CITY OF LAS VEGAS
CLASSIFIED

COMBINATION INSPECTOR

Class specifications are intended fo 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

Performs the full range of technical inspections of commercial and residential buildings during
various stages of construction and remodeling to ensure compliance with applicable
architectural and structural codes, ordinances and regulations; works with developers,

contractors and homeowners to maintain code requirements and resolve problems relating to
code compliance.

SUPERVISION RECEIVED

Receives general supervision from the assigned Inspections Supervisor.

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

Essential Functions:

1. Inspects single family dwelling structures during all stages of construction and remodeling
to ensure compliance with applicable building, electrical and plumbing/mechanical codes,
ordinances and regulations; inspects commercial structures in one or more fields of
expertise: electrical, building or plumbing/mechanical.

2. Examines plans and specifications of new construction, additions and alterations to single
family dwellings to determine compliance with applicable construction codes, ordinances
and regulations; examines plans and specifications of new construction, additions and
alterations to commercial structures in one or more fields of expertise.

3. Enforces planning and zoning regulations by inspecting new and existing buildings and
premises for change of use or occupancy, or compliance with applicable codes, ordinances
and/or conditions of approval.

4. Inspects swimming pools and spas for steel, plumbing, gas and electrical installations.

5. Issues notices to comply when violations are identified; maintains records of history of facts
for possible legal actions.

6. Investigates complaints forwarded from the supervisor or Building Official.
7. Confers with architects, contractors, builders and the general public in the field and office;

explains and interprets requirements and restrictions.
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CITY OF LAS VEGAS
Combination Inspector (Continued)

Essential Functions:

8. Maintains files and reports regarding inspection and plan check activities and findings.

When performing building inspections:

1. Inspects foundation, concrete, steel, masonry, wood construction, framing, plastering and a
large variety of other complex and routine structural and architectural system elements.
2. Inspects footings and grout for block walls, fences and retaining walls.

3. Inspects fire-damaged buildings or structures for safety.

-

Conducts and witnesses smoke detector tests.

When performing electrical inspections:

1. Inspects electrical installations for commercial buildings and single-family dwellings as
assigned.

2. Inspects fire-damaged commercial buildings and single-family dwellings for electrical
safety, as assigned.

When performing plumbing /mechanical inspections:

1. Conducts hydrostatic tests on water systems.

2. Performs plumbing/mechanical inspections on commercial buildings and single-family
dwellings, as assigned.

3. Inspects ground plumbing for sizing and proper slope.

4. Inspects plumbing fixtures for proper sizing and to verify that approved materials were
used.

5. Inspects air conditioning and heating installations for code compliance.

Marginal Functions:

1. Attends and participates in meetings; stays abreast of new trends and innovations in each
field of inspection.

2. Performs related duties and responsibilities as required.



CITY OF LAS VEGAS
Combination Inspector (Continued)

QUALIFICATIONS

Knowledge of:

Building related codes and ordinances as adopted and enforced by the city, including
the building, electrical, plumbing and mechanical, and zoning codes.

Complex principles and techniques of building inspection and plans examining work.

Principles of architectural and structural design and engineering mathematics.

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

Major types of building construction, materials and methods.

Accepted safety standards and methods of building construction .

Skills in:

Interpreting and applying pertinent federal, state and local laws, codes and regulations.
Reading and interpreting complex building plans, specifications and building codes.
Determining whether construction systems conform to city code requirements.

Applying technical knowledge and follow proper inspection techniques to examine
workmanship and materials and detect deviations from plans, regulations and standard
construction practices.

Making mathematical computations rapidly and accurately.

Enforcing codes, regulations, policies and procedures with firmness and tact.

Understanding and following oral and written instruction.

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 structural building inspection experience or five
years of journey-level experience in one or more of the building trades.

Training:

Equivalent to graduation from high school, Specialized training in the building trades or
code enforcement is desirable.



CITY OF LAS VEGAS
Combination Inspector (Continued)

License or Certificate

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

Must possess one certification in any field listed below on the date of application. Continued

employment requires the three certifications in the remaining fields be obtained within twelve
months of the date of appointment.

Building: International Code Council (ICC) Building Inspector, which requires
successful completion of the residential and commercial building inspector
examinations.

Electrical: Either of the following will fulfill the electrical certification requirement,
provided it is based on the currently adopted National Electrical Code.
1. International Association of Electrical Inspectors (IAEI) Certified Electrical
Inspector - Commercial.
2. International Code Council Commercial Electrical Inspector.

Plumbing: International Association of Plumbing and Mechanical Officials (IAPMO)
Plumbing Inspector certification based on the Uniform Plumbing Code.

Mechanical: International Association of Plumbing and Mechanical Officials (IAPMO)
Mechanical Inspector certification based on the Uniform Mechanical Code.

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: Work is performed outdoors up to 80% of the time with exposure to all types of
weather conditions.

Hazards: Working in construction zones, uneven terrain, exposure to moving objects and
vehicles, sharp objects, pinch points, dust, noise, vibration, extreme heat and cold, slippery
surfaces, toxic and caustic chemicals.

Equipment Used: City vehicle, radio, measuring equipment, telephone and computer.
Safety Equipment: Safety shoes, hardhat.

Physical Conditions:

Essential and marginal functions require maintaining physical condition necessary for:

Standing/walking: Constantly-frequently, in combination with walking on all types of terrain,
up to 3-5 miles per shift. Can include walking throughout hazardous construction site.
Sitting: Qccasionally, while riding in vehicle between inspection sites.



CITY OF LAS VEGAS
Combination Inspector (Continued)

Physical Conditions:

Lift/carry: Frequently, 1-10 Ibs., paperwork, clipboards, plans, drawings.

Push/pull: Occasionally, exerting a force up to 10-25 Ibs. while inspecting, moving equipment.

Climbing: Occasionally, up and down ladders, walking trusses, in and out of bucket lift.
Requires sense of balance.

Bending/twisting: Frequently, at waist, knees and neck while performing inspection functions
and driving vehicle.

Kneeling/crouching/crawling: Infrequent kneeling or crouching, with crawling in attics and crawl
spaces.
Hands/arms: Constant use of both hands and arms in reaching, handling, grasping, fingering,
gripping while taking measurements, recording data, keyboarding, reviewing plans.
Sight: Constantly, taking accurate measurements, inspecting constructions sites. Requires color
vision, visual acuity in near-, mid- and far-ranges.
Speech/hearing: Constantly, in communicating with public and contractors, maintaining safe
work environment.
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 9/19/11

FLSA and City: nonexempt
CSB10/12/11



CITY OF LAS VEGAS
CLASSIFIED

CONSTRUCTION INSPECTOR

Class specificafions 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

Inspects work quality and materials used in a variety of public works projects within the public
right-of-way including the construction, repair, maintenance or alterations of streets, curbs,
sidewalks, drainage facilities, underground utilities and related structures; ensures conformance
with city standard specifications and safety standards; maintains records and prepares reports on
projects inspected.

DISTINGUISHING CHARACTERISTICS

This is a full journey level class within the Construction Inspector series. Employees within this
class perform the full range of duties as assigned which include public works contract inspection
and completing unusual inspections. Employees at this level receive 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 supervision from higher level supervisory or management staff.

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

Fssential Functions:

1. Inspects work quality and materials used in a variety of public works projects during various

stages of construction and remodeling to ensure compliance with applicable codes, ordinances
and regulations.

2. Inspects various public works structures including underground utilities, streets, sidewalks,
gutters, structural concrete, storm systems and various other facilities; checks line, grade, size,
elevation and location of structures for conformance with plans specifications and regulations.

3. Prepares detailed data of construction progress and inspection; prepares various reports on
daily operations and activities.



CITY OF LAS VEGAS
Construction Inspector (Continued)

Essential Functions:

4. Takes samples of materials for examination or analysis by laboratories; performs routine
materials and density field tests to assure material and workmanship quality; coordinates
results of tests and verifies approval of structure.

5. Observes work during progress and upon completion; ensures that safety procedures are
followed; advises contractors of changes in plans and variances.

6. Performs preliminary and final inspections and acceptance of developments.

7. Meets with contractors to clarify plans and specifications; provides technical guidance and
interpretation.

8. Ensures compliance with procedures and regulations.

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.

2. Performs records research and field investigations as necessary.

I

Perform related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Principles and techniques of public works inspection and plans examining work.
Principles and practices of construction trades.

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

Accepted safety standards and methods of construction activities.

Defects and faults in construction.

Codes, standards and regulations applicable to public works construction.
Methods and techniques used in construction inspection.

Mathematics including algebra, geometry and trigonometry as applied to construction inspection
work,

Skills in:

Understanding applicable laws, regulations, codes, ordinances and policies governing the
construction of assigned public works projects enforced by the city.

Interpreting and applying pertinent federal, state and local laws, codes and regulations.

Reading and interpreting plans and specifications.

Determining if construction systems conform to city code requirements.



CITY OF LAS VEGAS
Construction Inspector (Continued)

Skills in:

Applying technical knowledge and follow proper inspection techniques to examine workmanship

and materials and detect deviations from plans, regulations and standard construction
practices,

Making mathematical computations rapidly and accurately.
Enforcing necessary regulations with firmness and tact.
Understanding and carrying out oral and written directions.
Communicating clearly and concisely, both orally and in writing,.

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

Experience and Training Requirements

Experience:

Three years of increasingly responsible experience involving the construction of public works
projects. Some construction inspection experience is desirable.

Training:

High school diploma or equivalent supplemented by technical training in the building and
construction trades.

License or Certificate

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

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: Work is performed outdoors up to 90% of the time with exposure to all types of
weather conditions.

Hazards: Working in construction zones, uneven terrain, exposure to moving objects,
vehicles, sharp objects, pinch points, dust, noise, vibration, extreme heat or cold, slippery
surfaces, toxic or caustic chemicals. May have to work in cramped quarters in trenches, etc.

Equipment Used: City vehicle, radio, nuclear moisture and density gauges, concrete slump
cone, air meter, unit weight equipment, thermometers, asphalt sampling equipment,
asphalt or concrete core drill, pressure gauges, water meters, thin film thickness
gauges, holiday detector, various hand tools, and any other equipment pertinent to the
technical area of expertise.

Safety Equipment: Safety shoes, safety glasses, hard hat, gloves, safety vest.



CITY OF LAS VEGAS
Construction Inspector (Continued)

Physical Conditions:

Essential and marginal functions require:

Standing/wnalking: Constantly-frequently, in combination with walking on all types of
terrain, up to ¥2-3 miles per shift. Can include trenches, slopes.
Sitting: Occasionally, while riding in vehicle between inspection sites.
Lift/carry: Frequently, 10-45 Ibs., gauges, testing gear. Occasionally, 60-95 1bs., materials,
bags of concrete for distances up to 100 ft.
Push/pull:  Occasionally, exerting a force up to 10-35 Ibs. while moving equipment and
samples.
Climbing: Occasionally, up and down ladders, in and out of trenches.
Bending/twisting: Frequently, at waist, knees, neck while performing inspection functions
and driving vehicle.
Kneeling/crouching/crawling:  Frequent kneeling and crouching, with occasional crawling
while working in trenches.
Hands/arms: Constant use of both hands or arms in reaching, handling, grasping, fingering
and gripping while taking measurements, operating equipment, using hand tools.
Sight: Constantly, taking accurate measurements and samples, inspecting constructions sites.
Requires visual acuity in near-, mid- and far-ranges.
Speech/hearing: Constantly, in communicating with public and contractors, maintaining safe
work environment.
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 6/20/11 [formerly Construction Inspector I and II (X}]
FLSA and City: nonexempt
CSB10/12/11



CITY OF LAS VEGAS
CLASSIFIED

CONTRACTS SPECIALIST

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

Independently develops and prepares specifications, drafts and administers contracts, and
conducts negotiations, as required for the most complex formal solicitations and agreements,
including construction, professional and technical services, materials and equipment contracts.
Assists city departments in the development and evaluation of solicitations, Performs a variety of
technical tasks related to assigned area of responsibility.

SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Purchasing and Contracts Manager.
Receives technical supervision from Quality Assurance Administrator,

May serve as a technical lead over lower level staff, including providing guidance and
explanation.

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

Essential Functions:

1. Advises and provides technical assistance to assigned city department throughout the
solicitation and contracting process.

2. Guides assigned city departments in developing specifications, scopes of work and evaluation
criteria; evaluates and analyzes solicitations; and facilitates evaluation teams to determine

recommendation for contract award. Performs market research to determine procurement
strategy.

3. Ensures compliance with applicable Nevada Revised GStatues, standard industry
specifications, city policies and procedures, and other applicable regulations.

4. Develops and customizes solicitation documents and reviews for accuracy, content and

legality.



CITY OF LAS VEGAS
Contracts Specialist (continued)

Essential Functions:

5.

10.

1L

12.

14,

Coordinates the solicitation process including pre-solicitation conferences, establishing
solicitation lists, determining the need to issue addenda, scheduling supplier/contractor
interviews, completing reference checks and ensuring the broadest and fairest competition
possible. Advise and assist prospective bidders in all aspects of bidding processes and

subsequent actions, including the preparation and submission of required reports, submittals
and documentation.

Researches and prepares documentation and recommendations for bid protests.

Develops negotiation strategies and negotiates to maximize cost savings and supplier service
levels for the city; performs research on the market, performs price-cost analysis, and ensures
payment terms and methods are appropriate; assembles a negotiation team when appropriate,
and acts as head negotiator.

Drafts contracts; makes modifications as directed by the Attorney’s Office, assigned

department project managers and other appropriate city staff; coordinates the award of
contract,

Follows-up with departments to ensure supplier is adhering to contract requirements; serves
as liaison to solve the most complex contractual problems and disputes and to process

contract modifications, if needed. May investigate prevailing wage claims on public works
projects.

Coordinates with city’s insurance broker to determine appropriate insurance coverage for
various types of contracts to minimize risk.

Monitors and addresses procurement performance in accordance with city policy and
procedure,

Develops a variety of technical and narrative reports and correspondence.

. Serves as a technical lead, prescribing procedures, methods, and formats as a technical expert

within the assigned area of responsibility; provides guidance; mentors and assists lower level
purchasing staff as needed.

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

15, Contribute to the efficiency and effectiveness of the Division's service to its customers.

16.

Maintains a variety of automated and manual records and files.



CITY OF LAS VEGAS
Contracts Specialist (continued)

Marginal Functions:

1. Stays abreast of market and industry trends in the area of assigned departments.

2. Issues purchase orders.

3. Performs other related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Principles of lead supervision and training.

Methods and techniques of competitive bidding and negotiation.

Principles and procedures of public purchasing and contract administration.
Warehousing and inventory control procedures.

Materials, specifications and standards.

Prices and current market conditions.

Types of materials, supplies and equipment commonly used in purchasing.
Modern office procedures, methods and computer equipment.

Advanced mathematical principles.

Basic principles and procedures of financial record keeping and reporting,.
Pertinent federal, state and local laws, codes and regulations governing municipal purchasing,

Skills in:

Implementing municipal purchasing principles and practices.

Interpreting and explaining city purchasing policies.

Developing and interpreting specifications and contracts.

Analyzing and evaluating the relative merits of competitive commodities and their prices;
prepare clear, legal, accurate documents.

Meeting schedules and time lines.

Making oral and written presentations of a technical nature.

Using, configuring and manipulating computer databases and spreadsheets.

Communicating clearly and concisely, both orally and in writing.

Working independently.

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 all areas of purchasing and contract
administration, preferably in public sector purchasing.



CITY OF LAS VEGAS
Contracts Specialist (continued)

Training:

Bachelor’s degree from an accredited college or university in business administration or
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:

Certified Public Purchasing Officer, Certified Purchasing Manager, Certified Public Purchasing
Buyer or Certified Professional in Supply Management 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;
-~ 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 9/14/2011
Nonexempt
CsB10/12/11



CITY OF LAS VEGAS
CLASSIFIED

CUSTOMER SERVICE REPRESENTATIVE

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

DEFINITION

Serves as the first public contact for telephone or walk-in customers to city facilities. Watches
for and reports any safety hazards and unusual activity.

SUPERVISION RECEIVED

Receives direct supervision from 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.

Serves as the first public contact for telephone or walk-in customers to city facilities.
Demonstrates courtesy and friendliness, greets customers, answers questions, provides
directions, directs customers to proper location for service, informs staff of visitors’ arrival
and takes messages.

Provides forms to employees and customers and provides basic and routine information
regarding departmental policies and procedures. May be required to call departments to
obtain answers to questions.

Accepts and processes payment for services, and provides customers with receipts or proof

of payment. Prepares daily cash balance reports. Prepares daily bank deposits of funds
received.

Maintains schedule of classes, facilities, conference rooms, or meeting spaces. Takes
reservations or registrations over the phone and in person. Provides confirmation
information on scheduled classes or events.

Performs routine record keeping duties, such as filing, distributing mail and maintaining
activity logs.

Retrieves data from computer terminal or PC. Uses common office software programs to
prepare basic memos, letters, reports, flyers, brochures, and other documents.



CITY OF .LAS VEGAS
Customer Service Representative (continued)

Essential Functions:

7. Keeps informed about office activities in order to communicate this information to the
public.

8. Waitches for and reports any fire or safety hazards and unusual or prohibited activity such
as loitering, vandalism or soliciting,.

9. Assesses difficult situations and respond to customer issues. Calls appropriate authority in
situations requiring assistance.

Marginal Functions:

1. Performs related duties and responsibilities as required.

2. May make inspection rounds of buildings and report any vandalism, prowlers or other
incidents to appropriate authority.

3. Escorts individuals to and from city facilities.
4. May attend training workshops to develop awareness of security precautions.

5. Trains and oversees hourly personnel.

6. Maintains facility cleanliness during open hours.

QUALIFICATIONS

Knowledge of:

Modern office procedures, methods and computer equipment.

Basic principles and procedures of filing and record keeping,

Correct business English usage and grammar.

Services, policies and procedures of the assigned department.

Techniques for dealing with the public, in person and on the telephone.

Services provided by other city departments and their locations.

Telephone etiquette.

Security procedures and techniques.

Occupational hazards and safety precautions involved in assigned responsibilities.
Common office software, such as email, word processing, spreadsheet and database.

Skills in:

Providing courteous and informed assistance to the general public.
Dealing tactfully with the public and effectively enforce rules and regulations.
Correctly interpreting, explaining and applying City policies and procedures.



CITY OF LAS VEGAS
Customer Service Representative (continued)

Skills in:

Understanding and following written and oral instructions.

Providing quality customer service.

Determining the nature of the call or visit and relaying appropriate information.

Communicating with a variety of individuals from various socio-economic, ethnic and cultural
backgrounds.

Presenting a professional image to the public in appearance and demeanor.

Handling and following through on a large volume of telephone inquiries.

Listening to and comprehending a customer’s question.

Being aware of surrounding and noticing when something appears to vary from the usual.

Working independently in the absence of supervision.

Exercising sound judgment in evaluating situations and making decisions.

Recognizing safety hazards, property damage, malfunctions and unusual occurrences.

Demonstrating dependability.

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:
One year of routine public contact or customer service experience required, with security-

related experience desirable. Experience with Microsoft Outlook, Word, Excel and Access
desirable.

Training:
Equivalent to graduation from high schoeol.

Special Requirement

Must type 35 net words per minute, as demonstrated by a typing certificate dated no more than
one year prior to the date of application.

WORKING CONDITIONS

Environmental Conditions:

Office environment; exposure to computer screens; may be exposed to hostile or difficult
individuals.



CITY OF LAS VEGAS
Customer Service Representative (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, sitting, stooping, reaching, climbing, stretching, or standing 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 equipnient.
Maintaining mental capacity which allows the capability of:
- Making sound decisions;
- Effective interaction and commmnication with others; and
- Demonstrating intellectual capabilities.

SEGAL

REV8/16/11

FLSA & City: nonexempt
CSB10/12/11



CITY OF LAS VEGAS
CLASSIFIED

LICENSE OFFICER

Class specifications are intended to 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

Conducts inspections of businesses; enforces licensing ordinances and regulations; investigates
general, regulated, and privileged license problems and complaints, including zoning and
nuisance violations; conducts interviews and issues warning notices and citations; initiates court
action and testifies in court; and performs related paperwork and data maintenance.

DISTINGUISHING CHARACTERISTICS

This is the full journey level class within the License Officer series. Employees perform the full
range of duties as assigned including independently conducting field inspections of businesses
for business license compliance, informing the public of code requirements and initiating and
following through on court action. Employees at this level receive only occasional instruction or
assistance as new ot 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.

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

Essential Functions:

1. Conducts on-site compliance inspections of commercial and in-home businesses as necessary
to issue general, regulated and privileged licenses; investigates licenses problems and
complaints; issues warnings, notices, and citations; assesses re-inspection fees.

2. Participates in facilitating the general, regulated or privileged license application and renewal
process, researching background information on the business, conducting inspections,
processing documentation, and facilitating administrative action taken on an application.

3. Provides responsible customer service to the public and other city staff; interprets and
explains city business licensing ordinances and regulations, either in person, in writing, or
on the telephone; responds to questions, complaints, and violations and resolve problems,
including coordinating responses with various affected city departments.



CITY OF LAS VEGAS
License Officer (continued)

Essential Functions:

4. Initiates and follows through on court actions resulting from non-compliance with lcensing
ordinances; testifies in Municipal Court regarding the history behind the issuance of a citation;
coordinates enforcement activities with other jurisdictions.

5. Determines correct licensing categories based upon inspection of business premises.

6. Acts as a liaison to the division; responds to requests from various other city divisions;
coordinates the routing of licensing information to applicable divisions.

7. Participates in the enforcement of zoning codes, and refers more complex issues to code
enforcement staff.

8. Maintains files of ongoing inspections and other business license activities; compiles and
enters data and statistics on inspections into computer systems; prepares and presents a

variety of written reports.

Marginal Functions:

1. Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Mathematical principles.

Interviewing techniques.

Customer service principles and practices.

Modern office procedures, methods and computer equipment.

Principles and procedures of record keeping.

Principles of business letter writing and basic report preparation.

Safety and health standards as applicable to business licensing activities.
Methods of business activities, marketing and business licensing procedures.
Investigative and inspection methods and techniques.

Laws, codes and regulations applicable to general business, regulated, and privileged licensing,
Basic collection procedures and techniques.

Accounting procedures and practices.

Skills in:

Interpreting applicable rules and regulations governing general, regulated and privileged
business licensing.

Communicating effectively with irate customers in sensitive situations.

Responding to potentially confrontational situations.

Using investigative and inspection methods and techniques.

Detecting inconsistent or suspect information provided by customer that may warrant further
investigation.



CITY OF LAS VEGAS
License Officer (continued)

Skills in:

Understanding and following oral and written instructions.
Making computations rapidly and accurately.
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 in the absence of supervision.

Experience and Training Requirements

Experience:
One year of work experience which required the frequent interpretation, explanation or

enforcement of varied codes and regulations, including one year of frequent, heavy public
contact. Business license or business inspection experience is desirable.

Training:

Associate’s degree from an accredited college with major course work in business
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.

WORKING CONDITIONS

Environmental Conditions:

Travel from site to site; office and field environments; exposure to computer screens.

TPhysical Conditions:

Essential and marginal functions require:

Maintaining physical condition appropriate to the performance of assigned duties and
responsibilities which include the following:
- Bending, stooping, kneeling, walking, standing, or sitting for extended periods of time; and
- Operating assigned equipment and vehicles.



CITY OF LAS VEGAS
License Officer (continued)

Physical Conditions:

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

SEGAL

REV 5/3/2011{formerly License Officer 1/1I (X}]
FLSA & City: nonexempt

CSB10/12/11



CITY OF LAS VEGAS
CLASSIFIED

OFFICE SPECIALIST 1

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 dufies performed within the job.

DEFINITION

Performs routine clerical duties in support of department operations; acts as a receptionist; assists
and informs the public, in person or on the telephone, on departmental policies and procedures;
and provides basic sorting, filing, copying or clerical accounting services.

DISTINGUISHING CHARACTERISTICS

This is the entry level class in the Office Specialist series. This class is distinguished from the
Office Specialist Il by the performance of the more routine tasks and duties assigned to positions
within the series including receptionist duties, filing and copying. Since this class is typically
used as a training class, employees may have only limited or no directly related work experience.

SUPERVISION RECEIVED

Receives immediate supervision from higher 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. Acts as a receptionist, answers the telephone and assists the general public; provides
information on city policies and procedures as required.

2. Performs a variety of routine record keeping duties, such as filing and maintaining ledgers,
logbooks and bookkeeping records; researches and resolves discrepancies as needed.

3. Enters and updates a variety of departmental data into computer terminal; types a wide
variety of documents and forms; retrieves data as necessary; operates a printer and other
computer peripherals.

4. Provides information and forms to the public; collects and processes appropriate fees and
information; makes and distributes copies as necessary; receives, sorts and distributes
incoming and outgoing mail.

5. Schedules appointments and meetings for department staff; maintains calendars and staff
schedules.



CITY OF LAS VEGAS
Office Specialist I (Continued)

Essential Functions:

6. Operates a variety of office machines including a photocopier, calculator, shredder,
typewriter, computer terminal, personal computer and microfilm machine.

Marginal Functions:

1. Contacts outside agencies and the general public to acquire and provide information.

2. Performs related duties and responsibilities as assigned.

QUALIFICATIONS

Knowledge of:

Modern office procedures, methods and computer equipment.

Basic principles and procedures of filing and record keeping,.

English usage, spelling, grammar and punctuation.

Basic arithmetic.

Common office software, such as email, word processing, spreadsheet and database.

Skills in:

Learning to correctly interpret, explain and apply city policies and procedures.

Understanding and following oral and written instructions.

Communicating clearly and concisely, both orally and in writing.

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

Experience and Training Requirements

Experience:

One year of clerical experience including public contact is desirable.
Training:

Equivalent to graduation from high school.

License or Certificate

Must type 35 net words per minute, as demonstrated by a typing certificate dated no more than
one year prior to the date of application.



CITY OF LAS VEGAS
Office Specialist 1 (Continued)

WORKING CONDITIONS

Environmental Conditions:

Office environment; exposure to computer screens.

Physical Conditions:

Essential and marginal functions require:

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

SEGAL

REV 8/16/11

FLSA & City: nonexempt
CSB10/12/11



CITY OF LAS VEGAS
CLASSIFIED

SENIOR LICENSE OFFICER

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

Leads, oversees and participates in the more complex and difficult work of staff responsible for
processing, enforcement and inspection of general, regulated, and privileged business licenses;
and performs a variety of technical tasks relative to assigned area of responsibility.

DISTINGUISHING CHARACTERISTICS

This is the advanced journey level class within the License Officer series. In addition to
performing the full range of duties assigned, employees act as lead workers, overseeing the work
of license technicians and officers, providing training and guidance to staff, and ensuring quality
control, accuracy, and compliance. Employees at this level handle the most complex situations
independently with only broad direction from management.

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--Essential and other important
responsibifities and duties may include, but are not limited to, the following:

Essential Functions:

1. Leads, plans, schedules and reviews the work of staff responsible for processing or
enforcement of applicable business licensing ordinances and regulations; verifies the work of
assigned employees for accuracy, proper work methods and techniques and compliance with
applicable standards and specifications; supervises the use of and operates computerized
office equipment; ensures employees adhere to safe work practices and procedures.

2. Serves as liaison for the division with other city departiments, divisions, public and outside
agencies. Represents the division in various committees and work groups.

3. Attends pre-application meetings as needed; assists with building plan review and provides
technical advice on business licensing code compliance.

1



CITY OF LAS VEGAS
Senior License Officer (continued)

Essential Functions:

4.

Provides responsible customer service to the public and other city staff; interprets and
explains city business licensing ordinances and regulations, either in person, in writing, or
on the telephone; responds to questions, complaints, and violations and resolves problems,
including coordinating responses with various affected city departments.

Verifies additional departmental and agency approvals for general, regulated or privileged
license applications including review of police reports; prepares documentation for City
Council agenda; coordinates the routing of licensing information to applicable divisions.

Reviews licensing information, verifying applications comply with applicable codes and are
properly entered into established systems; compiles and enters data and statistics on
inspections into computer systems; prepares and presents a variety of written reports.

Plans, coordinates, directs and participates in all enforcement activities pertaining to general,
regulated and privileged business licensing including conducting field inspections, receiving
complaints and investigating licensing problems, conducting interviews, issuing written
warnings and citations, initiating court actions and testifying in court. Assists license officers
with more difficult or complex cases.

Trains assigned employees in inspection and investigative methods and techniques in general,
regulated and privileged licensing, and in techniques for handling customers, including
difficult customers.

Marginal Functions:

1. Performs related duties and responsibilities as required.
2. May confer with legal staff on code violations at management’s discretion.
QUALIFICATIONS

Knowledge of:

Operations, services and activities of general business, regulated and privileged license programs.
Principles of lead supervision and training,

Investigative and inspection methods and techniques.

Laws, codes and regulations applicable to privileged, regulated and general business licensing.
Methods and techniques of conducting interviews.

Basic collection procedures and techniques.

Advanced customer service principles and practices.

Principles of telephone etiquette.

Accounting procedures and practices.

Operational characteristics of computerized equipment.

Principles of business letter writing and report preparation.



CITY OF LAS VEGAS
Senior License Officer (continued)

Knowledge of:

Principles and procedures of record keeping.
Mathematical principles.

Modern office procedures and methods.
Occupational hazards and standard safety practices.

Skills in:

Leading, organizing and reviewing the work of assigned staff.

Independently performing the most difficult business license inspections.

Interpreting, explaining and enforcing department policies and procedures and applicable rules
and regulations governing privileged, regulated and general business licensing.

Operating computer equipment.

Resolving problems in the enforcement of business license regulations.

Making computations rapidly and accurately.

Determining fees based on codes and regulations.

Working independently without direct supervision.

Understanding and following oral and written instructions.

Communicating effectively with difficult customers in sensitive situations.

Detecting inconsistent or suspect information provided by customer that may warrant further
investigation.

Responding to potentially confrontational situations.

Providing good customer service.

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 enforcing general business, regulated
and/or privileged licensing ordinances and regulations to include: field inspections,
receiving complaints and investigating licensing problems, explaining code requirements
and regulations, and issuing written warning notices and citations.

Training:

Associate's degree from an accredited college with major in business management 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.

w2



CITY OF LAS VEGAS
Senior License Officer {continued)

License or Certificate

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

WORKING CONDITIONS

Environmental Conditions:

Office or field environments; depending on assignment, travel from site to site; exposure to
computer screens; depending on assignment, exposure to inclement weather conditions.

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 or vehicle.
Maintaining effective audio-visual discrimination and perception needed for:
—  Making observations;
- Communicating with others;
- Reading and writing; and
~  Operating assigned equipment or vehicle.
Maintaining mental capacity which allows the capability of:
- Making sound decisions;
- Effective interaction and contmunication with others; and
-~ Demonstrating intellectual capabilities.

SEGAL

REV 6/8/11

FLSA & City: nonexempt
CSB10/12/11



CITY OF LAS VEGAS
CLASSIFIED

SENIOR SIGNING AND MARKING 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

Leads, oversees and participates in the more complex and difficult work of staff responsible for a
variety of skilled and semi-skilled tasks involved in the installation and maintenance of traffic

control indicators; and performs a variety of technical tasks relative to assigned areas of
responsibility,

DISTINGUISHING CHARACTERISTICS

This is the advanced journey level class in the Signing and Marking Technician 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 trained in all procedures related to assigned area of responsibility.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Traffic Field 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 dufies may include, but are not fimited to, the folfowing:

Essential Functions:

1. Leads, plans and reviews the work of staff responsible for a variety of skilled, semi-skilled and
manual labor tasks involved in the installation and maintenance of traffic control devices.

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.

6%

Supervises the use of and operates aitless spray equipment, paint striping vehicle and hot
plastic equipment.



CITY OF LAS VEGAS
Senior Signing and Marking Technician (Continued)

Essential Functions:

4. Provides training to assigned city staff in the installation and maintenance of traffic control
devices, use of equipment and standard processes, methods and techniques.

5. Ensures that assigned employees adhere to proper traffic barricading techniques when
working in or near traffic to protect the safety of staff and the public; if necessary, directs
traffic around work.

6. Leads and participates in the marking of curbs, crosswalks, medians, turn lanes, street
lettering, parking lots, etc. according to drawings, plans and specifications; applies epoxy
adhesives and ceramic buttons or thermoplastic or paint and reflective materials.

7. Coordinates the removal of hazardous waste from pavement marking waste and solvents.

8. Plans and creates work orders; verifies location of work orders,

9. Monitors and evaluates vendor performance; ensures vendor install or reinstall traffic control
devices according to plans.

10. Reviews, interprets and follows traffic control device plan; makes minor on-site adjustments
for traffic flow if needed. ; refers to regionally accepted and city-wide drawings and
specifications, and the Manual on Uniform Traffic Control Devices issued by the Federal
Highway Administration (FHHWA) for standards.

11. Maintains a variety of automated and manual logs, records and files including daily progress
of assigned crew and citizen complaints; forwards written information to supervisor.

12. Fabricates, repairs, installs and replaces traffic and street signs and other public signs such as
those indicating crosswalks, school zones and parking lots; cuts pipes; selects and marks

proper locations and bores holes for signs and posts.

13. Installs, removes and maintains delineators, meter poles and raised pavement markings on
roadways and medians.

14. Cleans equipment and performs maintenance after use.

Marginal Functions:

1. Verifies data in accident reports.

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

3. Estimates time, materials and equipment required for jobs assigned; requisitions materials as
required.

4. Performs related duties and responsibilities as required.

2



CITY OF LAS VEGAS
Senior Signing and Marking Technician (Continued)

QUALIFICATIONS

Knowledge of:

Operations, services and activities of a traffic and street signing and marking program.

Principles of lead supervision and training.

Traffic drawings and specifications.

Methods and techniques for installing and maintaining traffic control devices.

Operational characteristics of airless spray equipment, a striping machine, striper vehicle and hot
plastic equipment and tools.

Standards of uniform traffic control principles, devices and maintenance methods.

Sign installation methods.

Occupational hazards and standard safety practices.

Skills in:

Independently performing the most difficult tasks of installing and maintaining traffic control
devices.

Operating a computer and associated peripherals common in an office, shop, and field
environment.

Reading and interpreting traffic plans and specifications.

Interpreting, explaining and enforcing department policies and procedures.

Operating a variety of hand and power tools and equipment in a safe and effective manner.

Safely handling required hazardous materials, chemicals and equipment.

Responding to emergency situations.

Performing a variety of skilled, semi-skilled and manual labor tasks.

Keeping accurate and complete records.

Distinguishing colors.

Working independently in the absence of 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 traffic maintenance experience, including roadway
markings and sign installation.

Training:

Equivalent to graduation from high school.



CITY OF LAS VEGAS
Senior Signing and Marking Technician (Continued)

License or Certificate

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

On the date of application, provide documentation of completion within the last five years of
an OSHA 10 hour course in construction industry safety and health hazard recognition and
prevention, developed by the Occupational Safety and Health Administration of the U.S.

Department of Labor. Completion card must be continuously maintained while employed in
this classification.

Possession of Signs and Markings Specialist Level I certification from the International Municipal
Signal Association on date of application, and maintenance thereafter.

As a condition of continued employment, employees must acquire the following
certifications by the dates specified:

Possession of a Flagman certification from the Nevada Department of Transportation within one
year of the date of appointment, and maintenance thereafter.

Possession of a City of Las Vegas forklift certificate within one year of the date of appointment,
and maintenance thereafter.

Possession of Signs and Markings Specialist Level Il certification from the International Municipal
Signal Association within two years of the date of appointment, and maintenance thereafter.

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 fime;
Infrequently = less than 5% of the time.

Special Requirements

Certain city functions operate on a 24 hour per day, seven day per week schedule, and may
require support on any shift. Additionally, position may be required to respond to call outs
during emergency situations.

Environmental Conditions:

Location: Up to 100% outdoors in field environment with exposure to all typical weather
conditions, including travel from site to site. May work in sign shop if assigned.

Hazards: Exposure to extreme traffic hazards, pinch points, moving objects and vehicles,
dust, noise, vibration, grease, fumes, cramped quarters, inclement weather conditions,
slippery surfaces, electrical shock, toxic and caustic chemicals.

Equipment Used: City vehicles, aerial lift truck, forklift, variety of hand and power tools,
jackhammer, cutting torch, airless sprayers.

Safety Equipment: Respirator, goggles, hearing protection, safety shoes, dust mask, safety
vest and other equipment as needed.



CITY OF LAS VEGAS
Senior Signing and Marking Technician (Continued)

Physical Conditions:

Essential and marginal functions require:

Standing/walking:  Occasional standing, in combination with walking, outdoors while
performing general work duties, up to 1-3 miles per day.

Sitting: If assigned to paint striper truck, sits constantly while truck operates. Otherwise,
occasional sitting while operating or riding in vehicle.

Lift/carry: Occasional lifting 1-60 lbs, tools, equipment, materials. Carrying up to 25 ft.

Push/pull:  Occasionally, using both hands and arms in moving equipment or materials
while using hand and power tools exerting a force of 25-35 Ibs.

Climbing: Occasionally, on and off vehicles, using ladders, in and out of lift bucket.

Bending/twisting: Frequently, at waist, knees and neck while working in a variety of
positions performing work duties.

Kneeling/crouching/crawling: Occasionally, while performing work at street level, painting,
setting markers, traffic signage, measuring and marking.

Hands/arms: Constant use of hands and arms reaching, grasping, fingering, gripping,
handling. Occasionally, overhead reaching using tools. Light data entry.

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

Speech/hearing:  Constantly, in communicating with co-workers, using radios, and
maintaining safe work environment.

Other physical demands: Must be able to react quickly when working in high traffic
situations.

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 4/18/11

FLSA & City: nonexempt
CSB10/12/11



CITY OF LAS VEGAS
CLASSIFIED

SIGNING AND MARKING 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 to reflect all duties performed within the job.

DEFINITION

Installs and maintains traffic control indicators using paint, traffic tape and raised pavement
markers; sets up safe work zones in traffic areas as needed.

DISTINGUISHING CHARACTERISTICS

This is the full journey level class within the Signing and Marking 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. This class is

distinguished from the Senior Signing and Marking Technician in that the latter exercises
functional and technical supervision.

SUPERVISION RECEIVED

Receives general supervision from the Traffic Field Supervisor or higher level management staff.

May receive functional and technical supervision from a Senior Signing & Marking Technician.

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

Essential Functions:

1. Measures and marks off streets, parking stalls and lanes for painting,.

2. Drives the paint striper vehicle and operates partially automated paint controls on the paint
striper vehicle; operates airless spray equipment and hot plastic equipment.

3. Installs, replaces, repairs, fabricates and maintains street signs and other public signs; cuts
pipe; selects and marks proper locations and bores holes for signs and posts.

4. Installs, removes and maintains delineators, meter poles and raised pavement markings on
roadways.

5. Grinds out old pavement markings before applying fresh markings when necessary.

6. Installs, repairs and removes traffic adhesive tape,



CITY OF LAS VEGAS
Signing and Marking Technician (Continued)

Essential Functions:

7.

10.

11.

12.

Ensures the safety of self, co-workers and the public by following proper traffic barricading
techniques when working in or near traffic; if necessary, directs traffic around work; refers to
regionally accepted and city-wide drawings and specifications, and the Manual on Uniform

Traffic Control Devices issued by the Federal Highway Administration (FHWA) for
standards.

Reads, interprets and follows written plans for traffic markings.
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.

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

Cleans equipment and performs maintenance after use,

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

Marginal Functions:

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

2. Repairs, replaces and removes parking meters; installs bases for multi-bay meters.

3. Performs related duties and responsibilities, as required.

QUALIFICATIONS

Knowledge of:

Construction techniques and methods.

Operational characteristics of construction equipment and tools.

Operations of a traffic and street signing and marking program.

Methods and techniques of installing and maintaining traffic control devices.

Operational characteristics and safe operating techniques of airless spray equipment, striping

machine and hot plastic equipment, materials and tools.

Standards and specifications of uniform traffic control principles, devices and maintenance

methods.

Traffic and street sign fabrication, placement and installation methods.
Occupational hazards and standard safety practices.
Modern office procedures, methods and computer equipment.



CITY OF LAS VEGAS
Signing and Marking Technician (Continued)

Skills in:

Keeping accurate records.

Operating a computer and associated peripherals common in an office, shop, and field
environment.

Operating a variety of hand and power tools and equipment in a safe and effective manner.

Distinguishing colors.

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.

Performing journey level tasks of installing and maintaining traffic control devices.

Fabricating signs using available equipment and techniques, including a personal computer.

Safely handling required hazardous materials, chemicals and equipment.

Working independently in the absence of supervision.

Experience and Training Requirements

Experience:

Two years experience in maintenance, construction, or a field related to the essential
functions.

Training:
Equivalent to graduation from high school.

License or Certificate

On the date of application, provide documentation of completion within the last five years of
an OSHA-10 course in construction industry safety and health hazard recognition and
prevention, developed by the Occupational Safety and Health Administration of the U.S.
Department of Labor. Completion card must be continuously maintained while employed in
this classification.

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

As a condition of continued employment, employees must acquire the following within one
(1) year of the date of initial appointment:

Possession of a Flagman certification from the Nevada Department of Transportation, and
maintenance thereafter

Possession of a City of Las Vegas forklift certificate, and maintenance thereafter.



CITY OF LAS VEGAS
Signing and Marking Technician (Continued)

License or Certificate

As a condition of continued employment, employees must acquire the following within two
(2) years of the date of initial appointment:

Possession of an appropriate, valid Class B commercial driver's license, and maintenance
thereafter.

Possession of Signs and Markings Specialist Level I certification from the International
Municipal Signal Association, and maintenance thereafter.

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.

Special Requirements:

Certain city functions operate on a 24 hour per day, seven day per week schedule, and may

require support on any shift. Additionally, position may be required to respond to call outs
during emergency situations.

Environmental Conditions:

Location: Up to 100% outdoors in field environment with exposure to all {ypical weather
conditions, including travel from site to site. May work in sign shop if assigned.

Hazards: Exposure to extreme traffic hazards, pinch points, moving objects and vehicles,
dust, noise, vibration, grease, fumes, cramped quarters, inclement weather conditions,
slippery surfaces, electrical shock, toxic and caustic chemicals.

Equipment Used: City vehicles, aerial lift truck, forklift, variety of hand and power tools,
jackhammer, cutting torch, airless sprayers.

Safety Equipment: Respirator, goggles, hearing protection, safety shoes, dust mask, safety
vest and other equipment as needed.

Physical Conditions:

Essential and marginal functions require:

Standing/walking: Frequent standing, in combination with walking, outdoors while performing
general work duties, up to 1-3 miles per day.

Sitting: If assigned to paint striper truck, sits constantly while truck operates. Otherwise,
occasional sitting while operating or riding in vehicle.

Lift/carry: Frequent lifting 1-60 ibs, tools, equipment, materials. Carrying up to 25 ft,

Push/pull: Frequently, using both hands and arms in moving equipment or materials while
using hand and power tools exerting a force of 25-35 1bs.

Climbing: Frequently, on and off vehicles, using ladders, in and out of lift bucket.

Bending/twisting: Frequently, at waist, knees and neck while working in a variety of
positions performing work duties.



CITY OF LAS VEGAS
Signing and Marking Technician (Continued)

Physical Conditions:

Kneeling/crouching/crawling: Frequently, while performing work at street level, painting,
setting markers, traffic signage, measuring and marking.

Hands/arms: Constant use of hands and arms reaching, grasping, fingering, gripping,
handling. Frequently, overhead reaching using tools. Light data entry.

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

Speecl/hearing:  Constantly, in communicating with co-workers, using radios, and
maintaining safe work environment.

Other physical demands: Must be able to react quickly when working in high traffic
situations.

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 6/13/11 [formerly Signing & Marking Technician I and II (X}]
FLSA & City: nonexempt

CSB10/12/11



CITY OF LAS VEGAS
CLASSIFIED

TRAFFIC BARRICADE INSPECTOR

Class specifications are infended 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

Inspects all work zones within the city right-of-way to protect the public from unnecessary
hazards due to road construction; instructs city work crews in proper work zone safety; enforces
and investigates all matters involving construction to protect the city from unnecessary liability.

SUPERVISION RECEIVED

Receives supervision from the Engineering Project Manager or other 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. Inspects work zones in city right-of-way to ensure compliance with standard traffic control
principles and practices; docurnents all activities in automated log,.

2. Inspects construction project flaggers for proper credentials and monitors activities.

3. Coordinates traffic control set-ups with internal departments and external agencies.

4. Designs and prepares traffic control plans.

5. Reviews all fraffic control plans and specifications for proposed construction projects;
approves or recommends revisions to comply with traffic control standards; assists traffic
barricading companies to comply with legal requirements and prepare proper traffic control

plans,

6. Maintains files of all traffic control plans and records any deficiencies; maintains records of
daily inspections.

7. Assists other internal work groups with barricade problems.

8. Represents City Traffic Engineer at applicable pre-construction and pre-bid meetings to
address barricading concerns; reviews bid documents.

9. Provides technical training to staff,



CITY OF LAS VEGAS
Traffic Barricade Inspector (continued)

Essential Functions:

10. Reviews and updates information to be provided to the news media each week regarding
traffic disruptions.

11. Reports school zone roadway construction to Clark County School District officials; monitors
construction zone for trouble spots; makes recommendations as required.

12. Interprets, explains and enforces laws regarding traffic control for contractors and city staff;
advises appropriate city departments of road deficiencies, damaged or missing signs, and

malfunctioning traffic signals.

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

14, Prepares reports of activities as requested by management.

Marginal Functions:

1. Attends staff meetings and updates staff on project issues and progress.
2. Represents the city as a witness in legal proceedings.
3. Monitors the collection of fines and plan review fees.

4. Performs related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Principles and practices of traffic control as described in the Manual of Uniform Traffic Control
Devices.

Methods and practices of construction.

Legal street signs and street markings.

Principles and procedures of recordkeeping.

English usage, spelling, grammar and punctuation.

Construction contract plans and specifications.

Modern office procedures, methods and computer equipment.

Personal computer operations and common office software including word processing,
spreadsheet, email and other related applications at an advanced level.

Pertinent federal, state and local laws, codes and regulations including parking laws and
restrictions.

Principles set forth in Clark County Uniform Standard Specifications Book and Clark County
Uniform Standard Drawings Book; OSHA standards for construction industry.



CITY OF LAS VEGAS
Traffic Barricade Inspector (continued)

Skills in:

Operating a variety of modern office equipment including computer equipment.

Performing competently in the use of spreadsheet, email and other pertinent software
applications.

Reading a map book.

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

Recognizing potential hazards and making proper field changes to keep work zones safe.

Working independently without direct supervision.

Understanding and following oral and written instructions.

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:

One year of traffic barricading 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.

Possession of a Level I Signs and Marking Specialist certificate from the International Municipal
Signal Association within six months of the date of appointment, and maintenance thereafter,

Possession of a Work Zone Safety certification from the International Municipal Signal
Association within six months of the date of appointment, and maintenance thereafter.

Possession of a Flagger registration from the American Traffic Safety Services Association within
six months of the date of appointment, and maintenance thereafter.

Possession of a Level II Signs and Marking Specialist certificate from the International Municipal
Signal Association within one year of the date of appointment, and maintenance thereafter.



CITY OF LAS VEGAS
Traffic Barricade Inspector (continued)

WORKING CONDITIONS

Environmental Conditions:

Location: Office and field environments,
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;
- Comnunicating 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 5/4/2011 [formerly Traffic Barricade Inspector I and II (X)]
FLSA & City: nonexempt
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