


CITY OF MARTINEZ					          CITY COUNCIL AGENDA
	July 7, 2010


TO:			Mayor and City Council

FROM:		Kay Winer, Interim Director of Administrative Services

SUBJECT:		Establish New Job Classifications and Salary Ranges for
			Human Resources Analyst, Information Technology Administrator, and
			Assistant to the City Manager

DATE:		June 30, 2010


RECOMMENDATION:

Adopt a resolution establishing new job classifications for Human Resources Analyst, Information Technology Administrator, and Assistant to the City Manager and approve salary ranges for each of these new classifications.

BACKGROUND:

The current classification plan does not provide career growth and promotional opportunities in the areas of human resources management and information technology.  There exists only single classifications in human resources and information technology that does not take into account expansion of job duties and increased responsibilities as the organization continues to strive towards increasing its effectiveness with fewer staff resources.  These two classifications would generally be considered more “entry level” and should be retained in the City’s classification plan even if the addition of the Human Resources Analyst and Information Technology Administrator.  

It is also recommended that another tier be added to the “general management” category to include an Assistant to the City Manager, which is typically found in many municipalities. This will broaden the general management position job family to include Management Analyst, Senior Management Analyst and Assistant to the City Manager.

The new job classifications and position descriptions were presented to the Civil Service Commission on June 29, 2010 and were approved.



ANALYSIS

Human Resources Analyst

The existing classification plan identifies a single class for personnel/human resources:  Personnel Technician.  A Human Resources Analyst job description has been developed that places the position at a “professional”, rather than “technician” level for performance of all duties in the areas of administration, classification, compensation, recruitment and selection, training, workers’ compensation and benefits administration. An annual salary range of $70,416-$91,608 is recommended for the Human Resources Analyst, using market data from comparable 
agencies and internal salary comparisons.  As a point of reference, the annual salary for the Personnel Technician is currently $58,368 - $70,956.

Information Technology Administrator

The current classification plan includes a single classification for IT services for the entire city organization:  Information Systems Specialist.  An Information Technology Administrator job description has been developed that reflects the increasing needs of the organization to fulfill its job functions using technology as a major tool.  The new classification identifies key functions that support and maintain the City’s systems and equipment, including dispatch, system security, the city’s website, recording and webstreaming City Council meetings, document management system, and “troubleshooting” IT problems in all City departments.  Another key function is assuming a lead role on projects that cross department lines and managing contracts with outside vendors and consultants, such as the permit system for development  The incumbent in this position will also interface with IT counterparts in other cities within Contra Costa County.

An annual salary range of $95,904 - $119,880 is recommended for the Information Technology Administrator.  There wasn’t an exact match in reviewing IT classifications and in other agencies. The proposed salary range was derived by applying complexity and range of duties of the Information Technology Administrator with the duties of IT positions in other agencies and also reviewing existing classifications in City departments in order to maintain internal integrity.  As a point of reference, the annual salary for the Information Systems Specialist is $72,672 - $90,912. 

Assistant to the City Manager

The classification plan currently includes two positions on a “general management” career ladder:  Management Analyst and Senior Management Analyst.  The latter position was added in 2006.  It is recommended that Assistant to the City Manager be added to this job family.  The position would serve as a member of the City Manager’s executive team and would perform administrative functions of significant difficulty and sensitivity.  The position would also be expected to exercise considerable independent judgment.



An annual salary range of $97,256 - $125,558 is recommended, using survey data from other public agencies.  This recommendation is at the high end of classifications in survey cities, as many of them use the title of “Assistant to the City Manager”, but the duties are more in line with our Senior Management Analyst.  Internal integrity and equity were also considered so that the salary range is lower than those classifications that manage functions and supervise staff in a Division of the City.  As a point of reference, the annual salary for the Senior Management Analyst is $85,668 - $109,380.

FISCAL IMPACT

The operating budget for FY 2010-11 does not include funding for the three new classifications.  Approving these new classifications and salary ranges is a major step to foster professional development and retention to be implemented when financial resources make that possible.  If each of the three existing employees were to be reallocated to the new classifications and their respective vacancies left unfilled, the fiscal impact would be in the range of an additional $20,000 for the first year of implementation.

ACTION:

Adopt a resolution establishing new job classifications for Human Resources Analyst, Information Technology Administrator, and Assistant to the City Manager and approve salary ranges for each of these new classifications.


Attachments:
Resolution
Job Descriptions for Human Resources Analyst, Information Technology Administrator, and Assistant to the City Manager



APPROVED BY:[image: ]
		City Manager










RESOLUTION NO. -10 

ESTABLISHNG JOB CLASSIFICATIONS FOR HUMAN RESOURCES ANALYST,
INFORMATION TECHNOLOGY ADMINISTRATOR, AND 
ASSISTANT TO THE CITY MANAGER; AND 
APPROVING SALARY RANGES FOR EACH CLASSIFICATION


WHEREAS, the City has a need to foster professional development and to provide incentives for retention of its workforce; and

WHEREAS, the City wishes to establish a Human Resources Analyst, Information Technology Administrator and Assistant to the City Manager job classification and position descriptions as approved  by the Civil Service Commission at its June 29, 2010 meeting; and

WHEREAS, the recommended annual salary ranges for the positions based on market and internal comparative salary data are:

	Human Resources Analyst  			 $70,416 - $91,608
	Information Technology Administrator  $95,904 - $119,040
	Assistant to the City Manager  		 $97,256 - $125,558

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of Martinez establishes the classifications of Human Resources Analyst, Information Technology Administrator and Assistant City Manager and establishes a salary range for each of these classifications.


* * * * * *

I HEREBY CERTIFY that the foregoing is a true and correct copy of a resolution duly adopted by the City Council of the City of Martinez at a Regular Meeting of said Council held on the 7th day of July 2010 by the following vote:

AYES:

NOES:

ABSENT:




						RICHARD G. HERNANDEZ, CITY CLERK
						CITY OF MARTINEZ


HUMAN RESOURCES ANALYST


Definition

Under the direction from the Assistant City Manager, performs a variety of professional human resources duties in the areas of administration, classification, compensation, recruitment and selection, training, workers’ compensation and benefits administration.
Provides clerical and administrative support during labor negotiations and to the Civil Service Commission.


Distinguishing Characteristics

The Human Resources Analyst is a professional level position that performs personnel  functions to ensure recruitment, testing and selection processes are consistent with the City’s personnel policies and rules.  Position is responsible to carry out all tasks related to benefits administration, including monitoring health and dental benefit programs, COBRA, maintaining workers’ compensation records and communicating with the third party administrator.  Position is responsible to conduct salary and benefit surveys in conjunction with classification studies and during labor negotiations processes.  Serves as Secretary to the Civil Service Commission.  Providing strong customer service to departments and the public is essential, while balancing the need to comply with personnel rules and policies.


Examples of Duties

Duties may include, but are not limited to the following:

· Plans and conducts recruitment activities, including the announcement and advertising of job opportunities, working in conjunction with department that is seeking to fill a position.

· Working in conjunction with departments, conducts and/or sets up written, oral, and performance tests; reviews and screens applications; recommends appropriate pass points.

· Performs administrative work related to employee benefits programs, including:  workers’ compensation, retirement, deferred compensation, life insurance, medical and dental benefits and short-term disability and long-term disability.

· Prepares orientation packets and conducts orientation for new employees
· Under direction from the Assistant City Manager, conducts classification and organization studies, recommends changes to classification plan, prepares recommendations to the Civil Service Commission.

· Develops classification specifications, conducts pay and benefit surveys, analyzes and presents salary data and recommendations.

· Provides support in employee relations activities, including negotiations.

· Organizes and maintains a variety of automated and manual personnel records systems.


Minimum Qualifications

Requires any combination of education and experience that would likely provide the required knowledge, skills, and abilities.  A typical way to obtain the knowledge, skills, and abilities would be:

Education
Possession of a Bachelor’s Degree in Public or Business Administration, or a related field.

Experience
Three years of professional experience in personnel administration.

Knowledge of:
· Principles, methods, and trends of public personnel administration including classification and job analysis; recruitment, interviewing, personnel selection, and test construction.
· Workers’ Compensation laws of California.
· Cal PERS retirement plan
· Medical and dental plan administration.
· Human resources administration in a labor union environment.

Ability to:
· Apply principles and practices of human resources administration.
· Read, analyze, evaluate and summarize written materials and statistical data.
· Understand, interpret and appropriately apply personnel rules, regulations, standards and procedures
· Provide good customer service to departments while ensuring proper application of policies and rules.


License Requirement:   Possession of a valid California Class C drivers’ license.





INFORMATION TECHNOLOGY 	ADMINISTRATOR


Definition

Under general direction of the Assistant City Manager, the position serves as the City’s technical expert and is responsible to maintain information systems and equipment for all City departments.  These duties include public safety, telecommunications, email, voicemail, cell phones, internet access and document management.  Provides customer support services to resolve computer, audio visual and other equipment problems.  Develops plans, in conjunction with departments, for upgrade and replacement of equipment, software and enhancement of systems.  Works with consultants and vendors for upgrade of systems and computer equipment.  Responsible for system security, disaster recovery and maintenance of confidentiality of data and information.


Distinguishing Characteristics

This position has key responsibility for providing overall services to all City departments, including installing, supporting, maintaining and enhancing computer hardware, software applications, data communications, phone, e-mail, internet access and the City’s website.  Responsible for ensuring recording and webstreaming of City Council meetings, designing and maintaining the City’s website.  The position assumes lead role in working interdepartmentally on cross functional systems.  Identifies outside contractors and manages their services as needed.


Examples of Duties:

Duties may include, but are not limited to the following:

· Works with outside agencies to configure, update and troubleshoot public safety systems, such as public safety dispatch and patrol cars.
· Serves as system administrator for City’s financial system, public safety system, email, and document management system.
· Manages contracts for outside vendors for computer hardware, software, audio visual equipment and copiers.
· Maintains system security, including virus protection on all routers, firewalls, servers and workstations, including virus protection and spam filtering
· Maintains disaster recovery system for City’s financial/HR system and public safety; provides programming modifications as needed.
· Provides day-to-day troubleshooting services to all City departments.
· Maintains workstations in locations as identified by City departments.
· Develops city-wide replacement plan for hardware and software.
· Responsible for creating and monitoring budgets for information technology.


Minimum Qualifications

Requires any combination of education and experience that would likely provide the required knowledge, skills, and abilities.  A typical way to obtain the knowledge, skills and abilities would be:

Education:  Completion of an Associate of Arts degree in information technology or related field.  Completion of an accredited computer training school will be considered in lieu of an Associate of Arts degree.  IT professional certifications, such as MCP or MCSE  desirable.

Experience:  5 years of responsible computer system and network support, operation, installation and maintenance of computer and network systems and operations.
Knowledge of:
· Installation, configuration, diagnosis, testing, maintenance and operation of workstations, network servers, and operating systems.
· Webpage development.
· Principles of computer systems design, operation and control.
· Windows operating systems.
· Methods of computer hardware and software evaluation and implementation.

Ability to:
· Analyze IT needs and develop new or modifications to applications to meet needs.
· Analyze hardware and software acquisitions requirements; evaluate available alternatives, and identify fiscal impacts and recommend cost effective solutions.
· Troubleshoot, analyze and resolve computer and network hardware and software problems.
· Install and maintain computer and networking systems.
· Use appropriate tools to test equipment and diagnose problems.
· Set priorities, organize work load, work independently and meet deadlines.
· Establish effective working relationships with departments and outside consultants and vendors.
· Communicate effectively orally and in writing
· Convey technical concepts to non-technical users.
· Maintain confidentiality of information.


License Requirement:  Class “C” California Drivers’ License



ASSISTANT TO THE CITY MANAGER

Definition
Performs administrative functions of considerable difficulty in executing programs and projects for the City Manager.  Makes recommendations for action and assists in policy and procedure implementation.  May direct and/or supervise the work of professional, technical or clerical staff. Undertakes special projects as assigned by the City Manager.

Distinguishing Characteristics
This incumbent in this classification functions  as a member of the City Manager’s executive management team, performing complex and sensitive administrative work on programs and projects with City-wide implications.  Incumbent has considerable latitude to exercise independent judgment.  The position represents the City Manager with other City departments, agencies, boards, commissions, and community groups. 

Examples of Duties
Duties may include, but are not limited to the following:
· Responsible for the design, implementation, administration, monitoring and evaluation of various City programs.

· Makes recommendations on the formulation and revision of policies and procedures that have citywide impact.

· Receives, prepares, responds to, and facilitates solutions to citizen complaints, inquiries and requests.

· Prepares correspondence, reports and other written materials for the City Manager, Mayor and City Council.

· Manages a variety of City contract and franchise programs such as solid waste, recycling, and cable television.

· Prepares staff reports; provides consultation and recommendations to the City Manager; makes presentations to the City Council on a wide variety of issues.

· Represents the City at meetings with other agencies, community groups, or special task forces.
· Assists in the development and implementation of goals and objectives related to the City’s budget.

· Makes written recommendations to the City Manager in areas such as organizational structure, staffing, facilities, and equipment.

Minimum Qualifications
Requires any combination of education and experience that would likely provide the required knowledge, skills, and abilities.  A typical way to obtain the knowledge, skill and abilities would be:
Education:
A Bachelor’s degree from an accredited college or university with major course work in public administration, business administration or a related field
Experience:
Six years of professional experience in an administrative, management or operations capacity for a local government agency
Knowledge of:
· Modern public administration and management principles
· Principles of budget development and monitoring
· Research methods, program analysis and report preparation
· Methods and techniques for effective written reports and oral presentations
· Methods and techniques of supervision, training and motivation of employees

Ability to:

· Analyze complex and sensitive administrative, operational and organizational issues
· Evaluate policy and programmatic alternatives and reach sound conclusions
· Collect,  evaluate and interpret a variety of information and data
· Work simultaneously on  multiple projects and assignments and meet critical deadlines
· Prepare and present complete and concise reports
· Use technology in the course of performing duties of the position
· Effectively represent the City Manager’s Office by demonstrating excellent customer service
· Exercise sound judgment in making difficult decisions
· Maintain and exhibit discretion and integrity when handling sensitive situations

· Be politically astute when working with outside agencies, internal committees and community groups
· Lead cross functional projects with minimal direction

License Requirement:  Possession of a valid California Class C drivers’ license.
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