CITY OF WILLCOX
REQUEST FOR COUNCIL ACTION

Agenda Hem:
Tab Number: _
Date: _ 3-11-2013

Date Submitted: Action: - Subject: Review of Gas

2-13-13 | Resolution ' Enterprise Fund Budgets

Date Requested: __Ordinance ' and Rates for FY14 -

3-11-13 & 4-1-13 ____ Formal - VAR G At i
X _ Other

TO: MAYOR AND COUNCIL

FROM: City Manager

DISCUSSION: The Rates for the utilities are required to be reviewed by the Council
annually as per City Code.

The four (4) Enterprise Funds (Gas, Sewer, Solid Waste, and Water) are designed to be
supported by the rates charged to the users of the service (much like a private business

operation).

In order to measure whether the City Operation of the Enterprise Fund is offering an
equitable service for the price paid, the Enterprise Funds make the same payments to the
General Fund as a private Organization would be required to make if a franchise were

granted.

The goal in setting of the rates is to assure the users will have safe and dependable
service at a reasonable cost. This means that the rates should include sufficient monies to
allow the necessary operational and capital expenses be paid for in a timely manner.
There should be sufficient cash reserves to address normal fluctuations in the income and
expense stream; address unexpected emergencies; allow some capital accumulation;
provide for major capital expense through long term debt issuance (to match the expense
with the rates charged); and provide for stable rates (rather than widely fluctuating rates
from year to year). While each Enterprise Fund is to be self-supporting, the cumulative
impact of changes in all four Funds will be considered since the rate payers see one bill
not four separate bills and the goal is to have small incremental changes rather than

widely fluctuation changes.

In order to accomplish these goals a reasonable cash reserve equal to three months of
annual operating expenses is established by City Ordinance.




The indirect costs, and costs incurred in other Funds (usually the General Fund), are
charged back to each Enterprise Fund.

A Capital Fund is set up for each Enterprise Fund to separate Capital expenses from daily
Operating expenses: this also allows for accumulating capital and paying for large capital
items over two or more fiscal years. This also allows for the accounting for long term
capital assets and recording them properly on the fiscal records of the Enterprise Fund.
Long range projections are made on each of the Enterprise Funds to allow the long term
impacts on the rate structure and implement proper planning for significant changes in
the fiscal condition of the Enterprise Fund.

Attached are three (3) documents: the first attached sheet is a chart showing the
comparison of the monthly income to the monthly expenses. The chart shows a
fluctuation during the year with higher expenses and income in the winter months, this is
to be expected with a Utility Enterprise such as Gas which is used primarily for cooking
and heating. While there is a fluctuation in the income and expense the fluctuation for
each tracks the other i.e. when there is more expense there is also more income. This
Enterprise Fund has the potential for receiving damage in a major disaster (such as an
earthquake). While earthquakes and fissures do occur in this area they are normally mild
and do not create large unexpected problems. A more real concern should be the type and
age of piping in the system. The piping may corrode in our soils and allow leakage. This
requires an aggressive “leak detection program” and a “Capital replacement program”;
both which should be built into the long term rate structure. The City Code current
requires three (3) months of Operating reserve. The Gas Fund has more than three (3)
months of Operating reserve at this time. Therefore there is no need to increase rates to

develop more Operating reserve.

The second attached sheet is a page showing the “Analysis of Income to the Gas Fund”.
This sheet discusses the composition of the Rates in the Gas Enterprise Fund a Fixed Fee
and Commodity Fee (which is made up of two [2] parts; the Fuel Rate and the Usage
Rate). The sheet also shows the changes in volume of gas sold over several years (a
fanction of temperature/weather). The bottom box shows the “Structural Deficit” that
current exists in the Gas Enterprise Fund. The deficit has been revealed due to the falling
interest rates and the loss of income from the “Munigas Discount”. When interest rates
increase the Munigas discount income will also increase; this should not be relied upon to
cover normal operating costs. When the Fund is stabilized the Council may wish to
designate the Munigas Discount as additional income into the Gas Capital Fund.
Currently with the excess Operating Reserve the Gas Enterprise Fund does not need to
make an adjustment to rates. It is very likely that in FY15 there will need to be an
adjustment in the Fixed Fee and the Usage Fee (which is part of the Commodity fee).

The third attached sheet shows the Gas Fund Long Range Projections. This sheet is
intended to demonstrate the Fiscal health of the Gas Enterprise Fund over an extended
period of time. The Sheet has two (2) parts; the upper portion which displays the
“Operating activities”; and the lower portion which displays the “Capital Activities”. The
Gas Enterprise Fund currently has adequate reserves to address the needs of the system.
In the future based upon the projections the Fund does have a problem in FY20 in that the
Opening Balance Operations falls below the three months operating reserve required in



City code. The reason this is not an immediate concern is that he estimated expenses in
FY 14 and beyond are probably higher than will be actually realized. Staff has typically
underspent the budget; if this remains true then the OBO deficit will be pushed forward
for many years. A major factor which can affect the Projections is the Capital Budget for
the Gas Fund (lower portion of the attachment). Not included in these projections is the
replacement of the feed line from the El Paso main. This is likely to be a major expense
(in the amount of few million dollars). The method of funding this (Bonds, Bank
borrowing, Grants, Capital accumulation) will have an effect on the amounts that must be
planned as “Debt Service” or “Capital Operating costs”, As these are developed (both

amounts and timing) the long term projections will change.

Furthermore there is and will continue to be a “Structural deficit” between the “Service
Fees Total” and the “Total Operating Costs”. The other incomes, (Connect Fee, Interest,
Misc., Penalty, and Munigas), should not be relied upon to cover the Operational costs.
Since one of the goals of the Enterprise Fund is to avoid “Rate Shock”, it is wise to look
at smaller incremental changes over an extended period of time. This is why I suggest
that a COL on Fixed Fees and Usage Rate should be strongly looked at in FY 15.

RECOMMENDATION: For FY 14 it is recommended that he Rates within the Gas
Fund at held at the same levels as FY'13.

FISCAL IMPACT: Estimated income into the Gas Fund of $1,312,628. Estimated
expenses to the Gas fund(s) of $1,543,025

Prepared by: Pat McCourt

Approved by:‘\K ‘

City Manager
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CITY OF WILLCOX
Request for Council Action
Agenda Item:
Tab Number:
Date: 03/11/2013

Date Submitted: Action: Subject:
___Resolution City Manager
3/07/13 ___ Ordinance advertisements and
__ Formal tentative hiring
_X Other timeframe,

To:  Honorable Mayor and City Council
From: Sherry Lynn Van Allen, Human Resources

Discussion:

I have received the notification letter of retirement from City Manager McCourt. In order to assist
the Mayor and Council with task of replacing our City Manager, I have created a tentative
timeline for advertising the position as well as a tentative schedule for completing the hiring

process.
The ads will be placed on the International City Managers Association (ICMA) website, the
League of Arizona Cities and Towns website, a national website devoted to Public Sector Jobs

{(www jobsavailable.net), the Arizona Range News, and the City website. Ads will be placed on
all Public City Bulletin boards as well. The cost of the advertising will be approximately $875.00,

Upon approval the ads will begin to go live on March 12, 2013 and the application process will
close on Friday, April 19, 2013. This will allow over 30 days of advertising and should provide
interested parties sufficient time to complete all of the required paperwork for completing the
application process. The tentative schedule for review and candidate selection is based on the

steps that were used for the 2008 hiring process.

Please keep in mind the schedule for review and interviews is subject to change due to applicants,
candidate locations and council direction. I will be available to assist you in making this process

as smooth as possible.

Fiscal Impact: $875.00 Advertising Expenses - Candidates travel expenses currently
unknown.

Prepared By: APE,EQYQQ.PX;




101 S Railroad Ave Ste B
Willcox, Arizona 85643-2198

CITY OF WILLCOX
City Manager (520) 384-4271 Fax: (520) 384-2590
pmccourt@willcoxcity.org
March 6, 2013
City Council
101 S. Railroad Ave. Suite B
Willcox AZ 85643

Ref: Resignation form position of City Manager City of Willcox

I want to thank you for the opportunity of servicing the people of Willcox for the last four and
one half years. I have enjoyed the challenge and I hope I have fulfilled the expectations of the

community.
I feel it is time for me to pursue a new path in life and therefore I am submitting my notice of
resignation from the City of Willcox position as City Manager.

While my last day in the office will be June 26, 2013, for the purposes of using up leave time the
last official day will be July 6, 2013.

I look forward to continuing to provide services to the Mayor and Council, and the community
up to that time.

Pat McCourt,
City Manager



City Manager Selection Process:

Applications Close - April 19, 2013
Applications to Council - Monday April 22, 2013
Application Review - Monday April 29"
Supplemental Questions Requested — Friday, May 3™
Supplemental Question deadline — Thursday, May 9™
Supplemental Questions Sent to Council — Monday, May 13"
Phone Interviews Scheduled — Week of May 20
Phone Interviews Held — Tuesday, May 28" 4:30 -9:00
Final Candidates Selected ~ Monday, June 3™

Final Candidates Scheduled — Week of June 3™
Interview Final Candidates — Monday, June 10™
Decide and negotiate contract by Monday June 24th
Start Date — Aug 01, 2013

© ® & © ® 0 ¢ 0 0 0 e 0 &

Final Interview Process:

e Candidates arrive — Sunday, June 9™

e Interview Day — Monday, June 10®

Tour of Community 9:00 — 10:30 am

Lunch with Council — Noon -1:30 pm

Community and staff meet and greet 2:00 — 4:00 pm
Council Interviews 5:00 — 10:00 pm

0000

All times are tentative depending on applications received and
candidate locations.



City **anager | icma.org

ICMA / Career Network / Job Seekers / Browse Jobs £ ity Manager

-

City Manager

City of Willcox, AZ

You have not completed checked out for this job ad yet so it is not live. Chi

FOSTED
DEADLINE
SALARY
REFERENCE #
CREDENTIAL

JOB FUNCTION
TYPE

In progress

Apr 19 2013

$75,000 - $95,000 {Excellent Benedits)

031213

ICMA credential strongly prefered What's this?
Chief Administrative Officer , Exacutive Dirsctor
Contract

RELATED TOPICS

Management
s.rﬂt‘..‘qpl.lﬂ.»f .
2
.\.\\1
\sa_nbs
Dt Cabe
@) P
Map data €2012 Google -

JGBLOCATION 101 § Railroad Ave Ste B, Willcox, AZ
POPULATION 3,733
WEBSITE www,illcoxcity.org
TYPE City
[APDRESS 101 S Rallroad Ave Ste B

Willcox , AZ 85643-2135
FORM OF GOVT  Council-Manager (City)
RECOGNIION

Chief appointed official position was recogrized
by ICMA in 1959 as a Council-Manager position.

| City/County M: A

777 North Capitel Street NE, Suite 500

Washington, DC 20002-4201
400-745-8780/202-962-368C | fax 202-932-3500

BHONDAwE

Manage my fob ads

The City of Wilicox is secking a talented energetic person to replace our existing
manager who is retiring Willcox is a rural stand-alone eommunity located in Cochise
County Arizona at 4200 feet above sea level. We are located on [nterstate 10
approximately 80 miles southeast of Tucson. Our summers are much cooler than
Phoenix and Tucson and sur winters are very mild,

Duties will include, but are not limited to management and direction of the
administration of eity government in accordance with policies set by the city council,
Appoaints department heads, and supervises activities of all eity departments. Prepares
annual budget, and plans for future development. Keeps supervisory personnel
Informed of changes of laws, codes, programs, policies or procedures. Serves as a
board member of various community civic organizations, governmental groups and
quasi-govermmental groups,

Requires a Masters in Public Administration or equivalent or 4 to 10 years related
experience and for training, Spanish speaker preferred but not required.

Interested parties should visit the city website at http:/ Jwww.cityofwillcox.org to view
a complete job description.

HOW TO APRLY
Closing deadline for applications Friday April 19, 2013 at 4:00 p-m. Mail to Human
Resources - 101 S. Railroad Ave Willcox, A7 85643, Complete application, resume and

letter of intent are required. Information please call 520-384-4271. Also, the existing
manager is available to respond to questions,

Back ty Search Results
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CITY MANAGER
City of Willcox, Arizona

Salary: $75,000 to $95000 DOE with Excelient Benefit
Package. The City of Willcox is located in Southeastem Arizona
on Interstate 10 approximately 80 miles southeast of Tucson.
The City is seeking a talented energetic person to replace
existing manager who is refiring.

Duties will include, but not limited to management and direction of the administration of
city govemment in accordance with policies set by city council. Appoints department
heads, and supervises activities of ail city departments. Prepares annual budget, and
plans for future development. Keeps supervisory personnel informed of changes of laws,
codes, programs, policies or procedures. Serves as ex-officio board member of various

civic organizations

Master's degree (M.P.A. or M.B.A.) in Public Administration or equivalent; or four to ten
years related experience and/or training; or equivalent combination of education and
experience. Spanish speaker preferred but not requirad.

interested parties should visit our website at: http:/mwww.cityofwillcox.org Closing
deadtine for applications is Friday, April 19, 2013 at 4:00 p.m. Mail to: Human Resources
101 S. Raliroad Ave. Willcox, AZ 85643, Complete application, resume and letter of
intent is required. 520-384-4271x 4204
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The City of Willcox
The City of Willcox 101 8. Railroad Ave Ste. B
Notice of Willcox, AZ 85643
Career Opportunity www.cityofwillcox.org
. 520-384-4271x 4204
Position/Title: City Manager Department: Administration T
Pay Scale: $75,000-$95,000 DOE Location: 101 S. Railroad Ave, Ste. B
Salary Negotiable Willcox, AZ 85643

Reports To: Mayor and City Council Exempt: Yes
At the City of Willcox, we preserve the foundation of our family oriented, friendly, small
town environment. We support a positive, diverse growth setting that maintains and

enriches the quality of life for everyone.

POSITION SUMMARY:
Manages and directs the administration of city government in accordance with policies determined by city

council, by performing the following duties personally or through subordinate managers.

ESSENTIAL DUTIES AND RESPONSIBILITIES
1. Appoints department heads and staffs as provided by city code.
2. Supervises activities of departments performing functions such as collection and disbursement of
taxes, law enforcement, maintenance of public health, construction of public works, and purchase

of supplies and equipment
3. Prepares annual budget and submits to city council for approval.
4. Plans for future development of urban and non-urban areas to provide for population growth and

expansion of public services.
5. May recommend zoning regulation controlling location and development of residential and

commercial areas.

6. Reviews official directives and correspondence to ascertain such data as changes prescribed in
agency programs, policies and procedures and new assignments or responsibilities delegated to
office.

7. Confers with department heads and reads staff reports and records to obtain data, such as status
on ongoing work or projects, cases and investigations pending, indications of probable

conclusions, and projected completion dates.
8. Serves as a board member of various community civic organizations, governmental groups and

quasi-governmental groups.
9. Informs supervisory personnel of changes of interpretations of laws, codes, programs, policies or

procedures.
10. Conducts staff meetings for dissemination of pertinent information,
11. Trains and evaluates performance of department heads and staff and reviews performance reports

prepared by staff.
12. Prepares reports on city activity for mayor and city council

QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The
requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION AND/OR EXPERIENCE:
Master’s degree (M.P.A. or M.B.A.) or equivalent; or four to ten years related experience and/or training; or

equivalent combination of education and experience.

LANGUAGE SKILLS:
Ability to read, analyze, and interpret very complex documents. Ability to respond effectively to the most sensitive

inquiries or complaints. Ability to write speeches and articles using original or innovative techniques or style.



Ability to make effective and persuasive speeches and presentations on controversial or complex topics to top
management, public groups and/or board of directors. Proficiency in the English language. Spanish preferred but not

required.

MATHEMATICAL SKILLS:
Ability to work with mathematical concepts such as probability and statistical inference, and fandamentals of plane
and solid geometry and trigonometry. Ability to apply concepts such as fractions, percentages, ratios, and

proportions to practical situations.
COMPUTER SKILLS:

To perform this job successfully, an individual should have knowledge of Database software; Development
software; Internet software; Spreadsheet software and Word Processing software.

REASONING ABILITY:;
Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive

variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete

variables.

PHYSICAL DEMANDS:
The physical demands described here are representative of those that must be met by an emplovee to successfully

perform the essential functions of this job. Reasonable accommodations may be made 1o enable individuals with
disabilities to perform the essential functions.

WORK ENVIRONMENT:

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

disabilities to perform the essential functions.

Review Date: Monday April 22, 2013 Paosition Start Date: Aug 01, 2013

How to Apply:
Applications may be downloaded from the city website at www.cityofwillcox.org, by e-mail request to
svanallen@willcoxcity.org or by mail: 101 8. Railroad Ave Ste. B, Willcox, AZ 85643. Completed

original applications must be received along with resume and letter of intent by 4:00 p.m. on Friday,
April 19, 2013. No facsimiles will be accepted.

About Willcox:
Willcox is located directly on Interstate 10, 80 miles east of Tucson, Arizona. Willcox, at an elevation of

4,167 feet, has mild year-around climate, relatively inexpensive land and housing, and pleasant rural
lifestyles. The city’s population is approximately 3,885 residents.

Willcox has an abundance of outdoor recreation such as hiking, biking, camping, golfing; bird watching
to beautiful sunsets. Historic downtown Willcox is home to the Rex Allen Museum, along with antique
shops, a theater, unique restaurants, specialty shops, wine tasting rooms, and great people. City Hall is
located inside a restored Union Pacific Railroad Depot.

Cochise County is unparalleled in historical, cultural, scenic and recreational features. From the rugged
Dos Cabezas Peaks and the Chiricahua Mountains to Cochise Stronghold in the Dragoon Mountains (part
of the Coronado National Forest), the dramatic changes in scenery and wildlife will both delight and
amaze all. These awe-inspiring mountains and mystifying deserts were once the homeland of the
Chiricahua Apache Indians and it is from the Indian Chief Cochise that the county gets its name.
Tombstone history is also connected to Willcox through the Earp family.

The City of Willcox is committed to the principle of equal employment opportunity and is committed to making employment decisions based on
merit. We are committed to complying with federal, State and local laws providing equal employment opportunities, as well as all laws related to

terms and conditions of employment



CITY OF WILLCOX
JOB OPENING
NOTICE

CITY MANAGER

The City of Willcox is seeking qualified
candidates for the position of City
Manager. Duties will include, but not
limited to management and direction of
the administration of city government in
accordance with policies set by city
council. Appoints department heads, and
supervises activities of all city
departments. Prepares annual budget,
and plans for future development. Keeps
supervisory personnel informed of changes
of laws, codes, programs, policies or
procedures. Serves as a board member of
various civic and governmental
organizations. Requires a Masters or
equivalent or 4 to 10 years related
experience and/or training.
Salary $75,000 to $95,000 negotiable
DOE.
For detailed job description and application
see our website www.cityofwillcox.org or
contact Human Resources at 520-384-
4271 ext 4204
Submit original City application, resume
and letter of intent by Friday April 19,
2013, 4:00PM.
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City Hall
101 5. Railroad Avenue
Willcox, AZ 85643
(520) 384-4271

Office of Human Resources

City Manager
The City of Willcox, is currently accepting applications for City Manager. This position is an exempt
position that reports to the Mayor and City Council.

This position manages and directs the administration of city government in accordance with policies
determined by city council, by performing the following duties personally or through subordinate managers.

Available at City Hall, 101 S. Railroad Avenue, Suite B or online at :

www.cityofwillcox.org
INQUIRIES: Phone 384-4271 ext. 4204

ESSENTIAL DUTIES AND RESPONSIBILITIES — See Job Description for Additional Requirements
1. Appoints department heads and staffs as provided by city code.
2. Supervises activities of departments performing functions such as collection and disbursement of
taxes, law enforcement, maintenance of public health, construction of public works, and purchase of

supplies and equipment
3. Prepares annual budget and submits to city council for approval.
4. Plans for future development of urban and non-urban areas to provide for population growth and

expansion of public services.
5. May recommend zoning regulation controlling location and development of residential and

commercial areas.

6. Reviews official directives and correspondence to ascertain such data as changes prescribed in agency
programs, policies and procedures and new assignments or responsibilities delegated to office.

7. Confers with department heads and reads staff reports and records to obtain data, such as status on
ongoing work or projects, cases and investigations pending, indications of probable conclusions, and

APPLICATIONS:

projected completion dates.
8. Serves as a board member of various community civic organizations, governmental groups and quasi-

governmental groups.
9. Informs supervisory personnel of changes of interpretations of laws, codes, programs, policies or

procedures.
10. Conducts staff meetings for dissemination of pertinent information.
11. Trains and evaluates performance of department heads and staff and reviews performance reports

prepared by staff.
12. Prepares reports on city activity for mayor and city council

Master’s degree (M.P.A. or M.B.A.) or equivalent; or four to ten years related

EDUCATION:
experience and/or training; or equivalent combination of education and
experience.

SALARY: $75,000-$95,000 DOE

POSTING DATE: March 12, 2013

CLOSING DATE: Friday, April 19, 2013 p.m.

City Application, Resume and Letter of Intent Required
AN EEO/AA/ADA EMPLOYER
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JOB DESCRIPTION

CITY OF WILLCOX
GENERAL GOVERNMENT
CITY MANAGER’S OFFICE
ISSUED: FLSA:E
SUPERSEDES: CODE:
GRADE:

JOB TITLE: CITY MANAGER

SUMMARY:

Manages and directs the administration of city government in accordance with policies determined by city
council, by performing the following duties personally or through subordinate managers.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

#~ Appoints department heads and staffs as provided by city code.

& Supervises activities of departments performing functions such as collection and disbursement of
taxes, law enforcement, maintenance of public health, construction of public works, and purchase

of supplies and equipment.
rd Prepares annual budget and submits to city council for approval.

rd Plans for future development of urban and non-urban areas to provide for population growth and
expansion of public services.

rd May recommend zoning regulation controlling location and development of residential and
commercial areas.

rd Reviews official directives and correspondence to ascertain such data as changes prescribed in
agency programs, policies and procedures and new assignments or responsibilities delegated to

office.

i Confers with department heads and reads staff reports and records to obtain data, such as status
on ongoing work or projects, cases and investigations pending, indications of probable

conclusions, and projected completion dates.

Vi Serves as ex-officio board member of Willcox Economic Development Group and Willcox
Chamber of Commerce and Agriculture.

4 Informs supervisory personnel of changes of interpretations of laws, codes, programs, policies or
procedures.



Conducts staff meetings for dissemination of pertinent information.

N\

Trains and evaluates performance of department heads and staff and reviews performance reports
prepared by staff.

&
od Prepares reports on city activity for mayor and city council.

r-4

SUPERVISORY RESPONSIBILITIES:

Manages 5 to 7 subordinate supervisors who supervise a total of 50 to 56 employees in the Public Safety

Department, Public Works and Services Department, Administrative, Information, and Community
Services Department and City Clerk. Is responsible for the overall direction, coordination, and evaluation

of these units. Also directly supervises 5 to 6 non-supervisory employees.

Carries out supervisory responsibilities in accordance with the organization’s policies and applicable
laws. Responsibilities include interviewing, hiring and training employees, planning, assigning and
directing work, appraising performance, rewarding and disciplining employees, addressing complaints

and resolving problems.

QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.
The requirements listed below are representative of the knowledge, skill, and/or ability required.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential

functions.

EDUCATION AND/OR EXPERIENCE:

Master’s degree (M.P.A. or M.B.A.) or equivalent; or four to ten years related experience and/or training;
or equivalent combination of education and experience.

LANGUAGE SKILLS:

Ability to read, analyze, and interpret the most complex documents. Ability to respond effectively to the
most sensitive inquiries or complaints. Ability to write speeches and articles using original or innovative
techniques or style. Ability to make effective and persuasive speeches and presentations on controversial

or complex topics to top management, public groups and/or board of directors.

MATHEMATICAL SKILLS:

Ability to work with mathematical concepts such as probability and statistical inference, and
fundamentals of plane and solid geometry and trigonometry. Ability to apply concepts such as fractions,

percentages, ratios, and proportions to practical situations.

REASONING ABILITY:

Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret
an extensive variety of technical instructions in mathematical or diagram form and deal with several

abstract and concrete variables.



COMPUTER SKILLS:

To perform this job successfully, an individual should have knowledge of Database software;
Development software; Internet software; Spreadsheet software and Word Processing software.

PHYSICAL DEMANDS:

The physical demands 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.

While performing the duties of this job, the employee is regularly required to talk or hear. The employee
frequently is required to stand and walk. The employee is occasionally required to sit; use hands to
finger, handle or feel objects, tools, or controls and reach with hands and arms,

The employee must regularly 1ift and/or move up to 10 pounds and occasionally lift and/or move up to 25
pounds. Specific vision abilities required by this job include close vision, peripheral vision and the ability

to adjust focus.

WORK ENVIRONMENT:

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

individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee occasionally works in outside weather conditions.

The noise level in the work environment is usually moderate.

This description is intended to indicate the kinds of duties and responsibilities which will be required of employees given this title, It shall not be construed as
determining what the specific dutics and responsibilities of any particular position shail be. It is not intended fo limit in any way the right of any supervisor to assign,
direct and control the work of employees under their supervision.
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