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December 1 , 197 

City Council 
City Hall 
West Union, low 

Members of the 

We are ple sed to present our report entitled Proposed Job Descrip­
tions for the Cit of West Union, Iowa and we hope it will be of value 
to youTn struc uring your current personnel management systems. 
Contained withi this report you will find discussions concerning various 
components of a personnel management system, and actual job descriptions. 

The report is comprised of proposals and we hope you will review 
them and make an changes that will tailor the material closer to your 
needs. This mat rial can be very useful to you and we hope you will 
give it careful onsideration and take the necessary steps for adoption 
and implementati n. -

We would li e to take this opportunity to express our appreciation 
for the cooperat·on and help we received from all of the City employees. 
Although this re art represents an end to our active involvement with 
the City of West Union, we will remain available to explain any of our 
recommendations hat the Council may have questions about. Feel free to 
contact us conce ning any questions you may h_ave. 

/cs 

Sincerely, 

Staff of the Local Government 
Personnel Service Center 
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I. INTRODUCTION 

Historical Pers e tive: 

In August of 1978, the West Union City Council requested assistance 
from the Local Go ernment Personnel Service Center of the State of 
Iowa's Office for Planning and Programming. This assistance was to be 
in the form of th writing of job descriptions for the employees of the 
City of West Unio This document is the result of the study that was 
conducted. 

Com onents rsonnel 

There are for basic components of a personnel management system. 
The four componen s are: (l) personnel policies; (2) job descriptions; 
(3) a classification plan and; (4) a compensation system. Proposals for 
job descriptions re contained within this document. In order that the 
reader may fully nderstand the uses, limitations and inter-relation­
ships of these co ponents, they will each be described in some detail at 
this time. 

Personnel Policies: These policies describe the procedures for 
handling com on occurrences and problems that may normally be 
expected in he work environment. They also describe the employee's 
as well as m nagement 1 s rights and relate many of the fringe 
benefits sue as vacation, sick leave and holidays. They do not 
tell an empl yee how he is to perform his job and should be supple­
mented by de artmental rule books or procedures manuals if that is 
the intent. 

To achieve t e optimum amount of equitability and impact, a stan­
dardized set of personnel policies should be adopted for all city 
employees. lthough some city officials balk at this notion, there 
is no reason why the policies cannot be applied across-the-board as 
long as provisions are made for the around-the-clock operations and 
other special needs. These special provisions typically account 
for less tha ten percent of the entire personnel policy package 
with the oth r 90 percent being equally applicable to all city 
employees. 

Job Descri tions: Job Descriptions are the foundation upon which 
the personnel management system is built. They are a written 
description f the duties and responsibilities of a given position 
and they outline the skills and abilities needed to satisfactorily 
perform the job. They also indicate the kind of training and 
experience a person should possess to be able to perform the job. 

As such, job descriptions are very useful management tools. They 
may be used or recruiting new employees as they outline the 
qualities th t should be present in the job candidates. By setting 
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equitable an work-related entry requirements, job descriptions can help 
insure that ecruitment standards are not based on discriminatory 
criteria. T ey also allow management some flexibility in managing the 
work force as they can identify people with similar skills and abilities 
and thus indicate how employees might be transfered from department to 
department should staffing needs incur major changes. Job descriptions 
are also the basis of the compensation program as they identify the 
skills, knowledges, responsibilities and experience requirements for 
which manage ent should be paying. Thus they provide the raw data for 
rank ordering jobs in terms of the appropriate level of compensation, 
and they also provide the basis for comparing city jobs to other public 
and private j bs requiring similar qualifications. In terms of legal 
ramifications, job descriptions can be used to substantiate the 11 equal 
pay for equal work 11 doctrine should the Department of Labor ever investigate 
a complaint. They may also be used by the Public Employment Relations 
Board (PERB) or unit detenninations and identifying supervisory (exempt) 
personnel sho ld union elections ever be held. As such, they will be 
indicative o 11 past practices 11 upon which the PERB will base part of its 
decision. By setting equitable and work-related entry requirements, job 
descriptions an help insure that recruitment procedures are not based 
on discrimina ory criteria. 

What job desc iptions do not do is to tell management how well the 
incumbent is erforming h~job or how many people are needed to carry 
out the work fa department. A job description describes a position 
and not a per on. The questions of efficiency, production and staffing 
are tradition l m9nagement problems and can best be answered through 
techniques su has methods and procedures analysis, time and motion 
studies, pers nnel evaluations, and management by objectives. However, 
the underlyin purpose of all of these methods is to find out what the 
person should be doing and then determine how closely the person is 
performing to that standard. Thus job descriptions are helpful in the 
initiation of this process. 

Another point about job descriptions that should be made is that 
they are not intended to restrict the kinds of related duties that 
may be assign d to an individual. The 11 Duties 11 section of the job 
description i aimed at major job functions and additional duties 
may be assign d as long as they are in keeping with the level and 
general type f work described in the respective job description. 
The corollary to this statement is that job descriptions are not 
static and te d to change over time. Thus management should peri­
odically revi wand update the job descriptions if they are going 
to be properl used in any of the manners described above. 

The Classific tion Plan: Technically speaking, the process of 
classificatio began with the writing of job descriptions. Since 
approximately 13 individual city employees have been reviewed and 
been reflecte in about 11 job descriptions, a large amount of 
grouping by skills, knowledges and responsibilities has already 
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taken place. 
comparable l 
increasing l 

next step is to match the job descriptions of 
and then rank the remaining groups to reflect 
of complexity. 

The classifi ation plan is useful in several ways. First, it 
establishes alaries and wages on a scientific basis and eliminates 
the arbitrar and whimsical decisions that are so much a part of 
unstructured compensation systems. The classification system 
groups all j bs which are basically similar in respect to their 
nature of wok, requires performance at approximately the same level 
of difficult and responsibility, requires similar training and 
experience a the time of recruitment and, thus, can be equitably 
compensated ithin the same pay range. This at least establishes 
internal con istency and insures that jobs are rewarded in a 
proper manne in comparison to each other. It also provides the 
framework fo comparing compensation levels within the city to 
rates paid b other public and private employers for similar employees. 
Thus the cit can remain as competitive as it wishes while insuring 
that it does not pay more than is needed to attract qualified 
employees. 

Another use f the classification plan comes to light when work 
requirements necessitate the creation of new positions. Through 
the proper u e of the classification plan, the City Council and 
department h ads can determine whether the new job may be placed 
within an existing class or, conversely, if a new class needs to be 
established. In the former case, questions as to what kind of 
person needs to be recruited and how much they should be paid are 
resolved imm diately by reference to the established job description 
and assigned pay grade. If a new class must be established, 
relevant new job descriptions can be developed within the framework 
of related e isting classes and a proper pay level can be established 
by compariso of the new class to related existing classes and 
their pay le els. 

stem: The greatest argument in favor of the use --------~--of job descriptions and a classification plan is that they provide 
the basis fo a scientific compensation system. In the typical 
city without an established personnel management plan, the compen­
sation syste usually amounts to a yearly salary review connected 
with the bud et setting process. The results are usually an 
across-the-bard increase for all city employees or a hit and miss 
attempt tor ward employees for their performance during the prior 
year. This rocedure is unsatisfactory in all but the smallest 
city operati ns. It tends to perpetuate previous wage inequities; 
it provides ery little motivation for an employee to perform his 
work in an o tstanding manner; it usually evaluates employees on 
incomplete d ta; it is subject to the recent behavior bias whereby 
an employee's performance just prior to the wage setting date is 
the primary onsideration of his evaluation; and it is virtually 
impossible t project and plan future wage trends and budget needs 
under such a non-system. 

3 
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There are m ny types of formal compensation systems such as piece 
rate system, bonus and profit sharing systems, longevity systems, 
step system, and various combinations of these systems. Since it 
is felt tha the piece rate and bonus plans are inappropriate for 
city govern ent and that a straight longevity plan would be inad­
equate, thi document will present only the step plan and a combin­
ation step-longevity plan. 

A step plan establishes a series of pay ranges consisting of eight 
steps each. The increments between steps average about five percent 
and each rage ends one step (or five percent) higher than the 
preceeding ange. New employees would start at the pay grade 
reflected i the Classification Plan at step #1. An unusually well 
qualified a plicant could be brought in at a higher level depending 
upon the ju gment of the employer. Upon successful completion of 
the probationary period (usually 6 months), the employee would 
advance to he next step. Upon successful completion of another 
six months of employment, the employee would be eligible to advance 
to the third step (an employee would have been with the employer 
for one yea ). Such evaluations would occur annually for the next 
three years nd bi-annually for the remaining two salary reviews 
until thee loyee has reached the top step after eight years in 
the same job classification. Assuming the employee reaches the top 
pay step, hi wages would be frozen at that level unless he were 
promoted to nother job classification or unless there is an 
across-the-bard cost of living increase. When an employee is 
promoted to classification with a higher pay range, he should be 
given an inc ease of at least one step over his current salary. 

A st ep-longe 
combined wit 
employee is 
plan during 
the third ye 
application 
higher job c 
step and he 
increases ar 
five steps) 

ity plan is a shortened version of the step plan 
a longevity plan. Under this plan, a newly hired 

reated exactly the same as he would be under the step 
is fi r st three years of employment. However, after 
r, increases in the employee 1 s wages would come from 
f longevity rates. If the emp loyee is promoted to a 
assification, his base rate should rise at least one 
ill retain his longevity rights. Cost of living 
computed only on the base rates (as reflected by the 

nd longevity percentages remain the same. 

The primary ifference between these two plans is that the step­
longevity pl n is somewhat less expensive for a stable work force 
than is the ure step plan. Rather than giving five percent in­
creases over a period of ten years, the add i tion of the longevity 
plan reduces increases to about two percent after three years. 
However, bot of the plans have several advantages, some of which 
are outlined below: 
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l. 

2. 

3. 

4. 

They pr vide management with a means of rewarding competent 
and lay 1 employees for good or outstanding service. When 
people re evaluated and eligible for pay increases at known 
interva s, they are more inclined to improve their performance 
than thy would be if pay increases are an arbitrary annual 
decisio. Thus the pay plan is being used to motivate people. 
It shou d be noted that the introduction of longevity rates 
tends t reward the employee more for loyal service than 
improve work ability. Since the learning curve on the typical 
job fla tens out after three years, this may be quite appro­
priate. 

Equal c mpensation can be provided for like work of equivalent 
respons bility within uniform pay ranges. Discrepancies in 
pay bet een various offices are alleviated. 

Budget 
prepare 
can be 
standar 

stimates and the effects of personnel costs can be 
and determined with accuracy and payroll procedures 

implified through the use of a limited number of 
rates of pay. 

They pr vide a framework within which salary and wage rates 
. may eas ly be compared to private and public employers within 

the are . Thus the city can remain cognizant of how its wages 
compare to the local environment with minimal difficulty. 

5. They pe mit the installation of general pay increases by •a 
given p rcentage to meet changing conditions affecting the 
general levels of compensation without disturbing the basic 
pay str ctures and the relationships amoung classes of positions. 
Thus a ost of living adjustment in the magnitude of about 
five pe cent could be accomplished simply by bumping everyone 
up one ay grade. Adjustments that are not multiples of five 
can be chieved by moving all ranges upward or downward by the 
percent ge level indicated. Similarly, changing conditions 
affecti g a particular class, such as prolonged vacancies or 
the · ina ility to recruit people within the current ranges, can 
be rect fied by assigning a different pay grade to that parti­
cular c ass. However, caution should be exercised to insure 
that an accumulation of individual changes does not distort 
the cla s relationships. It should also be noted that changes 
to the ompensation plan are better achieved by using per­
centage than lump sum amounts. Percentages preserve the 
distinc ion between classes whereas lump sums tend to bring 
the low r pay grades closer to the higher pay grades. 

Inherent in he concept of a formal compensation plan is the need 
to review ea h employee on a periodic basis. If employees are 
permitted to advance from step-to-step automatically without regard 
to meritorio s service, the motivational aspects of the pay plan 
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are complet ly obliterated and it simply becomes an artificial 
method of i flating the city payroll. Thus it~ imperative that 
evaluation eetin s be instituted and that they are conducted..!!!_~ 
meaningful a 

One method structuring an evaluation meeting is through the use 
of an evalu tion form. The actual evaluation form used is not 
terribly im ortant as most of them cover the same basic areas. It 
is importan that the employee and supervisor frankly discuss the 
categories utlined on the evaluation form and come to an under­
standing abut the employee's strengths and weaknesses. The 
employee ma not necessarily agree with the supervisor's opinions, 
but at leas he will know where he stands. An employee who com­
pletely dis grees with the supervisor's rating should be allowed to 
take his grievance up the ladder to gain at least a third opinion. 
Although this is bound to happen in a few cases, the vast majority 
of the eval ation meetings will end up with the employee and super­
visor in fairly close agreement about the employee's performance. 

Employee evaluations should be performed at the lowest level of 
employee-su ervisor contact possible. The department head should 
review all of the evaluations done within his department. 

6 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

I . POSITION AND JOB TITLE CONVERSION 

EMPLOYEE'S NAME 

Administrative/C erical Grou 

Sue Freidhof 
Marvin Youngbloo 
Mike Bo 11 man 
Nancy Hanson 

PRESENT TITLE 

City Clerk 
Police Chief 
Dir. of Public Works 
Secretary 

Public Works/Pla eration/Laborer Grou 

Richard Chicken 

Vern Darnell 
Robert Smid 
Gordon Kleppe 

Martin Kohls 

Archie Martin 

Law Enforcement 

Gene Samek 
David Hackley 
Marty Fischer 

Street Superintendent 

Laborer 
Laborer 
Water Superintendent 

Sewer Plant Superintendent 

Assistant Superintendent 

Police Sergeant 
Police Officer 
Police Officer 
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PROPOSED TITLE 

City Cl erk 
Police Chief 
Dir. of Public Works 
Account Clerk 

Street Maintenance 
Supervisor 
Laborer 
Laborer 
Chief Water Treatment 
Plant Operator 
Chief Wastewater 
Treatment Plant Operator 
Assistant Treatment 
Plant Operator 

Police Sergeant 
Po l ice Officer 
Police Officer 
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CITY CLERK 

DEFINITION 

Under general administrative direction, to participate in and 
supervise the Cit budgetary processes and financial activities; and to 
perform related d ties as required. 

DUTIES 

Supervises t e collection and distribution of funds by the City; 
prepares and moni ors all department budgets and the overall budget; 
prepares and submits reports concerning budgetary status to each depart­
ment; supervises he collection of all money and fees due the City, 
including utility bills; coordinates the payment of all City bills, 
including the payr 11; researches availability of grants for various 
City projects; applies for grants; administers project funds; coordinates 
the investment of i ty funds; ensures that legal requirements of state, 
local and federal legislation are met by the City; coordinates efforts 
of , and provides a sistance to Cemetery, Library, Airport, and Hospital 
Boards including a vice on availability of funding and advice on prepar­
ing budgets; prepa es and submits various reports to state and federal 
government includi g Annual Financial Report and Road Use Report; 
maintains City bans; and serves as radio control for the Police Depart­
ment. 

ENTRY RE UIREMENTS 

Required Know ed es, Ski l ls, and Abilities. Knowledge of the 
principles and met ads of public administration; knowledge of t he organiza­
tion, functions, ad problems of municipal government; knowledge of the 
principles and met ads of public finances; ability to analyze difficult 
administrative pro lems and to develop and present sound conclusions and 
recommendations; k owledge of the principles and practices of accounting 
and auditing; know edge of municipal accounting, taxation, and revenue 
management; abilit to compile and analyze financial reports; ability to 
make accurate reve ue estimates; ability to speak and write effectively; 
ability to establi hand maintain effective relationships with other 
administrators and civic groups, and the general public; ability to 
ma i ntain clerical ecords of some complexity and to prepare reports from 
such records. 

Minimum Educa ion, Training, and Experience. Graduation from high 
school or an equiv lent, supplemented with two years of accounting 
courses and two ye rs of responsbile administrative exper i ence;or any 
equivalent combina ion of training and experience which provides the 
required knowledge , skills, and abilities. 

8 
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POLICE CHIEF 

DEFINITION 

Under gen ral administrative direction, to plan, organize, and 
direct the cr1 e prevention and law enforcement activities of the City, 
including the ormulation of policies and regulations governing activities 
of the departm nt; and to perform related duties as required. 

DUTIES 

Plans and upervises programs of crime prevention and detection, 
and traffic and safety regulations; determines departmental policies; 
directs enforce ent of laws and ordinances, and vice control and suppres­
si on; maintains effective manpower in the patroling districts; evaluates 
operating techn ·ques and procedures and makes recommendations for improve­
ments as necess ry; coordinates activities with other city, county, 
state and feder l law enforcement agencies; confers with City officials 
and citizens on law enforcement problems; prepares various reports, 
i ncluding month y reports to the Iowa Bureau of Criminal Investigation; 
reviews reports submitted by subordinates; patrols city to control 
traffic, preven crimes, and apprehend violators; investigates accidents; 
responds to com laints from public; serves as a school crossing guard; 
operates radar quipment. 

es, Skills, and Abilities. Knowledge of modern 
municipal poli_c ___ a_d_m_i_n,-·s~tration and organization; knowledge of scientific 
methods of crim detection and criminal identification; knowledge of the 
laws governing ustody of persons, search and seizure, and r ules of 
evidence; abili y to supervise and control effectively the work of 
subordinates pe forming varied operations; ability to effectively lead 
subordinate off cers and to assign, direct, and evaluate their work; 
ability to main ain favorable working relations with City officials, the 
officials of ot er jurisdictions and the general public; ability to 
prepare activit reports, assignments and other regular and special 
reports. 

Minimum Ed cation, Training, and Experience. Increasingly responsi­
ble supervisory experience in law enforcement work, supplemented by in­
service trainin and courses in police science and administration; must 
meet the minimu standards for Iowa law enforcement officers as specified 
in the Code of owa. 

Special Re uired Qualifications. Must possess a valid motor vehicle 
operator 1 s lice se issued by the State of Iowa. 
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DIRECTOR OF PUBLIC WORKS 

DEFINITION 

Under gene al direction, to plan, organize, and oversee the 
operations and ctivities of the City's Public Works Departments; and to 
perform relate duties as required. 

DUTIES 

Coordinate activites of and provides guidance to the Street Mainten­
ance Department Water Treatment Plant, and Wastewater Treatment Plant; 
schedules ands pervises the city-wide program of street and sidewalk 
construction an maintenance; inspects paved and unpaved surfaces to 
determine work rocedure; supervises the installing of retaining walls, 
curbs, gutters; supervises street grading and seal coating of streets; 
supervises snow removal and sanding of streets and sidewalks; supervises 
weed mowing act vities; assists in the projects of the Street Maintenance 
De partment, v-Jat r Treatment Plant and Wastewater Treatment Plant when 
the need arises operates pickup truck, end-loader, tractor . and 
dump truck; res onsible for the planning, designing, ~nstruction, and 
maintenance of he City Park; schedules and inspects the repair and 
maintenance of quipment; prepares building and use permits; makes on­
site inspection of building sites to determine if building or structure 
conforms to bui ding codes and ordinances; assigns crews to specific job 
tasks; handles omplaints regarding Public Works employees; consults 
with the Street Maintenance Superv i sor, Chief Wat er Treatment Plan t 
Operator, and C ief ~Jastewater Treatment Plant Operator and the City 
Council to dete mine needs; confers with and advises the City Counci l 
and others cone rning Publ ic Works operati ons and activi ties; prepares 
and directs the preparation of regular and special reports. 

Required K owled es, Skills, and Abi l ities. Knowledge of the 
principles and ractices of the Street Maintenance Department, Water 
Treatment Plant and ~Jastewater Treatment Plant; knowledge of methods, 
equipment and m terials of the Street Maintenance Department, Water 
Treatment Plant and Wastewater Treatment Plant; knowledge of local, 
state and federal laws and guidelines pertaining to Public Works; ability 
to plan, lay ou and administer a work plan~ ability to develop working 
diagrams and plans for the guidance of the crews; ability to establish 
and maintain eff ctive working relationships within the department, with 
other department and with the public. 

Minimum Edu ation, Training, and Experience. Graduation from high 
school or an equ ·valent, and five years of public works experience in 
the areas of str et maintenance, water treatment operation and wastewater 
treatment operat·on including some exp~rience in a ~upervis9ry capac;.itv; 
or any eauivalen combination of experience and tra1n1ng wh1cn , provides 
the required kno ledges, skills, .and abilities. 

Reauired S cial Qualifications. Possession of a valid chauffeur's 
license issued b the State of Iowa. 
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DEFINITION 

Under 
financial 

DUTIES 

ACCOUNT CLERK 

supervision, to _perform clerical duties in maintaining 
and records; and to perform related duties as required. 

Prepares v rious financial records and reports; serves as a cashier 
and collects mo ey for permits, licenses, fees and taxes; collects fines 
for City parkin tickets; maintains all records for the Water Department; 
assists in the reparation of departmental payrolls, making necessary 
deductions; pre ares ambulance billings; maintains complete files on 
regular account and correspondence; prepares periodic fiscal statements 
of various depa tment's operations; types various reports, letters, and 
correspondence; furnishes information to the public on a variety of 
matters. 

Required K owled es, Skills, and Abilities. Knowledge of the prin­
ciples, procedur s, and terminology used in financial record keeping; 
ability to perf rm bookkeeping; ability to understand and follow oral 
and written dir ctions; ability to type from clear copy or rough draft 
at a reasonable rate of speed; ability to get along with others. 

Minimum Ed cation, Training, and Experience. Graduation from high 
school or an eq ivalent, and two years of experience in keeping financial 
records; or any equivalent combination of experience and training which 
provides the re uired knowledges, skills, and abilities. 
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DEFINITION 

Under direc 
in the maintenan 
alleyways; to su 
the city's park 
required. 

DUTIES 

STREET MAINTENANCE SUPERVISOR 

ion, to plan, organize, and supervise and participate 
e, repair and construction of the city streets and 
ervise and participate in the maintenance and care of 
rounds, buildings; and to perform related duties as 

Plans, sche ules, assigns, directs and participates in the mainten­
ance, repair and improvement of city streets, gravel roads, curbs, and 
sidewalks; direc sand participates in emergency operations necessitated 
by windstorms, sow, and ice; repairs, maintains, and operates street 
sweeper, end~oa er, snow plow, sand spreader, blower, dump truck, and 
jack hammer; rep irs and installs storm sewers and intakes; installs and 
replaces signs ad posts. 

Required Kn wled es, Sk i lls,and Abilities. Knowledge of the materials, 
methods, equipme t and current practices used in the maintenance, improve­
ment, and repair of the City's buildings, parks, streets and roads; 
knowledge of the uses of various concrete and asphaltic mixes; knowledge 
of the proportio ing, the mixing, placing, and finishing of concrete and 
asphaltic mixes; ability to supervise the day-to-day operations of the 
crews; ab i lity t establish and maintain effective working relationships 
with others. 

Minimum Edu ation, Training, and Experience. Graduation from high 
school or equivalent, and four years of experience in street maintenance 
operations; or a equivalent combination of training and experience 
that provides th required knowledges, skills, and abilities. 

Required S 
license issued b 

cial Qualifications. 
the State of Iowa. 
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LABORER 

DEFINITION 

Under immedi te supervision, to perform routine unskilled and limited 
skilled manual wok in a wide range of street maintenance activities; and to 
perform related uties as required. 

DUTIES 

Assists inc eaning and unclogging storm sewer intakes; performs 
manual labor on w ter-shed and street repair projects; operates truck, 
end ~oader, stree sweeper, snow blower, sand spreader, welder, cutting 
torch, bar mower, and chain saw; repairs and maintains equipment; repairs 
and replaces park equipment and signs. 

ENTRY REQUIREMENT 

Required Kno 
hand tools; knowl 
improvement of st 
written and oral 
extended periods 

led es, Skills,and Abilities. Knowledge of power and 
dge of equipment used in the maintenance, repair and 
eets and roads; ability to understand and follow 
nstructions; ability to perform heavy manual labor for 
f time under unfavorable weather conditions. 

Minimum Eduction, Training, and Experience. Any equivalent combination 
of training and e perience that provides the required knowledges, skills, and 
abilities. 

Required Se ial Qualifications. Must possess a valid chauffeur's 
license issued by the State of Iowa. 

13 
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CHIEF WATER TREATMENT PLANT OPERATOR 

DEFINITION 

Under gen ral direction, to supervise and participate in the opera­
tion and maint nance of the water treatment plant; and to perform related 
duties as requ red. 

DUTIES 

Operates 
facilities; pl 
equipment and 
in cleaning,ma 
daily readings 
of drinking wa 
various monthl 
and pounds of 
of water meter 
pump houses an 
readings from 

nd maintains the water treatment plant, equipment, and 
ns, schedules, and performs operations including general 
reventive maintenance work; supervises and participates 
ntenance, and repair of buildings and equipment; takes 
from pumps and chlorinators; gathers and analyzes samples 
er from various locations throughout the city; prepares 
reports including information on gallons of water used 

hlorine used; supervises and participates in the reading 
; locates buried water and sewer lines; mows grass near 
water towers; periodically starts pumps; and records 

auges and meters at the sewage treatment plant. 

ENTRY REQUIREM NTS 

Required 
the principles 
pumping operat 
ance of mechan 
and pumping pl 
techniques and 
occupational h 
ability to est 
subordinates a 
clear and cone 

Minimum E 
school or an e 
and maintenanc 
tion of traini 
skills, and ab 

Required 
Water Treatmen 

nowled es, Skills,and Abilities. Thorough knowledge of 
practices, and methods used in water treatment and 

ans; considerable knowledge of the operation and mainten­
cal and electrical equipment used in the water treatment 
nt; knowledge of bacteriology and modern laboratory 
procedures as related to water supply; knowledge of the 
zards of the plant and of necessary safety precautions; 
blish and maintain effective working relationships with 
d the public; ability to maintain records and prepare 
se reports. 

ucation, Training, and Experience. Graduation from high 
uivalent, and three years of experience in the operation 
of a water distribution systemjor any equivalent combina­

g and experience that provides the required knowledges, 
l i ti es. 

ecial Qualifications. Possession of a valid Grade II 
Certificate issued by the State of Iowa. 

14 
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CHIEF WASTEWATER TREATMENT PLANT OPERATOR 

DEFINITION 

Under genera direction, to supervise and participate in the opera­
tion and maintena ce of the equipment and facilities of the wastewater 
treatment plant; nd to perform related duties as reguired. 

DUTIES 

Collects slu ge and wastewater samples at various times and locations 
within the wastew ter treatment plant and at industrial sites so that 
tests for dissolv d oxygen levels, suspended solid levels and ph balance 
may be conducted; maintains records; prepares daily and monthly reports 
for the Public Woks Director, federal and state agencies; collects and 
records gauge rea ings so that proper pumping pressures, wastewater 
flows and digesti n processes may be maintained; confers with engineers; 
operates end-load r, pickup truck, sewer rodding machine and mower; 
supervises and as ists in the maintenance, cleaning, and repair of 
buildings and equ ·pment. 

ENTRY REQUIREMENT 

Required Kno led es, Skills, and Abilities. Thorough knowledge of 
the principles, p actices, and methods used in the operation of a waste­
water treatment pant; knowledge of the occupational hazards of the 
plant and of nece sary safety precautions; ability to plan, schedule, 
and supervise the work of employees engaged in the operation and mainten­
ance activities; bility to establish and maintain effective working 
relationships wit subordinates and the public; ability to read and 
interpret meters, gauges, and charts; ability to maintain records and 
prepare clear and concise reports. 

Minimum Eduction, Training, and Experience. Graduation from high 
school or an equi alent, and five years of experience and training in 
sewage disposal o erations; or any equivalent combination of experience, 
education and tra·ning which provides the required knowledges, skills, 
and abilities. 

Required Se ial Qualifications. Possession of a valid Grade II 
Wastewater Treatm nt Certificate issued by the State of Iowa. 

15 
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ASSISTANT TREATMENT PLANT OPERATOR 

DEFINITION 

Under gene al supervision, to maintain and operate the facilities 
of the water tr atment plant and the wastewater treatment plant; and to 
perform related duties as required. 

DUTIES 

Read water meters and records data; washes filters and tanks; 
cleans troughs; greases equipment and machinery; mows grass and removes 
snow from areas near the water plant and water towers; repairs breaks in 
water mains; pe forms laboratory tests to determine the effectiveness of 
waste water tre tment operations; operates equ i pment to clean out sewer 
l ines; repairs roken sewer lines; replaces or repairs damaged manholes; 
periodically st rts pumps and reads meters and gauges at the water 
treatment plant and the wastewater treatment plant. 

Re1uired K owled es, Skills, and Abilities. Knowledge of the 
princip es,. pra tices, materials, aria .equipment pertaini ng to t ne 
construction, m intenance and operation of a water perification and 
distribution sy tern and of a sewage treatment system; ability to maintain 
effective worki g relationships with other employees and the general 
public; knowled e of the geography and street locations of the City and 
vicinity; abili to walk for long periods of time and to work outside 
under varying conditions; ability to write legib ly. 

Minimum Edu ation, Training, _and ~erience_. Any equivalent 
combination of xperience and training that provtdes the required 
knowledges, skills, and abilities. 

Required S cial Qualifications. Possession of a valid Grade I 
Wastewater Treat ent Certifi cate issued by the State of Iowa. 
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POLICE SERGEANT 

DEFINITION 

Under direc ion, to participate in crime prevention and law enforcement 
activities; to s pervise and coordinate activities of subordinate officers; and 
to perform relat d duties as required. 

DUTIES 

Assigns pol 
crimes, emergenc 
instructs subord 
problems; appreh 
directs traffic; 
chalks car tires 
school cross i ng 
gas pumps at the 
fines; records a 
activities; prep 

ce officers' work schedules; visits the scenes of 
es, or accidents!to assist and supervise subordinates; 
nates in police patrol work and related law enforcement 
nds and arrests law violators; testifies in court; 
investigates accidents; issues summons; gives information; 
and tickets cars for overti me parking; serves as a 
uard; looks for signs of fire while on patrol; operates 
airport as necessary; receives and files tickets and 
l citations; prepares monthly reports concerning department 
res watch list. 

Required Kn wled es, Skills, and Abilities. Knowledge of local, 
state, and feder l laws and ordinances; knowledge of the capabilities 
and limitations f the operating units in the department; knowledge of 
police records; bility to direct personnel in their work and advise on 
technical police problems of investigation and arrest; ability to analyze 
law enforcement roblems and to adopt effective programs of action; 
ability to plan nd coordinate the work of subordinates; ability to 
prepare accurate and comprehensive reports; ability to take leadership 
in developing an maintaining a working environment that is characterized 
by efficiency an cooperation; ability to relate with the general public. 

Minimum Edu ation, Training, and Experience. At least two years 
experience as a olice officer, and must meet the m1n1mum standards for 
Iowa law enforce ent officers as indicated by the Code of Iowa. 

Special Re ired Qualifications. Must possess a valfd motor vehicle 
operator's licen e issued by the State of Iowa. 
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POLICE OFFICER 

DEFINITION 

Under gener l supervision, to enforce local, state, and federal 
laws and ordinan es; and to perform related work as required. 

DUTIES 

Patrols an 
prevent crimes, 
buildings are lo 
instructions and 
requests ambulan 
familiarizes sel 
notes suspicious 
immediate action 
appears in court 
scenes of accide 
abandoned or dam 
questions witnes 
gather evidence; 
firearms; answer 
suspects; comple 
accident victims 

ssigned area in car or on foot to control traffic, 
nd apprehend violators; checks to see that doors of 
ked at night; responds to radio messages or telephone 
appears at scenes of emergency, disorder or crime; 
es and tow trucks to report to the scenes of accidents; 
with assigned area and with persons living in area; 

persons, establishments, or activities, and takes 
or reports observances to a superior; directs traffic; 
on and off duty; transports prisoners; reports to 
ts and renders first aid; issues summons; reports 
ged vehicles; investigates circumstances of crimes and 
es; helps examine crime scenes to obtain clues and 
participates in training and practices in the use of 
citizen inquiries; arrests or assists in arrest of 

es various forms and reports; verifies identity of 
taken to hospital. 

ENTRY RE UIREME N S 

Required Kn wled es, Skills, and Abilities. Ability to read and 
understand depar mental policies, rules, instructions, laws, regulations 
and police liter ture; ability to relate with people of different segments 
of society with act and diplomacy; ability to perform duties under 
stress; ability o analyze situations and adopt a quick,,effective and 
reasonable cours of action; ability to write clear, accurate and grammatical 
reports; ability to follow oral directions; ability to drive an auto-
mobile safely an efficiently; ability to learn the use and care of 
small firearms; bility to remember names, faces and details of incidents. 

Minimum Edu ation, Training, and Experience. Graduation from high 
school or an equ valent, and must meet the minimum standards for Iowa 
law enforcement fficers as indicated by the Code of Iowa. 
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