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CITY OF LA VISTA
MAYOR AND CITY COUNCIL REPORT
OCTOBER 17, 2017 AGENDA

Subject: Type: Submitted By:
PoOsSITION DESCRIPTION RESOLUTION KEVIN POKORNY
UPDATE ORDINANCE DIRECTOR OF
¢ RECEIVE/FILE ADMINISTRATIVE SERVICES
SYNOPSIS

Job descriptions for positions in the Library, Public Works and Administrative Services Departments have been
updated.

FiscAL IMPACT

The positions are currently budgeted and included in the adopted compensation ordinance.

RECOMMENDATION

Approval

BACKGROUND

Updates for the following positions have been prepared:
e Library
o Circulation Clerk I (currently filled)
Circulation Clerk II (currently filled)
Circulation Clerk II — GED Instructor (currently filled)
Circulation Clerk II — Children’s Assistant (currently filled)
Circulation Clerk Il — Teen Coordinator (currently filled)

o 0 0 0O

s Public Works
o Administrative Assistant Il (vacant)

¢ Administrative Services

o Administrative Assistant I (currently filled)
o Deputy City Clerk (vacant)
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Pay Range: 115
Date: 10/17/2017
Non-Exempt

POSITION DESCRIPTION
CITY OF LA VISTA

DEPARTMENT: Library

PosITION TITLE: Chitdren’s Assistant, Circulation Clerk Il
PosITION REPORTS To: Assistant Library Director/Children Services
POSITION SUPERVISES:

DESCRIPTION:

Responsible for a variety of library tasks to ensure the efficient provision of services to the community,
with a focus on children’s services and as a participant of the library’s Youth Division.

ESSENTIAL FUNCTIONS: (with or without reasonable accommodation)

Children's Assistant Duties

e Receives oral or written instructions from the Children Services Librarian.

o Works directly with the Children Services Librarian to plan, coordinate, and assist children’s services
and programs.

e Assist in children collection development including annual weeding.

o Networks with the La Vista's elementary and middle schools including driving to and from
destinations.

¢ Assist with monitoring and maintaining bulletin board displays ensuring ali posted materials are kept
current.

o Performs Reader’'s Advisory, specializing in recommending titles for Children.

Assist in the coordination of the Children’'s Summer Reading program including Summer Camps,

coordinating prizes and involvement incentives with local area businesses.

Responsible for the Children’s Home Schooling programming.

Assists with outreach to area daycares and preschools including driving to and from destinations.

Occasionally exposed to outside weather conditions.

Prioritizes tasks within work assignment.

Youth Division

¢ Active participant in the Youth Division. This includes attending meetings, sharing children
programming, brainstorming, and assisting and utilizing other staff members with programming
including ideas.

Processing of Library Materials

s Processing of books and a variety of media, including DVDs, CDs, audiovisual materials, and kits.

* Works closely with staff who process while establishing best practices. Ensures communication of
changes in procedures.

General Library Duties
¢ Provide excelient customer service to patrons and fellow employees.
¢ Works at the front desk as needed, performs customer service duties by answering the telephone, circulating
materials, issuing library cards, collecting fines, answering inquiries on books and available resources, and
ensures the confidentiality of all patron records.
Stocks printers, copiers, and fax machine with paper as appropriate.
Responds to patron emails in a timely manner or directs to the appropriate person.
Assists with library displays (planning and implementing).
Works on inventory reports, statistical reports, etc. as requested.
Maintain patron privacy as dictated by law.
Shelves and shelf reads children library materials according to proper procedures as needed.
Maintains clean and tidy Library environment, especially the children section.
Performs other duties as assigned.




Children’s Assistant, Circulation Clerk Il
Position Description
Page 2,

ESSENTIAL PHYSICAL AND ENVIRONMENTAL DEMANDS

The physical demands here are representative of those that must be met by an employee to successfully
perform the essential functions of the job.

Seeing and hearing: read documents, computer screen, answer phones, communicate in person.
Standing and walking.

Sitting

Climbing, stooping, squatting and kneeling.

Dexterity: fine motor skills including handling books and processing supplies/materials,

utilizing phone, typing, and writing.

e Liftin excess of 10 pounds

EDUCATION, TRAINING, LICENSE, CERTIFICATION AND EXPERIENCE

1. Must possess a high school diploma or GED certificate, undergraduate degree preferred.

2. Must obtain provisional certification from the Nebraska Library Commission within timeframe
established by the library’s accreditation.

3. Must be willing to obtain further education, training, and certifications as deemed appropriate and
within a timeframe established by the library’s accreditation.

KNOWLEDGE, SKILLS AND ABILITIES

The requirements listed below are representative of the knowledge, skill, and/or ability required.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions.

Ability to:
* Learn and apply the principles and techniques associated with professional library work, modern
library systems and programs.
e Learn to utilize computers and software applications as they pertain to various library automation
systems and creative displays.
Communicate appropriately with patrons and staff members.
Understand and implement policies in a fair and consistent manner.
Plan and organize a personal work schedule, set priorities and meet deadlines.
Perform job duties efficiently while managing frequent interruptions.
Maintain calm and professional demeanor during hectic or tense situations.
Learn and operate standard office and sound equipment, i.e. DVD, CD, copier, fax, etc.
Learn to use specialized equipment, including laminator, and laptop with projector.
Make change and count accurately.
Type accurately using a word processor and personal computer.
Understand and follow both oral and written instructions and to communicate effectively, verbally
and in writing, in English, with people of all ages.
e Establish and maintain effective working relationships with the public, community groups, local
businesses, other employees and municipal officials.

Note: Physical examination and drug screening tests will follow all conditional offers of employment.

Disclaimer:

This position description does not constitute an employment agreement between the City and the
employee, and is subject to change by the employer as the needs of the City and the requirements of the
position change over time.

| have read and understand the requirements of this position description.

(Signature) (Date)



Pay Range: 115
Date: 10/17/2017
Non-Exempt

POSITION DESCRIPTION
CITY OF LA VISTA

DEPARTMENT: Library

PoSITION TITLE: Teen Coordinator, Circulation Clerk Il
PosITioN REPORTS TO: Assistant Library Director/Children Services
POSITION SUPERVISES:

DESCRIPTION:
Responsible for a variety of library tasks to ensure the efficient provision of services to the community,
with a focus on teen coordinator and participant of the library’s Youth Division.

ESSENTIAL FUNCTIONS: (with or without reasonable accommaodation)

Teen/Tween Coordinator Duties

e Plans, coordinates, and oversees teen/tween services and programming planning, including
advertising by working with city’'s Community Relation Coordinator on fliers. Keeps Community
Relation Coordinator informed of teen activities and has events added to online Library and City
calendar and other social networks as appropriate.

e Responsible for teen/tween collection development including annual weeding.

o Maintains/updates the information for the Teen webpage. Works with IT Librarian to achieve.

e Networks with the La Vista's elementary, middle, and high school including driving to and from
destinations.

e Performs outreach services to La Vista partners. This includes initial contacts and ongoing services
and driving to and from destinations.

e Performs organization of Teen/Tween materials on an annual basis or more frequently if the situation

dictates.

Moderator of the Teen Advisory Board (TAB).

Monitors and maintains bulletin board displays ensuring all posted materials are kept current.

Performs Reader’s Advisory, specializing in recommending titles for Teens/Tweens.

Responsible for coordinating and overseeing the Teen/Tween Summer Reading program including

coordinating prizes and involvement incentives with local area businesses.

e Responsible for Teen area displays.

¢ Responsible for the creation, planning and implementation of Teen Homeschool services.

Youth Division

e Active participant in the Youth Division. This includes attending meetings, sharing Teen/Tween
programming, brainstorming, and assisting and utilizing other staff members with programming
including ideas.

General Library Duties
» Provide excellent customer service to patrons and fellow employees.
e Works at the front desk as needed, performs customer service duties by answering the telephone, circulating
materials, issuing library cards, collecting fines, answering inquiries on books and available resources, and
ensures the confidentiality of all patron records.
Stocks printers, copiers, and fax machine with paper as appropriate.
Responds to patron emails in a timely manner or directs to the appropriate person.
Assists with library displays (planning and implementing); designs and displays Teen signage to direct and
inform patrons.
Works on inventory reports, monthly statistical reports, etc. as requested.
Maintains confidential information including papers and invoices, and shreds documents as appropriate.
Maintain patron privacy as dictated by law.
Shelves and shelf reads Teen library materials according to proper procedures as needed.
Maintains clean and tidy Library environment, especially the Teen section.
Establishes and maintains positive relations with the general public, other employees, community groups,
local businesses and other area libraries.
o Performs other duties as assigned.



Teen Coordinator, Circulation Clerk Ii
Position Description
Page 2,

ESSENTIAL PHYSICAL AND ENVIRONMENTAL DEMANDS
The physical demands here are representative of those that must be met by an employee to successfully
perform the essential functions of the job.

Seeing and hearing: read documents, computer screen, answer phones, communicate in person.
Standing and walking.

Sitting

Climbing, stooping, squatting and kneeling.

Dexterity: handling books, utilizing phone, typing, and writing.

Lift in excess of 10 pounds

EDUCATION, TRAINING, LICENSE, CERTIFICATION AND EXPERIENCE
1. Must possess a high school diploma or GED certificate, undergraduate degree preferred.
2. Must obtain provisional certification from the Nebraska Library Commission within timeframe
established by the library’s accreditation.
3. Must be willing to obtain further education, training, and certifications as deemed appropriate and
within a timeframe established by the library’s accreditation.

KNOWLEDGE, SKILLS AND ABILITIES

The requirements listed below are representative of the knowledge, skill, and/or ability required.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions.

Ability to:
e Learn and apply the principles and techniques associated with professional library work, modern
library systems and programs.
s Learn to utilize computers and software applications as they pertain to various library automation
systems and creative displays.
Communicate appropriately with patrons and staff members.
Understand and implement policies in a fair and consistent manner.
Plan and organize a personal work schedule, set priorities and meet deadlines.
Perform job duties efficiently while managing frequent interruptions.
Maintain calm and professional demeanor during hectic or tense situations.
Learn and operate standard office and sound equipment, i.e. DVD, CD, copier, fax, etc.
Learn to use specialized equipment, including laminator, and laptop with projector.
Make change and count accurately.
Type accurately using a word processor and personal computer.
Understand and follow both oral and written instructions and to communicate effectively, verbally
and in writing, in English, with people of all ages.
e Establish and maintain effective working relationships with the public, community groups, local
businesses, other employees and municipal officials.

Note: Physical examination and drug screening tests will follow all conditional offers of employment.

Disclaimer:

This position description does not constitute an employment agreement between the City and the
employee, and is subject to change by the employer as the needs of the City and the requirements of the
position change over time.

| have read and understand the requirements of this position description.

(Signature) (Date)









Administrative Assistant Il — Public Works
Position Description

Page
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| have read and understand the requirements of this position description.

(Signature) (Date)















Deputy City Clerk
Position Description
Page 2, 10/13/2017

4, Any equivalent combination of education, training and experience which demonstrates the
knowledge skills and ability to perform the above described duties will be considered.

EDUCATION, TRAINING, LICENSE, CERTIFICATION AND EXPERIENCE (CONTINUED)

5. Must possess or obtain Certified Municipal Clerk Certification within 5 years of employment.

KNOWLEDGE, SKILLS AND ABILITIES

1. Knowledge of modern office procedures, methods and program applications including Microsoft
Office (Outlook, Word, Excel & Power Point), Adobe Acrobat and other program applications
appropriate to assigned duties. Ability to operate office equipment such as personal computer,
postage meter, photocopier and fax machine.

2. Strong organizational skills that reflect ability to perform and prioritize multiple tasks seamlessly
with proven accuracy and attention to detail.

3. Strong written and verbal skills

4. Ability to understand, organize, index and reference a wide variety of administrative information
and records.

5. Basic mathematical skills.

6. Proven ability to handle confidential information with discretion.

7. Emotional maturity and conflict resolution skills.

8. Flexibility, excellent interpersonal skills, ability to work well with all levels of internal management
and staff as well as members of the public and vendors.

9. Demonstrates ability to achieve high performance goals and meet deadlines in fast paced
environment.

10. Highly resourceful team-player with the ability to be extremely effective both independently and
as a team member.

11. Forward looking thinker, who actively seeks opportunities and proposes solutions.

12. Ability to type or enter data at a speed necessary for successful job performance.

13. Ability to work independently, prioritize work, meet deadlines, and make decisions on the basis of
established policies and procedures.

14. Ability to apply common sense understanding in carrying out written and oral instructions.

15. Ability to work a varying schedule, including evenings and weekends.

16. Ability to establish effective working relationships with city officials, fellow employees, and members
of the public and maintain them over time.

17. Ability to maintain regular and dependable attendance on the job.

Contributions this Position Makes to the City
This position provides highly responsible administrative support to the City Clerk and contributes to the

success of the City by assisting in the supervision, planning and coordination of the City Clerk’s Office.

Disclaimer:

This position description does not constitute an employment agreement between the City and the
employee, and is subject to change by the employer as the needs of the City and the requirements of the
position change over time.

I have read and understand the requirements of this position description.

Signature Date



