 14 TOTAL ON LIST 5
TESTS
WRITTEN ORAL PERFORMANCE T&E
(Weight) 100%
PASSED 5
FAILED 6
TOTAL TESTED 11
DID NOT APPEAR 0




Eligible List for Contracts Specialist (Open) - CSB 9/14/11

Last Name First Name Group
Burt Aaron J. 1
Niimi Gilbert K. 1
Pope lLindsay B. 1
Study Jeffrey B. 2
Wilson Alice J. 2

Total record count: 5

Martha Davis 8/25/2011 3:.41 PM



CITY OF LAS VEGAS

ELIGIBLE LIST
Senior Buyer August 29, 2011
Examination Examination Date
117954207P Promotional
Exam Code Open/Promotional
NAME
=,
GROUP 1
None
s
GROUP 2
None
REPORT OF EXAMINATION
APPLICATIONS ELIGIBLE LIST
ACCEPTED 0 GROUP 1 0
REJECTED 3 GROUP 2 0
TOTAL RECEIVED 3 TOTAL ON LIST §]
TESTS
WRITTEN ORAL PERFORMANCE OTHER
{(Weight) 100%
PASSED 0
FAILED ¢]
TOTAL TESTED 0

DID NOT APPEAR 0




CITY OF LAS VEGAS

ELIGIBLE LIST
Senior Buyer August 29, 2011
Examination Examination Date
1179542070 Open
Exam Code Open/Promotional
NAME
e R
GROUP 1
See Attached
%
GROUP 2
See Attached
REPORT OF EXAMINATION
APPLICATIONS ELIGIBLE LIST
ACCEPTED 17 GROUP 1 5
REJECTED 8 GROUP 2 4
TOTAL RECEIVED 25 TOTAL ON LIST 9
TESTS
WRITTEN ORAL PERFORMANCE OTHER
(Weight) 100%
PASSED 9
FAILED 8
TOTAL TESTED 15

DID NOT APPEAR 2




Eiigible List for Senior Buyer (Open) - CSB 9/14/11

Last Name First Name Group
Bowman Randali S. 1
Burt Aaron J. 1
Gant Robert L. 1
Hawk Danny R, 1
McAndrew Kyle W. 1
Dillon Shane L. 2
Reiser Joseph J. 2
Study Jeffrey B. 2
Walton Tracee G. 2

Total record count; 9



CITY OF LAS VEGAS

AGENDA DOCUMENTATION
Date: September 14, 2011

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

SUBJECT: 6. EXTENSION OF ELIGIBLE LISTS

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

TOTAL EXTENSIONS OF ELIGIBLE LISTS: 1

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

1. Business Specialist | - Promotional 17 09/10/11 03/10112 3

F:APersonneNCSB\Extension of Eligible Lists 091411.doc



Eligible List for Business Specialist I (Promotional) - CSB: 3/10/2010

Last Name First Name Group

Adams Nicolette J. 1

Aoun Vanessa G. 1

Bright Philip 1

Buford Candice C. 1

Crook Benita L. 1

Douglas Elizabeth 1

Friedland ingrid D. 1

Hayes Kristina J. 1

Horn Angie M. 1

Kolber Mitchell S. 1

Lewandowski Anna A. 1

Mabroy.. ... TinaA. oot [0 T
Manginetii Graciel F. 1

McCrea Sandra L. 1

Peterson Penny M. 1

Solich Amy M. 1

Wassmuth Richard J. 1
Williams————————BenaR Ao tnd Bs. Slistio nd
Rollins Linda R. 2

Total record count: 19

CERTIFIED: -10-100  to T-10-ip [
Extend: -10-\0  to_3 -1~ 1)

Extend: S~o-tl  to P-re-/)
Extend: to — i
EXPIRED: :

Helen Gonzales - City of Las Vegas TR0 S0 P PG Tt 1



CITY OF LAS VEGAS

AGENDA DOCUMENTATION
Date: September 14, 2011

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

SUBJECT: 7. JOB DESCRIPTIONS FOR APPROVAL

{BOARD ACTION: DISCUSSION AND POSSIBLE ACTION

JOB DESCRIPTIONS:

REVISIONS

SEGAL CLASS/COMP

Information Technologies Support Technician, formerly Microcomputer Specialist

Print Media Operations Supervisor, formerly Graphic Operations Supervisor

Print Media Operator, formerly Graphic Equipment Operator /1l (X)

Print Media Services Representative, formerly Senior Graphic Equipment Operator and
Graphic Services Technician

Senior Systems Analyst

PN~

o

OTHER

NEW

RECOMMENDATION

The City recommends approval of the revised job descriptions.

FAPSDACSB\Certification of Job Specs 091411.doc



CITY OF LAS VEGAS
CLASSIFIED

INFORMATION TECHNOLOGIES SUPPORT 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

Provides the full range of support for the city's computers and users; assists in determining
users' needs; and performs a variety of technical duties relative to assigned responsibilities.

DISTINGUISHING CHARACTERISTICS

This is the full journey level class within the Information Technologies Support Technician
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.

SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Information Technologies Support Supervisor or higher
level management staff,

Receives technical and functional supervision from Sr. Information Technoloiges Support
Technicians.

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

Essential Functions:

1. Provides service and support, both in the office and in the field, pertaining to computer
hardware, software and network problems; installs, configures and tests all types of
computer hardware, software, electronic devices and other equipment as needed.

2. Responds to inquiries and requests for service and support in a courteous manner;
troubleshoots hardware, software and network problems.

3. Provides technical assistance on information technology systems and programs; advises
end-users of possible solutions to computer hardware, software and network problems.

4. Follows up on calls to self-evaluate customer support satisfaction.



CITY OF LAS VEGAS
Information Technologies Support Technician (continued)

Essential Functions:

5.

10.

11.

12.

13.

Logs and tracks calls for service and support; prepares related reports regarding such
activities, results and problem trends.

Provides technical training to other city staff; writes or compiles documentation for
training.

Assists in installation, troubleshooting and maintenance of network equipment.
Coordinates vendor repair requirements with user community.
Assists in consulting with city departments to determine information technology needs.

Provides remote support for special events; sets up laptops, projectors and other equipment;
and provides assistance as needed.

Maintains the section hardware asset database.
Assists in developing system specifications for standard personal computers.

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

Marginal Functions:

1. Attends and participates in professional group meetings and committees; stays abreast of
new trends and innovations.

2. Operates and secures assigned vehicle and other assigned equipment; determines whether
vehicle is in good working order; maintains vehicle in clean and fueled condition.

3. Inputs and retrieves data from the database.

4. Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Principles and methods of personal computer configuration and operation.
Principles and methods of computer networking hardware.

Principles of data communications standards and implementation.

Computer peripherals and accessories.

Troubleshooting techniques for personal computer hardware and software problems.
Techniques of record keeping.

Techniques and methods of report preparation.

Principles, techniques and methods of customer service.

2



CITY OF LAS VEGAS
Information Technologies Support Technician (continued)

Skills in:

Operating a personal computer, including a variety of software programs.

Analyzing computer problems, identifying possible cause, projecting consequences of proposed
solutions, recommending best options and implementing appropriate solution.

Maintaining accurate records of work performed.

Reading, interpreting and comprehending technical written materials.

Preparing clear and concise reports, instructions and other technical written materials.

Organizing work, set priorities and meet deadlines.

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

Communicating clearly and concisely, both orally and in writing.

Experience and Training Requirements

Experience:
Two years of experience within the previous four years with primary responsibility in a

business environment for troubleshooting and supporting networks, printers and

computer systems, and installing and configuring hardware and software, using the latest
Microsoft Operating Systems.

Training:

Equivalent to graduation from high school. Additional specialized training in personal
computers or a related field is desirable.

License or Certificate

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

Certifications obtained through the Microsoft Certified Professional program, the Cicso
Internetworking Certification Program, the American Management Association, or other
acceptable, related information technology certification, are desirable.

Special Requirement

May be required to be on-call and respond, if necessary, on a rotating schedule.

WORKING CONDITIONS

Environmental Conditions:

Location: Office environment; possible detention center environment; travel from site to site.
Hazards: Exposure to computer screens.



CITY OF LAS VEGAS
Information Technologies Support Technician (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, stooping, kneeling, bending, twisting crawling or sitting for extended
- periods of time;
—  Moderate lifting; and
—  Operating assigned equipnient.
Maintaining effective audio-visual discrimination and perception needed for:
-~ Making observations;
-~ Commumnicating 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 5/9/11 (formerly Microcomputer Specialist)
FLSA & City: nonexempt

C5B9/14/11



CITY OF LAS VEGAS
CLASSIFIED

PRINT MEDIA OPERATIONS SUPERVISOR

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 all duties performed within the job.

DEFINITION

Supervises, assigns and reviews the work of staff responsible for the design and production of
various printed materials and mailroom operations; oversees and participates in all work
activities; formulates and administers the city-wide photocopier rental agreement; and performs a
variety of technical tasks relative to assigned area of responsibility.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the assigned Information Technologies 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 MARGINAL FUNCTION STATEMENTS--Essential and other important
responsibilities and duties may include, but are not limited to, the following:

Essential Functions:

1. Plans, prioritizes, assigns, supervises and reviews the work of staff responsible for providing
graphic design, printing services and mailroom services for the city.

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. 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.

4. 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.



CITY OF LAS VEGAS
Print Media Operations Supervisor (Continued)

Essential Functions:

5.

10.

11.

Coordinates with Graphic Artists to establish a plan for print production and resolve
customer needs.

Participates in the preparation and administration of the section budget and the mailroom
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.

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

Manage efficiency and pricing of print jobs. Calculates cost of internal prints jobs and

obtains quotes from vendors for external print jobs. Evaluates and adjusts charges for
services provided.

Monitors job pricing and coding for completeness, accuracy and compliance with city
policy.

Coordinates with Purchasing and Contracts staff to formulate city-wide photocopier rental
agreement; monitors vendor performance and administers the rental agreement, including
service, usage billing, copier placement and upgrades.

Serves as liaison for the division 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 inquires and issues. Handles inquiries and complaints
from start through resolution in an efficient and timely manner.

Marginal Functions:

1.

Attends and participates in professional group meetings; stays abreast of new trends and
innovations.

Consults with and advises departments on the design and production of printed materials.
Operates reproduction equipment in a back up capacity.
Invoices for printing services and determines delivery times.

Perform related duties and responsibilities as required.



CITY OF LAS VEGAS
Print Media Operations Supervisor (Continued)

QUALIFICATIONS

Knowledge of:

Operations, services and activities of centralized graphic arts, printing and duplicating and
mailroom services programs.

Various printing mediums including inks, toner, paper and binding.

Graphic techniques of optical scanning and reproduction, editing, layout and design.

Techniques of reproduction, editing and layout.

Principles of the operation of an offset system of duplication.

Sources of supply for materials used in the division.

Principles of supervision, training and performance evaluation.

Modern and complex principles and practices of graphic design, printing and reproduction.

United States Postal Service regulations and laws.

Mailing and shipping regulations for various private service providers such as UPS and Federal
Express.

Xerographic copiers.

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

Principles and practices of budget preparation and administration.

Skills in:

Cleaning and maintaining various printing and duplicating machines.

Interpreting, explaining and enforcing city and department policies and procedures.

Researching and evaluating new service methods and techniques.

Preparing clear and concise reports.

Communicating clearly and concisely, both orally and in writing.

Establishing and maintaining effective working relationships with those contacted in the course
of work including city officials and the general public.

Experience and Training Requirements

Experience:

Four years of increasingly responsible printing, duplicating or digital reproduction
experience. One year of supervisory or lead responsibility is desirable.

Training:

Equivalent to graduation from high school. Additional specialized training in printing and
digital reproduction or a related field.



CITY OF LAS VEGAS
Print Media Operations Supervisor (Continued)

WORKING CONDITIONS

Environmental Conditions:

Location: Printing office environment.
Hazards: Exposure to noise and dust; 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, bending, stooping, kneeling or sitting for extended periods of time;
—  Moderate fo light 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 6/6/11 {formerly Graphic Operations Supervisor)
FLSA: exempt; City: nonexempt

CSB9/14/11



CITY OF LAS VEGAS
CLASSIFIED

PRINT MEDIA OPERATOR

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

Operates and maintains various digital reproduction machines used for the preparation and
reproduction of various printed materials; binds and distributes printed materials; and performs
routine maintenance and minor repairs.

DISTINGUISHING CHARACTERISTICS

This is the full journey level class within the Print Media series. Employees within this class
perform the full range of duties as assigned including operating printing equipment at an
advanced level. 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
unif,

SUPERVISION RECEIVED

Receives general supervision from the Print Media Operations Supervisor and higher level
management staff.

Receives functional lead supervision from Print Media Services Representative.

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

Essential Functions:

1. Reproduces documents in accordance with job ticket instruction including copying, cutting,
stapling, collating, and hole-punching documents; edits and transfers computer files related to
digital reproduction as required.

2. Operates all machines within print media services; produces the highest level of work such as
four color process, complex jobs and duotones.

3. Processes files electronically or scans hard copies of files.
4. Binds a variety of documents,

5. Prepares mass mailings including address merging and printing of mailers.



CITY OF LAS VEGAS
Print Media Operator (Continued)

Essential Functions:

6. Cleans and performs preventative maintenance and minor repairs on various printing
machines.

7. 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 monitoring and maintaining appropriate levels of supplies, equipment, and
inventory as directed by management.

2. Performs a variety of record keeping, filing, indexing and other general clerical work.
3. Answers telephone; provides service to customers at the front counter.

4. Operates and secures assigned vehicle; determines if vehicle is in good working order;
maintains vehicle in clean and fueled condition.

5. Packages and delivers to appropriate city departments as needed.

6. Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Functions and operations of digital reproduction machines, bindery machines and other related
equipment.

Various paper types and sizes.

Properties and uses of paper, ink and toner.

Procedures and methods of digital reproduction.

Techniques and methods for cleaning and maintaining reproduction machines and related tools
and equipment.

Safe work practices.

Methods and techniques of preparing and reproducing various printed materials.

Common office software packages including print production packages.

Skills in:

Operating digital reproduction machines, bindery machines and other related equipment.

Independently performing the most difficult set up and operation of printing equipment.

Working with a variety of colored ink, toner and a variety of paper stocks.

Cleaning and maintaining various digital reproduction machines, bindery machines and other
related equipment.

Providing appropriate level of customer service.

Understanding and following oral and written instructions.



CITY OF LAS VEGAS
Print Media Operator (Continued)

Skills in:

Communicating clearly and concisely, both orally and in writing.

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

Working independently with limited supervision.

Experience and Training Requirements

Experience:

One year of digital reproduction and printing experience.
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.

WORKING CONDITIONS

Environmental Conditions:

Location: Printing office environment.
Hazards: Exposure to noise and dust.

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 lifting; and
-~ Operating assigned equipnient.
Maintaining effective audio-visual discrimination and perception needed for:
-~ Making observations;
-- Communicating with others;
- Reading and writing;
- Distinguishing colors; and
- Operating assigned equipment.



CITY OF LAS VEGAS
Print Media Operator (Continued)

Physical Conditions:

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

SEGAL

Revised 8/4/11 [Formerly Graphic Equipment Operator ] and 11 (X)]
FLSA & City: nonexempt

CSB9/14/11



CITY OF LAS VEGAS
CLASSIFIED

PRINT MEDIA SERVICES REPRESENTATIVE

Class specifications are intended lo 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

Serves as the primary liaison with customers and outside vendors; assists with planning,
prioritizing and coordinating the scheduling of jobs; leads, oversees and participates in the
preparation and reproduction of various printed materials; and performs a variety of technical
tasks relative to assigned areas of responsibility.

DISTINGUISHING CHARACTERISTICS

This is a functional lead level class within the Print Media series. This class is distinguished
from the Print Media Operator by the performance of the full range of duties as assigned,
including intake functions and coordinating with clients. Employees at this level receive only
occasional instruction or assistance as new or unusual situations arise, and are tully aware of
the operating procedures and policies of the work unit.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Print Media Operations Supervisor and higher level management
staff. ‘

May serve as a functional lead over lower level staff, including scheduling and assigning tasks,
monitoring work progress, and reviewing work products.

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

Essential Functions:

1. Serves as the primary liaison with customers and outside vendors; communicates with
customers to obtain proper specifications for timely and correct production of requested

product; advises customers on best format, size, colors, paper stock and types of material to be
used.

2. Provides estimates and final prices for requested jobs; obtains bids and coordinate jobs
q ] e ]
produced by outside vendors; researches and recommends vendors to provide supplies and
printing services; sends invoices to customers.



CITY OF LAS VEGAS
Print Media Services Representative (continued)

Essential Functions:

3.

Plans, prioritizes and coordinates the scheduling of jobs; participates in the design, layout and
composition of jobs; attends meetings with design staff and customers; and ensures quality of
finished product.

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

Serves as a functional lead, planning, scheduling and assigning work, monitoring the progress
of print jobs, and reviewing the work of staff responsible for print media services.

Monitors and maintains appropriate levels of supplies, equipment, and inventory to ensure
efficient and effective operations. Participates in the procurement process, including
researching materials, equipment, and vendors, assisting with specifications, and
requisitioning materials as needed; makes purchases using a p card.

Operates all machines within print media services; produces the highest level of work such
as four color process, complex jobs and duotones.

Cleans and performs preventive maintenance and minor repairs on various printing
machines.

Marginal Functions:

1. Performs related duties and responsibilities as required.

2. Participates in the preparation and reproduction of various printed materials, including
copying, cutting, stapling, collating, binding and hole-punching documents; edits and
transfers computer files related to digital reproduction as required.

3. Performs a variety of record keeping, filing, indexing and other general clerical work.

4. Delivers packages to appropriate city departments as needed.

5. Operates and secures assigned vehicle and other assigned equipment; determines whether
vehicle is in good working order; maintains vehicle in clean and fueled condition.

QUALIFICATIONS

Knowledge of:

Printing estimation techniques.

Printing production planning and scheduling techniques.

Principles and practices of customer service.

Basic math principles.

Operations, services and activities of a digital reproduction and printing program.
Principles of lead supervision.



CITY OF LLAS VEGAS
Print Media Services Representative (continued)

Knowledge of:

Methods and techniques of preparing and reproducing various printed materials.

Operational characteristics of duplicating and printing equipment and tools, including offset
machinery, digital reproduction, and binding equipment.

Techniques and methods for cleaning and maintaining duplicating and printing machines.

Various paper types and sizes.

Occupational hazards and standard safety practices.

Comumon office software packages including print production packages.

Skills in:

Independently performing the most difficult set up and operation of printing equipment.

Interpreting, explaining and enforcing department policies and procedures.

Operating a variety of duplicating and reproduction equipment in a safe and effective manner,

Working with a variety of colored inks, toners and paper stocks.

Cleaning and maintaining various duplicating machines and other equipment.

Working independently with limited supervision.

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 digital reproduction and printing experience,
including planning, coordinating, pricing and scheduling jobs.

Training:

Equivalent to graduation from high school. Additional specialized training in digital
reproduction or a related field is desirable.

License or Certificate

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

WORKING CONDITIONS

Environmental Conditions:

Location: Printing office environment.
Huazards: Exposure to noise and dust.



CITY OF LAS VEGAS
Print Media Services Representative (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, bending, stooping, kneeling, or sitting for extended periods of time;
- Moderate lifting; and
--  Operating assigned equipment.
Maintaining effective audio-visual discrimination and perception needed for:
- Making observations;
- Commnunicating with others;
- Reading and writing;
-~ Distinguishing colors; 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. 8/4/11 (formerly Senior Graphic Equipment Operator and Graphic Services Technician)
FLSA & City: nonexempt

CSB9/14/11



CITY OFLAS VEGAS
CLASSIFIED

SENIOR SYSTEMS ANALYST

Class specifications are intended fo present a dascriptive fist of the range of duties performed by employess in the
class. Specifications are not intended to reflect all duties performed within the job.

DEFINITION

Participates in the more complex and difficult application of information technologies to
business opportunities and solutions; assists in establishing, maintaining and enforcing
development standards, processes and procedures; serves as the technical lead on computer
applications from project initialization through implementation and validation; and performs a
variety of technical tasks relative to assigned areas of responsibility.

DISTINGUISHING CHARACTERISTICS

This is the advanced journey level class in the Systems Analyst series. Positions at this level
are distinguished from other classes within the series by the level of responsibility assumed
and the complexity of duties assigned. Employees perform the most difficult and responsible
types of duties assigned to classes within this series, Employees at this level are required to be
fully aware of all procedures related to assigned area of responsibility.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from higher level supervisory and management staff.

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

Essential Functions:

1. Plans, directs and participates in the evaluation, design, testing and maintenance of
computer applications.

2. Participates in the peer review of other team members for accuracy, proper work methods
and techniques, and compliance with applicable standards and specifications. Assists in the
development, maintenance and quality control of programming and documentation
standards.

3. Provides in-depth analysis for establishment of new systems and enhancements to existing
systems.

4. Develops, documents and maintains computer systems design including, but not limited
to, screens, reports, interfaces and programs; writes and tests new computer applications
and systems; develops accurate time lines for assigned projects.

1



CITY OF LAS VEGAS
Senior Systems Analyst (continued)

Esseniial Funclions:

5.

Consults with representatives from city departments and external organizations to resolve
problems; identifies and coordinates system activities with users and internal departmental
organizations.,

Monitors and evaluates operations and activities of assigned system responsibilities;
recommends improvements and modifications; produces functional and visual design
recommendlations.

Performs database analysis to determine the most effective database designs; develops and
implements new and improved database tables; creates and runs reports.

Prepares documentation for new systems and changes to existing systems; in accordance
with established standards and procedures.

Administers the functionality of payroll administration and financial modules within the
Oracle eBusiness Suite including, but not limited to design, establishment, modification and
monitoring of business rules and interfaces; report and query administration including
definition, design, implementation and management; and serving as the subject matter
expert to management and key operating personnel.

10. Conducts or participates in business rules assessments; develops and implements rules and

objects.

11. Performs all duties and job responsibilities of a Systems Analyst.

Marginal Functions:

1.

Stays abreast of new computer programs or applications and trends or innovations in the
assigned department; researches of new computer software and hardware; searches new
web technologies and analyzes their possible application in the city.

Assists other departments with program and operational issues; analyzes causes of issues
and recommends solutions or corrective actions.

Integrates commercial off the shelf software into the city’s Enterprise Resource Planning
(ERP) environment.

Assists in the validation of new applications or modifications; assists in the development of
validation criteria.

Performs related duties and responsibilities as required.



CITY OF LAS VEGAS
Senior Systems Analyst (continued)

QUALIFICATIONS

Knowledge of:

Organizational structure, policies and operating procedures of the department and division.
Generally accepted software and system development life cycle processes.

Generally accepted validation and testing processes.

Generally accepted programming and documentation methods.

Principles and techniques of lead supervision.

Principles and techniques of project leadership.

Object and service oriented design concepts.

In addition to the above qualifications for Senior Systems Analyst:

When Assigned to Oracle ERP Support:

Oracle Relational Database Management System (RDBMS).

QOracle application middleware, user interface, reporting, query and backend development
tools.

Oracle Human Resource, Payroll, Financials and self-service modules.

Structured Query Language (SQL).

When Assigned o Business Intelligence:

Advanced business intelligence administration.
Business rules and object development and support techniques.

Skills in:

Independently, and as a team member, performing the most difficult analysis and design
activities assigned.

Analyzing, designing, and implementing complex information technology solutions.

Reading, understanding and applying relevant information from technical publications,
manuals and other applicable media.

Working independently with minimal supervision while adhering to the direction established
by management and established policies, procedures and task assignments.

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 applications development and systems analysis
experience with both commercial off-the-shelf solutions and custom applications.



CITY OF LAS VEGAS
Senior Systems Analyst (continued)

Training:

Bachelor's degree from an accredited college or university with major in computer
sciences, business administration, management information systems or a field related to
the essential functions.

Oracle Certified Application Developer is desirable, if applicable.

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 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 capability of:
—  Making sound decisions;
-~ Lffective interaction and communication with others; and
- Demonstrating intellectual capabilities.

SEGAL

REV 7/18/11

FLSA: exempt; City: nonexempt
CSB9/14/11



CITY OF LAS VEGAS
CLASSIFIED

MICROCOMPUTER-SPECIALISTINFORMATION TECHNOLOGIES SUPPORT
TECHNICIAN

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
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ofresponsibility-Provides the full range of support for the city's computers and users; assists in
determining users' needs; and performs a variety of technical duties relative to assigned
responsibilities.

DISTINGUISHING CHARACTERISTICS

This is the full journey level class within the Information Technologies Support Mierocomputer
Speeialist-seriesTechnician series. Hmployees—within-this-class-are-distinguished-from-the-Sr:
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ibiliies—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 the Miereecomputer—Information Technologies Support
Supervisor or higher level management staff.

Receives  technical and functional supervision from #the—Sr. Mierocomputer
SpeeialistsInformation Technoloiges Support Technicians.

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

Essential Functions:

1. Provides infermation-and-service and support, both in the office and in the field, pertaining
to computer hardware, software and network problems; installs, configures and tests all

types of computer hardware, and-software, electronic devices and other equipment as
needed._

2. Responds to inquiries and requests for service and support in a courteous manner;
troubleshoots hardware, software and network problems.




CITY OF LAS VEGAS
Information Technologies Support Technician Mierecomputer-Speeialist (continued)

3. Provides technical assistance on information technology systems and programs; advises
end-users of possible solutions to computer hardware, software and network problems.

4. Follows up on calls to self-evaluate customer support satisfaction.

3:5.Logs and tracks calls for service and support; prepares related reports regarding such
activities, results and problem trends.

4:6. Provides brief-hands-en-technical &raining-training to other city staffen-computer-seftware
and-system-use; writes or compiles documentation for training-er-instruction.

8:7. Assists in installation, troubleshooting and maintenance of network equipment.

6:8.Coordinates vendor repair requirements with —Sr—Mierocomputer—Speeialistsuser

communi

#9. Assists in consulting with city departments to determine mierocomputer—information
technology needs.

#10. Provides remote support for special events; sets up laptops, projectors and other

equipment; and provides assistance as needed.; previde—technical—assistance—on

7:11. Maintains the mierecomputer-section hardware asset database.

12. Assists in developing system specifications for standard personal computers._

8:13. Maintains a variety of automated and manual logs, records and files; performs a variety of
record keeping, filing, indexing and other general clerical work.

Marginal Functions:

1. Attends and participates in professional group meetings and committees; stays abreast of

new trends and innovations-in-eomputers-forbusiness-applications._

2. Operates and secures assigned vehicle and other assigned equipment; determines whether
vehicle is in good working order; maintains vehicle in clean and fueled condition.




CITY OF LAS VEGAS
Information Technologies Support Technician MierocomputerSpeeialist (continued)

3. Inputs and retrieves data from the database.

2:4. Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Principles and methods of personal computer configuration and operation.
Principles and methods of computer networking hardware.

Principles of data communications standards and implementation.

Computer peripherals and accessories.

Troubleshooting techniques for personal computer hardware and software problems.
Techniques of record keeping.

Techniques and methods of report preparation.

Principles, techniques and methods of customer service.

Skills in: Ability-te:

Operatinge a personal computer, including a variety of software programs.

Analyzinge computer problems, identifying possible cause, projecting consequences of
proposed solutions, recommending best options and implementing appropriate
solution.

Maintaining accurate records of work performed.

Reading, interpreting and comprehending technical written materials.

Preparinge clear and concise reports, instructions and other technical written materials.

Organizinge work, set priorities and meet deadlines.

Ability-te:

Establishing and maintaining effective working relationships with those contacted in the course
of work.
Communicatinge clearly and concisely, both orally and in writing,.
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Experience and Training Requirements




CITY OF LAS VEGAS
| Information Technologies Support Technician Microcomputer Specialist (continued)

Experience:
Two years of experience within the previous four years with primary responsibility in a

business environment for troubleshooting and supporting networks, printers and

computer systems, and installing and configuring hardware and software, using the latest
Microsoft Operating Systems.

Training:

Equivalent to graduation from high school. Additional specialized training in personal
computers or a related field is desirable._

License or Certificate

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

Certifications obtained through the Microsoft Certified Professional program, the Cicso
Internetworking Certification Program, the American Management Association, or other
acceptable, related information technology certification, are desirable.

Special Requirement

May be required to be on-call and respond, if necessary, on a rotating schedule.

WORKING CONDITIONS

Environmental Conditions:

Location: Office environment; possible detention center environment; travel from site to site.;
Hazards: eExposure 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:

-- Wialking, standing, stooping, kneeling, bending, twisting crawling or sitting for extended
periods of time;
- Moderate lifting; and
- Operating assigned equipment.
Maintaining effective audio-visual discrimination and perception needed for:
--  Making observations;




CITY OF LAS VEGAS
Information Technologies Support Technician Mierocomputer-Speeialist (continued)

--  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.

ARBSEGAL

REV 12/14/4645/9/11 (formerly Microcomputer Specialist)
FLSA & City: nonexempt

CSB-3/9/05
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CITY OF LAS VEGAS
CLASSIFIED

GRAPHIC-PRINT MEDIA OPERATIONS 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

Fe-sSupervises, assigns and reviews the work of staff responsible for the design and production of
various printed materials and mailroom operations; te—oversees and participates in all work
activities; te—formulates and administers the city-wide photocopier rental agreement; and te
performs a variety of technical tasks relative to assigned area of responsibility.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the-GIS-Managesr:the assigned Information Technologies Manager and
higher level management staff.

Exereises—direet-supervision-over—technical 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
responsibilities and duties may include, but are not limited to, the following:

Essential Functions:

1. Plans, prioritizes, assigns, supervises and reviews the work of staff responsible for providing
graphic design, printing services and mailroom services for the city.

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.

13. 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.

4. 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

5. Coordinates with Graphic Artists to establish a plan for print production and resolve

1



CITY OF LAS VEGAS
| GraphiePrint Media Operations Supervisor (Continued)

customer needs.

6. Participates in the preparation and administration of the section budget and the mailroom
budget. Submits budget recommendations. Monitors all financial transactions,

expenditures, and identifies and reports potential financial overruns and variances at an

5:7. Monitors and maintains appropriate levels of supplies, equipment, and inventory to ensure
efficient and effective operations. Participates in the procurement process, including
researching materials, equipment, and vendors, assisting with specifications, and
requisitioning materials as needed.

6.8. Manage efficiency and pricing of print jobs. Calculates cost of internal prints jobs and
obtains quotes from vendors for external print jobs. Evaluates and adjusts charges for
services provided.

9. Monitors job pricing and coding for completeness, accuracy and compliance with city

policy.

8. Coordinates Werk-with Purchasing and Contracts staff to formulate city-wide photocopier
rental agreement; monitors vendor performance and administers the rental agreement,
including service, usage billing, copier placement and upgrades.

10:9 Negotiate-and-resolve-sensitive-and-controversial-issues:Serves as liaison for the division
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
inquires and issues. Handles inquiries and complaints from start through resolution in an
efficient and timely manner.

Marginal Functions:




CITY OF LAS VEGAS
Graphie Print Media Operations Supervisor (Continued)

1. Attends and participates in professional group meetings; stays abreast of new trends and
innovations- i it i

2. Consults with and advises departments on the design and production of printed materials.

3. Operates reproduction equipment in a back up capacity.

4. Invoices for printing services and determines delivery times;-assist-in-menitoring—-werk—of
ottsidevendors,

5. Perform related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Operations, services and activities of centralized graphic arts, printing and duplicating and
mailroom services programs.

Various printing mediums including inks, toner, paper and binding,

Graphic techniques of optical scanning and reproduction, editing, layout and design.

Techniques of reproduction, editing and layout.

Principles of the operation of an offset system of duplication.

Sources of supply for materials used in the division.

Principles of supervision, training and performance evaluation.

Modern and complex principles and practices of graphic design, printing and reproduction.

United States Postal Service regulations and laws.

Mailing and shipping regulations for various private service providers such as UPS and Federal
Express.

Xerographic copiers.

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

Principles and practices of budget preparation and administration.

Skills in:Ability-te:

Cleaning and maintaining various printing and duplicating machines.

Interpreting, explaining and enforcinge city and department policies and procedures.

Researching and evaluatinge new service methods and techniques.

Preparinge clear and concise reports.

Communicatinge clearly and concisely, both orally and in writing.

Establishing and maintaining effective working relationships with those contacted in the course
of work including city officials and the general public.

3




CITY OF LAS VEGAS
| GraphiePrint Media Operations Supervisor (Continued)

Experience and Training Requirements

Experience:

Four years of mcreasmgly responsible printing, duplicating or graphie—artsdigital

reproduction experience. ineluding eOne year of supervisory or lead responsibility_is
desirable.

Training:

Equivalent to graduation from high school. Additional specialized training in printing and
graphieartsdigital reproduction or a related field._

WORKING CONDITIONS

Environmental Conditions:

Location: Printing office environment;.
Hazards: eExposure to noise and dust; 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:
- Wialking, standing, bending, stooping, kneeling or sitting for extended periods of time;
-- _ Moderate to light lifting;- and
— Operating assigned equipment.
Maintaining effective audio-visual discrimination and perception needed for:
--  Making observations;
--  Communicating with others;




CITY OF LAS VEGAS
Graphie Print Media Operations Supervisor (Continued)

-~ 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.

ARBSEGAL

REV 24324996/6/11 (formerly Graphic Operations Supervisor)
FLSA: exempt; City: nonexempt

CSB-8/11/99
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CITY OF LAS VEGAS
CLASSIFIED

PRINT MEDIA OPERATOR
GRAPHIC FQUIPMENT OPERATOR 1

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

Operates and maintains various digital reproduction machines used for the preparation and
reproduction of various printed materials; binds and distributes printed materials; and

performs routine maintenance and minor repalrs ie«apemteqm&mamk&m—vaﬁe&s—pmmﬂg

DISTINGUISHING CHARACTERISTICS

Graphie—Equipment-Operator H--This is the full journey level class within the Graphie

Equipment-OperatorPrint Media series. Employees within this class are-distinguished-from-the
Graphie Equipment-Operator1-by—the-performsanece-of the full range of duties as assigned
including operating printing equipment at an advanced level. Employees at this level receive
only occasional instruction or assistance as new or unusual situations arise, and are fully aware

of the operatmg procedures and pohc1es of the work unit. M%@%MMM

SUPERVISION RECEIVED

Receives general supervision from the Print Media Operations Supervisor and Graphie

Equipment Operations-Supervisor-higher level management staff.

Receives functional lead supervision from Print Media Services Representative.




CITY OF LAS VEGAS
Graphie Equipment Operator J/HPrint Media Operator (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. Reproduces documents in accordance with job ticket instruction including copying, cutting,
stapling, collating, and hole-punching documents; edits and transfers computer files related
to digital reproduction as required.

2. Operates all machines within print media services; produces the highest level of work such
as four color process, complex jobs and duotones.

3.  Processes files electronically or scans hard copies of files.

4. Binds a variety of documents.

5. Prepares mass malhngs mcludmg address merging and prmhno of mallers

3-4. _ Cleans and Pperforms preventative maintenance and minor repairs on various printing
machines.

5. Responds to inquiries in a courteous manner; provides information within the area of
assignment; resolves complaints in_an efficient and timely manner.Provide—appropriate
level ofcustomerserviceeeneraly-internal:

Marginal Functions:

i, A551st5 in momtormg and maintaining approprlate levels of supplles, equlpment and
inventory as directed by management.

2. Performs a variety of record keeping, filing, indexing and other general clerical work.




CITY OF LAS VEGAS
Graphie Equipment Operator I/HPrint Media Operator (Continued)

3. Answers telephone; provides service to customers at the front counter.

4. Operates and secures mail—vanassigned vehicle; determines if van—vehicle is in good
working order; maintains van-vehicle in clean and fueled condition.

6:5. Packages and delivers to appropriate city departments as needed.

7-6. Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Functions and operations of digital reproduction machines, bindery machines and other related

equipment.
Various paper types and sizes.

Properties and uses of paper, ink and toner.

letterpress;-bindery-machines-and-ether related-equipment:
Procedures and methods of phetecopying-documentsdigital reproduction.

Techniques and methods for cleaning and maintaining duplicating-and-printingreproduction
machines and related tools and equipment.

Safe work practices.
Methods and techniques of preparing and reproducing various printed materials.
Common office software packages including print production packages.

Skills in: Ability-te:

Operatinge duplication/digital reproduction machines, process—eamera,—plate—makers;
letterpress;-bindery machines and other related equipment-reproducing-basielevelwork.

Independently performing the most difficult set up and operation of printing equipment.
Working with blaek-a variety of colored ink, toner and a variety of paper stocks.

Clean_g and mamtammg various éupla—a&eﬂﬁepfeéueﬂend)gltal reproduction machines,
bindery machines and other related

———i
equlpment

Providinge appropriate level of internaland/orexternal-customer service.

Understanding and following oral and written instructions.

Communicatinge clearly and concisely, both orally and in writing.

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

Working independently with limited supervision.




CITY OF LAS VEGAS
Graphie Equipment Operator J/HPrint Media Operator (Continued)

Experience and Training Requirements
Experience:
One year of duphication,digital reproduction and printing experience-is-desirable.
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.




CITY OF LAS VEGAS
Graphie Equipment Operator I/HPrint Media Operator (Continued)

WORKING CONDITIONS

Environmental Conditions:

Location: Printing office environment;,
Hazards: eExposure to noise and dust.

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




CITY OF LAS VEGAS
Graphie Equipment Operator I/HPrint Media Operator (Continued)

ARB:aeSEGAL
Revised 06/958/4/11 [Formerly Graphic Equipment Operator | and 11 (X)]

FLSA & City: nonexemptESB-8/1H1/93
Segal 07/21/10




CITY OF LAS VEGAS
CLASSIFIED

SENIOR-GRAPHIC EQUIPMENT OPERATORPRINT MEDIA SERVICES
REPRESENTATIVE

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

Serves as the primary liaison with customers and outside vendors; assists with planning,
prioritizing and coordinating the scheduling of jobs; Te-leads, oversees and participates in the
more—complex—and-difficult-work—of-staffrespensiblefor—preparation and reproduction of
various printed materials; and te-performs a variety of technical tasks relative to assigned areas
of responsibility.

DISTINGUISHING CHARACTERISTICS

This is a functional lead level class within the Print Media series. This class is distinguished
from the Print Media Operator by the performance of the full range of duties as assigned,
including intake functions and coordinating with clients. Emplovees 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 direction from Graphie-Operations-Supervisor:-the Print Media Operations Supervisor

and higher level management staff.

May—exereise—{funchonal—and—technical supervision—overlowerlevel stafEMay serve as a

functional lead over lower level staff, including scheduling and assigning tasks, monitoring
work progress, and reviewing work products.

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

Essential Functions:



CITY OF LAS VEGAS
| Senior Graphic Equipment OperatorPrint Media Services Representative- (continued)

1. Serves as the primary liaison with customers and outside vendors; communicates with
customers to obtain proper specifications for timely and correct production of requested
product; advises customers on best format, size, colors, paper stock and types of material to
be used.

2. Provides estimates and final prices for requested jobs; obtains bids and coordinate jobs
produced by outside vendors; researches and recommends vendors to provide supplies
and printing services; sends invoices to customers.

3. Plans, prioritizes and coordinates the scheduling of jobs; participates in the design, lavout
and composition of jobs; attends meetings with desien staff and customers; and ensures
quality of finished product.

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

Serves as a_functional Eleads, plansning, scheduling and assigning work, monitoring the

progress of print |nlm trains and reviewsino the work of staff responsible for printing print
media services.

IS-"

6. Monitors and maintains appropriate levels of supplies, equipment, and inventory to ensure

efficient and effective operations. Participates in the procurement process, including
researching materials, equipment, and vendors, assisting with specifications, and

requisitioning materials as needed; makes purchases using a p card.
3—

E i Bt Loniaed

6.7.Operates all machines within print media services;Set-up-and-operate-advanced-printing

eguipment-to produces the highest level of work such as 4four color process, complex jobs
and duotones.
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press;i—make—minor—repairs—or—adjustments—as—needed-Cleans and performs preventive

maintenance and minor repairs on various printing machines.

Marginal Functions:

7:1. Performs related duties and responsibilities as required.

Z2. Participates in the preparation and reproduction of various printed materials, including
copying, cutting, stapling, collating, binding and hole-punching documents; edits and
transfers computer files related to digital reproduction as required.
7=

3. Performs a variety of record keeping, filing, indexing and other general clerical work,

4. Delivers packages to appropriate city departments as needed.

5. Operates and secures assiened vehicle and other assiened equipment; determines whether
vehicle is in good working order; maintains vehicle in clean and fueled condition.
—

QUALIFICATIONS

Knowledge of:

Printing estimation techniques.

Printing production planning and scheduling techniques.

Principles and practices of customer service.

Basic math principles.

Operations, services and activities of a duplicating digital reproduction and printing program.

Principles of lead supervision-and-trainine.

Methods and techniques of preparing and reproducing various printed materials.

Operational characteristics of duplicating and printing equipment and tools, including offset
machinery, electrostatic-platemaker—copy-—machinedigital reproduction, and binding ane
carkreem-equipment.

Techniques and methods for cleaning and maintaining duplicating and printing machines.

Various paper types and sizes.

Occupational hazards and standard safety practices.
Common office software packages including print production packages.
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Skills in: Abilityte:

Independently performing the most difficult set up and operation of printing equipment.

Interpreting, explaining and enforcinge department policies and procedures.

Operatinge a variety of duplicating and reproduction equipment in a safe and effective

manner.

Working with a variety of colored inks, toners and paper stocks.

Cleaning and maintaining various duplicating machines and other equipment.

Working independently in the-absence-efwith limited supervision.

Understanding and following oral and written instructions.

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 digitalduplication, reproduction and printing
experience, including planning, coordinating, pricing and scheduling jobs.

Training:

Equivalent to graduation from high school. Additional specialized training in
reprographies-digital reproduction or a related field is desirable.

License or Certificate

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

WORKING CONDITIONS

Environmental Conditions:
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Location: Printing office environment.;
Hazards: eExposure to noise and dust.

Physical Conditions:

. . . 1 } 3 )

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 lifting; and
-- Operating assigned equipnient.
Maintaining effective audio-visual discrimination and perception needed for:
-- _ Making observations;
-- Communicating with others;
-- _ Reading and writing;
- Distinguishing colors; -and
-- _ Operating assigned equipnient.
Maintaining mental capacity which allows the capability of:
-~ Making sound decisions;
-- _ Effective interaction and communication with others; and
--  Demonstrating intellectual capabilities.

SEGAL

Revised 8/4/11 (formerly Senior Graphic Equipment Operator and Graphic Services
Technician)

FLSA & City: nonexempt

CSB-6/30/96
iy i
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CLASSIFIED

SENIOR SYSTEMS ANALYST

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

Fe-pParticipates in the more complex and difficult application of information technologies to
business opportunities and solutions; te—assists in establishing, maintaining and enforcing
development standards, processes and procedures; te-serves as the technical lead on computer
applications from project initialization through implementation and validation; and te
performs a variety of technical tasks relative to assigned areas of responsibility.

DISTINGUISHING CHARACTERISTICS

This is the advanced journey level class in the Systems Analyst series. Positions at this level are
distinguished from other classes within the series by the level of responsibility assumed and the
complexity of duties assigned. Employees perform the most difficult and responsible types of

duties assigned to classes within this series—ineluding—directing,—planning,mentoring—and
reviewing—the—werk—efJower—level—staff—econducting—in-depth—analysis—resulting—in—the
establishment-of new-systems-or-enhancements-to-existng systems.

Employees at this level are
required to be fully aware of all procedures related to assigned area of responsibility.

SUPERVISION RECEIVED AND EXERCISED

Reeeives—direction—from—the—assigned—Information—Technologies-Manager—and-higher-level
management staff:
Receives direction from higher level supervisory and management 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. Plans, directs and participates in the evaluation, design, testing and maintenance of
computer applications.
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peer review of other team members for accuracy, proper work methods and techniques, and
compliance with applicable standards and specifications.

3:2. Assists in the development, maintenance and quality control of programming and
documentation standards.

| 4:3.Provides in-depth analysis for establishment of new systems and enhancements to existing
systems.

5:4.Develops, documents and maintains computer systems design including, but not limited to,
screens, reports, interfaces and programs; writes and tests new computer applications and
systems; develops accurate time lines for assigned projects.

6:5. Consults with representatives from city departments and external organizations to resolve

problems; identifiesy and coordinates system activities with wusers and internal
departmental organizations.

#—Assist-other-departments-with-program and operational-issues;-analyze-eauses-ofissues-and
1 coluti : bons.

i

6. Monitors and evaluates operations and activities of assigned system responsibilities;

recommends improvements and modifications:; produces functional and visual design
recommendations.

7. Performs database analysis to determine the most effective database designs; develops and
implements new and improved database tables; creates and runs reports.

6:8. Prepares documentation for new systems and changes to existing systems;-; in accordance
with established standards and procedures.

9. Respends-to-inquiries-in-a-courteous-manner;-facilitates-the-reselution-of -complaints-in-an
effective-and-timely-manner:

9. Administers the functionality of payroll administration and financial modules within the
Oracle eBusiness Suite including, but not limited to design, establishment, modification and
monitoring of business rules and interfaces; report and query administration including
definition, design, implementation and management; and serving as the subject matter expert

to management and key operating personnel.
5.

& —When Assigned to WEB Development:
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Senior Systems Analyst (continued)

10. 3—Conducts or participates in business rules assessments; develops and implements rules
and objects.

9:11. Performs all duties and job responsibilities of a Systems Analyst.

Marginal Functions:

1. Stays abreast of new computer programs or applications and trends or innovations in the
assigned department; researches of new computer software and hardware; searches new web
technologies and analyzes their possible application in the city.

2. Assists other departments with program and operational issues; analyzes causes of issues
and recommends solutions or corrective actions.

3.

applications—and—procedures:Integrates commercial off the shelf software into the city’s
Enterprise Resource Planning (ERP) environment.

2:4. Assists in the validation of new applications or modifications; assists in the development of
validation criteria.

3:5. Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Organizational structure, policies and operating procedures of the department and division.
Generally accepted software and system development life cycle processes.

Generally accepted validation and testing processes.

Generally accepted programming and documentation methods.

Generally accepted-project management- methodstechniques-and processes:

Principles and techniques of lead supervision.

Principles and techniques of project leadership.

Object and service oriented design concepts.

In addition to the above qualifications for Senior Systems Analyst:

When Assigned to Oracle ERP Support:

Oracle Relational Datab-Base Management System (RDBMS).

Oracle application middleware, user interface, reporting, query and backend development
tools.

Oracle Human Resource, Payroll, Financials and self-service modules.
Structured Query Language (SQL).
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Web-developmenttoolsmethods-andstandards:
Ob: 1 . . s .

When Assigned to Business Intelligence:

Advanced business intelligence administration.
Business rules and object development and support techniques.

Skills inAbility-te:

Leading-organizinge and reviewing the-deliverables-of staff-assigned-to-projeets-and-tasks:

Independently, and as a team member, performing the most difficult analysis and design
activities assigned.

Understanding; explaining and enforcinge departmentand-division-policies-and-procedures:

Analyzinge, designing, and implementing complex information technology solutions.

Reading, understanding and applying relevant information from technical publications,
manuals and other applicable media.

Working independently with minimal supervision while adhering to the direction established
by management and established policies, procedures and task assignments.

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:

- . : B _—
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Senior Systems Analyst (continued)

Three years of increasingly responsible applications development and systems analysis
experience with both commercial off-the-shelf solutions and custom applications. Fhree

Training:

Bachelor’s degree from an accredited college or university with major in computer
sciences, business administration, management information systems or a field related to

the essential functions. A-combination-of-formal-education-and-directlyrelated-work
. bk for-thed .

When-Assigned—to—Oracle ERP Suppertt—Oracle Certified Application Developer is
desirable, if applicable._

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 environment.;
Hazards: eExposure 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:
- Wialking, standing, or sitting for extended periods of time; and
- Operating assigned equipment.
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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.

SMMSEGAL

REV +/47/087/18/11
FLSA: exempt; City: nonexempt

CSB: 2/27/08
Segal 08/17/10




