CHARTER CIVIL SERVICE COMMISSION
POLICE & FIRE CIVIL SERVICE COMMISSION
129 North Second Street

Yakima, Washington 98901

Phone (509) 575-6090 Fax (509) 576-6358

CITY OF YAKIMA CHARTER CIVIL SERVICE
AND POLICE & FIRE CIVIL SERVICE
COMMISSIONS

September 12, 2022 at 3:30 p.m.
Regular Meeting

AGENDA

APPROVAL OF MINUTES

Approval of the August 8, 2022 minutes for the regular Charter, Police and Fire Civil Service
Meeting.

NEW BUSINESS
1) Consideration of revisions to classification 4622 — Traffic Technician Il (Charter)

2) Consideration of revisions to classification 1305 — Financial Services Technician — Payroll
(Charter)

3) Consideration of revisions to classification 6412 ~ Telecommunicator (Fire)

. 4) Consideration of revisions to classification 7181 — Economic Development Assistant
(Charter)

5) Consideration of new classification 10115 HR Services Administrator (Charter)

6) Consideration of revisions to classification 10102 Chief Examiner (Charter)

OTHER BUSINESS
a) Public Comment
b) Status Report for the Fire and Police Departments

c) Any other business before the Commission

Complete Packet available on the City of Yakima's website under Human Resources
or by prior request at Human Resources.
Recordings of prior meetings are available to view on YPAC via City of Yakima website



CITY OF YAKIMA
CHARTER CIVIL SERVICE COMMISSION
AND POLICE & FIRE CIVIL SERVICE COMMISSION

JOINT MEETING - August 8, 2022

MINUTES

The City of Yakima Charter Civil Service Commission and Police and Fire Civil Service
Commission convened on this date at 3:30 PM. In attendance were: Charter Civil
Service/Police and Fire Civil Service Commissioner Greg Lighty, Charter Civil Service
Commissioner Louisa Beckstrand, Charter Civil Service/Police and Fire Civil Service
Commissioner Sophia Trevino and Chief Examiner Debbie Korevaar. Police/Fire Civil
Service Commissioner Camille Becker, was absent.

Lighty called the meeting to order.

APPROVAL OF MINUTES

Approval of the July 11, 2022 minutes for the regular Charter and Police and Fire Civil
Service Meeting. It was moved by Lighty and seconded by Trevino to approve the
minutes. Motion passed unanimously.

NEW BUSINESS

1. Consideration of revisions to 5267 - Aquatic Leader classification (Charter)

Parks and Recreation Manager Ken Wilkinson presented revisions to the Aquatic
leader. This position needs to be updated and utilized again since additional
responsibilities are being requested of aquatics staff at Franklin Pool.

Lighty questioned if the title and pay code were new. Wilkinson responded it has
been an inactive classification for many years, and they have used other more
general classifications to fill this role. The updated language in this classification
will provide them with the level of responsibility and supervision they need currently
at the pool.

Lighty moved to approve the revisions to classification 5267 - Aquatic Leader.
Beckstrand seconded. Motion passed unanimously.

2. Consideration of revisions to Solid Waste classifications

a. 7155 - Solid Waste Services Specialist (Charter)
b. 14101 - Solid Waste Supervisor (Charter)

il



CITY OF YAKIMA
CHARTER CIVIL SERVICE COMMISSION
AND POLICE & FIRE CIVIL SERVICE COMMISSION

Public Works Director Scott Schafer requested revisions to the classifications
due to a change in the operations and technology utilized in the division. The
duties and responsibilities remain the same, but some changes have occurred in
how the operations are conducted which is requiring some housekeeping and
language updates.

Beckstrand moved to approve revisions to classification 7155 - Solid Waste
Services Specialist. Trevino seconded. Motion passed unanimously.

Beckstrand moved to approve revisions to classification 14101 - Solid Waste
Supervisor. Trevino seconded. Motion passed unanimously.

Other Business:

a) Public Comment

b) Status reports for the Fire and Police Departments were reviewed and attached to
the record.

Next meeting is scheduled for September 12, 2022. Materials need to be submitted to
the Chief Examiner by August 25, 2022.

Korevaar inquired if the Commissions would like to have an October meeting due to
Lighty being absent for that meeting, or if they would like to cancel it. It was the desire
of the Commissioners to plan on canceling the meeting, but to re-evaluate and make a
final decision at the September meeting.

There being no further business before the Commission, the meeting was adjourned at
3:39 PM.

Chairman, Charter Civil Service Commission
Chairman, Police & Fire Civil Service Commissions

Chief Examiner

Date



CITY OF YAKIMA
‘CHARTER CIVIL SERVICE COMMISSION
AND POLICE & FIRE CIVIL SERVICE COMMISSION

Meeting minutes are a summary of events and decisions made by the Civil Service
Commissions. Civil Service Commission meetings can also be viewed via the City of
Yakima website. Click on YPAC Schedule; “Show Search” Civil Service

Commission; and submit dates.



DEPARTMENT OF PUBLIC WORKS
2301 Fruirvale Blvd., Yakima,’ Washington 98902
Phone (509) 575-6005

Memorandum

DATE: August 30, 2022

TO: Civil Service Commissioners
Debbie Korevaar, Chief Examiner

FROM: Scott Schafer, Public Works Director

RE: Traffic Technician || Revision

The Public Works Department is requesting consideration from Civil Service for revision
of the Traffic Technician Il job specification.

The Traffic Technician Il position had been eliminated as a result of budget reductions
several years ago. However, it is becoming increasingly apparent this position is vital in
providing and analyzing data and performing various functions related to traffic safety.

General housekeeping of the job specification is necessary prior to posting the position
to help cleanup and update the position since it had been vacant for years. Focus on
the gathering and investigating of information as related to traffic safety were highlighted
as priorities to the essential functions of this position to address the recognized safety
issues. The duties and responsibilities are to assist with data collection and traffic
studies regarding road conditions, safety requirements associated with elementary
schools and traffic-calming measures within residential neighborhoods. The position
originally resided within the Traffic Division, but will be relocated to the Engineering
Division; reporting to the Supervising Traffic Engineer.

The revisions being proposed for the Traffic Technician |l position do not change the
overall duties or responsibilities. A salary adjustment is not recommended.

Thank you for your consideration.

Yakima

Ak A 81

1'”"

Administration 375-6005 = Engincering 375-6111 = Equipment Rental 373-6003 « Parks & Recreation 575-6020 » Refuse $75-6003 2015
Street 373-6005 = lraffic 375-60103 « Transit 375-60035 « Wastewater/Stormw ater 575-6077 « Water/drrigation 373-6154 1994




CITY OF YAKIMA
CLASS SPECIFICATION

|CODE: 4622 TITLE: Traffic Technician II Rev. 6440 9/22 J

DEFINITION: Under general supervision, performs a variety of technical and
administrative tasks in support of street and traffic programs. Supports the
Supervising Traffic Engineer by Rrespondings to resident eitizen—ingquiries;
complaints and reports of hazardous street conditions; monitoring and enforcinge a
variety of City ordinances; inventories ¥ the condition of streets-neting-distressed
surfaces: conducts traffic volume and speed counts; supports and maintains data
bases; analyzes collision data; assists in the preparation of grant applications:
and provides assistance in a variety of other related areas. Work is performed with
considerable independence within established guidelines, policies and schedules.

| —  DUTIES |

ESSENTIAL FUNCTIONS: Assists and advises the public with regard to traffic
matters including traffic counts; collision data; street hazards such as potholes
holes, snow removal, street construction complaints, parking issues, and
neighborhood speed—wateh-as—examplestraffic- calming requests. Responds to
requests orally and in ertlng, }ssaes—generates road closure/restrlctlon pubhc
service announcements,; a epa %

aeveﬂmeﬁts—b%&te—&aeﬁe}es—&ﬂd—et—heH—Creates and/or generates maps as

necessary for public and technical use.

Investigates and monitors vegetation and other possible obstructions at
intersections and driveways to provide safe sight distance for motorists.
Contacts businesses, homeowners and/or City staff regarding trimming or
removal of obstruction. Assists the public in complying with clear view_and
SIdewalk ordmances and explains Municipal Code provisions. :—achieves

1) nee : 05— -o5-to—enforee ded: Assists the
pubhc and acts to ensure comphance with all am:hcable laws, State and
Federal regulations, City Ordinances, policies and procedures and the
Manual of Uniform Traffic Control Devices. May arrange for corrective work to
be done and for appropriate parties to be invoiced billed-as necessary.

Assists with conducting and analyzing traffic studies including traffic
counts, accident records, signal timing records, signal progression records,

lichting surveys. speed studies, traffic ordinances, pedestrian studies,

delay studies, parking studies, before and after studies of improvements,
etc. for the development of both short and long-range plans. Works with

other divisions and private developers to administer application of City,
State and Federal standards for both public and private projects as part of
the City’s Development Services Team (DST).

Hr/cs info/Class Specs/4600 Series



Assists with the City’s Pavement Management Program; enters street data:
updates and maintains street maintenance data. Provides input for the
City’s PCI (Pavement Condition Index). Inspects streets for distressed surfaces:
enters information into data base; works with consultants and other City

divisions for the trackmg of accurate mformatlon eendu{:%s—tﬁa{ﬁe—vel&me-aﬂd

Analyzes collision data to detect hazardous situations and accident patterns and
generates appropriate diagrams, worksheets,—and charts_and reports. Monitors
and investigates traffic accidents according to established procedures, and
prepares appropriate records to help ensure the safety of the general
public.

Conducts field and office inventories and analyses of sidewalks, crosswalks and
traffic signals, makes reports to appropriate officials and enters into appropriate
data bases.

Researches available sources for grant or other funding sources for pavement
management, neighborhood traffic management and other traffic related purposes.
Reports information as needed for the development of the department’s annual
budget.

Assists in receiving and processing applications for right of way use and street
closure applications; meets with contractors as needed; and inspects and verifies
proper traffic control 1n accordance with estabhshed guidelines.  Assists in

monitoring
logging-and reporting non-functioning street lights.

Investigates and gathers information for traffic-calming requests.
Observes, monitors, and collects traffic counts and speed data. Provides
information to determine next steps in the process. May meet with
residents onsite and/or at public meetings.

Assists the Supervising Traffic Engineer by working closely with school
officials in identifying and prioritizing sidewalk installation and/or
repairs. Assists in the evaluation of school traffic safety plans to enhance
the safety of children walking to and from schools as well as those being
picked up and dropped off.

Contributes to and fosters an attitude among staff that encourages
cooperation and coordination of efforts, productive time management, and
efficient use of resources. Provides continuous effort to improve
operations, decrease turnaround times, streamline work processes, and

Hr/cs info/Class Specs/4600 Series



work cooperatively and jointly to provide exceptional customer service to
internal and external customers.

Requires regular and reliable attendance.
Performs other related duties as assigned.

MAJOR WORKER CHARACTERISTICS: Knowledge of: basic analytical,
organizational, communication and computer skills as required; current computer
mapping and inventory maintenance systems; applicable local codes and
ordinances, - federal and state laws, rules, regulations and guidelines pertaining
to traffic and the Manual of Uniform Traffic Control Devices (MUTCD);
pavement and concrete distress rating procedures; and traffic engineering practices

as related to the job. Knowledge of City of Yakima policies and procedures.

Knowledge of practices and principles of work flow, project management
and systems analysis; record keeping systems, processes, and practices;
municipal records retention procedures, and techniques. Demonstrates
knowledge and sound judgement with regard to public disclosure, and
confidentiality standards.

Strong working knowledge of: computer spreadsheets: databases: industry
applications; Microsoft Office Suite; and office equipment: and
professional office procedures and practices. Ability to operate standard
office equipment including but not limited to: computer, fax machine,
copy machine, telephone etc.

Knowledge of techniques and strategies for dissemination of written and
verbal information to a wide range of individuals, including but not

limited to City employees, government officials, public and private

interest groups, contractors, and other members of the public.

Must be able to communicate clearly and effectively, with employees.
contractors. members of the public representing diverse education and
background, and with individuals at all levels of government utilizing well
developed communication skills, both written and oral, with appropriate
use of business English, including but not limited to correct grammar,
vocabulary, spelling, and punctuation. Ability to skillfully and effectively
address issues with discontented. upset residents and community
members. Must be able to interpret documents such as safety rules.

regulations, operating and maintenance instructions and procedure

manuals. Ability to write routine reports compose letters and other
written documents as necessary.

Hr/cs info/Class Specs/4600 Series



Ability to fwork independently with self-direction and minimal direction
or oversight; maintain sustained attention to detail, formulate goals, and
work under adverse or stressful conditions including but not limited to
project timelines; prioritize and assign workloads: manage multiple tasks
with competing deadlines. Ability to read. apply and explain codes, rules,
regulations, policies, and procedures. Must possess ability to identify and
define problems, establish facts and render a timely, appropriate
judgment or decision within broad or specific guidelines. Ability to collect.
correlate, analyze, and interpret a variety of complex data; and to prepare and
present clear, concise easy to understand reports. Excellent analytical
and organizational skills are essential. Must possess ability to quickly

adapt to changing priorities and demands.

Ability to negotiate, and clearly and concisely present complex
information in both written and verbal formats: establish, facilitate, and
maintain effective working relationships with other employees. the public
and contractors; to consistently and continually demonstrate tact,
diplomacy. and respect to individuals, groups and organizations
representing a wide diversity of ethnicities, cultures, opinions, and beliefs.
Must possess ability to interact in a diplomatic and confident manner to
upset individuals. Must routinely and regularly maintain confidentiality
and discretion through all forms of communication.

Ability to provide constructive feedback to subordinates; develop and

implement accountability methods; utilize mathematical practices and
skills; maintain files and records; facilitate and lead cohesive, positive and
highly productive work teams with a customer service focus. Ability to

positively receive feedback and take direction is essential.

Abilitye to perform the essential physical elements of the job.

PHSYICAL DEMANDS: Work is primarily conducted out in the field.
sitting, standing and/or walking for long periods of time. while observing
and gathering data. eOften, work is also performed in an office environment
while sitting at a desk or computer terminal for periods of time or while standing
for & an exeessive—extended period of time. Constant use of both hands in
reaching/handling/grasping/ fingering-keyboarding and other fine motor skill
manipulation while performing duties operating on computers and other

Hr/cs info/Class Specs/4600 Series



machinery. Occasional heavy work includes lifting and carrying up to 40-50 pounds.
Occasionally ascends/descends stairs, ladders and other inclines while
maintaining balance_and stability. Occasional bending/twisting at knees/
waist/  neck. Occasional stooping/bending/kneeling/ crawling while
performing duties. Constant use of all senses including
feeling/talking/hearing/seeing while performing duties and while communicating
with co-workers, general public and completing all tasks as assigned. Must be able
to distinguish color and maintain long-term and short-term memory. May work at
heights, confined spaces_or awkward positions, alone _and; with others, remote
locations or in noisy work area. Work will require eceasional-travel to a variety of
locations. May require to operate medium duty truck, light equipment, or
machinery. Will frequently spend extended amounts of time May—working
outside with all weather extremes, be exposed to insects, animals, vermin, water,
dirt, pollen, dust, poison ivy, smoke, power tools, electrical hazards, noxious
odors, exhaust, fumes, or chemicals, paint, solvents, oil, ink, construction debris,
vibrations, needles/drug paraphernalia, and/er—traffic, loud noises, and/or
rough and uneven terrain. Frequent kneeling/bending/crouching/reaching/
hammering/shoveling/digging on hard or uneven surfaces. May work at heights,
in confined spaces or awkward positions, remote locations or in noisy
work area. Will be required to wear safety protective gear when necessary.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential-jeb functions.

UNUSUAL WORKING CONDITIONS: May encounter hostile, upset and/or
emotionally disturbed mdnvnduals,_Ee*pes:c&eMmemﬁ—ml&bed

m&eets—&&d—éeg%— Must be able to 811: in a Veh1cle or at a computer termmal for up to
four hours continuously.

LICENSES. REGISTRATIONS AND/OR _ CERTIFICATES: Must
obtain/possess and maintain a valid Washington State Driver’s License. Requires
a first aid/CPR certificate and flagger eard—certificate within six (6) months of

hire.

MINIMUM CLASS REQUIREMENTS: Anyecombination—of education—and
expeﬂenee—e@}wa—lent—te—eempleﬂeﬂ—ef—hngh school diploma or GED and two (2)
years ef-professional work experience relatedto—the—swork-ef-the-elass which which
must include: interpreting, auditing, and/or analyzing, data: preferably in
the field of traffic or engineering. BA in data analytics, information
technology, engineering or related may substitute for required
experience. AA or Technical Certification in the same fields may
substltute for one (1) year of reqmred experlence G—HH—l—E—&g-lﬂeeﬂﬁg

Hr/cs info/Class Specs/4600 Series



FLSA STATUS: NON-EMEMPT

ADOPTED DATE: 4/91

REVISED DATES: 7/01; 6/10; 9/22

TITLE CHANGES:

UNION:__ AFSCME

CIVIL SERVICE STATUS: CHARTER

Hr/cs info/Class Specs/4600 Series



DEPARTMENT OF FINANCE AND BUDGET
129 N. Second Street., Yakima, Washington 98901

September 6, 2022

To: Charter Civil Service Commission
From: Kimberly Dominé, Financial Services Manager
Subject: Update of the Financial Services Technician - Payroll Job Classification

The Financial Services Division is requesting your consideration of an update to the
Financial Services Technician job class specification.

The existing job class specification was established in 2001 and last updated in 2010
when the Physical Demands were added. | believe with the current structure and duties
being performed, it is important to bring it more current.

Revisions to the proposed classification provide updated language to better define the
required knowledge, skills and abilities required for this position. The title has been
changed slightly to reflect the classification is broader and more inclusive than just
payroll.

The recommended updates do not change the overall duties and responsibilities nor the
authority level of the position; the Essential Functions and Major Worker Characteristics
have simply been updated to more accurately reflect the current priorities within the
position; therefore, no change in pay allocation is recommended.

Thank you for your consideration.



CITY OF YAKIMA
CLASS SPECIFICATION

|CODE: 10305 TITLE: Financial Services Technician-Payrell Rev: 13-/109/22 J

DEFINITION: Under general to limited supervision performs responsible and
varied technical neansub-professional payrel,—accounting and—financial record
keeping, and payroll work. Prepares and maintains a variety of accounting
records, journals, ledgers, statements and reports_ through verification,
reconciliation, balancing and correction. Uses considerable independent
judgment in resolving problems and interpreting related guidelines, regulations and
policies_relative to basic accounting principles. May Pparticipates in and
provides advice in payroll and other matters in support of the collective bargaining
process.

| DUTIES |

Maintains financial ledgers, journals and related documents; reviews, verifies,
audits, corrects, balances and summarizes data as appropriate. Prepares reports on
expenses, encumbrances, capital improvements, capital outlay, reconciliations,
receivables, revenues, disbursements, and journals for internal and external use.
Prepares quarterly financial statements.

Hr/cs info/class spec/10300 series



Performs moderate to complex reconciliations involving a variety of accounts and
documents; identifies conflicts and initiates corrective entries; reviews accounts for
appropriateness of entries and required supporting documents; posts journal entries
for closing monthly transactions; gathers financial data in various forms. Provides
information to auditors regarding record keeping processes and procedures.

Prepares unclaimed property records; contacts holders of unclaimed property;
reports and remits necessary information and funds to appropriate agencies as
required. Calculates quarterly and monthly taxes and ensures timely payment.
Researches and implements change to taxable amounts or rates. Monitors property
tax payments; reviews tax statements and requests exempt status as appropriate.
Audits charges and reconciles errors.

Performs the payment of claims, processes invoices, receipts, purchase

orders, disbursement requests, statements or other documents; verifies

receipt of merchandise, verifies computation totals and entries for
accuracy; charges and posts expenditures to proper budget account
number.

Prepares monthly bank reconciliations, runs various daily banking
reports, clears checks and enters automated clearing house network
transactions. (ACH’s). Prepares regular and special billings as required.

Retrieves and configures payroll and other data and prepares a variety of
spreadsheets to enable analysis of proposals and for use in collective
bargaining. Processes highly sensitive, confidential and private
information relating to employees and employment actions including
hires, terminations, garnishments, wage assignments and payroll
deductions.

As necessary, audits and verifies information on personnel action forms:
updates the payroll master file reflecting hires, terminations, transfers
and other related payroll changes; verifies accuracy of garnishment
withholdings; and audits; verifies excess leave balances: and makes
authorized adjustments and payroll deductions. May prepare warrants
for payroll contributions such as credit union, retirement, garnishments,
union dues and others: monitors and instructs departmental timekeepers
on payroll policies and procedures; reviews time sheets for accuracy:
answers timekeeping, leave interpretations, payroll processing procedures
and other inquiries as required. Responds to inquiries from employees
and outside agencies; distributes a variety of payroll reports to
departments and City management.

Hr/cs info/class spec/10300 series



When directed. in the absence of the Payroll Officer, processes the payroll
in compliance with current laws, rules, regulations, City policies, and
collective bargaining agreements.

May participate in preparations for collective bargaining by providing
input on impact of or conflict created by proposed collective bargaining
agreement changes. Retrieves and configures payroll and other data and
prepares a variety of spreadsheets to enable analysis of proposals and for
use in collective bargaining. Processes highly sensitive, confidential and
private information relating to employees and employment actions
including hires, terminations, garnishments, wage assignments and

payroll deductions. Coordinates with Human Resources as necessary to
implement provisions of collective bargaining agreements.

Positively mentors and provides guidance, training or assistance to new
employees as needed. Contributes to and fosters an attitude among staff
that encourages cooperation and coordination of efforts, productive time
management, and efficient use of resources. Provides continuous effort to
improve operations, decrease turnaround times, streamline work
processes. and work cooperatively and jointly to provide exceptional
customer service to internal and external customers.

Completes mandatory and otherwise assigned trainings as required.

Requires regular and reliable attendance.
Performs other related duties as assigned.

MAJOR WORKER CHARACTERISTICS: Knowledge of: technical accounting,
budgeting and payroll principles, theories and concepts; departmental policies,
finance practices and procedures relating to processing and recording transactions,
and-accounting and payroll information; and, accounting codes, classifications and
terminology related to job duties.

Knowledge of: professional accounting industry standards; fundamental
enterprise software support practices; State of Washington BARS accounting
system; records retentions policies and procedures; and, City, and-state and
federal laws, statutes, guidelines and policies_related to municipal accounting
and payroll practices and procedures.—regarding—the —dissemination—of
information- Knowledge of: collective bargaining processes and the use of payroll
and other information in the bargaining process; collective bargaining agreements;
payrollrelated—Finance Division programs and data processing applications;
and, City payroll practices.

Hr/cs info/class spec/10300 series



Knowledge of and proficiency in efficient and effective office practices
and procedures; moderately complex business arithmetic; standard
clerical, accounting and bookkeeping principles and practices.

Knowledge of techniques and strategies for communication and
dissemination of moderately complex and/or technical written and verbal

information to a wide range of individuals, including but not limited to
City Staff, other governmental agencies, and members of the public.

Knowledge of interdepartmental structure and functions. Knowledge and
understanding of effective leadership principles, practices; practices and
principles of work flow analysis; record keeping systems, processes, and
practices: and. principles and practices for project management. Must
demonstrate knowledge and sound judgement with regard to public
disclosure, and confidentiality standards.

Working knowledge of: computer spreadsheets; industry and City
databases, programs and applications including, but not limited to:
Cayenta, Workiva, TaxTools, Microsoft Office Suite Outlook, Word, and
Excel: report writing tools and office equipment; and computerized
municipal financial management practices.

Ability to: maintain established financial and payroll records; prepare accounting
reports and statements; understand relationships between accounting records and
reports; and, apply guidelines to a variety of situations.

Must be able to communicate clearly and effectively with employees and

members of the public. representing diverse educational levels and
backgrounds, and with officials at all levels of government utilizing well-

developed communication skills, both written and oral, with appropriate
use of business English including, but not limited to: correct grammar,

vocabulary, letter composition, editing, spelling, and punctuation.
Excellent analytical and organizational skills, along with strong
negotiation, communication and presentation skills.

Ability to operate standard office equipment including but not limited to:
computer, fax/copy machine, telephone etc. Must be able to enter
information into a computer system within speed and accuracy. Ability to:
analyze complex and technical financial documents and translate into
recommendations or reports.

Ability to: maintain financial records; understand and apply moderately
complex guidelines to varied operational situations: use initiative and

independent judgement to efficiently analyze complex information and

make logical conclusions; make recommendations based on data, policies

Hr/cs info/class spec/10300 series



and procedures; conduct audits; perform research and extract data from
databases using appropriate querying tools and applications

Ability to read interpret, apply and explain practical procedures and/or
regulations; and perform moderately complex mathematical calculations.
Includes a good understanding of the City’s financial databases utilized,
including how the systems use and manage data.

Ability to work independently with self-direction under general
instruction and broad work expectations; maintain sustained attention to
detail: work under timeline pressures; prioritize workload: manage
multiple diverse projects with competing deadlines and stressful
conditions; train new and/or subordinate staff; effectively work in a team
based approach to problem-solving and solution implementation; establish
and maintain effective working relationships with senior management.
division managers, City employees, and the public. Excellent analytical
and organizational skills are essential.

Ability to work cooperatively as a member of a team and adhere to the
department’s values including, but not limited to accountability, customer
focused. teamwork, professionalism and effective, positive communication:
and work in a punctual, regular and reliable manner.

Ability to document business operating procedures; develop and implement
accountability methods, processes and procedures; facilitate and lead

cohesive, positive and highly productive work teams with a customer
service focus.

Ability to consistently and continually provide excellent customer service
to internal and external customers, and to establish, facilitate and
maintain effective and courteous working relationships with employees
and the public representing widely diverse opinions, beliefs. ethnic,
economic and social backgrounds: communicate effectively, verbally and
in writing: and recognize and treat information and data in a sensitive
and confidential manner and within City and state guidelines on
disclosure. Ability to positively receive feedback and take direction is

essential.

Ability to work extended hours as needed to carry out responsibilities of
the position.

Hr/cs info/class spec/10300 series



PHYSICAL. DEMANDS: Work is performed primarily in an office environment

while sitting at a desk or computer terminal for extended periods of time or while
standing for a period of time. Occasionally needs to move inside the office to access
file cabinets, office machinery, etc. Constant—Continual use of both hands in
reaching/handling/grasping/fingering keyboarding and other fine motor skills
manipulation while performing duties and operating computers. Occasional heawy
work includes lifting and carrying up to 8025 pounds. Occasionally
ascends/descends stairs while maintaining balance. Constant use of all senses
including  feeling/talking/hearing/seeing  while performing  duties and
communicating with co-workers, general public and completing all tasks as
assigned. Must be able to distinguish color and maintain long-term and short-term
memory_to retain complex information. May work in remote locations or in
noisy work area. Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions.

UNUSUAL WORKING CONDITIONS: Works—with—thepublic-and-employees
whe—may—be—upset—er—irate—May come in contact with irate, upset, or

disturbed customers. May have extension of work day before and after
normal working hours to meet deadlines or to address issues. potentially

including evenings and/or weekends. Oceasional-extension-of the-workdayox

LICENSES, REGISTRATIONS AND/OR CERTIFICATES: Must possess and
maintain a valid Washington State Driver’s License.

MINIMUM CLASS REQUIREMENTS: High school diploma or equivalent plus
any—combinatior eduecation—and—e tence—egquivalent—te—two_(2) years of
progressively responsible accounts maintenance, bookkeeping, payroll or closely
related experience. Completion of Technical/Vocational, Associate's or
Bachelor's degree in accounting, business, or related may substitute for
one (1) year work experience. Prior experience mneluding-at-least-one—year
experieree—with a computerized payroll system including multi-union labor
agreements_and/or post high school education in accounting, finance,

business or related is preferred.

) at¥a’
-
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FLSA STATUS: NON-EXEMPT
ADOPTED DATE: 10/01
REVISED DATES: 11/10; 9/22

TITLE CHANGES:
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UNION: TEAMSTERS

CIVIL SERVICE STATUS: CHARTER
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\3 y YAKIMA PUBLIC SAFETY
=~ COMMUNICATIONS CENTER

u 2403 S 18th Street Suite: 400
Yakima, Washington 98903

911 COMMUNICATIONS
MEMORANDUM
August 24, 2022
To: Fire and Police Civil Service Commissioners

From: Erica McNamara, Public Safety Communications Manager

Re: Proposed Changes to the Telecommunicator Classification

There is currently a well-recognized, nationwide shortage of telecommunicator candidates. In
an effort to attract more applicants and broaden the candidate pool, an evaluation of the
current minimum qualifications for Telecommunicator at SunComm, Yakima's S-1-1
Communications Center, was performed. This included a review of similar classifications at
comparable communications centers throughout Washington.

This classification review provided an opportunity to evaluate the minimum qualifications of
twenty-nine emergency communications centers throughout the state. As a result of this
evaluation, the proposed revisions were identified. We believe these changes will allow for
more candidates to qualify for the Civil Service testing process, while maintaining key overall
employee competencies required to perform the duties of the position successfully.

The other change to the minimums is to add separate minimum requirements for lateral
candidates. This will allow for separate advertising, posting, screening processes, and registers
to expedite the hiring of candidates with experience. If a candidate is hired as a lateral hire,
they would start at step C of the pay scale. This is consistent with other lateral positions such
as Police Officer and Corrections Officers.

The Telecommunicator classification was updated last year, so this revision is solely to better
define and broaden the minimum qualifications required by the position. Only a couple of
other slight modifications are included. No elevation of authority or responsibility is proposed,
and thus no salary adjustment is recommended.

Thank you for your consideration of this request.

Erica McNamara
Public Safety Communications Manager

Providing Emetrgency Communication Services to Yakima County

Business Phone: 509.248.9911 Business Fax: 509.576.6555



CITY OF YAKIMA
CLASS SPECIFICATION

|CODE: 6412 TITLE: Telecommunicator Rev. 4/219/22 |

DEFINITION: Under general supervision receives emergency and non-emergency
requests for fire, emergency medical and law enforcement assistance via multiple
communications systems. Evaluates the information provided to determine the
appropriate jurisdiction, equipment and personnel to be dispatched. Operates a
variety of electronic equipment to successfully dispatch the appropriate emergency
response. Performs related work as required.

[ DUTIES |

The following duties are illustrative only and not all encompassing. Other
related duties may be required as a function of this position.

ESSENTIAL FUNCTIONS: Receives, transmits and records requests for
emergency and non-emergency responses via Enhanced 9-1-1 (E9-1-1) telephone,
text messages and TDD (Telecommunication Device for the Deaf), non-emergency
telephone, radio, alarm and Computer Aided Dispatch (CAD) systems. Uses maps,
addresses and other pertinent information to dispatch the appropriate jurisdiction,
equipment and personnel.

Receives incoming emergency and non-emergency E9-1-1 calls; determines the
location, nature of the situation and/or medical condition of persons involved;
evaluates and prioritizes need; and when necessary transfers to appropriate
response agency.

Receives, screens and answers a variety of inquiries by telephone or text and
provides information on the purpose and functions of emergency services. Provides
information and/or emergency medical dispatch (EMD) instruction under stressful
conditions, calmly, clearly and distinctly, until situation is resolved and/or
emergency assistance has arrived.

Accurately and comprehensively enters and retrieves information into computer
aided dispatch (CAD) system or other data storage and record keeping system.

Monitors and transmits on a variety of radio channels. Assists in testing radio
frequencies, periodically makes routine announcements and relays information via
radio and/or paging systems.

Monitors and maintains the position and status of the units in the field. Directs the
movement of units to other response areas, fire stations and/or jurisdictions so that
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adequate coverage is provided to all areas during day-to-day and major emergency
operations.

May maintain the Master Street Address Guide (MSAG) and related data; obtains,
verifies and reports new addresses, street additions and other information to
facilitate enhanced 9-1-1 call origination information.

Operates a variety of equipment including but not limited to: E9-1-1 telephone
system, radio console, CAD system, computer terminals, TDD, alarm systems,
recording devices, security devices and other related equipment.

Monitors alarm receiving equipment and processes the information received, taking
the appropriate actions; dispatch of emergency units or notifying responsible parties
of malfunction or equipment out of service. Informs supervisors of situations that
require their attention and notifies the appropriate personnel for repair and testing
of the communication center equipment.

Performs a variety of center functions; maintains operational and confidential
department records and files; composes routine or recurring correspondence; assists
the operation by performing routine administrative details; relays information
using appropriate communications systems.

Operates E9-1-1 telephone system, CAD system, TDD, Fax machine, computer
terminal, copy machine, printers, recorders and other equipment as required. May
update and clear data regarding warrants, court orders, vehicles and stolen articles.
Shall be required to operate the ACCESS computer interface with requests for
warrants, license checks, etc.

Receives National Warning System information and disseminates appropriate tests
and warnings of County, State and National emergencies to various other agencies
according to State and Federal regulations.

Supports EMD quality assurance and control requirement tasks. .

Under direction of a supervisor or SunComm management may process requests for
confidential information in accordance with state and federal disclosure laws;
makes recording of incidents from the Center's recording equipment in support of
public disclosure requests, incident follow-up investigations or court ordered
requirements. May provide information