2024 City of Jonesboro
Aquatics Coordinator
Job Description

Exempt: Yes

Department: ~ Parks & Recreation Department

Reports To: Assistant Parks & Recreatlon Director

Location: Not indicated.

Date Prepared: December 1, 2023

Date Revised: :
Safety Sensitive: This position is designated as safety/security sensitive and is subject to pre-

employment, reasonable suspicion and random drug and alcohol screening.

GENERAL DESCRIPTION OF POSITION

This safety sensitive position (SS) is responsible for oversight of all city aquatics facilities mcludlng
operations of Outdoor Pools, Outdoor Splash Pads, and all swim programs.

ESSENTIAL DUTIES AND RESPONSIBILITIES
1. Maintains splash pads, lap pools, and kiddie pool.

Staffing, Training, Supervision, and Assignment of lifeguard duties and work schedule.
Assigns facilities, equipment, and vehicles to staff.

Monitor all Aquatic Facilities, Equipment, and Budget.

Trains and coordinates schedules of part-time and volunteer staff.

“Ensure that all pools/splash pads are maintained to Department of Hea|fh standérdé&

2.
3.
4
5. Supervises the concession usage and staff of city pools.-
6.
7.
8. Lifeguard and teach swim lessons as needed.

9.

Recruit, supervise, train, schedule and evaluate swim instructors/lifeguards.

10. Clearly communicate policies and programs to families to promote participation.

11. Ensure that all pools and related facilities are kept clean and tidy.

12. Operating a city vehicle is required for the essential functions.

- 13. Marketing, Planning, Implementation, and Comnﬁunication of existing and future programming.
14. Perform any other related duties as required o; assigned.

QUALIFICATIONS
To perform this job successfully, an individual must be able to perform each essential duty mentioned

satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required.



EDUCATION AND EXPERIENCE

Knowledge of a specialized field (however acquired), such as basic accounting, computer, etc.
Equivalent of four years in high school, plus night, trade extension, or correspondence school
specialized training, equal to two years of college, plus 12 to 18 months related experience and/or -

‘training, and 12 to 18 months related management experience, or equivalent comblnatlon of education
. and experience.

COMMUNICATION SKILLS '
Ability to write reports, business correspondence and policy/procedure manuals; ability to effectively

present information ‘and respond to questions from groups of managers, clients, customers, and the
general public.

MATHEMATICAL SKILLS

Ability to add, subtract, multiply and divide numbers. Ability to perform these mathematicel skills using
money and other forms of measurement.

CRITICAL THINKING SKILLS '
Ability to use common sense understanding in order to carry out detailed written or oral instructions.
Ability to deal with problems involving a few known variables in situations of a routine nature.

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS
Valid Driver License and must obtain within the first six months from date of hire Llfeguard CPR, First
Aid, and Water Safety Instructor Certifications as well as a Certified Pool Operator (CPO) License.

. PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS
Not indicated.

SOFTWARE SKILLS REQUIRED
Intermediate: Contact Management, Database
Basic: Accounting, Alphanumeric Data Entry, Presentation/PowerPoint, Word Processing/Typing

INITIATIVE AND INGENUITY
SUPERVISION RECEIVED
Under general supervision where standard practice enables the employee to proceed alone on
routine work, referring all questionable cases to supervisor.

PLANNING

~—————Considerable-responsibility-with-regard-to-general-assignments-in-planning-time;-method,-manner,
and/or sequence of performance of own work; may also occasionally assist in the plannlng of work
assignments performed by others within a limited area of operation.

DECISION MAKING

Performs work operations which permit frequent opportunity for decision-making of minor ‘
importance and also frequent opportunity for decision-making of major importance; the latter of
which would affect the work operations of other employees and/or clientele to a moderate degree.

MENTAL DEMAND

Moderate mental demand. Operations requiring almost continuous attention, but work is sufficiently
repetitive that a habit cycle is- formed; operations requiring intermittent directed thinking to determine or
select materials, equipment or operations where variable sequences may be selected by the
employee.



ANALYTICAL ABILITY / PROBLEM SOLVING '
Moderately structured. Fairly broad activities using moderately structured procedures with only
generally guided supervision. Interpolation of learned things in somewhat varied situations.

RESPONSIBILITY FOR WORK OF OTHERS
Carries out supervisory responsibilities in accordance with the organization's policies and applicable
laws. Responsibilities may include but not limited to interviewing, hiring and training employees;

planning, assigning and directing work; appraising performance, rewardlng and dlSCllemng employees;
addressing complaints and resolving problems. :

Supervises a moderate size group (8-15) of émployees, but possibly smaller if difficult, semi-techical
work, requiring considerable direction and assistance, is involved. Plans, directs and coordinates work,
makes decisions, and performs personally the more difficult aspects of the same broad assignment.

Supervises the following departments:

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT
Occasionally responsible for organization's property where carelessness, error, or misappropriation

would result in moderate damage or moderate monetary loss to the organlzatlon The total value for
the above would range from $5,000 to $150,000. -

ACCURACY ' ‘ T
- Probable errors ‘of internal and external scope would have a moderate effect on the opera‘uonal

- =efficiency of the organizational componént concerned. Errors might possibly go undetected for a
considerable period of time, thereby creating an inaccurate picture of an existing situation. Could
cause further errors, losses, or embarrassment to the organization. The possibility for error is always
present due to requirements of the job.

ACCOUNTABILITY

FREEDOM TO ACT

Directed. Freedom to complete duties as defined by wide-ranging policies and precedents with mid
to upper-level managerial oversight.

ANNUAL MONETARY IMPACT

—_The amount of annual dollars generated based on the job's essential duties / responsibilities.

Examples would include direct dollar generation, departmental budget, proper handling of
organization funds, expense control, savings from new techniques or reduction in manpower.

None. Job does not create any dollar monetary impact for the organization.

IMPACT ON END RESULTS

Minimal impact. Job is focused on non-supervisory decision making activities and has minor impact
on the organization's end results.

PUBLIC CONTACT | |
Frequent contacts with general public, patrons, or other outside representatives, wherein the manner
of handling these contacts has a bearing on the organization's position and operation.



EMPLOYEE CONTACT

Contacts of considerable importance within the department or office, such as those required in
coordination of effort, or frequent contacts with other departments or offices, generally in normal
course of performing duties. Requires tact in discussing problems and presenting data and making
recommendations, but responsibility for action and decision reverts to others.

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS '
Regular use of complex machines and equipment (desktop/laptop computer and software, road and
production machines and equipment, driver's license/cdl, etc.)

WORKING CONDITIONS
Outside working environment, wherein there are disagreeable working conditions part of the time.

ENVIRONMENTAL CONDITIONS

The following work environment characteristics described here are representative of those an
employee encounters while performing essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

While performing the functions of this job, the employee is regularly exposed to outdoor weather
conditions; frequently exposed to fumes or airborne particles; and occasionally exposed to work in
high, precarious places The noise level in the work environment is usually moderate.

PHYSICAL ACTIVITIES ' '
The following physical activities described here are representative of those that must be met by an
“employee to successfully perform the essential functions of this job. Reasonable accommodations
- may-be made to enable mdmduals with dlsablhtles to perform the essentlal functlons and expectahons

Semi-repetitive, low physical. Semi- repetltlve type work which requires perlods of concentratlon for
varied time cycles as prescribed by the tasks.

While performing the functions of this job, the employee is regularly required to stand, walk, reach with
hands and arms, talk or hear; frequently required to sit; and occasionally required to use hands to
finger, handle, or feel, climb or balance, stoop, kneel, crouch, or crawl. The employee must
occasionally lift and/or move up to 100 pounds; frequently lift and/or move up to 25 pounds Specific
vision abilities required by this job include close vision; distance vision; peripheral vision; and depth
perception.

ADDITIONAL INFORMATION
——Not-indicated:
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2024 City of Jonesboro
Finance Specialist
Job Description

Exempt: No

Department: Finance

Reports To: Finance Manager
Location: Not indicated.

Date Prepared: December 1, 2023

Date Revised:
Safety Sensitive: No

GENERAL DESCRIPTION OF POSITION

The purpose of this position is responsible for performing general ledger accounts, bank statement
reconciliation, financial statements, creating and maintaining periodic reporting, maintaining fixed asset
system, assisting with annual budgeting, preparing statistical and financial reports, and otherwise
assisting the Director of the Finance Department and Finance Manager as needed. Assisting auditors
during the audit process, pay bills, produce payroll, assisting purchasing manager, and all other duties
related to the finance department.

ESSENTIAL DUTIES AND RESPONSIBILITIES

1. Utilizes the City's accounting system, billing system, spreadsheet, and presentation software.

... 2.:Perform.various complex account analyses and reconciliations.

3. Reconcile the general operating accounts and multlple bank statements and prepare the cash
journals for the General Ledger. :

4. Uses statistical, economic, and financial principles and techniques to prepare reports.

5. Prepares various financial documents for compliance with regulations and assist with auditors
during the audit process.

6. Monitors and submits for emailing all periodic financial documents required by interested creditors
grants, and government agencies.

7. Assists with the month-end closing process, conducting research, preparing correction journal
entries for account discrepancies, and preparing financial statements.

8. Maintains best fixed asset system, which includes preparation of journal entries, reconciliation of
- general ledger to fixed assets system, and preparation of depreciation schedules for budgeting
purposes. .

9. Prepare bi-weekly/monthly payroll and ACH files for payroll deposit.

10. Make all maintenance changes to payroll and key in payroll, prepare the ACH file for payroll
deposits and taxes, and prepare payroll stubs.

11. Manage all deductions for employee bankruptcies, child support and garnishments.



12. Pay bills to city insurance companies and retirement plans.
13. Operate city vehicle when needed.
14. Perform any other related duties as required or assigned.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essentlal duty mentioned
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required.

EDUCATION AND EXPERIENCE ’

Broad knowledge of such fields as accounting, marketing, business administration, finance, etc.
Equivalent to a four year college degree, plus 12 to 18 months related experience and/or training, or
equivalent combination of education and experience.

COMMUNICATION SKILLS

Ability to read and understand simple instructions, short correspondence, notes, letters and memos;
ability to write simple correspondence. Ability to read and understand documents such as policy -
manuals, safety rules, operating and maintenance instructions, and procedure manuals; ability to write
routine reports and correspondence. ability to effectively communicate information and respond to
questions in person-to-person and small group situations with customers, clients; general publlc and
other employees of the organization. Ability to read, analyze, and understand general -

business/company related articles and professional journals; ability to speak effectively before groups

- of customers or-employees: ability to write reports, business correspondence, and pollcy/procedure

- manuals; ability to effectively. present information and respond to questions from groups of managers o

clients, customers, and the general public.

MATHEMATICAL SKILLS

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common
~fractions, and decimals. Ability to compute rate ratio, and percent and to prepare and mterpret bar
graphs.

CRITICAL THINKING SKILLS

Ability to solve practical problems and deal with a variety of known variables in situations where only
limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, or
diagram formats.

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS
Valid Driver’s License,

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS
Certified Public Accountant License

SOFTWARE SKILLS REQUIRED

Advanced: Human Resources Systems

Basic: Accounting, Alphanumeric Data Entry, Contact Management, Payroll Systems
Presentation/PowerPoint, Spreadsheet, Word Processing/Typing



INITIATIVE AND INGENUITY
SUPERVISION RECEIVED
Under general supervision where standard practice enables the employee to proceed alone on’
routine work, referring all questionable cases to supervisor.

PLANNING ,

Considerable responsibility with regard to general assignments in planning time, method, manner
and/or sequence of performance of own work, in addition, the work operations of a group of
employees, all performing basically the same type of work.

1

DECISION MAKING

Performs work operations which permit frequent opportunity for decision-making of minor
importance and also frequent opportunity for decision-making of major importance; the latter of
which would affect the work operations of other employees and/or clientele to a moderate degree.

MENTAL DEMAND

Close mental demand. Operations requiring close and continuous attention for control of operations.
Operations requiring intermittent direct thinking to determine or select the most applicable way of
handling situations regarding the organization's administration and operations; also to determine or
select material and equipment where highly variable sequences are involved.

ANALYTICAL ABILITY / PROBLEM SOLVING

Directed. Superwsory -and/or professional skills using structured practices or poI|C|es and d|rected as to
execution and review. Interpolation of learned things in moderately varied S|tuat|ons where reasonlng
and decision-making are essential. _ : :

RESPONSIBILITY FOR WORK OF OTHERS
Responsibility for work of others: Not indicated.

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT

~Occasionally responsible for organization's property where carelessness, error; or misappropriation -
-would result in moderate damage or moderate monetary loss to the organization. The total value for
the above would range from $5,000 to $150,000.

ACCURACY

Probable errors would not likely be detected until they reached another department, office or patron,

and would then require considerable time and effort to correct the situation. Frequently, possibility of

error that would affect the organization's prestige and relationship with the public to a limited extent,
———butwhere succeeding-operations or supervision-would normally preclude the possibility of a serious -

situation arising as a result of the error or decision.

ACCOUNTABILITY
FREEDOM TO ACT )
Directed. Freedom to complete duties as defined by wide-ranging policies and precedents wnth mid
to upper-level managerial oversight. , '

ANNUAL MONETARY IMPACT '

The amount of annual dollars generated based on the job's essential duties / responsibilities.
Examples would include direct dollar generation, departmental budget, proper handling of
organization funds, expense control, and savings from new techniques or reduction in manpower.

Very small. Job creates a monetary impact for the organization up to an annual level of $100,000.



IMPACT ON END RESULTS-

Modest impact. Job has some impact on the organizations end results, but still from an indirect
level. Provides assistance and support services that facilitates decision making by others.

PUBLIC CONTACT

Regular contacts with patrons where the contacts are initiated by the-employee. Involves both
furnishing and obtaining information and, also; attempting to influence the decisions of those persons
contacted. Contacts of considerable importance and of such nature, that failure to exercise proper
judgment may result in important tangible or intangible losses to the organization.

EMPLOYEE CONTACT
Contacts with other departments or offices and also frequently with individuals in middle level
positions; consulting on problems which necessitate judgment and tact in presentation to obtain

cooperation or approval of action to be taken. Also, important contacts with associates as required in
advanced supervisory jobs.

. USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS

Occasional use of highly complex machines and equment specialized or advanced software
programs.

WORKING CONDITIONS

Periodically exposed to such elements as noise, intermittent standmg, walklng, pushlng, carrylng, or -
lifting; but none are present to the extent of belng disagreeable.

ENVIRONMENTAL CONDITIONS '

- #The following work environment characteristics described here are representative of those an.
employee encounters while performing essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

‘The noise level in the work environment is usually moderate.

PHYSICAL ACTIVITIES
The following physical activities described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable accommodations

- may be made to enable individuals with disabilities to perform the essential functions and expectations.

Semi-repetitive, low physical. Semi-repetitive type work which requires periods of concentration for
— varied timecyclesas prescribed by thetasks. 77 777 7 7 07 7770000

While performing the functions of this job, the employee is regularly required to sit, use hands to finger,
handle, or feel, talk or hear; occasionally required to stand, walk, reach with hands and arms. The
employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this
job include close vision; and color vision.

ADDITIONAL INFORMATION
Not indicated.
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2024 City of Jonesboro

Marketing Coordinator for JETS
Job Description

Exempt: No

Department: JETS

Reports To: Director of JETS

Location: Not indicated.

Date Prepared: December 1, 2023

Date Revised: ' '

Safety Sensitive: This position is designated as safety/security sensitive and is subject to pre-

employment, reasonable suspicion and random drug and alcohol screening.

GENERAL DESCRIPTION OF POSITION

This safety sensitive (SS) position is responsible for communications from the City to include
marketing and advertisement to increase awareness of activities of Jonesboro Economic Transit
System, better known as JETS, media design and production, and maintaining the JETS social media
sites.

- ESSENTIAL DUTIES AND RESPONSIBILITIES _ , _
1. Supports Director in Planning, implementation and management of all the agencies marketing,
~ public relations, advertising, and community outreach.

2. Responsible for-the development and lmplementatlon of high-quality communlcatlons and marketlng S

. programs.

3. Manage the development, distribution, and maintenance of all printed and electronic material,
including, but not limited to newsletters, brochures, and City of Jonesboro's website.

4. Responds to media, community and elected officials reqUeste.
5. Operates a City vehicle in the performance of essential job functions.

6. Develops accurate and meaningful copy for press releases and content for publications, brochures,
social media and other marketing materials.

— 7. Writes-marketing-and-strategic-business plans, creates presentations,-and-produces-various reports
on behalf of the agency for a wide variety of audiences.

8. Administers advertising, promotional, internal and external printing, and publicity budget for the
agency; organizes and coordinates advertising buys, including research and review of options, and
scheduling; follows County purchasing processes, directs ad creation, confirms ad placement, and
makes payments. ,

9. Perform any other related duties as required or assigned.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty mentioned
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required.



EDUCATION AND EXPERIENCE

Knowledge of a specialized field (however acquired), such as basic accounting, computer, etc.
Equivalent of four years-in high school, plus night, trade extension, or correspondence school
specialized training, equal to two years of college, plus 2 years related experience and/or training, or
equivalent combination of education and experience.

COMMUNICATION SKILLS
Ability to read, analyze, and understand general business/company related articles and professional
journals; ability to speak effectively before groups of customers or employees.

MATHEMATICAL SKILLS
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions,

percentages, area, circumference, and volume. Ability to apply concepts such as fractions, ratios, and
proportions to practical situations.

CRITICAL THINKING SKILLS
Ability to solve practical problems and deal with a variety of known variables in situations where only

limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, or
diagram formats.

REQUIRED CERTIFICATES, LICENSES REGISTRATIONS
Valid Drivers License

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS
CDL with passenger endorsement

SOFTWARE SKILLS REQUIRED

Advanced: Presentation/PowerPoint

Intermediate: Spreadsheet, Word Processing/Typing
Basic: Alphanumeric Data Entry

INITIATIVE AND INGENUITY
SUPERVISION RECEIVED
Under direction where a definite objective is set up and the employee plans and arranges own
work, referring only unusual cases to supervisor.

PLANNING

———— —Gonsiderable-responsibility-with-regard-to-general-assignments-in- plannlng -time; method,-manner,
and/or sequence of performance of own work; may also occasionally assist in the planning of work
assignments performed by others within a limited area of operation.

DECISION MAKING

Performs work operations which permit frequent opportunity for decision-making of minor
importance and also frequent opportunity for decision-making of major importance; the latter of
which would affect the work operations of other employees and/or clientele to a moderate degree.

MENTAL DEMAND

Close mental demand. Operations requiring close and continuous attention for control of operations.
- Operations requiring intermittent direct thinking to determine or select the most applicable way of

handling situations regarding the organization's administration and operations; also to determine or’

select material and equipment where highly variable sequences are involved.



ANALYTICAL ABILITY / PROBLEM SOLVING -
Moderately structured. Fairly broad activities using moderately structured procedures with only
generally guided supervision. Interpolation of learned things in somewhat varied situations.

RESPONSIBILITY FOR WORK OF OTHERS
Responsibility for work of others: Not indicated.

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT

Regularly responsible for property where carelessness or error would result in only minor damage or
minor monetary loss. Almost continuous care and attention is required when handling this property in
order to prevent loss.

ACCURACY

Probable errors would not likely be detected until they reached another department, office or patron,
and would then require considerable time and effort to correct the situation. Frequently, possibility of
error that would affect the organization's prestige and relationship with the public to a limited extent,

but where succeeding operations or supervision would normally preclude the possibility of a serious

situation arising as a result of the error or decision.

ACCOUNTABILITY

FREEDOM TO ACT _ . A ,
Directed. Freedom to complete duties as defined by wide-ranging policies and precedents with mid
to upper-level managerial oversight. v

ANNUAL MONETARY IMPACT ' g

The amount of annual dollars generated based on the job s essential duties / responsibilities.
Examples would include direct dollar generation, departmental budget, proper handling of
organization funds, expense control, savings from new techniques or reduction in manpower.

None. Job does not create any dollar monetary impact for the organization. "

IMPACT ON END RESULTS _
Modest impact. Job has some impact on the organizations end results, but still from an indirect
level. Provides assistance and support services that facilitates decision making by others.

PUBLIC CONTACT

—Regular contacts with patrons where the contacts are initiated by the employee. Involves both
furnishing and obtaining information and, also, attempting to influence the decisions of those persons
contacted. Contacts of considerable importance and of such nature, that failure to exercise proper
judgment may result in important tangible or intangible losses to the organization.

EMPLOYEE CONTACT

-Contacts with other departments or offices and also frequently with individuals in middle level
positions; consulting on problems which necessitate judgment and tact in presentation to obtain
cooperation or approval of action to be taken. Also, important contacts with associates as required in
advanced supervisory jObS

USE OF MACHINES, EQUIPMENT ANDIOR COMPUTERS
Regular use of highly complex machines and equipment; specialized or advanced software programs.



WORKING CONDITIONS
Somewhat disagreeable working conditions. Contlnuously exposed to one or two elements such as

noise, intermittent standmg walking, pushing, carrying; or lifting. May mvolve some travel and/or work
is at times, in the evening or during the night hours:

ENVIRONMENTAL CONDITIONS

The following work environment characteristics described here are representa’uve of those an
employee encounters while performing essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

Whille performing the functions of this job, the employee is occasionally exposed to outdoor weather
conditions, risk of eleetrical shock. The noise level in the work environment is usually moderate.

PHYSICAL ACTIVITIES

The following physical activities described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions and expectations.

High diversity, low physical. Work activities which allow for considerable amount of diversity as an
incumbent performs a variety of tasks. Such tasks might be performed from a given work area, or the
individual may move about physically in performing a variety of duties.

While performing the functions of this job, the employee is contlnuously requwed to use hands to
finger, handle, or feel, talk or hear; regularly required to sit, reach with hands and arms; taste or smell:
- .and frequently required to stand, walk; occasionally required to climb or balance, stoop, kneel, crouch,
- orcrawl:*The-employee must regularly lift and/or move up to 25 pounds Specmc vision abllltles

~required by this-job include close vision: distance vision; color vision: penpheral vision; depth

perception; and ability to adjust focus.

ADDITIONAL INFORMATION
Not indicated.
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2024 City of Jonesboro
Marketing & Community Outreach Coordinator
Job Description :

Exempt: No

Department: Communications

Reports To: Communications Director
Location: - Communications Department
Date Prepared: December 1, 2023

Date Revised:
Safety Sensitive: No

GENERAL DESCRIPTION OF POSITION

The Marketing/Media Outreach position that will serve diverse roles including campaign manager for
social media projects, Channel 24 programming, and public connection and outreach. Works with
Communications Department to provide content for social media, Channel 24 (City government cable
channel), and transparency needs of general public.

ESSENTIAL DUTIES AND RESPONSIBILITIES
1. Co-manages social media platform management, provides creative campalgns and responds to
public interaction on social media. : ~

2. Coordinates and oversees multiple projects; prioritize projects and mamtaln accurate progress
records as appropriate.

E 3::C-r'éétes"_a'nd.:p’fdcur‘eé;fCity, of Jonesboro-themed items fo‘r.sale,c such as ,‘clothin_g', books and
collectibles.

4. Writes news releases and takes photos.

5. Develops strategies with Communications Director to enhance transparency in City g‘overnment.

6. Creates lists of civic partners, such as DJA, Jonesboro Unlimited, FOA, Chamber of Commerce, etc.

7. Creates a network of local groups, including neighborhood associations, POAs, elected officials and
similar entities to create communication regarding notable information.

8. Operate city vehicle as needed.

9. Perform any other related duties as required or assigned.

QUALIFICATIONS _

To perform this job successfully, an individual must be able to perform each essential duty mentioned
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required.

EDUCATION AND EXPERIENCE

Broad knowledge of such fields as accounting, marketing, business administration, finance, etc.
‘Equivalent to a four year college degree, plus 12 to 18 months related experience and/or training, or
equivalent combination of education and experience.



COMMUNICATION SKILLS _

Ability to read a limited number of words and recognize similarities and differences between words and
between series of numbers; ability to write and speak simple sentences as a means for basic
communication. Ability to read and understand simple instructions, short correspondence, notes,
letters and memos; ability to write simple correspondence. Ability to read and understand documents
such as policy manuals, safety rules, operating and maintenance instructions, and procedure manuals;
ability to write routine reports and correspondence. ability to effectively communicate information and
respond to questions in person-to-person and small group situations with customers, clients, general
public and other employees of the organization. Ability to read, analyze, and understand general
business/company related articles and professional journals; ability to speak effectively before groups
of customers or employees. '

MATHEMATICAL SKILLS

Ability to add, subtract, multiply and divide numbers Ability to perform these mathematical skills using
money and other forms of measurement.

CRITICAL THINKING SKILLS
Ability to utilize common sense understanding in order to carry out written, oral or diagrammed

instructions. Ability to deal with problems mvolvmg several known variables in situations of a routine
nature.

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS
Valid Driver’s License

PREFERRED CERTIFICATES LICENSES, REGISTRATIONS
Not indicated.

‘SOFTWARE SKILLS REQUIRED
Intermediate: Accounting, Spreadsheet

Basic: 10-Key, Alphanumeric Data Entry, Contact Management, Database Presentation/PowerPoint,
Programming Languages Word Processing/Typing

INITIATIVE AND INGENUITY
SUPERVISION RECEIVED

Under immediate supervision, performs general assignments of work, with perlodlc check of
performance by supervisor.

PLANNING

Considerable responsibility with regard to general assignments in planning time, method, manner,
and/or sequence of performance of own work; may also occasionally assist in the planning of work
assignments performed by others within a limited area of operation.

DECISION MAKING

Performs work operations which permit frequent opportunity for decision-making of minor
importance and also frequent opportunity for decision-making of major importance; the latter of
which would affect the work operations of other employees and/or clientele to a moderate degree.

MENTAL DEMAND

Close mental demand. Operations requmng close and continuous attention for control of operations.
Operations requiring intermittent direct thinking to determine or select the most applicable way of
handling situations regarding the organization's administration and operations; also to determine or
select material and equipment where highly variable sequences are involved.



ANALYT ICAL ABILITY / PROBLEM SOLVING |
Moderately structured. Falrly broad activities using moderately structured procedures with only
generally guided supervision. Interpolation of learned things in somewhat varied situations.

RESPONSIBILITY FOR WORK OF OTHERS
Responsibility for work of others: Not indicated.

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT

Occasionally responsible for organization's property where carelessness, error, or misappropriation:
would result in moderate damage or moderate monetary loss to the organization. The total value for
the above would range from $5,000 to $150,000.

ACCURACY

Probable errors of internal and external scope would have a moderate effect on the operational
efficiency of the organizational component concerned. Errors might possibly go undetected for a
considerable period of time, thereby creating an inaccurate picture of an existing situation. Could ,
cause further errors, losses, or embarrassment to the organization. The possibility for error is always
present due to requirements of the job.

ACCOUNTABILITY

FREEDOM TO ACT

Generally controlled. General processes covered by established pollmes and standards with
supervisory oversight. o

ANNUAL MONETARY IMPACT

Examples would include direct dollar generation, departmental budget, proper handllng of
organization funds, expense control, and savings from new techniques or reduction in manpower.

None. Job does not create any dollar monetary irhpact for the orgénizaﬁbh.

IMPACT ON END RESULTS
Modest impact. Job has some impact on the organizations end results, but still from an indirect
level. Provides assistance and support services that facilitates decision making by others.

PUBLIC CONTACT |
———Frequent-contacts-with-general-public;-patrons;-or-other-outside representatives; wherein-the-manner
of handling these contacts has a bearing on the organization's position and operation.

EMPLOYEE CONTACT

Contacts of considerable importance within the department or office, such as those required in
coordination of effort, or frequent contacts with other departments or offices, generally in normal
course of performing duties. Requires tact in discussing problems and presenting data and making
recommendations, but responsibility for action and decision reverts to others.

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS
Occasional use of hlghly complex machines and equipment; specialized or advanced software
programs.

WORKING CONDITIONS



Somewhat disagreeable working conditions. Continuously exposed to one or two elements such as
noise, intermittent standing, walking, pushing, carrying, or llftmg ‘May involve some travel and/or work
is at times, in the evening or during the night hours.

ENVIRONMENTAL CONDITIONS

The following work environment characteristics described here are representatlve of those an
employee encounters while performing essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.

PHYSICAL ACTIVITIES .

The following physical activities described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions and expectations.

Semi-repetitive, low physical. Semi-repetitive type work which requires periods of concentration for
varied time cycles as prescribed by the tasks.

While performing the functions of this job, the employee is frequently required to sit, use hands to
finger, handle, or feel, talk or hear; and occasionally required to stand, walk, reach with hands and
arms, climb or balance, stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or
move up t025 pounds. Specmc vision-abilities required by this job include close vision; dlstance vision;
color vision; and perlpheral vision.

ADDITIONAL INFORMATION
Not indicated.
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2024 City of Jonesboro
Animal Adoption/Rescue Coordinator
Job Description

Exempt: No

Department: Animal Control

Reports To: Director ‘

Location: 6119 E. Highland, Jonesboro AR

Date Prepared: December 1, 2023

Date Revised: :

Safety Sensitive: This position is designated as safety/security sensitive and is subject to pre-

employment, reasonable suspicion and random drug and alcohol screening.

GENERAL DESCRIPTION OF POSITION

This safety sensitive position (SS) is responsible for coordinating the adoption of rescue animals.
Promoting adoptions on social media and organizing public events. Work with Kennel Masters on
cleaning the kennels and becoming euthanasia certified. Other duties as assigned.

ESSENTIAL DUTIES AND RESPONSIBILITIES
1. Adoption paperwork, recorded keeping, and filing, setting up and coordlnatlng Veterlnarlan
appointments and transporting animals as needed. : .

- 2. Coordinate-Rescue by malntalmng an open line of commumca’uon WIth Rescg_e@helters across the
United States.

3 Transporting animals to fescue shelters throughout the United States.
4. Maintaining social media site to promote the adqption of animals», by yvriting bios_and cr.e,at_ing pqsts_.
5. Organize adoption events and other special events to promote adoptions and.oth‘er ani,malvservices.
6. Clean kennels and work with kennel masters when needed. |

7. Workrthe front desk and dispatch calls as needed.

8. Provides 1st resoonder care to mjured animals_in the field.

9. Certified euthanize, euthanizes animals and maintains records.
10. Operating a city vehicle is required for the essential functions.
11. Perform any other related duties as required or assigned.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essentlal duty mentioned
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required. .



EDUCATION AND EXPERIENCE

Mental alertness and adaptability to office and field area work routines. Equivalent to four years high
school or GED, with particular emphasis during high school in office skills, shop skills, or others, plus
12 to 18 months related experience and/or training, or equivalent combination of education and
experience.

COMMUNICATION SKILLS
Ability to effectively communicate information and respond to questions in person-to-person and small -
group situations with customers, clients, general public and other employees of the organization.

MATHEMATICAL SKILLS _
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common

fractions, and decimals. Ability to compute rate, ratio, and percent and to prepare and interpret bar
graphs.

CRITICAL THINKING SKILLS

Ability to solve practical problems and deal with a variety of known variables in situations where only
limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, or
diagram formats.

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS
Must be 21 years of age to obtain ACIC certification, Valid Driver’s License

" PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS
ALETA law enforcement graduate.

- SOFTWARE SKILLS REQUIRED
Not indicated.

INITIATIVE AND INGENUITY
SUPERVISION RECEIVED

Under immediate supervision, performs general assignments of work, with periodic check of
performance by supervisor.

PLANNING

Limited responsibility with regard to general assighments in planning time, method, manner, and/or
sequence of performance of own work operations.

~ DECISION MAKING

Performs work operations which permit frequent opportunity for decision-making of minor
importance and which would not only affect the operating efficiency of the individual involved, but
would also affect the work operations of other employees and/or clientele to a slight degree.

MENTAL DEMAND
Moderate mental demand. Operations requiring almost continuous attention, but work is sufficiently

- repetitive that a habit cycle is formed; operations requiring intermittent directed thinking to determine or
select materials, equipment or operations where variable sequences may be selected by the
employee. ‘ " ' '

ANALYTICAL ABILITY / PROBLEM SOLVING
Moderately structured. Fairly broad activities using moderately structured procedures with only
generally guided supervision. Interpolation of learned things in somewhat varied situations.



RESPONSIBILITY FOR WORK OF OTHERS
Responsibility for work of others: Not indicated.

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT
Occasionally responsible for organization's property where carelessness, error, or mlsappropnat|on

would result in moderate damage or moderate monetary loss to the organization. The total value for
the above would range from $5,000 to $150,000.

ACCURACY

Probable errors of internal scope should ordinarily be detected within the department or office in which
they occur, but may affect the work of others within the unit, requiring additional expenditure of time to
trace errors and make all necessary corrections. Errors would require a moderate amount of time to
correct.

ACCOUNTABILITY

FREEDOM TO ACT
Standardized. Accepted processes covered by well-defined standardized policies and procedures
with supervisory review.

ANNUAL MONETARY IMPACT
The amount of annual dollars generated based on the job's essential duties / responSIbllltles

- Examples would include direct dollar generation, departmental budget, proper handling of
organization funds, expense control, and savings from new techniques or reduction in manpower.

~None. Job.does not create any dollar monetary impact for the orgaﬁizatio_n; E

" IMPACT ON END RESULTS
Modest impact. Job has some impact on the organizations end results, but still from an indirect
level. Provides assistance and support services that facilitates decision making by others.

PUBLIC CONTACT
Frequent contacts with general public, patrons, or other outside representatives, wherein the manner
of handling these contacts has a bearing on the organization's position and operation.

EMPLOYEE CONTACT A

Contacts occasionally with others beyond immediate associates, but generally of a routine nature. May
———obtain, present-or discuss-data, but only-as pertains to-an-immediate and-specific assignment. No

responsibility for obtaining cooperation or approval of action or decision.

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS
Regular use of complex machines and equipment (desktop/laptop computer and software, road and
production machines and equipment, driver's license/cdl, etc.)

WORKING CONDITIONS
Outside working environment, wherein there are dlsagreeable working conditions part of the tlme

ENVIRONMENTAL CONDITIONS -

The following work environment characteristics described here are representative of those an
employee encounters while performing essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.



While performing the functions of this job, the employee is continuously exposed to outdoor weather
conditions; occasionally exposed to work near moving mechanical parts, work in high, precarious
places, fumes or airborne particles, toxic or caustic chemicals, risk of electrical shock. The noise level
in the work environment is usually moderate. :

PHYSICAL ACTIVITIES '

The following physical activities deéscribed here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions and expectations.

Moderate diversity, moderately physical. Work activities which allow for a moderate amount of diversity
in the performance of tasks which requires somewhat diversified physical demands of the employee.

While performing the functions of this job, the employee is continuously required to use hands to
finger, handle, or feel, reach with hands and arms, talk or hear; and regularly required to stand, walk,
sit, stoop, kneel, crouch, or crawl; frequently required to climb or balance, taste or s. The employee
must occasionally lift and/or move up to 100 pounds; frequently lift and/or move up to 25 pounds;
continuously lift and/or move up to 10 pounds. Specific vision abilities required by this job include close
vision; distance vision; color vision; peripheral vision; depth perception; and ability to adjust focus.

ADDITIONAL INFORMATION
Not indicated. :
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2024 City of Jonesboro
Animal Services Technician
Job Description

Exempt: - No

Department: Animal Control

Reports To: Director of Animal Control

Location: 6119 E. Highland, Jonesboro AR

Date Prepared: December 1, 2023

Date Revised:

Safety Sensitive: This position is designated as safety/security sensitive and is subject to pre-

employment, reasonable suspicion and random drug and alcohol screening.

GENERAL DESCRIPTION OF POSITION

This safety sensitive position (SS) is responsible for controlling, caring and recovery of domesticated
animals. Eradication and removal of nuisance wild. Picking up and recovery of deceased animals from
roadway. General maintenance and up keep of Animal Control facilities, grounds, building and
equipment. Assisting Kennel Masters when needed.

ESSENTIAL DUTIES AND RESPONSIBILITIES
1. Provide food, water and sterilize kennels against disease.

2. Picks up abandoned or stray animals.

- 3. Provide medical care to animals to include innoculations.

4. Responds to complaints on dangerous or vicious dogs.

5. Provide clerical tasks, answer phone, service calls and logs informatio}ri.
6. Assist Kennel Masters when needed.

7. Investigates dog or cat bites or attacks, animal curelty or hoarding cases.

8. Traps and eradicates nuisance wildlife.

9. Certified euthanist, euthanizes animals and maintains records.

10. Responds to emergency calls after hours.

11. Maintains quarantined animals for health department officials.

12. Maintains facility and property as needed.

13. Provides 1st responder care to injured animals in the field.

14. Handle lifestock problems and recover deceased animals from roadways and properly dispose.

15. Operating a city vehicle is required for the essential functions.



16. Dispatches calls for service through Police Radio system runs criminal history checks, vehicle and
warrant checks for Animal Control Officers.

17. Perform any other related duties as required or assigned.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty mentioned
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required.

EDUCATION AND EXPERIENCE

Mental alertness and adaptability to office and field area work routines. Equivalent to four years high
school or GED, with particular emphasis during high school in office skills, shop skills, or others, plus
12 to 18 months related experience and/or training; or equivalent combination of education and
experience.

COMMUNICATION SKILLS
Ability to effectively communicate information and respond to questions in person-to-person and small
group situations with customers, clients, general public and other employees of the organization.

MATHEMATICAL SKILLS ,

~ Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers common
fractions, and decimals. Ability to compute rate, ratio, and percent and to prepare and interpret bar
graphs. :

CRITICAL THINKING SKILLS

Ability to solve practical problems and deal with a variety of known vanables in S|tuat|ons where only
limited :standardization exists. Ability to interpret a variety of instructions furnished in written, oral, or
diagram formats. »

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS
Must be 21 years of age to obtain ACIC certification, Valid Drivers License

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS
ALETA law enforcement graduate.

SOFTWARE SKILLS REQUIRED
—Notindicated: e

INITIATIVE AND INGENUITY
SUPERVISION RECEIVED

Under immediate superwsmn performs general aSS|gnments of work, with periodic check of
performance by supervisor.

PLANNING

- Limited responsibility with regard to general assignments in planning time, method, manner, and/or
sequence of performance of own work operations.

DECISION MAKING :
Performs work operations which permit frequent opportunity for decision-making of minor
- importance and which would not only affect the operating efficiency of the individual involved, but



would also affect the work operations of other employeés and/or clientele to a slight degree.

MENTAL DEMAND

Moderate mental demand. Operations requiring almost continuous attention, but work is sufficiently
repetitive that a habit cycle is formed; operations requiring intermittent directed thinking to determine or
select materials, equipment or operations where variable sequences may be selected by the
employee.

ANALYTICAL ABILITY / PROBLEM SOLVING .
Moderately structured. Fairly broad activities using moderately structured procedures with only
generally guided supervision. Interpolation of learned things in somewhat varied situations.

RESPONSIBILITY FOR WORK OF OTHERS
Responsibility for work of others: Not indicated.

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT

Occasionally responsible for organization's property where carelessness, error, or misappropriation
would result in moderate damage or moderate monetary loss to the organization. The total value for
the above would range from $5,000 to $150,000.

ACCURACY

Probable errors of internal scope should ordinarily be detected within the department or office in which
they occur, but may affect the work of others within the unit, requiring additional expenditure of time to
‘trace errors and make all necessary corrections. Errors would require a moderate amount of time to
correct. : ,

ACCOUNTABILITY

FREEDOM TO ACT '
Standardized. Accepted processes covered by well-defined standardized policies and procedures
with supervisory review.

ANNUAL MONETARY IMPACT

The amount of annual dollars generated based on the job's essential duties / responsibilities.
Examples would include direct dollar generation, departmental budget, proper handling of
organization funds, expense control, savings from new techniques or reduction in manpower.

None. Job does not create any dollar monetary impact for the organization.

IMPACT ON END RESULTS
Modest impact. Job has some impact on the organizations end results, but still from an indirect
level. Provides assistance and support services that facilitates decision making by others.

- PUBLIC CONTACT :
Frequent contacts with general public, patrons, or other outside representatives, wherein the manner
of handling these contacts has a bearing on the organization's position and operation.

EMPLOYEE CONTACT ) ~
Contacts occasionally with others beyond immediate associates, but generally of a routine nature. May
obtain, present or discuss data, but-only as pertains to an immediate and specific assignment. No
responsibility for obtaining cooperation or approval of action or decision.



USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS
“Regular use of complex machines and equipment (desktop/laptop computer and software road and
production machines and equipment, driver's license/cdl, etc.)

- WORKING CONDITIONS
Outside working environment, wherein there are disagreeable working conditions part of the time.

ENVIRONMENTAL CONDITIONS

The following work environment characteristics descrlbed here are representative of those an
employee encounters while performing essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

While performing the functions of this job, the employee is continuously exposed to outdoor weather
conditions; occasionally exposed to work near moving mechanical parts, work in high, precarious
places, fumes or airborne particles, toxic or caustic chemicals, risk of electrical shock. The noise level
in the work environment is usually moderate.

PHYSICAL ACTIVITIES

The following physical activities described here are representative of.those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions and expectations.

" Moderate diversity, moderately physical. Work activities which allow for a moderate amount of dlversrty
in the performance of tasks which requires somewhat diversified physical demands of the employee.

-+ While-performing the functions of thisjob, the employee is continuously required to use hands to

“finger,-handle,-orfeel;-reach:with-hands and arnis, talk or hear; and regularly réquired to stand walk,

sit, stoop, kneel, crouch, or crawl: frequently required to climb or balance, taste or s. The employee
must occasionally lift andlor move up to 100 pounds; frequently lift and/or move up to 25 pounds;
contrnuously lift and/or move up to 10 pounds. Specrfrc vision abilities required by this job include close
vision; distance vision; color vision; peripheral vision; depth perception; and ablhty to adjust focus.

ADDITIONAL INFORMATION
Not indicated.
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2024 City of Jonesboro o
Street Assistant Superintendent
Job Description

Exempt: Yes

Department: Street Department

Reports To: Street Superintendent

Location: 2601 Dan Ave, Jonesboro

Date Prepared: December 1, 2023

Date Revised:

Safety Sensitive: This position is designated as safety/security sensitive and is subject to pre-

employment, reasonable suspicion and random drug and alcohol screening.

GENERAL DESCRIPTION OF POSITION

The purpose of this safety Sensitive (SS) position is to assist the Head Superintendent in the
management of road construction and maintenance activities for the city's Street Department. The
assistant should be able to lead the department in the absence of the Superintendent.

ESSENTIAL DUTIES AND RESPONSIBILITIES . _
1. Assists in scheduling, assigning, and monitoring the work of departmental personnel.

2. Assists.in supervising and mstruc’ung employees on work methods, procedures and standards ,
related to their assignments. » o
3.'Assists in evaluatlng the work of departmental personnel; coach traln and dlSCIplInes employees as'
needed.

4. Assists in ensuring that road construction and maintenance work meets state- specnflcatlons
maintains required records and reports.

5. Inspects the city drainage system and construction to determine and assist in prioritizing work
projects; determines work to be contracted out.

6. Patrols roads to detect necessary repairs and improvements, including assuring that road signs are
properly installed.

7. Assists with determining the causes of problems involved in machinery breakdowns; requests
repairs and service as needed.

8. Assists in developing the proposed annual departmental operating; Assists in monitoring
expenditures under the current budget.

9. Assists Street Superintendent and City Engineer in planning and scheduling construction projects.

10. Writes specifications for machinery, road construction, and maintenance jobs from outS|de
contractors as needed; submits specifications to Purchasing Agent.

11. Responds to citizen complaints as needed.



12. Makes on-site inspections of work in progress.

13. Operates heavy equipment and city vehicle as needed.

14. Supervises and coordinates the division response to emergencies.

15. Cross-trains employees to ensure they can perform all departmental activities as needed.
16. Plans employees work schedules; abproves vacation and leave requests as needed.

17. Trains and counsels with employees; consults with supervisor regarding personnel issues as
necessary. ~

18. Perform any other related duties as required or assigned.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty mentioned
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required.

EDUCATION AND EXPERIENCE

Knowledge of a specialized field (however acquired), such as basic accounting, computer, etc.
-Equivalent of four years in high school, plus night, trade extension, or: correspondence school
‘specialized training, equal to two years of college, plus 4 years related experience and/or training, and
- 2 years related management experience, or equwalent combination of educatlon and expenence S

COMMUNICATION SKILLS

Ability to effectively communicate information and respond to questlons in person-to—person and small' )

group situations with customers, clients, general public and other employees of the organization.

MATHEMATICAL SKILLS - =

- Ability to calculate figures and amounts such as discounts, interest, commissions, proport|ons
percentages, area, circumference, and volume. Ability to apply concepts such as fractions, ratios, and
proportions to practical situations.

CRITICAL THINKING SKILLS

Ability to solve practical problems and deal with a variety of known variables in situations where only
limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, or
‘diagram formats.

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS
CDL license for equipment operated,

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS
Not Indlcated

SOFTWARE SKILLS REQUIRED
Basic: Contact Management, Word Processing/Typing



INITIATIVE AND INGENUITY
SUPERVISION RECEIVED -
Under direction where a definite objective is set up and the employee plans and arranges own
work, referring only unusual cases to supervisor.

'PLANNING \

Considerable responsibility with regard to general assignments in planning time, method, manner,
and/or sequence of performance of own work, in addition, the work operations of a group of
employees, all performing basically the same type of work.

DECISION MAKING '

Performs work operations which permit frequent opportunlty for decision-making of minor
importance and also frequent opportunity for decision-making of major importance, either of which
would affect the work operations of small organizational component and the organization's
clientele.

MENTAL DEMAND
Intense mental demand. Operations requiring sustained directed thinking to analyze, solve, or plan

highly variable, administrative, professional, or technical tasks involving complex problems or
mechanisms.

ANALYTICAL ABILITY / PROBLEM SOLVING
~ Moderately directed. Activities covered by wide-ranging policies and courses of actlon and generally

directed as to execution and review. High order of analytical, interpretative, and/or constructlve
thinking in varied situations. o

- RESPONSIBILITY FOR WORK OF OTHERS -
Carries out supervisory responsibilities in accordance with the organlzatnon S poI|C|es and apphcable
laws. Responsibilities may include but not limited to interviewing, hiring and training employees;
planning, assigning and directing work; appraising performance, rewardmg and disciplining employees
addressing complaints and resolving problems.

Supervises an extra-large group (25+) of employees who are engaged in diversified activities in one or
more departments.

Supervises the following departments: Street Department

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT

Regularly responsible for funds, building premises, inventory, or other property owned, controlled, or
leased by the organization and, in addition, may have temporary custody and responsibility of patron
property, which through carelessness, error, loss, theft, misappropriation, or similar action would result

in very important monetary losses to the organization. The total value for the above would range from
$1, 000 000 to $10,000, 000

ACCURACY

Probable errors would normally not be detected in succeeding operations and could possibly affect
organization-patron relationship, involve re-work, or additional expenditures in order to properly resolve
the error. The possibility of such errors would occur quite frequently in performance of the job. May
also cause inaccuracies or incomplete information that would be used in other segments of the
organization as a basis for making subsequent decisions, plans, or actions.



ACCOUNTABILITY

FREEDOM TO ACT
Moderately directed. Freedom to act is glven by upper level management guided by general
policies and objectives that are reviewed by top management.

ANNUAL MONETARY IMPACT

The amount of annual dollars generated based on the job's essential duties / responsibilities.
Examples would include direct dollar generation, departmental budget, proper handling of
organization funds, expense control, and savings from new techniques or reduction in manpower.

Small. Job creates a monetary impact for the'organization from $100,000 to $1mm.

IMPACT ON END RESULTS '
Moderate impact. Job has a definite impact on the organization's end results. Partmpates with
others in taking action for a department and/or total organization.

PUBLIC CONTACT _
Regular contacts with patrons where the contacts are initiated by the employee. Involves both

furnishing and obtaining information and, also, attempting to influence the decisions of those persons

contacted. Contacts of considerable importance and of such nature, that failure to exercise proper
judgment may result in important tangible or intangible losses to the orgamzatlon

EMPLOYEE CONTACT

- ~.Contacts with other departments or offices and also frequently with individuals in mlddle Ievel
.« positions; consulting on problems which necessitate judgment and tact in presentation to obtain. -

cooperation or approval of action to be taken. Also, important contacts with associates as reqwred |n "
advanced supervisory jobs, plus frequent contact with senior level internal officials.

- USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS

Occasional use of highly complex machines and equipment; specialized or advanced soﬁware
programs.

WORKING CONDITIONS
Outside working environment, wherein there are disagreeable working conditions part of the time.

'ENVIRONMENTAL CONDITIONS
——The-following-work-environment-characteristics-described-here-are representative-of those-an—

employee encounters while performing essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

While performing the functions of this job, the employee is frequently exposed to outdoor weather
conditions; and occasionally exposed to work near moving mechanical parts, work in high, precarious
places, vibration. The noise level in the work environment is usually very loud.



PHYSICAL ACTIVITIES

The following physical activities described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions and expectations.

Moderate diversity, moderately physical. Work activities which allow for a moderate amount of diversity
in the performance of tasks which requires somewhat diversified physical demands of the employee.

While performing the functions of this job, the employee is regularly required to talk or hear; frequently
- required to stand, walk, use hands to finger, handle, or feel, taste or smell; and occasionally required
to sit. The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities
required by this job include close vision; distance vision; and depth perception.

ADDITIONAL INFORMATION

Not indicated.
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2024 City of Jonesboro
Concessions Coordinator

Job Description

‘Exempt: Yes -
Department: Parks & Recreation Department
Reports To: Assistant Parks & Recreation Director
Location: Not indicated.

Date Prepared: December 1, 2023

Date Revised:

Safety Sensitive: This position is designated as safety/security sensitive and is subject to pre-
employment, reasonable suspicion and random drug and alcohol screening.

GENERAL DESCRIPTION OF POSITION

This safety sensitive position is responsible for the management of all the Department of Parks and
Recreation concession operations throughout the city. This position requires evenings and weekends
as well as long shifts during large events.

ESSENTIAL DUTIES AND RESPONSIBILITIES

1. Order and manage inventory for food/drink (product) for all concessions stands Iocated throughout ,
the city.

2. 2.-Follow.all:rules-and:regulations from.the . C|ty of Jonesboro Finance Department mcludmg ordermg '
- product on-credit;timely turn-in of receipts to Parks Administrative ASSIS’cant nlghtly dep031ts turned |t
“to agreed location and timely requests for additional change fund. : v : e

3. Follow Human Resources rules and regulatlons in terms of hiring Concessmn Stand Supervisors
and Concession Stand Workers.

4. Responsible for recruiting, hiring, scheduling and supervision of Concessions Stipervisors and
Concessions Workers.

5. Responsible for following and maintaining Arkansas Department of Health rules and guidelines in
regard to food storage and preparation.

-——6:-Responsible for keeping Concession-Stands-clean-and-maintained using Concession-Staff. —
7. Trains, coord‘inates, and evaluates part-time staff.

8. Responsible for long term and short term planning in regards to mventory and staff for blgger event
weekends.

9. Responsible for handling large sums of cash, cash reconciliation and multiple cash registers at one
time. ;

10. Notify Administration if routine or emergency maintenance is needed on equipment or
infrastructure of Concession Stands.



11. Preparation and/or processing of budgetary documents, procedures, schedules, various other
reports, memos, correspondence, etc.

12. Operating a city vehicle is required for the essential functions.
13. Perform any other related duties as required or assigned.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty mentioned
satisfactorily. The requirements listed below are representatlve of the knowledge, skill, and/or ability
required.

EDUCATION AND EXPERIENCE
High school or GED, plus specialized schooling and/or on the job education in a specific skill area; e.g.

'data processing, clerical/administrative, equipment operation, etc., plus 2 years related experience

and/or training, and 12 to 18 months related management experience, or equivalent combination of
education and experience.

COMMUNICATION SKILLS
Ability to write reports, business correspondence, and policy/procedure manuals; ability to effectively

present information and respond to questions from groups of managers clients, customers, and the
general publlc

MATHEMATICAL SKILLS

_Ability to_add, subtract, multiply and divide numbers Ability to perform these mathematlca| skllls usrng -

money and other forms of measurement.

CRITICAL THINKING SKILLS ' ' ‘
Ability to use common sense understanding in order to carry out detailed written or oral instructions.
Ability to deal with problems involving a few known variables in situations of a routine nature.

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS
Valid Driver License

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS
Not indicated.

SOFTWARE SKILLS REQUIRED

Intermediate: Contact Management, Database
Basic: Accounting, Alphanumeric Data Entry, Presentation/PowerPoint, Word Processing/Typing

INITIATIVE AND INGENUITY
SUPERVISION RECEIVED _
Under general supervision where standard practice enables the employee to proceed alone on
routine work, referring all questionable cases to supervisor.

PLANNING .

Considerable responsibility with regard to general assignments in planning time; method, manner,
-and/or sequence of performance of own work; may also occasionally assist in the planning of work
assignments performed by others within a limited area of operation.



DECISION MAKING , o

Performs work operations which permit frequent opportunity for decision-making of minor
importance and also frequent opportunity for decision-making of major importance; the latter of
which would affect the work operations of other employees and/or clientele to a moderate degree.

MENTAL DEMAND
Moderate mental demand. Operations requiring almost continuous attention, but work is sufficiently
- repetitive that a habit cycle is formed; operations requiring intermittent directed thinking to determine or

select materials, equipment or operations where variable sequences may be selected by the
employee.

ANALYTICAL ABILITY / PROBLEM SOLVING
Moderately structured. Fairly broad activities using moderately structured procedures with only
generally guided supervision. Interpolation of learned things in somewhat varied situations.

RESPONSIBILITY FOR WORK OF OTHERS ,
Carries out supervisory responsibilities in accordance with the organization's policies and applicable
laws. Responsibilities may include but not limited to interviewing, hiring and training employees;

planning, assigning and directing work; appraising performance, rewarding and disciplining employees;
addressing complaints and resolving problems.

Supervises a moderate size group (8-15) of employees, but possibly smaller if difficult, semi-technical
work, requiring considerable direction and assistance, is involved. Plans, directs and coordinates work,
makes decisions, and performs personally the more difficult aspects of the same broad assignment.

Supervises the following departments:

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT _
Occasionally responsible for organization's property where carelessness, error, or misappropriation

would result in moderate damage or moderate monetary loss to the organization. The total value for
the above would range from $5,000 to $150,000.

ACCURACY

Probable errors of internal and external scope would have a moderate effect on the operational
efficiency of the organizational component concerned. Errors might possibly go undetected for a
considerable period of time, thereby creating an inaccurate picture of an existing situation. Could
cause further errors, losses, or embarrassment to the organization. The possibility for error is always
present due to requirements of the job.

ACCOUNTABILITY

FREEDOM TO ACT

Directed. Freedom to complete duties as defined by wide-ranging policies and precedents with mid
to upper-level managerial oversight.

ANNUAL MONETARY IMPACT

The amount of annual dollars generated based on the job's essential duties / responsibilities.
Examples would include direct dollar generation, departmental budget, proper handling of
organization funds, expense control, and savings from new techniques or reduction in manpower.

None. Job does not create any dollar monetary impact for the organization.



IMPACT ON END RESULTS

Minimal impact. Job is focused on non-supervisory decision makmg activities and has minor impact
on the organization's end results.

PUBLIC CONTACT

Frequent contacts with general public, patrons, or other outside representatives, wherein the manner
of handllng these contacts has a bearing on the organlzat|on s position and operation.

EMPLOYEE CONTACT <
Contacts of considerable importance within the department or office, such as those required in
coordination of effort, or frequent contacts with other departments or offices, generally in normal
course of performing duties. Requires tact in discussing problems and presenting data and making
recommendations, but responsibility for action and decision reverts to others.

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS

Regular use of complex machines and equipment (desktop/laptop computer and software, road and
production machines and equipment, driver's license/cdl, etc.)

WORKING CONDITIONS
Outside working environment, wherein there are disagreeable working conditions part of the time.

ENVIRONMENTAL CONDITIONS

- The following work environment characteristics described here are representatlve of those an
employee encounters while performing essential functions of this job. Reasonable accommodations
may.be made to enable individuals wnth disabilities to perform the essentlal functlons

*==*While performing-the-functionsof this-job, the employee is regularly exposed to outdoor weather N
conditions; frequently exposed to fumes or airborne particles; and occasionally exposed to work in
high, precarious places. The noise level in the work environment is usually moderate.

PHYSICAL ACTIVITIES

The following physical activities described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable accommodations
may be made to.enable individuals with disabilities to perform the essential functions and expectations.

Semi-repetitive, low physical. Semi-repetitive type work which requires periods of concentration for
varied time cycles as prescribed by the tasks.

While performing the functions of this job, the employee is regularly required to stand, walk, reach with
hands and arms, talk or hear; frequently required to sit; and occasionally required to use hands to
finger, handle, or feel, climb or balance, stoop, kneel, crouch, or crawl. The employee must
occasionally lift and/or move up to 100 pounds; frequently lift and/or move up to 25 pounds. Specific
vision abilities required by this job include close VISIOI‘] distance vision; peripheral vision; and depth
perception.

ADDITIONAL INFORMATION
Not indicated.

. 2024 City-of Jonesboro . . - Printed 12/27/2023 2:32:01 PM
Job Description for Concessions Coordinator f)i%i:ompeﬂsa*mn System - www.dbsguared.com



2024 City of Jonesboro
Victim Services/CIT Coordinator
Job Description

Exempt: ‘ No -

Department: Police Department
Reports To: - Admin Captain

Location: Police Department
Date Prepared: December 1, 2023

Date Revised:

Safety Sensitive: This position is designated as safety/security sensitive and is subject to pre-
employment, reasonable suspicion and random drug and alcohol screening.

GENERAL DESCRIPTION OF POSITION

This safety sensitive position (SS) is responsible for helping the victims of crime navigate the legal
system and link victims and those in crisis to other community agencies as needed to assist them. A
Victim Services Coordinator provides information to victims so they better understand their rights in the
criminal justice process. A CIT coordinator works with CIT officers and Mental Health Professionals to
provide resources for individuals in crisis.

As a CIT coordinator, this position will research call history and direct CIT follow up services, connect
- those needing crisis intervention services to available resources, and collect data as related to Crisis
--= Intervention.-As a Victim Services coordinator; this position will contact victims for follow up afteran
-=incident:report is. filed and-review lethality assessments to determine high risk offénders. The Victim

‘Services coordinator will also address any immediate safety needs and link victims‘to available e

community resources in order to facilitate victim safety and availability to engage in the criminal justice
system

ESSENTIAL DUTIES AND RESPONSIBILITIES ' - :
1. Reviews all cases of violence against persons and gathers investigative mformatlon on offenders

and victims to include previous history of involvement with the courts or law enforcement to assist the
court.

2. Reviews all CIT related calls and cases and gathers information, to include previous history, on
vulnerable individuals in need of services and/or follow up contat.

3. Assist primary and secondary victims of crimes through the court process.
4. Assist individuals to connect with community services and resources.

5. Assist victims to understand and participate in the criminal justice system.
6. Provide victims with a measure ofv_safety and security.

7. Maintains files of services offered, notes, and required reports.

8. Responds to crime scenes, the police department or other locations as necessary for victim comfort
and support.



-~ -.“Knowledge-of a-specialized field:(however acquired), such as basic accountrng, computer etc

9. Responds to the emotional and physical needs of crime victims.

10. Documents violations of court orders and other stipulations of the court collecting evidence to be
utilized in preparing case files.

1 1 Works cIoser with contacts at various communrty service organlzatrons to facilitate the delivery of
services to crime victims, vulnerable individuals and those in crisis. '

12. Attends court in order to provide historical information and provide victim support.

13. Provides assistance to victims during law enforcement interviews through accompaniment,
advocacy and notification of the criminal justice process.

14. Gathers statistical information for delivery of victim and crisis intervention services when
requested. This duty is performed as needed.

15. Operates a city vehicle as needed.
16. Perform any other related duties as required or assigned.

QUALIFICATIONS ‘
- To perform this job successfully, an individual must be able to perform each essential duty mentioned

- satisfactorily. - The requirements listed below are representative of the knowledge skill, and/or ablllty
required.

EDUCATION AND EXPERIENCE

Equivalent of four years in high school, plus night, trade extension, or correspondence school
'specialized training, equal to two years of college, plus 3 years related experience and/or training, or
equivalent combination of education and experience.

COMMUNICATION SKILLS _ : R
Ability to effectively communicate information and respond to questions in person-to-person and small
group situations with customers, clients, general public and other employees of the organization.

MATHEMATICAL SKILLS
Ability to add, subtract, multiply and divide numbers. Ability to perform these mathematical skills using
money and other forms of measurement.

CRITICAL THINKING SKILLS

Ability to utilize common sense understanding in order to carry out written, oral or diagrammed
instructions. Ability to deal with problems involving several known variables in situations of a routine
nature.

REQUIRED CERTIFICATES, LICENSES REGISTRATIONS
Not indicated

- PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS
Able to speak and understand Spanish

SOFTWARE SKILLS REQUIRED
Intermediate: Accounting, Spreadsheet



Basic: 10-Key; Alphanumeric Data Entry, Contact Management, Database, Presentation/PowerPoint,
Programming Languages, Word Processing/Typing

INITIATIVE AND INGENUITY
SUPERVISION RECEIVED
Under general supervision where standard practice enables the employee to proceed alone on
routine work, referring all questionable cases to supervisor.

PLANNING
Considerable responsibility with regard to general assignments in planning time, method, manner,

and/or sequence of performance of own work; may also occasionally assist in the planning of work
assignments performed by others within a limited area of operation.

DECISION MAKING

Performs work operations which permit frequent opportunity for decision-making of minor
importance and also frequent opportunity for decision-making of major importance; the latter of
which would affect the work operations of other employees and/or clientele to a moderate degree.

MENTAL DEMAND

Close mental demand. Operations requiring close and continuous attention for control of operations.
- Operations requiring intermittent direct thinking to determine or select the most applicable way of ..
‘handling situations regarding the organization's administration and operations;-also to determine or
select material and equipment where highly variable sequences are involved.

ANALYTICAL ABILITY / PROBLEM SOLVING T e
-~ ‘Moderately structured: Fairly broad-activities using moderately structured procedures W|th only
- generally guided supervrsron Interpolation of learned things in somewhat varied situations.

RESPONSIBILITY FOR WORK OF OTHERS
Responsibility for work of others: Not indicated.

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT
Occasionally responsible for organization's property where carelessness, error, or misappropriation

would result in moderate damage or moderate monetary loss to the organization. The total value for
the above would range from $5,000 to $150,000.

ACCURACY

Probable errors of internal and external scope would have a moderate effect on the operational
efficiency of the organizational component concerned. Errors might possibly go undetected for a
considerable period of time, thereby creating an inaccurate picture of an existing situation. Could
cause further errors, losses, or embarrassment to the organization. The possibility for error is always
present due to requirements of the job.

ACCOUNTABILITY

FREEDOM TO ACT

Generally controlled. General processes covered by established policies and standards with
supervisory oversight.

ANNUAL MONETARY IMPACT
The amount of annual dollars generated based on the job's essential duties / responsibilities.



Examples would include direct dollar generation, departmental budget, proper handling of
organization funds, expense control, savings from new techniques or reduction in manpower.

Small. Job creates a monetary impact-for the organization from $100,000 to $1mm.

IMPACT ON END RESULTS
Modest impact. Job has some impact on the organizations end results but still from an indirect
level. Provides assistance and support services that facilitates decision making by others.

PUBLIC CONTACT
Regular contacts with patrons, either within the ofﬁce or in the field. May also involve occasional self-

initiated contacts to patrons. Lack of tact and judgment may result in a limited type of problem for the
organization.

EMPLOYEE CONTACT

- Contacts of considerable importance within the department or office, such as those required in
coordination of effort, or frequent contacts with other departments or offices, generally in normal
course of performing duties. Requires tact in discussing problems and presenting data and making
recommendations, but responsibility for action and decision reverts to others.

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS
Occasional use of highly complex machines and eqmpment specialized or advanced software .
programs. .

WORKING CONDITIONS B
~~Somewhat disagreeable working-conditions. Contlnuously exposed to one or two elements suchas .

-hoise, intermittent standlng ‘walking,-pushing; carrying, or lifting. May involve some travel and/or work

is at times, in the evening.or during the night hours.

ENVIRONMENTAL CONDITIONS

The following work environment characteristics described here are representative of those an
“employee encounters while performing essential functions of this job. Reasonable accommodations

may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.

PHYSICAL ACTIVITIES
The following physical activities described ‘here are representative of those that must be met by an

— employee to successfully perform the essential functions of this job. Reasonable accommodations

may be made to enable individuals with disabilities to perform the essential functions and expectations.

Semi-repetitive, low physical. Semi-repetitive type work which requires periods of concentratlon for
varied time cycles as prescribed by the tasks.

While performing the functions of this job, the employee is frequently required to sit, use hands to
finger, handle, or feel, talk or hear; and occasionally required to stand, walk, reach with hands and
arms, climb or balance, stoop, kneel, crouch, or crawl. The employee must occasronally lift and/or
move up to 25 pounds. Specific vision abllltles required by this job include close vision; distance vision;
color vision; and peripheral vision.

ADDITIONAL INFORMATION
Not indicated.
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2024 City of Jonesboro A
FOIA Transparency Technician
Job Description

Exempt: No

Department: Police Department

Reports To: : Administrative Captain

Location: Police Headquarters, Jonesboro

Date Prepared: December 1, 2023

Date Revised: .

Safety Sensitive: This position is designated as safety/security sensitive and is subject to pre-

employment, reasonable suspicion and random drug and alcohol screening.

GENERAL DESCRIPTION OF POSITION

This safety sensitive position (SS) is responsible for collecting, tagging and cataloging video and other
material related to Freedom of Information Act (FOIA), discovery and other police records request from
a number of sources (reporting software, body camera, in-car, and other police department video and
information). Researches and retrieves information and provide copied video pursuant to police
department needs, court purposes or FOIA requests. Follows established guidelines to ensure data is
handled t6 evidentiary standards, retentlon schedules and FOIA Iaw compllance

ESSENTIAL DUTIES AND RESPONSIBILITIES

- -4 :Gather-report.and video data and evidence as required for case flles department use or FOIA |

requests.

2. Redact video as required before release to comply with State and Federal laws.

3. Work with officers or other department employees as needed to assist in retrieving records and
- videos and other material for use in'FOIA request, criminal investigations, or other mformatlon
releases.

4. Meet appropriate deadlines for information request.

5. Stay up-to-date with changes in all video redaction and codec changes to ensure capability of
retrieving video data.

6. Operate a city vehicle as required for the essential duties.

7. Perform any other related duties as required or assigned.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty mentioned
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required.

EDUCATION AND EXPERIENCE

Knowledge of a specialized field (however acquired), such as basic accounting, computer, etc.
Equivalent of four years in high school, plus night, trade extension, or correspondence school
specialized training, equal to two years of college, plus 7 to 11 months related experience and/or



training, or equivalent combination of education and experience.

COMMUNICATION SKILLS -
Ability to effectively communicate information and respond to questions in person-to-person and small
group situations with customers, clients, general public and other employees of the organization.

MATHEMATICAL SKILLS

Ability to add, subtract, multiply and divide numbers. Ability to perform these mathematlcal skills using
money and other forms of measurement.

CRITICAL THINKING SKILLS
Ability to utilize common sense understanding in order to carry out written, oral or diagrammed

instructions. Ability to deal with problems involving several known variables in situations of a routine
nature.

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS
Valid Driver License

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS
Not indicated.

SOFTWARE SKILLS REQUIRED
Intermediate: Word Processing/Typing
Basic: Database, Spreadsheet

INITIATIVE AND INGENUITY
SUPERVISION RECEIVED
‘Under direction where a definite objective is set up and the employee plans and arranges own
work, referring only unusual cases to supervisor.

PLANNING

Limited responsibility with regard to general assignments in planning time, method manner, and/or
sequence of performance of own work operatlons

DECISION MAKING

Performs work operations which permit frequent opportunity for decision-making of minor -
_importance and which would not only affect the operating efficiency of the individual involved, but -
- would also affect the work operations of other employees and/or clientele to a slight degree.

MENTAL DEMAND

Moderate mental demand. Operations requiring almost continuous attention, but work is sufficiently
repetitive that a habit cycle is formed; operations requiring intermittent directed thinking to determine or
select materials, equipment or operations where variable sequences may be selected by the
employee

ANALYTICAL ABILITY / PROBLEM SOLVING
‘Moderately structured. Fairly broad activities using moderately structured procedures with only
generally guided supervision. Interpolation of learned things in somewhat varied situations.

RESPONSIBILITY FOR WORK OF OTHERS -
Responsibility for work of others: Not indicated.



RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT
-Occasionally responsible for organization's property where carelessness, error, or misappropriation
would result in moderate damage or moderate monetary loss to the organization. The total value for
the above would range from $5,000 to $150,000.

ACCURACY

Probable errors of internal and external scope would have a moderate effect on the operational
efficiency of the organizational component concerned. Errors might possibly go undetected for a
considerable period of time, thereby creating an inaccurate picture of an existing situation. Could
cause further errors, losses, or embarrassment to the organization. The pOSSIblllty for error is always
present due to requirements of the job.

ACCOUNTABILITY

FREEDOM TO ACT

Generally controlled. General processes covered by established policies and standards with
supervisory oversight.

ANNUAL MONETARY IMPACT
The amount of annual dollars generated based on the job's essential duties / responsibilities.
Examples would include direct dollar generation, departmental budget, proper handllng of . ,

. .organization funds, expense control, savings from new techniques or reduction in manpower.

None. Job does not create any dollar monetary lmpac;t for the organlzatlon.

IMPACT ON END RESULTS

Modest impact. Job has some impact on the organizations end results, but stlll from an |nd|rect

level. Provides assistance and support services that facilitates decision making by others.

PUBLIC CONTACT
Frequent contacts with-general public, patrons, or other outside representatlves wherein the manner
of handling these contacts has a bearing on the organization's position and operation.

EMPLOYEE CONTACT

Contacts of considerable importance within the department or office, such as those required in

coordination of effort, or frequent contacts with other departments or offices, generally in normal

course of performing duties. Requires tact in discussing problems and presenting data and maklng
“recommendations, but responsibility for action and decision reverts to others. N

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS
Regular use of complex machines and equipment (desktop/laptop computer and software, road and
production machines and equipment, driver's license/cdl, etc.)

WORKING CONDITIONS :
- Normal working conditions as found within an office setting, wherein there is controlled temperature
and a low noise level, plus a minimum of distractions.

ENVIRONMENTAL CONDITIONS '

The following work environment characteristics described here are representatlve of those an
employee encounters while performing essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.



While performing the functions of this job, the employee is occasionally exposed to work in high,
‘precarious places, outdoor weather conditions. The noise level in the work environment is usually
moderate. ‘ '

PHYSICAL ACTIVITIES

The following physical activities described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions and expectations.

Highly repetitive, low physical. Highly repe{itive type of work which requires concentration in the
performance of tasks for consistent time cycles as prescribed by the tasks.

While performing the functions of this job, the employee is continuously required to use hands to
finger, handle, or feel, reach with hands and arms, talk or hear, taste or smell; frequently required to
stand, walk; sit; occasionally required to climb or balance, stoop, kneel, crouch, or crawl. The
employee must frequently lift and/or move up to 50 pounds; regularly lift and/or move up to 25 pounds.
Specific vision abilities required by this job include close vision; distance vision; color vision; and depth
perception.

ADDITIONAL INFORMATION
Not indicated.
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2024 City of Jonesboro
Construction Outreach Coordinator
Job Description

Exempt: No

Department: Engineering Department
Reports To: - Chief Engineer
Location: = Engineering Department
Date Prepared: December 1, 2023

Date Revised:
Safety Sensitive: No

GENERAL DESCRIPTION OF POSITION
This position is responsible for contacting new commercial and housing subdivision projects, and work

with existing contractors on issues that arise during the project and help troubleshoot by finding a
solution.

ESSENTIAL DUTIES AND RESPONSIBILITIES
1. Contact new commercial and housing subdivision projects and make introductions

,u.2 Work with existing. and new. commerC|aI projects and contractors to help manage issues as they
arise to insure that communication is shared between the city, design professionals, project managers
and general contractors. '

3. Help troubleshoot specific problems as they arise. S e e S
4. Serve as a contact point for builders for questions they are having troubIe getting resolution on.

- 5..Meet with Planning, Engineering, Inspections and Fire Marshalls ofﬁce to assess which projects
need to be contacted and helped through a situation.

6. Meet with Engineerlng, Planning, Inspections, Fire Marshallsh, and developers to help mediate
issues as they arise.

7. Advise the Chief Englneer as needed on development issues that need to be addressed

8 Work wrth Englneering, Planning, Inspections and Fire Marshalls to craft legislation to alleviate
common issues that provide boundaries for quality developments.

9. Attend MAPC, BZA, Stormwater Board and other public development meetings as needed.

10. Operate city vehicle.

11. Perform any other related duties as required or assigned.

QUALIFICATIONS ~

To perform this job successfully, an mdrvrduai must be able to perform each essential duty mentioned

“satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required.



EDUCATION AND EXPERIENCE
Broad knowledge of such fields as accounting, marketing, business administration, finance, etc.

Equivalent to a four year college degree, plus 2 years related experience and/or training, or equivalent -
combination of education and experience.

COMMUNICATION SKILLS
Ability to effectively communicate information and respond to questions in person-to-person and small
group situations with customers, clients, general public and other employees of the organization.

MATHEMATICAL SKILLS

Ability to add, subtract, multiply and divide numbers. Ability to perform these mathematical skills using
money and other forms of measurement.

CRITICAL THINKING SKILLS '
Ability to utilize common sense understanding in order to carry out written, oral or diagrammed

instructions. Ability to deal with problems involving several known variables in situations of a routine
nature.

REQUIRED CERTIFICATES, LICENSES, REGlSTRATIONS
Valid Drivers License

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS
Not indicated.

SOFTWARE SKILLS REQUIRED

- - Intermediate: Other, Spreadsheet, Word Processing/Typing

Basic: 10-Key, Accounting, Alphanumeric Data Entry, Contact Management Database
Presentation/PowerPoint

INITIATIVE AND INGENUITY
SUPERVISION RECEIVED
Under direction where a definite objective is set up and the employee plans and arranges own
work, referring only unusual cases to supervisor.

PLANNING

Considerable responsibility with regard to general assignments in planning time, method, manner,
- and/or sequence of performance of own work; may also occasionally assist in the planning of work

assignments performed by others within a limited area of operation.

DECISION MAKING

Performs work operations which permit frequent opportunity for decision-making of minor
importance and also frequent opportunity for decision-making of major importance, either of which
would affect the work operations of small organizational component and the organization's
clientele.

MENTAL DEMAND ,
Moderate mental demand. Operations requiring almost continuous attention, but work is sufficiently -
repetitive that a habit cycle is formed; operations requiring intermittent directed thinking to determine or
select materials, equipment or operations where vanable sequences may be selected by the
employee.



ANALYTICAL ABILITY / PROBLEM SOLVING

Moderately directed. Activities covered by wide-ranging policies and courses of action, and generally
directed as to execution and review. High order of analytical, interpretative, and/or constructive
thinking in varied situations.

RESPONSIBILITY FOR WORK OF OTHERS
Responsibility for work of others: Not indicated.

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT
Occasionally responsible for organization's property where carelessness, error, or misappropriation

would result in moderate damage or moderate monetary loss to the organization. The total value for
the above would range from $5,000 to $150,000. .

ACCURACY ,

Probable errors of internal scope should ordinarily be detected within the department or office in which
they occur, but may affect the work of others within the unit, requiring additional expenditure of time to
trace errors and make all necessary corrections. Errors would require a moderate amount of time to
correct.

ACCOUNTABILITY

FREEDOM TO ACT '
Directed. Freedom to complete duties as defined by wide-ranging policies and precedents with mid
to upper-level managerial oversight. .

ANNUAL MONETARY IMPACT : -
- The amount of annual dollars generated based on the job's essential dutles / responsnbllltles

Examples would include direct dollar generation, departmental budget, proper handllng of

organization funds, expense control, savings from new techniques or reduction in manpower.

None. Job does not create any dollar monetary impact for the organization.

IMPACT ON END RESULTS
Moderate impact. Job has a definite impact on the organization's end results. Participates with
others in taking action for a department and/or total organization.

PUBLIC CONTACT

-Regular-contacts with-patrons, either within the office or in the field. May also-involve occasional self-
initiated contacts to patrons. Lack of tact and judgment may result in a limited type of problem for the
organization.

EMPLOYEE CONTACT

Contacts with other departments or offlces and also frequently with individuals in middle level
positions; consulting on problems which necessitate judgment and tact in presentation to obtain
cooperation or approval of action to be taken. Also, |mportant contacts with associates as required in
advanced supervisory jobs.

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS
Regular use of complex machines and equipment (desktop/laptop computer and software, road and
production machines and equipment, driver's license/cdl, etc.)



WORKING CONDITIONS

Normal working conditions as found within an office setting, wherein there is controlled temperature
and a low noise level, plus a minimum of dlstractlons

ENVIRONMENTAL CONDITIONS )

The following work environment characteristics described here are representative of those an
employee encounters while performing essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

While performing the functions of this job, the employee is occasionally exposed to work near moving
mechanical parts, fumes or airborne particles, outdoor weather cond|t|ons The noise level in the work
environment is usually moderate.

PHYSICAL ACTIVITIES

The following physical activities described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions and expectations.

Highly repetitive, low physical. Highly repetitive type of work which requires concentration in the
performance of tasks for consistent time cycles as prescribed by the tasks.

- While performing the functions of this job, the employee is frequently required to stand, walk, sit, use

‘hands to finger, handle, or feel, reach with hands and arms, stoop, kneel, crouch, or crawl, talk or hear;
occasionally required to climb or-balance, taste or smell. The employee must occasmnally lift and/or

. move up to 25 pounds; frequently lift and/or move up to 10 pounds. Specific vision abilities required by

- this job include close vision; distance vision; color vision; peripheral vision; and depth perceptlon )

ADDITIONAL INFORMATION
Not indicated.
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