
Finance & Administration Council 

Committee

City of Jonesboro

Meeting Agenda

900 West Monroe

Jonesboro, AR 72401

Huntington Building4:00 PMTuesday, October 11, 2011

1.  Call To Order

2.  Approval of minutes

MIN-11:084 Minutes from the Finance Committee meeting on September 27, 2011.

MinutesAttachments:

3.  New Business

Ordinances To Be Introduced

ORD-11:069 AN ORDINANCE TO AMEND THE 2011 ANNUAL BUDGET AND THE CITY SALARY 

& ADMINISTRATION PLAN FOR THE CITY OF JONESBORO TO ADD AN OFFICE 

MANAGER TO THE PARKS AND RECREATION DEPARTMENT

Sponsors: Parks & Recreation and Human Resources

Office Manager - ParksAttachments:

4.  Pending Items

5.  Other Business

COM-11:077 2010 A-133 Federal Grants Audit Report

Sponsors: Grants

FY 2010 A-133 Federal Grants Audit ReportAttachments:

6.  Public Comments

7.  Adjournment
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Minutes from the Finance Committee meeting on September 27, 2011.



900 West Monroe

Jonesboro, AR 72401City of Jonesboro

Meeting Minutes

Finance & Administration Council 

Committee

4:00 PM Huntington BuildingTuesday, September 27, 2011

1.      Call To Order

Mayor Perrin was also in attendance.

Ann Williams;John Street;Darrel Dover and Charles ColemanPresent 4 - 

Mikel FearsAbsent 1 - 

2.      Approval of minutes

MIN-11:074 Minutes for the Finance Committee meeting on August 23, 2011.

MinutesAttachments:

A motion was made by Councilman John Street, seconded by Councilman 

Darrel Dover, that this matter be Passed . The motion PASSED by a unanimous 

vote

John Street;Darrel Dover and Charles ColemanAye: 3 - 

Mikel FearsAbsent: 1 - 

MIN-11:078 Minutes for the special called Finance Committee meeting on September 6, 2011.

MinutesAttachments:

A motion was made by Councilman John Street, seconded by Councilman 

Darrel Dover, that this matter be Passed . The motion PASSED by a unanimous 

vote

John Street;Darrel Dover and Charles ColemanAye: 3 - 

Mikel FearsAbsent: 1 - 

3.      New Business

Ordinances To Be Introduced

ORD-11:068 AN ORDINANCE TO AMEND THE 2011 ANNUAL BUDGET FOR THE CITY OF 

JONESBORO TO ADD AN ADDITIONAL GRANTS PROJECT COORDINATOR TO 

THE GRANTS DEPARTMENT
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Sponsors: Grants and Human Resources

CDBG or GRANTS Project CoordAttachments:

Chief Financial Officer Ben Barylske explained they would like to swap employees 

between Grants and JETS in order to give Grants some help. He further explained 

they are looking at promoting a part-time person into a full-time job. The Grants 

Coordinator position will help Grants Administrator Heather Clements. 

Councilman Dover questioned if this position is similar to the coordinator position that 

was approved earlier this year. Mr. Barylske answered yes, that position was made 

when the CDBG Department was restructured because they went from three people 

down to two. He added they are doing the same thing with Grants and JETS.

Mayor Perrin noted they feel they are putting people in the right place. The person 

who is in JETS right now is already assisting Ms. Clements, so they would like to 

move her to Grants.

A motion was made by Councilman Darrel Dover, seconded by Councilman 

Charles Coleman, that this matter be Recommended to Council . The motion 

PASSED by a unanimous vote

John Street;Darrel Dover and Charles ColemanAye: 3 - 

Mikel FearsAbsent: 1 - 

ORD-11:072 AN ORDINANCE TO AMEND THE 2011 ANNUAL BUDGET AND THE CITY 

SALARY & ADMINISTRATION PLAN FOR THE CITY OF JONESBORO TO ADD A 

TRANSPORTATION OPTIONS COORDINATOR TO THE JETS DEPARTMENT

Sponsors: JETS and Human Resources

Transportation Options CoordinatorAttachments:

A motion was made by Councilman Darrel Dover, seconded by Councilman 

Charles Coleman, that this matter be Recommended to Council . The motion 

PASSED by a unanimous vote

John Street;Darrel Dover and Charles ColemanAye: 3 - 

Mikel FearsAbsent: 1 - 

ORD-11:073 AN ORDINANCE TO AMEND THE 2011 ANNUAL BUDGET TO ADD A 

PARATRANSIT COORDINATOR TO THE JETS DEPARTMENT

Sponsors: JETS and Human Resources

Paratransit CoordinatorAttachments:

A motion was made by Councilman Darrel Dover, seconded by Councilman 

Charles Coleman, that this matter be Recommended to Council . The motion 

PASSED by a unanimous vote

John Street;Darrel Dover and Charles ColemanAye: 3 - 

Mikel FearsAbsent: 1 - 
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Resolutions To Be Introduced

RES-11:167 RESOLUTION APPROVING AN AMENDMENT TO THE PRINCIPAL GROUP 

ANNUITY CONTRACT

Sponsors: Finance

Principal AmendmentAttachments:

Mr. Barylske explained they periodically get attachments regarding changes from 

Principal concerning the money that is still there. They would like to include separate 

accounts that are investments that perform better during inflationary periods. Mr. 

Jeremiah Wood from Friday Eldredge and Clark has indicated to Mr. Barylske that 

the proposed changes should be approved and it will not affect or hurt the City’s 

ability to get out of the plan. The proposed changes will put the City’s money into 25 

different investments as opposed to 5.

Discussion was held concerning the money that is with Principal. Mr. Barylske stated 

the money in the plan grew by about $500,000 during the first four months of the 

year, but in the last four months assets have dropped. He spoke with Principal 

concerning the drop in assets and asked what they intend to do about it, which is how 

the proposed changes to the plan came about.

A motion was made by Councilman Darrel Dover, seconded by Councilman 

Charles Coleman, that this matter be Recommended to Council . The motion 

PASSED by a unanimous vote

John Street;Darrel Dover and Charles ColemanAye: 3 - 

Mikel FearsAbsent: 1 - 

4.      Pending Items

Non-uniform pension plan

Councilman Dover questioned whether Employee Representative Chairman Larry 

Jackson has been able to speak with the Employee Representative Committee 

concerning the two proposed companies to take care of the non-uniform pension 

plan. Mr. Jackson stated the companies are good, but the Employee Representative 

Committee chose First Security Bank over Stephens. He noted the percentage of 

guarantee was an area of concern. Mayor Perrin explained both companies have a 

guaranteed account with First Security being at 2% and Stephens being at 3%. Mr. 

Jackson added the employees liked First Security since it is a local bank, but there 

was concern over the 2% and 3%.

Mayor Perrin stated they hope to have something in place by mid-October. They are 

still looking at how much the City can contribute to the plan. Councilman Dover then 

questioned whether the committee will be making the decision or if the decision 

should be forwarded to the full City Council. Mayor Perrin answered in the past the 

committee has made a recommendation to the City Council.

Discussion was held concerning a decision regarding the non-uniform pension plan. 

Mayor Perrin discussed educating the employees and noted there are 220 

non-uniform employees that will need to be educated concerning the plan. 
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Councilman Street asked if newly hired employees will be educated by the company 

or by the City. It was explained the company will not be sending a representative to 

educate each new hire; rather, it will be the City’s responsibility to educate newly 

hired employees.

Councilman Dover motioned, seconded by Councilman Coleman, to go with the 

recommendation of the Employee Representative Committee and choose First 

Security Bank for the non-uniform pension plan. All voted aye.

Councilman Dover recommended putting information together for the full Council to 

let them know about the process of selecting First Security.

Mr. Jackson noted not all of the employees approved the decision to go with First 

Security, but the Employee Representative Committee itself approved First Security.

Councilman Street asked for Mr. Barylske to contact First Security and clarify the 

company’s role in educating new hires. Chairwoman Williams noted the Council 

passed a resolution allowing the Finance Committee to make the decision as to how 

often the investments will be reviewed and the committee chose to review the 

investments with the company every quarter. Mayor Perrin added the company can 

visit to review investments and to educate new hires at the same time.

5.      Other Business

6.      Public Comments

7.      Adjournment

A motion was made by Councilman Darrel Dover, seconded by Councilman 

John Street,  that this meeting be Adjourned.  The motion CARRIED by a Voice 

Vote.

John Street;Darrel Dover and Charles ColemanAye: 3 - 

Mikel FearsAbsent: 1 - 
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AN ORDINANCE TO AMEND THE 2011 ANNUAL BUDGET AND THE CITY SALARY & 
ADMINISTRATION PLAN FOR THE CITY OF JONESBORO TO ADD AN OFFICE MANAGER TO THE 
PARKS AND RECREATION DEPARTMENT
Body
WHEREAS, Ordinance Number 10:090 adopted the 2011 Budget; and

WHEREAS, Resolution Number 09:201 adopted the City Salary & Administration Plan; and

WHEREAS, it is recommended by the Finance Committee, to ensure sufficient staffing in the Parks and 
Recreation Department, that the position of Office Manager be added;

BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF JONESBORO, ARKANSAS THAT:

SECTION 1: The annual 2011 budget of the City of Jonesboro is amended by the addition of a Office Manager 
in the Parks & Recreation Department; and

SECTION 2: The City Salary & Administration Plan is amended to include the position of Officer Manager, in 
the Parks and Recreation Department, at a grade 113 with a salary range of $30,199 to $46,367.

SECTION 3: For the operational continuity of the City of Jonesboro it is hereby found and declared that an 
emergency exists and that this ordinance shall take effect from and after its passage and approval.



March 2011 
Office Manager - Parks 

Job Description 
 

 

Exempt: 

Department: 

Reports To: 

Location: 

 

 

No 
Parks and Recreation Department 

Parks and Recreation Director 

3009 Dan Avenue Jonesboro AR 

Date Prepared: June 28, 2011 
 

 

GENERAL DESCRIPTION OF POSITION 

General purpose is to assist in the day to day operations of the Parks & Recreation Department. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

1. Acts as receptionist; answers the telephone and greets visitors, provides information, and takes 

messages for department staff. This duty is performed daily. 
 

2. Utilization of recreational software that includes enrolling patrons and checking in visitors. This duty 

is performed daily. 
 

3. Maintains office supply inventory; purchases office supplies as needed. This duty is performed 

irregularly. 
 

4. Performs limited research concerning cemetery issues. This duty is performed irregularly. 
 

5. Processes invoices and prepares authorization for payment forms. This duty is performed irregularly. 
 

6. Assists with taking reservations and accepting fees for park facility rentals as needed. This duty is 

performed daily. 
 

7. Work leader for part-time personnel. This duty is performed irregularly. 
 

8. Assists with taking reservations and accepting fees for park facility rentals as needed. This duty is 

performed daily. 
 

9. Composes and types routine correspondence. This duty is performed daily. 
 

10. Work leader for part-time personnel. This duty is performed irregularly. 
 

11. Sorts and distributes incoming and outgoing mail. This duty is performed daily. 
 

12. 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 3 years related experience and/or training, and 7 to 11 

months related management experience, or equivalent combination of education and experience. 

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT 

None. 

SUPERVISORY RESPONSIBILITIES 

None. 

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 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 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. 

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; 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. 

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS 

Occasional use of complex machines and equipment (desktop/laptop computer and software, road and  

production machines and equipment, etc.) 

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. 

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. 

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS 

Not indicated. 

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS 

Not indicated. 

SOFTWARE SKILLS REQUIRED 

Intermediate: Accounting, Database, Spreadsheet, Word Processing/Typing 

Basic: 10-Key, Alphanumeric Data Entry, Payroll Systems, Presentation/PowerPoint 

ADDITIONAL INFORMATION 

Not indicated. 

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. 
 

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

hands to finger, handle, or feel, reach with hands and arms, talk or hear; and frequently required to taste 

or smell; occasionally required to climb or balance, stoop, kneel, crouch, or crawl. The employee must 

occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this job include close 

vision; and distance vision. 

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 outdoor weather  

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

MARCH 2011 
Job Description for Office Manager - Parks 
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