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0R017-002 *AsÂmended

AN ORDINANCE TO AUTHORIZE CITY CONTRACT 17OO6HRPS _

LIMITED SERVICES EMPLOYMENT - WITH INTEGRITY STAFFING
SOI,TITTONS. INC.

WHEREAS, pursuant to Section 2-308 and Section 8-200 of the City Charter,

City Council may, by Ordinance, authorize contracts for the supply of property or the rendering

of services for more than a period of one year, and

WHEREAS, the City publicly advertised the specihcations for City Contract

17006HRPS - Limited Services Employment ("the Contract") - in accordance with the

requirements of Section 8-200 of the City Charter, and subsequently awarded the Contract, a

copy of which, in substantial form, is attached hereto and incorporated by reference herein as

Exhibit "4," to Integrity Staff,rng Solutions, Inc. ("the Contractor"), the highest ranked proposer;

and

WIIEREAS, the primary purpose of the Contract is to obtain sufficient

temporary staff (as determined by the City) to perform tasks under abroad spectrum of categories

including, but not limited to, Administrative/Clerical, Technical, Professional, Labor,

Recreation, and Driver; and

WHEREAS, the initial term of the Contract is for a period of approximately five

(5) months beginning on or about February 1,2017, and ending on June 30.2017, withthe

possibility of three (3) one-year extensions thereafter, at the option of the City, provided that all

terms and conditions, including price, remain the same; and

WHEREAS, the estimated price of the Contract shall b"o€rr"ìvfiHion-One

{Iundre*4lrirtFSeven-Thousand-Þottars{Sltfffooo-oo¡ on an annual basis to be prorated

appropriately for periods of less than one year. The actual price of the Contract shall be

determined by the needs of the City and the approved budget for the applicable fiscal year; and

*Note Amendment: Delete amount and insert, One Million Six
Hundred Seventy One Thousand Four Hundred Eighty Three

w0088233. Dollars ($1 
' 
671 ,483 .00)
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WHEREAS, it is the recommendation of the Department of Human Resources that

the City enter iuto the Contract with the Contractor for a period of approximately five (5) months

beginning on or about February 1,2017, with the option to extend the Contract for three (3)

periods of one-year each thereafter.

THE COUNCIL OF THE CITY OF IVILMINGTON HEREBY ORDAINS:

SECTION 1. City Contract 17006HR.PS - Limited Services Employment -
between the City anC Integrity Staffing Solutions, lnc., a copy of which Contract, in substantial

form, is attached hereto as Exhibit "4," for a period of approximately five (5) months beginning

on or about February L,2017, and ending on June 30,2017, with the possibility of three (3)

one-year extensions thereafter, at the option of the City, provided that all terms and contlitions,

including the price, remain the same, at an estimated price ofo(}rr*-Million€ne*Iundre*iFtÉÉy-

Seræn4he*sanrd-IJellars-(StJgr00+.O0) on an annual basis to be prorated approprtately for

periods of less than one year, is hereby approved, and the Mayor, or his designee, and the City

Clerk are hereby authorized and directed to executc as many copies of the Contract, as well as all

additional undertakings related thereto, as may be necessary.

SECTION 2. This ordinance shall be effective upon its passage by.city

Council and approval of the Mayor.

*Note Ámendment:
Delete amounL and insert,
One Million Six Hunrlred Seventy
One Thousand Four Hundred Eighly
Three Dollars ($1,671,483.00i

First Reading . . . . .January 19, 2017
Seconcl Reading. ... January 19,2017
Third Reading . . . Èebru ary L6, ZOLT

Passed by City Council, Feb. 16, 2OI7
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Appro-ved as to þrm this
t {^duy or í c,v', J o,^nl zotl

fl J-icleL
First City Solicitor

Approved this Z7 f

20t7

Mayor

SYNOPSIS: This Ordinance authorizes City Contract 17006HRPS - Limited Services
Employment - between the City and Integrity Staffing Solutions, Inc., for a period of
approximately five (5) months beginning on or about February 1,2017, and ending on June 30,
2017, with the possibility of three (3), one-year extensions thereafter, at the option of the City,
provided that all terms and conditions, including the price, remain the same, at an estimated price
of OneìvfiHisnOneI{undred+hir+y.Swen:Fhous+n&Ðsllars{$*r13f;00€S+) on an armual basis
to be prorated appropriately for periods ofless than one year.

*Note Âmendment:
Delete amount and inserL, One Million Six Hundred Seventy One Thousand
Four Hundred Eighry Three Dollars (9i,671,493.00)

w0088233



Agenda #4318

IMPACT STATEMENT

This Ordinance authorizes City Contract 17006HRPS -- Limited Services Employment -- between
the City and Integrity Stafhng Solutions, Inc., for a period of approximately five (5) months
beginning on or about February I,2017, and ending on June 30,2017, with the possibility of th¡ee
(3) one-year extensions thereafter, at the option of the City, provided that all terms and conditions,
including the price, remain the same, at an estimated price of One Million One Hundred Thirty
Seven Thousand Dollars ($1,137,000.00) on an annual basis to be prorated appropriately for
nerinrls nf lecc fhan nne vezr
¡¿'^."*"-^^*^^"^.-J-*^.
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The Cily of Wilmington
will reteive sealed proposals
at the Div. of Procurement &

Records, 5th Fl.,
Louis L. Redding Bldg.,

800 French 5t., Witm., DE 19801 for:

17006HRPS - LIMITED SERVICES
EMPLOYMENT CONTRACT

Proposals are due on TUESDAY,
MAY 31, 2016, at the close of
business,5:00 p.m.

Scope of Services may be obtained
atthe above address.

PhilCeresini
Purchasing Agent ll
Department of Finance
Division of Procurement
and Records
5114,17-NJ

-01276558-01

1:-



ADDENDUM # 1

Contract 17006HRPS
Limited Service trmployment Contract

In response to questions and cornments that have been received

we offer the following responses, updates, clarifications. Note that
only questions thatwere determined to be relevanthave been

addressed.

Who received the last award for this current contract? - lntegrity Staffing

Solutions

What is the annual spend amount for the last contract? - FY16 Budget Sf .qful

ls it possible to receive the Employee Pay Rate, Bill Rate and Markup rate for the

current contract? - Requires a formal FOIA request

ls it a single year or multiple year award -lncluded in Overview

What is the annual budget for this contract? - FYl-7 Budget 5f .6Vt

How many temps do you currently have? - lncluded in RFP

Can you please provide the approximate spend for each job class covered by in

last contract? - lnformation not tracked in this manner, and as such is difficult to

calculate.
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Could you please provide more informat¡on what you required in response for
following sections?

a. Ability to staff a variety of positions to meet the City of Wilmington's
operational needs

b. The scope and diversity of workforce
c. Experience with staffing governmental entities
d. Experience length of time in business

e. Proximity to City limits

The aforementioned is the basís upon which the respondents will be
evaluated. Piease submit a respoRse that eompieteiy acicìr:esses the entity's
a bility/experience.

The successful vendor must address staffing for employees whoa re normally
scheduled to work less than 29 hours per week. Prepare a response that
addresses íf there a cost differential for employees who work 30 hours or more
per week.

r)

Does the City of Wilmington include LGBT owned as a minority status? This is

not relevant to the criteria by which the proposal will be rated.

There are 49 positions currently in temp status for bid; lntegrity has 48 of these
people currently working. Can you confirm? That is correct.

ls there a future forecast for added or decreased positions to come aváilable in
the future based on job families share in the RFP. We ant¡c¡pate the same
,L-fL l t I I r î .sr.dilrfrg, levers Ic¡r lne tof eseeaote [uture.

ln presenting our proposed service solution, would procurement like to see the
pricing (bill rates) and mark up based on the salary levels and wage ranges or by
position? Both

ALL OTHER PROVISIONS OF THIS SOLICITATION REMAIN THE
SAME.

Issued May 26,20!6 by the
Procurement and Records Division, Department of Finance

Louis L. Redding City County Building, 800 French Street
Wilmington, DE 19801
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REOIJBSTS FOR PROPOSALS

l. Proposals on City Contract 1700 EMPLO

will be received in the Division of Procurement and Records, 5 Floor, Louis L. Redding City/County Building,

800 French Street, Wilmington, Delaware, on TI]BSDAY. Y 31.2016. at the close ofbus iness.5:00 n.m

2. Proposals must be an original and four (4) copies, along with a PD

DVD, or Thumb Drive, sealed in an envelope, and the enVelope endorsed
_ LIMITED CE EMPLO CO

F electronic copy on either a CD,

"Proposal for City Contract
and addressed to the Department of

Finance, Division of Procurement and Records,

Street, Wilmington, Delaware.

Floor, Louis L. Redding City/County Building, 800 French

3. Any proposal may be withdrawn prior to the schedule time for opening of proposals or authorized

postponemenì thereof. Nã proposal may be withdrawn within sixty (60) calendar days after the actual opening

thereof.

4. The successful proposer will be required to have or obtain an appropriate business license from the

O.purt-*t of nin*"", R*ànue Division, City of Wilmington, in order to be awarded the contract. Before

obàining a City of Wilmington Business License, all applicants mùst show proof of a current State of Delaware

Business License.

5. The successful proposer will be required to withhold City of Wilmingfon 'Wage Tax from their

,'ptoy@aidtotheCityofWilmingtonpursuanttotheprovisionsoftheWilmington
Wage Tax Law. This law applies to people living and/or working in the City of Wilmington.

6. The U.S. Department of Commerce monitors Procurement transaction made to minority business

' enterprises by the City of Wilmington. The Minority Business Developments Agency's District Office reserves

the ríght to contact tíre successful minority proposer and/or subcontractor to confirm any participation in the

Procurement process.

7. The successful bidder certifìes that they are not listed on the Federal Govemmental, Excluded Parties

List System (uôryyióqlLggÐ. This will be verified by the City of Wilmington and if listed may be grounds for

rejection of the bid or proposal.

Award and Execution of Contract

A. Consideration of Froposals. Before awarding the contract, a proposer may be required to show

that he/she has the ability, experience, necessary equipment, experienced personnel, and

financial resources to successfully carry out the work required by the contract.

The right is reserved to reject any and/or all proposals, to waive technicalities, to advertise for

n"* pioporals, or to proceed to do the work otherwise, if in the judgement of the department the

best interest of the City will be promoted thereby.

B. Award of Contract. The award of the contract, if it be awarded, must be within sixfy (60)

calendar days after the opening of proposals to the qualifÏed proposer whose proposal complies

with all the requirements prescribed. The successfui bidder wiii be notified by letter mailed to

the address shown on his proposal that his proposal has been accepted and has been awarded the

contract.

8.

tB-r
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C. Cancellation of Äward. The City reserves the right to cancel the award of any contract at any

time before the execution of said contract by all parties without any liability against the City-

Any person doing business or seeking to do business with the Ciry shall abide by the following Global

Sullivan rincinles:

Support universal human rights and particularly, those of employees, the communities within

which you operate, and parties with whom you do business.

Promote equal opportunity for employees at all levels of the company with respect to issues such

as color, rãce, gènder, age, ethnicity, or religious beliefs, and operate without unacceptable

worker treatment such as the exploitation of children, physical punishment, female abuse,

involuntary servitude, or other forms of abuse.

Respect employee's voluntary freedom of association.

Compensate employees to enable them to meet at least their basic needs and provide the

opportunity to improve their skill and capability in order to raise their social and economic

opportunities.

provide a safe and healthy worþlace; protect human health and the environment; and promote

sustainable development.

Promote fair competition including respect for intellectual and other property rights, and not

offer, pay, or accept bribes.

Work with governments and communities in which you do'business to improve the quality of life

in those communities - their educational, cultural, economic, and social well-being - and seek to

provide training and opportunities for workers from disadvantaged backgrounds-

Þ-nmnra rhp annlicofi^. nf fhcce nrincinles hv those with whom vou do business.¡ ¡v¡lrvLv rrrv ql/lJ¡¡ve! r'-- -J

euestions must be submitted via email to Phil Ceresini, Purchasing Agent at pceresini@wilmingtonde'gov and

will not be accepted within I week of proposal due date.

A
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OVERVIEW

1) GENERAT scoPE OF SERVICES . .1,_ -,a) The services to be provided under this contract are to provide and administer an

unspecified number oi Vendor employees, as determined by the City of Wilmington, (the

Ciry) to perform tasks under a 
^bróad 

spectrum of job functions/families including:

supervisory, Administrative/clerical, Technical, Driver, Professional, Recreation, and

Labor. The employees may be assigned to various departments to assist and support

regular CitY emPloYees.

b) Payroll Transfer of City Employees

Ð City employ"", -áy be'refened to the Vendor for em¡iloyment purposes' The City

reserves the right to hire these employees prior to their services being made available

to other vendor clients.

ii) After ninety (90) days, the City reserves the. right to rehire any temporary employees

onto the p"VÀll t¡ui*." originally refened to the Vendor by the City'

2) DESCRIPTTON OF WORK
a) Work assignments will vary dependent. upon the needs of the various departments'

However, 
"u"h "*ployee 

wiíl be þrovided a role description, which will define the duties

and responsibilities oi tt 
" 

position(s) the employee will fill' Examples of areas of work

. and duties to be performed include, but are not limited to the following:

Ð Labor: skilleã and unskilled laborers, Delivery Assistant, Kitchen Stafl Messenger'

Refuse Worker, Refuse Assistant, Security Guard and Parking Regulation

Enforcement Offi cer, etc'

ii) Administrative/Clerióal: Office Assistant, Youth Counselor, Bilingual Case Manager,

Education Coordinator, Intern, Mail Room Assistant, Risk Management Assistant'

etc.

iii) Technical: Freelancer, production Assistant, Planning Assistant, Planning Specialist,

Lab Technician, etc.

iv) professional: Accountant, Consultant, Engineçr, Financial Analyst, Payroll Specialist,

PhotograPher, etc.

Ð Recreãtión: Recreation Specialist and Lifeguard

ni¡ Dri'tn".' All driver positions (CDL, heavy equipment operator' etc')

3) rrouRs OF WORK
a) working hours normally will start at 9:00 a.m' and end at 5:00 p'm' to meet the

operational needs of the City. User departments will communicate specific

needs to the Vendor; howevei, the Vendor will dictate and determine the hours

during which the vendor employee(s) wilt. provide his/her services'

Employees assigned to this schedule shall be paid for seven (7) hours per day

and will have 
"an 

unpaid lunch break of either Y, hour or one (1) hour

depending on the assignment. Employees shall be p.aid only for hours worked'

b) Overtime, weekend oiholiduy *ork -uy be required due to special events and

circumstances.
c) ôrn"r shifts may be necessary to support the operations of the respective

departmentr. Fíou., of work, shiftsand dates will be expiained to Vendor

employees prior to acceptance of any assignment'

d) The successful Vendor must supply the necessary staff for the requirements of

this contract. This also includes the necessary supervisors and/or dispatchers

CITY OF WILMINGTON
LIMITED SERVICES EMPLOYMENT CONTRACT #I TOO6HRPS
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to ensure attendance of their employees at the times requested by the City. A
decision-making supervisor for the successful bidder shall be made available 24

hours a day on weekdays and a telephone number shall be submitted with bid.

e) The successful Vendor must address staffing for employees who are normally

scheduled to work less than 29 hours per week.

4) INSURANCE
a) The following insurance, naming the Ciry as an additional insured, is required by the

Vendor providing the employment services:

General Liability
Bodily Iniury (including death) $ l,oo0,ooo
Þrnnprfr¡ rlqmqoe $1.000.000
Fidelitv Bond $500,000
'Workers' Compensation Statutory

b) The Vendor shall notiff the City of any changes in the organization's insurance coverage.

s) TNDEMNIFICATION OF THE CITY
a) The Vendor shall pay, indemniff, and hold harmless the City, its agent and employees

from all suits, actions, claims, denìands, damages, losses, expenses, and/or costs of every

kind and description to which the City may be subjected or put by reason of injury
(including dguth) to persons or property resuiting from the manner or method employed

by the vendôr, its agents and employees, or subcontractors, or from neglect or default of
the vendor, its agent and employees or subcontractors in the performance of this contract

or any part thereof or from, by, or on account of any act or omission of the v'endor, its

agents and employees, or subcontractors, and whether such suits, actions, claims,

demands, losses, expenses, and/or cost (including attorney's fees) against, suffered, or

sustained by the City, its agents and employees, or be against, suffered or sustained by

either corporations or persons to whom the City, it agents and employees, may become

liable therefore.

6)
.BASIS OF PAYMENT
a) The Cify will authorize and process for payment each invoice within thirty (30) days

after the date of receipt, provided all supporting documentation is included with the

invoices.

(7) BTLLING
a) Vendor shall be required to electronically submit all bills to the Finance

Department/Ac.counts Payable with the respective department's purchase order number

attached to each bill. Billing must include supporting documentation and timesheet(s)

signed by both employee and vendor manager when billing respective departments.

Billing problems/questions must be resolved directly with the ordering department.

8) TIME SIIEETS
a) Vendor shall be required to use the standard timesheet form or timesheets electronic

format as approved by the Finance Department. Additionally, Vendor shall be

responsible for producing multiple copies of the form to support the billing process.

CITY OF WILMINGTON
LIMITED SERVICES EMPLOYMENT CONTRACT #I TOO6HRPS
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CITY OF WILMINGTON
LIMITEDSERVICESEMPLOYME,NTCONTRACT#ITOO6HRPS

9) SKILLSIBACKGROUND VERIFICATION
a) vendor shall complete pre-employment physicals, drug screening, driver's license'

criminal and other'backgroun¿ ðt-rect<s on 
'ali 

applicants prior to referral for any City

position. Vendor shall alio complete background-checks in compliance with the Joseph R'

,Beau' Biden, III Child protectiôn Act for relevant employees- upol request of the city,

the vendor must furnish related test scores/resumes and proof of background check of

temporary personnel who are scheduled for interviews' The vendor is responsible to

assure orfy q"uiin"d p"rro*el are utilized, and that the background of personnel

employed warrants employment in any city facility' All performance appraisals will be

conducted bY the vendor.

b) Vendor shall comply with the city background check policy guidelines as outlined in

policy 201.2; Employee Background Reùew' Criminal backgrounds of all candidates

will be reviewed ås á pu.t of the process to determine suitability of positions' Criminal

backgrounds which reflect felony convictions in the past seven (7) years and for relevant

positions, misdemeanors involving substantiaæd cases of abuse and/or neglect that may

have led to the harm of a child/yoîh will be forwarded to the City for review as a part of

the selection Process-
c) vendor shall provide to afflrliates assigned to this contract a copy of the following city

policies; Uu.uis-"nt Free Work Envirãnment, Code of Ethics, and where applicable' the

Motor Vehicle PolicY.
d) vendor shall acknowledge that no aff,rliate shall be permitted to operate a city vehicle

that has not been provided a copy of the city Motor vehicle Policy (605'4)' No affrliate

i,1i;;;;iued to operate u ci'ty o*ned/rónted/or leased vehicle who has not supplied

the Cþ with a recËnt certifieã copy of their motor vehicle driving record and a

certifÌcate oi ,,r"""rrful completion or tlt" current state of Delaware Defensive Driving

Course.

10) TERMINATION Ai\D REPLACEMENT
a) In the event the vendor does not fulfill its obligations under the terms and

conditions of this contract, the contract can be cancelled by the City with thi(y

days written notice. Reasons for cancellation of this contract include but are not

limited to:
i)Excessivefailuretof,rllajoborderwithinspecifiedtimeframe.
ii) Failure to supply qualifieã personnel in accordance with role descriptions'

iii) Assignment of city referred temporary employees to another client prior to the

Ciryìnvoking its first rights of refusal' , : - - ---, ^-.^
b) The City reservãs the righì to terninate any limited service employee for any

reason, in which case, notification will be given to the vendor in advance' In the

event termination is the result of disciplinary action, no notice shall be given' The

Vendor shall replace the employee if requesied by the City within twenty-four (24)

hours of the start of business the day fóllowing the termination' if possible' The

Vendor shall have the right to discharge or reassign the vendor employee and shall

assume liability for all claims of.unemployment'

11) LAWS, RULBS, SA-FETY ÞnacrrcEs, ETC'

a) The vendor and its employees shall comply at all times with all applicable

Federal, State, and local stâtutes, laws, rules and regulations relative to the services

to be performád h".ein and shall further be subject to all rules, regulations' policies
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and practices which may be promulgated by the City while engaged in work for the

City. Vendor employees shall at all times comply with all rules, regulations and

instructions in effect or issued by City supervisory personnel while perfouling
work for the City and shall take all necessary precautions to prevent injury or

damage to persons or properry. The Vendor shall assume all liability for all

work-related injuriés and assume liability for all claims pertaining to workers'

compensation. The Vendor shall ensure that copies of vendor work rules are

explained and distributed to each employee, to include but not necessarily limited

to, attendance and grounds for immediate termination.

b) The Vendor shall comply with Substitute #l to Ordinance l3-031. This ordinance

requires that applications of City residents who unsuccessful in their pursuit of
City employment be forwarded to the temporary agencies servicing the City for

further ennpl oyment opportuniti es.

c) The Vendor shall comply with Ordinance 14-042. This ordinance establishes a

minimum wage of $10.10 per hour to be paid to'the workers in the performance of
any contract or subcontract with the City, and applies to all contracts for which

competitive bidding is required.

T2) LICENSES AND TAXES
a) The Vendor shall obtain all necessary licenses and permits in connection with

this contract, including but not limited to, a City business license from the City

Finance Department. The Vendor shall also withhold Cþ wage taxes, if
-r:¿- -----l^--^^^ :- ^^^^-J^-^^ .,,:+L +L-

approprlate, Irom Ine compensatloll ol ltò çurPruyçeö rrl ilveur.L¡.urwe wrrr¡ urv

city wage Tax Law.' Any positions which may require special

certifi cation/license, employees must have current certifìcation/license and shall

have the certification/license in their possession at all time.

13) NON-DTSCRIMINATION
a) In the performance of this contract, the Vendor shall not discriminate on

account of race, color, religion, national origin, sex, disability, sexual

orientation. The Vendor shall assume all liability for all claims of
discrimination regarding vendor employees.

b) The Vendor shall provide a contact number for general complaints or inquiries

regarding discrimination or reasonable accommodation request, to insure

compliance with EEOC and ADA federal guidelines.

14) TERM OF CONTRACT

a) The original terms of this contract shall be from l2:01 a.m. July 1,2016, or

as soon as possible thereafter through t l:59 p.m. June 30, 2017.

b) The City reserves the option to extend this contract for three additional one

(l) year terms, provided that all terms and conditions of this contract shall

remain the same and it is in the best interest of the City to do so.

c) The Ciry will give sixty (60) days advance written notice if the contract is to

be extended after the fìrst year. If no notice is issued, ¡t will be assumed

that this contract will end on the above ending date of the original term.

ls) AWARD

CITY OF WILMTNGTON
I-IMITED SERVICES EMPLOYMENT CONTRACT #I TOO6HRPS
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a) The City reserves the right to award to multiple vendors or to solicit

temporary employees outside of this contract.

CITY OF WILMINGTON
LIMITED SERVICES EMPLOYMENT CONTRACT #I TOO6HRPS



DEFINITIONS

CITY OF WILMINGTON
LIMITED SERVTCES EMPLOYMENT CONTRACT

This section contains definitions of the categories of employnÌent listed undcr Limitcd Service

Employment.

Appointed Service means and includes all executive and support stafllegally appointed to their

p.sttfu" p"*r-t to the City charter section 7-l0l and who serve at the pleasure of the

äppOinting officer, but does not include membcrs of boa¡ds or commissions.

Ct¡ssified Service means all regular positions within the City's merit based employment system

th"t3¡.. *bJ*f lr*terit systcm screening, regulation and law; excluding those positions

specifically excepted by City charter section 7-101.

Comoensafion means salaqy, wage, allowances and ail other forms of vaìuabie eonsideration

"r-.d 
by 

"r 
p"td to a City employee by reason of service in any position, but does not include

reimbu¡sable expcnses incurred as incidents to employment.

Limited sc¡vice emolovmg¡lt means all or any of the following employees, whose positions are

@,orelectedservice(s)anddonotapPearontheannua]position
allocation list.

Emergency emnloJee is defined as and includes all persons who in tirnes of public

emergency * ¿""1*.¿ by the Mayor arc ternporarily employed pursuant to authorization

by Cíty Council.

Non-etlocrted er&¡t cmplovce is defined as and includes all employecs whose positions

@tcd grant to the City, which funding shall, pursuant to the

terrns of the grant, expire afler a designated period of time.

Prr!:time emolovce is defined as ar¡d includes all employees who are hired to work less

ttrut t¡" full work schedule generally applicable to the position(s) which they are

assigned, which must bc no rnore than 35 hours per week.

provision¡l ¡ppoinfee is defined as and includes all employees temporarily employed to

f,tt náca"t positions tvithin the ctassified service until such time as an appropriate

eligibility [ist 
"un 

be cerlified by the Director of Human Resources and a regular

employee selection is made for the position-

Seasonrl employee means all employees whose employment is not permanent and is not

d"p*a"nt upon a condition of emergency or excessive work-load but is regularly

recurrenf in certain ofüces or departments because of particular duties and ftrnctions that

occur periodieally each fiscal year.

TemÞor¡ry emplovee is defined as and includes all persons employed for a specified,

ii*it"¿ perigd of tirne to address a work load withín the employing department that is too

great to be handled expeditiously by those employees whose positions a¡e included in the

annual position allocation list.



DEFINITIONS

Ferform¡nce Appr¡is¡l is defined as a systematic, assessment technique desigaed to measurc

@ffectiveness,identif.yactionsleadingtoimprovedperformanceand
"o.-*i*te 

a sJpervisor's rating of the employee's overall performance to the employee'

position means the cornbination of.current duties and responsibilities assigned to a single offrcial

óì.-p[y". in support of organizational goals a¡rd activities and pcrformed on either a regular or

limited basis.

position Altoc¡tion List means and includes those positions designated by the City Council in

ffidedfromtheCity'sarrnualbudget,andmayincIudepositionsinthe
elected, appointeél and classified services.

prob¡tiog¡rv period meÍrns a uial period during which an employee is required.to demonstrate

@his/herfitnesitopcrformthedutiesofthepositionforwhichhe/sheis
hired.

Resular Employçe is defined as an employee who: (l) is assigned to a position on tle position

]j6*rt"" litt 
""d 

(2) works a 4o-hour o.p¡iç 1+cek, except inthose positions for whi-ch a special

or flat rate of pay coristitutcs full rcmtmer¿tion of all services rcndcred regardless of number of

hours worked ard (3) has cornpletcdthe probationary pcdd'

Roþ Dcscriotion mealrs a forrnal record of üw Pgrpo-r":*jnimum qualificafions, required

certifications/licenses, cssential firnctions, salary level, duties and responsibilities of a position'

Srlarv Level is a numeric designation assigned to a role description which indicates the

;".rp."dtng wage range in which an employee in that position may bc paid

W¡ee R¡nse is the minimum to maximum range of dollar amounts in which a particular salary

level may be compensated.

CITY OF WILMINGTON
LIMITED SERVICES EMPLOYMENT CONTR.A.CT
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TEM PORARY STAFFI N G CONTRACT

SELECTION CRITERIA

Ability to staff a variety of positions to meet the City of Wilmington's operational needs.

The scope and diversity of workforce

Experience with staffing governmental entities

Experience/length of time in business

Proximity to City limits

Price

IV

V.

VI



CITYoFWILMINGToNLIMITEDSERVICEEMPLoYEES

PARKS&RECREATION-R ECREATION

FINANCE - EARNED INCOME TAX

- PARKING ENFORCEMENTFINANCE

FINANCE - UTILITY BILL¡NG

RESOUflCES

UELIC WORKS - SANITATION

AG€MENTMANPERTYWORKS PROt_tc

mN

ITFTFDMHþIN



CURRENT AGENCY LIMITED SERVICE EMPLOYEES

PARKS & RECREATION

AUDITOR'S OFFICE

FI NANCE - ADMINSTRATION

FINANCE - DELINQUENT ACCOUNTS

MAYOR,S OFFICE - INFORMATION TECHNOLOGY

REAL ESTATE & HOUSING

LICENSES & INSPECTIONS

UBLIC WORKS - WATER SYSTEMS

PUBLIC WORKS - ADMINISTRATION

PUBLIC WORKS - WATER QUALITY



Leve

CITY OF WILMINGTON
CONTRACT EMPLOYEES

SALARY LEVELS AND WAGE RANGES

Waoe Ranoe
1

2
3

4
5
6
7
I
I
10
11

12

$10.10-$11.00
$11.01-$12.00
$12.01-$15.00
$15.01-$18.00
$18.01-$21.00
$21.01-$24.00
$24.01-fi27.0o
$27.01-$30.00
$30.01-$33.00
$33.01-$36.00
$36.01-$39.00
$39.01-$42.0o

Effective: 711116
Revised: 4111116



Aquã¡iõTõôñlriãiõa--
Contfact EmPfoYee Job TltleLevel DepUDiv

3
ã'
6

Functlon/Fam¡ly

7
B

1 P&Rr'Y&F
P&R/ÍEF4
P&RffEF1

P&R/Y&l-
P&R/Y&l-3

.lll

:$14

nt
-511-

1

IV

Pófessional

Driver

Labor
Professional

Drivel
P&R/YãF

2 P&R¡f&l-
P.&R/Y&f-3

10Professiqlìal
4Technical
4
1-- -

PI'R]YüF-
Frñ--*-'--

Professîonal
Þroîeõäional- 

-'
3 _G¡ty Gounc¡l

1
- $11
--$ì-t---

010.10
$äa-Multlple2

Adm¡n istral¡ve/ulencal
Ãd-m'iñËmT¡G-/õËñcai-

Comments

drivers onlY

Kitchen Staff I

lritern ll
lntcfn lll

ñÌãmT--

3
I P&ÞUYül-

2 P&R.¡feF
P&RTYüts3

u{ttprc
uiltÞþ

MUR¡¡tb
FlfRlËËf-
PrFmæ--

1

n¡æanon -
ÃA-iììniõG-atii/e7õ-þi¡õãl

Labor
Labor

Rec¡eation

1 $10.10-$_11--._
$12.01 -$15P&RffûF

Labor'
Subiffisorv 

*'
3

MunFla-AOmln¡súallverulef lual
¡15.01 - $184

15
dffice Aisistant lV
Photographer3 MUProfesslonal

6 Plann¡ngTeclnÍcal
Planning7Technhal
PlannlngTechnical

Technical
Sup"ry¡sgf..-
Labor
Technical
FroGss¡õäã---'*-

$18.01 - $21

P&K/Y&r-
P&h/Y&F---
ÞsffieF -"

15$12.01 -

22

ram
ram

Sup€rv¡sory
sr5.01 - $184

p.[.l?rpFc
ram

P&R/REC
P-&RiRËE--..-

I

2-"--
3

P&RfTEFLä6ó7---- -

FrR-'---

10.1

$11
- $18

rlcal

nt Assistant

or lll
or

rical

-$1

s1 ìo-$fi- '

NOTE: Advance wr¡Íten justil¡cat¡on and approvat by the HR D¡rector required fot placement of ALL employees 'tfo 
Leve', 3

iob litles
4 /11 /2Ot6

and grcater



Wage RangeJob TltleContractFunction/FamllY DepUDiv.

s
s2î--

î.0ï; S=i2-PLR/y&T -

Level

2

NoTE: Advance writlon just¡f.catlon and approva! by the HR Dlrector requlred Íor placømenl of ALL employoes into Level 3 and grøater

foh tÍdcs
4 / t't /2016



City of Wilmington

Job Title: Aquatic Coordinator

Job Family: Superuísory

Department: Parks and Recreation

Salary Level(s): 4

Revision Date: June 2OL0

Division: Recreation

Department of Human Resources

Limited Service Employee Role Ðescription

Description of Occupational Work
The purpose of the Aquatic Coordinator position is to oversee and ensure the effective operation of the

City aquatic facilities, supervise the pool staff and ensure the safety and welfarP of all patrons of the

City's aq uatic facil ities.

This joh tltle ¡ncorporotes Solary Level ¿. Wn¡ì" leve! 1 is designoted for new employees, deportments ore not precluded from

hiring new employees ot level 2. Employees moy be promoted to a hlgher leve! ln occÒrdonce with mìnlmum quolificotions,

p:romotionol stondards ond a depdrtment's operqtîono! needs. Quoltficotions must be documented ond depørtments must

receive.prlor opprovo! by the Dlrector of Humon Resources for plocement of employees into Sølory Level 3 or obove.

Essential Functions
Supervises pool staff. Assigns and coordinates work schedules of pool staff. Recommends and enforces

discípline as appropriate for pool staff.

Oversees the operation of City poot facilitíes ensuring adherence to City policies and procedures and

state and local health and safety laws and regulations. Addresses and resolves issues with the publíc and

any pool-related problems. Responsible for the sanitation of pool facilities.

Responsible for pool operations and public safety'

Oversees daily operations and fiscal transactions, keeps records, writes clear reports

May be required to act as a backup and perform allthe essentialfunctions of a Lifeguard l, Lifeguard ll,

Assistant Pool Manage r andf or Èool Manager.

Accurately performs job functions within established time frames and completes assignments/duties

within established deadlínes.

Consistently projects a competent, professional image on behalf of the City. Promotes an ongoing

att¡tude of dedication to excellent public service and ensures that external and internal customers are

provided with the highest quality of service. Communicates courteously and effectively with d¡verse

populations.

Establishes and maintains effective working relationships-

\



Demonstrates reliable and punctual attendance'

Ess.entio! functions are fundomento!, core functîons common to oll solory Levels wíthin this iob title ond ore not intended to be

on exhoustive list of alt iob functions for ony one solory Level' As such the functions listed below moy vary and moy include

odditionot funct¡ons snd iob duties as required ond ossigned by the deportment'

Levels of Work

Aquatic Coordinator

Knowledg e,skilts and AbíIíries

Must be at least 27 vears old and have 5+ vears experience in swimming instruction or

as a lifeguar d. A Bochelor's deqree with coursework in business, physical education,

sciences or education is requíred.(Alternate combinations of training and experience

may be accepted at the díscretion of the department')

Must have valid American Red Cross certifications, Lifeguard Training/First Aid and

CPR/AED for Lifeguards'

'Çomprehensíveknowledgeofmethods,techniquesandpracticesusedinpool
. operation, emergencY response procedures and pool maintenance' comprehensive

knowledge of rules and regulations pertaining to pool and locker room facilities'

como re h e n s iv e knowled ge of poo I sa nitatio n req ui reme nts a nd p ractices'

Ab¡l¡ty to organize, conduct and partícipate in various swimming activities' Must have

physical ability to swim, dive, conduct swimming ¡nstruct¡on, participate in water games'

makewaterrescues,andperformfirstaídandCPRasneeded.

Ability to address and resolve issues concerning the public, pool-related problems and

sanitarY concerns.

' Abil¡ty to operate specific pool equipment and machinery'

Abílitytokeepaccuraterecordsandwritedetailedreports'

AbÍlity to give clear instructions. Ability to successfully communicate to adults and

' children and enforce pool rules and reguiations with tact and diplomacy. Ability to work

with a diverse PoPulation'

Ability to provide transportaticn and trave! locally to complete work assignments.

Ability to work outdoors and in the water for extended periods of time'

7



City of Wilmington

Job Title: Assistant Pool Manager

Job Family: Supervisory

Department: Parks and Recreation

Salary Level(s): 2

Revision Date: June 2010

Divisiôn: Recreation

Department of Human Resour.ces

Limited Service Employee ltole Description

Description of OccuPational Wonk
The purpose oi the Assistant Pool Manager position is to pt'ovide for the supervision and ensure the

safety and welfare of all adult and youth patrons of the City's aquatic facilities-

This job t¡tle incorporates Solary Leve! 2, While tevet l ls designated for new employees, deportments ore not precluded from

htr¡ng new employees at level 2. Employees moy be promoted to o higher leve! in accordance w¡th mînimum qudliÍicotlons,

promotionol stdndards ond o deportment's operotlonal needs, Quolificotîons must be documented ond depdrtments must

receíve prior opprova! by the Director of Humdn ßesources for plocement of employees into Salary Level 3 or obove'

Focanfinl Errn¡-fìnncLùJV¡lL¡4r ¡ q¡^er¡vr¡s

Observes lifeguard staff, adult and youth patrons of Clty pool Êacllities cnsuring the¡r behavior ¡s

consistent with City policíes and procedures and state and local health and safety laws and regulations'

Addresses and resolves issues with the public. pool-related problems and sanitation'

Maintains order and organization and enfofCeS aquãtic policies and procedures'

Responsible for pool operations and public safety in the absence of the Pool Manager'

Conducts water rescue tra¡n¡ng and various drills to evaluate and ensure the emergency readiness of the

lífeguard staff.

Ensures lifeguard staff is att¡red in proper uniform and positioned appropriately while on duty' Ensures

lífeguard staff adequately scans the pool and is appropriately alert to facility patrons'

Routinely inspects pool facility (including equipment and supplies) and reports safety concerns,

violations of rules and regulations, repairs needed to pool andf or locker room facilities, operational

issues, etc. io Pool Manager

Creates reports and maintains records as required. Completes incident and accident reports.

Recommends changes in standard procedures to the Pool Manager. Tests pool water at specifíed

intervals and records the readings on daily log sheet-

1



I .'.
Attends all scheduled aquatic training and meetings'

May be required to act as a backup and perform the essential functions of a Lifeguard I or Lifeguard ll'

Accurately performs job functions within established time frames and completes assignments/duties

within established deadlines.

consistently projects a competent, professional image on behalf of the city' Promotes an ongoing

attitude of dedication to excellent public service and ensures that external and internal customers are

provided w¡th the highest quality of service. communicates courteously and effectively with diverse

populations.

Establishes and maintains effective working relationships. -

Dernonstrates reliabte and punctual attendance'

Essential functions ore fundamental, core functìons common to oll iolary Levels within th¡s iob title ond ore not Intended to be

on exhoustîve list of alt iob functions for any one solory Level- As such the functions listed below may vary ond may include

odditionol functíons ond iob duties os requíred ond ossigned by the deportñent'

Levels of Work

Assistant Pool Manager

Knowledge, Skills dnd AbilÍties

Must be at least 17 veors old and a have a minimum of 2 vears experience in swimming

instructionorasalifeguard.(Alternatecombinationsoftrainingandexperiencemaybe
accepted at the discretion of the department')

MusthavevalidAmericanRedCrossCertifications,LífeguardTraining/FirstAidand

CPR/AED for Lifeguards'

6ood knowledge of methods, techniques and practices used in pool operation,

emergency response procedures and basic pool maintenance' Good knowledge of rules

and regulations pertaining to pool and locker room facilities'

Ability to organize, conduct and participate in various swimmíng actív¡t¡es' Must have

physical ability to swìm, dive, conduct swimming instruction, participate in water games'

make water rescues, and perform first aid and CPR as needed'

Ability to address and resolve issues concerning the public, minor pool-related problems

and sanitarY concerns'

Ability to operate specific pool equipment and machinery'

Abilitytorefrainfromunnecessaryconversationwithpatronswhileonduty.

Ability to keep accurate records and write detailed reports'

2



Ab¡lity to give clear instructíons. Ability to successfully communicate to adults and

children and enforce pool rules and regulations. Ability to work with a diverse

population.

Ability to travel locally to complete work assignments.

Ability to work outdoors and in the water for extended periods of tíme.

3



City of Wilmington

Job Title: Assistant Program Director SdlaryLevel(s):3-4

Revision Date: MaY 2010

Division: MultiPle
Job tamilY: SuPervisory

Department: Parks and Recreation

Department of Humon Resources

Limited Service Employee Role'Description

Description of OccuPational Work
The purpose of the Ass¡Stant Prograrn Director is to plan, organize, lead' direct and oversee Department

of Parks and Recreation program-specific activities and/or operations and enforce City rules and

regulations-

This job title ¡ncorporotes salory Level{s) 3 through 4 only. while leve! 7 is designated for new employees, dewrtments ore not'

precluded from híring new employees ot level2. Employ:ees moy be promoted to o h¡gher level in accordonce w¡th mlnimuni

qualificotions, promotiona! støndords ìind o deportmen(s operotionol needs' Quo!ifications must be doeumented and

depdrtments must receive pr¡or approwt hy the Dírector of Humon Resources for plocement of employees Into solory Level 3 or

above.

Essential Functions
Assists the Program Director in the supervision of child and adult food program(s)' Ensures site safety'

sanitation, records maintenance and operations are in compliance with Cíty' State and Federal

applicable requirements. Supervises adult and youth food program staff' Keeps accurate records

accounting for all delivered meals. Responsible for assuring overall program compliance' ldentifies'

addresses and corrects compliance exceptions. Reconciles any record-related discrepancies (i'e' meal

counts, etc.) prepares menus and other information for bid package(s)' (Pertoins to Assistont Proarom

performs adminístrative and clerical duties related to supervísion of youths and adults' Assists inthe

direction of program's financial goals, objectíves and management of progratrt budget' Assists in thc

development and implementat¡on of effective reporting systems'

Supervises the activities of youth and/or adult employees and participants in department-sponsored

community programs (such as food program(s), before and after school programs' summer Youth

program, Saturday Enrichment Program, summer camp(s), etc-). Plans, organizes, leads, dlrects' teaches

and oversees program operation and associated actívities'

Maíntains accurate records, comprehensive files and preparet tí"o¡. written reports'

May perform all the Essential Functíons of a Driver- (See role description for Driver')

1



May conduct and/or assist with training and employee orientation as needed.

Accurately performs job functions within established time frames and completes assignments/duties

withín established deadlines. Consistently and accurately follows complex verbal or written directions.

Complies with and enforces applicable standards, rules and regulations as established by the

Department of Parks and Recreation and state and federal governments.

Consistently projects a competent, professional image on behalf of the City. Promotes an ongoíng

att¡tude of dedication to excellent pubtic service and ensures that external and internal customers are

provided with the highest qualíty of servíce. Communicates courteously and effectively with diverse

populations.

Establishes and maintains effective working relationships.

Demonstrates reliable and punctual attendance.

Work setting may vary from indoor to outdoor locations dependíng upon specifíc assignment. Must

have ability to work in setting appropriate to assigned position.

Essentíol functîons ore fundomentol, core functlons common to all \olary Lcvels within this iob title ond ore not intended to'be

on exhaustive list of all job functíons for ony one Salary Level. As such the functions listed below moy vøry ond may include

odditiono! functìons and joh dutîes os requlred and øssìgned by the deportment.

f atrolc ^f lrtln¡'lzùLVL¡J U¡ tt Vt¡l

Assistant Program Director III

Kn owtr ed g e, SkÍlls an d Aþ ilí tíe s
,¡---- L-.,- ^ tt:-L --L^^t 'tr^t^ñd an¡l ? rn /l ¡tonrc ovnorianra

IMUSI 0e Ot leos( lö vear, 0, uqc. lt(,vu d trrt't,t rLrtwvt utptv"tv urrv-:¿--!ll--l-r::a=

in relevant area related to supervisory assignment. Prevíous supervisory exper¡ence

required.

Thorouqh knowledqe in the application of food service principles, practices, processes,

techniques and methods governing food distribution.and program administration

actívities. Thorouqh knowledge of Food Program(s) requirements and guidelines. Abilíty

to handle and maintain control of groups of adults and/or children during mealtime'

lPertoins to ci<f nnt Proorom Directors to Youth ond Fomilie Division Food

tt*t ?ttJt)
Thorouoh knowledge of recreational supervision and the rules and regulations

governing competítive athletic games, recreational activities, sports or other functional

area specific to ass¡gnment.

Thorouqhknowledge of applicable city, state and federal rules and regulations

pertaining to program assignment.

Abílity to organize and instruct a varietyof recreational and social activ¡ties-

2



Ability to adhere to program standards and objectives outlined by supervisor(s)'

Ability to communicate, demonstrate, teach and assist employees and/or part¡cipants in

carrying out job tasks or learned skills'

Knowledge, skills and abilities of a Driver may be required' (See role description for

Driver.)

AbilitY to work outdoors'

Assistant Program Director IV

Knowledge, Skills and Abilitíes

Mustbe ot teost 78 veors of have a Hiqh school dîplomo and SÚlÊgIu¿xperience in

relevant area related to supervisory assignmenl. Amínimum of 2 Vears of previous

supervisoryexperienceandamînimumofTveorpreviousworkexperienceassignedto

specific department program are requíred'

Comprehensive knowledqe in the applicatio

ing food distribution and Program
þ rocesses, techniques and methods govern

of Food Program(s) requirements
admin istration activities. Compreþensive knowledge

and guidelines. Abitity to handle and maintain contro I ofgroups of adults and/or

children during mealtime.

Comprehe[lsiveknowledgeofrecreationalsupervisionandtherulesandregulations
governing compet¡t¡ve athletic games, recreational activities, sports or other functional

area specific to assignment.

^f rnntirahle citv- state and federal rules and regulations
Thorouqh knowledge of applìcable City' state and leoeral rules arr

pertaining to program assígnment'

Abílitytoorganizeandinstructavarietyofrecreationalandsocialactivities.

Ability to adherc to program stanclarrls and objectives outlined by supervisor(s)'

Ability to communicate, demo nstrate,

carrying out job tasks or learned skills'

teach and ass¡st employees and/or part¡c¡pants in

Knowledge, skills and abilities of a Driver may be requireci' (see role description for

Driver .)

Ability to work outdoors-

n of food service principles, practices,

3



City of Wilmington

Job Títle: Civilían Cold Case/DNA Forensic

Coordinator

Job Family: Professional

nÃh^4H^h+. Dali¡a
UÉPOI l¡l¡sltl. l vl¡vç

Salary Level(s): 8

Revision Date: APrii 201-1

Division:

Department of Human Resources

Limited Service Employee Role Description

Description of OccuPational Work
The Civilian Cold Case/DNA Forensic Coordinator is a grant-funded position responsible for reviewing

the existing DNA evidence that is currently stored within the Wilmington Police Department (WPD)

facility in an effort to solve cold cases.

This þb title incorporates Solary Leve! 8. White tevet 7 is deslgnoted for new employees, deportments ore not precluded from

h¡rlng new employees ot level 2. Employees moy be promoted to o higher level in occordønce wîth minímum guoliJìcations,

promotional stondords ond o departmen(s operotiona! needs. Qualtficotíons must be documented ond deportments must

receive prior opprovol hy the Dírector of Humon Resources for placement of employees into Solory Level 3 or obove'

Essential Functions
Researches evidence of crimes such as homicide, sexual assault, robbery, kidnapping and other violent

crimes to cletermine the availability of DNA evidence. compíles and coordinates the appropriate requqst

for DNA anaiysis anci iorwarcis ihe evide¡ice to a certified DIJA lab fcr testing'

Responsible for maintaining a computer database of all reviewed cases for the purpose of determining

what caSes were reviewed, what cases were Sent to the lab for analysis, individual case status and chain

of evidence protocol. '

Responsible for maÍntaining a database of exísting cold case homicides. C'onducts a detailed case

summary of every WpD cold case homicide. The summary will be used as a knowledge base for reviews

by a Cold Case Unit that. is comprised of WPD investigators, and volunteer retired officers that will serve

as revíewers.

Accurately performs job functions within established time frames and completes assignments/duties

withín established deadlines.

Consístently projects a competent, professional image on behalf of the City' Promotes an ongoing

attitude of dedication to excellent public servíce and ensures that external and internal customers are

provided with the highest quality of service. Communicates courteously and effectively with diverse

populations.

1



Establishes and maintains effective working relationships'

Demonstrates reliable and punctual atte ndance'

Essentio! functions are fundømentol, core functions common to ol! salary Levels within this iob title and ore not intended to be

an exhaustive list of oll job functions for any one solory Level. As such the Junctíons listed below may vory and moy include

odditiona! functions ond iob-duties os required ond ossigned by the department'

Levels of Work

Civilian Cold Case/DNA Forensic Coordinator VIII

Knowledg e,.9kills and Abilities

Retired Wilmington law enforcement officer with extensive experience in criminal

investigations related to homicide, sexual assault and aggravated assault cases with a

major emphasis on trial experieóce and working knowledge of crime scene

investigatÎons and scientific technology associated with DNA and forensíc databases

including, but not limited to, CODIS, AFIS and lBlS'

Ability to work both in a standard office environment and outdoors as needed.

nbility to work efficiently and productively with littie to no supervision' Must be self-

motivated and disciPlined.

7



City of Wilmington

Job Title: Consultant V-Vlll

Job Family: Professíonal

Department: Multiple

Salary Level(s): 5-8

Revision Date: MaY 2010

Division: Multiple

Department of Human Resources

Limited Service Employee Role Description

Description of Occupational Work
The purpose of the consultant is to assíst the city by providing expert services and specialist skills in a

specialized subject area such as business strateg% business structure, marketing, financial and

- management controls, human resources, risk management. information technologç operations,

vendor/supply-chain management, project managemen! etc. Consultant services arrangements return a

pre-determined, measurable result and/or a deliver¿ble to the City in exchange for monetary

compensation.

This job t¡t¡e ¡ncorporaies Soìory Levels 5 througìi 8. li'hlte ievei 7 ís designoted fct new employees, deportments ue not

precluded from hírìng new emþloyees at leve! 2, Employees moy be promoted to a hlgher lcve! ìn occordance w¡th mínimum

qualificotíons, promot¡ono! stondords ond o deportmen(s operotíonol needs. QuolíficotÌons must be documented ond

departments must recelve prior approvol by the Dírector of Humdn ResouÍces for placement of employees ¡nto Salory Level 3 or

obove,

.. t n L!-Essenirai luncüo¡ls
Using knowledge of a specialized, professional fíeld, provides objectíve expertise, performs service(s),

improves business performance and completes project assignments.

performs services with goal of creating value, maximizíng growth and/or effíciency and improving the

business performance of the assigned department, division or project.

ldentifies issue(s) or probtem(s), performs research, analyzes data, formulates recommendations for

solution(s), identifies necessary resources, reports findings and recommendations, provides guidance

and may ímplement or assist in the implementation of solution(s)'

Accui-ately performs job functíons lvithin established time frames and completes assignments/duties

within established deadlines.

Consistently projects a competent, professíonal ímage on behalf of the City. Promotes an ongoing

attitude of dedication to excellent public service and ensures that external and internal customers are

provided with the highest qualíty of service. Communicates courteously and effectively with diverse

populations

1



Establishes and maintains effective working relationships.

Demonstrates reliable and punctual attendance'

Essentiol|unctionsorefundomentol,corefunctionscommontoollsoloryLevelswithinthí|jobt¡tteondørcnot¡ntendedtobe
anexhoustivelßtofoltJobfunctionsforonyoneSoloryLeve!.AssuchtheÍunc\'ionslistedbetowmoyvaryøndmayinclude

odditionol functions ond iob dut¡es os requircd and ossîgned by the deportment'

Levels of Work

Consultant V

Knowledg e,SkilIs and AbiI ities

GraduatiJn from an accredited college or university with Bochelor'sDggtee in Business

ool,n,rorrrion, Finance, Accounting, Engineering, computer science or other field of

specialization. Master,s Degree or PhD preferred. Must have 3 -5 vears of industry

experience in sPecialized field'

Comprehensíveknowledgeoffíeldofspecialization.Mustpossësscurrentandvalid

|.,.**',.*-'fuations,etc.asisusualand.customaryforthef¡eldofspecialization.

Abilitytoworkbothinastandardofficeenvironmentan.doutdoorsasneeded.

Ab¡l¡ty to work efficiently and productively with l¡ttle to no supervision' Must be self-

motlvated and disciPlined'

outstanding oral and written communication abilities, anal¡ical skills' judgment' time-

management skills and creative ability'

ConsultantVl

'Knowledge, Skílls and Abílitíes

Graduatíon from an accredlted college or university with Bachelor's Deqree in Business

Administration,Finance,Accounting'Engineering'ComputerScienceorotherfieldof
specíalization. Maste/s Degree or PhD preferred. Must have 5-7 vears of industry

experience in sPecialized field'

Previous supervisory experience preferred'

comprehensive knowledge of field of specialization. Must possess current and valid

licenses, certif¡cations, etc. as is usual and customary forthe field of specialization'

Abilitytoworkbothinastandardofficeenvironmentandoutdoorsasneeded.

Abilitytoworkefficientlyandproductivelywithlittletonosupervision.Mustbeself-
motivated and disciPlined'



Consultant VII

Consultant VIItr

Outstanding oral and written communication abilities, analytical skills, judgment, time-

management skills and creative ability.

Knowledge, Skills and Abilities
Graduation from an accredited college or universíty wilh Bochelor's Deqreq in Business

Admínistration, Finance, Accounting, Engineering, Computer Science or other field of

specialization. Maste/s Degree or PhD preferred. Must have 8-70 Vears of industry

experience in specialized field.

Previous supervisory experience preferred -

Comprehensive knowledge of field of specialization. Must possess current and valid

licenses, certifications, etc. as is usual and customary for the field of specialízation.

Ability to work both in a standard office environment and outdoors as needed.

Ability to work efficiently and productívely with little to no supervision- Must be self-

motivated and disciPlined.

Outstanding oral and written communication abilities, analytical skills, judgment, time-

mânâspment skill-c and creative ability.¡ ¡ ¡q..sbe. r. e.,

Knowledge, Skills and Abilities
Graduation from an accredited college or university with Bochelor's Deqree in Business

ACjm¡n¡stration, Finance, AÇcor.jiìt¡ng, Engineei'ing, Computei'Scicncc or cther fie!d of

specialízation. Master's Degree or PhD required. Must have 77+ veors of industry

experience in specialized field.

Previous supervisory experience requi red.

Comprehensíve knowledge of field of specializatíon. Must possess current and valid

licenses, cert¡ficat¡ons, etc. as is usual and customary for the field of specialization.

Abiìity to work both in a standard office environn'¡ent and outdoors as needed'

Ability to work efficiently and productively wíth líttle to no supervision. Must be self-

motívated and dísciPlined'

Outstanding oral and written communication abilíties, analytical skílls, judgment, time-

management skills and creative ability.
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City of Wilmington
Department of Human Resources

Limited Service Employee Role Description

Description of OccuPational Work
ThepurposeoftheDeliveryAssistantpositionistoensurethatboxesofpackagedfoodaredeliveredto

multiple sites within an assigned time schedulq in support of child and adult food programs'

This job t¡tle incorporotes solory Leve! 7 only. while level 7 ís designated for new employees' deportments ore not precluded

fromhiringnewemployeesotlevel2'Employeesmoybepromoted::"|':ou::::'*Iinoccordancewithminîmumguoliicot¡oní'
promotional standords ond ø deportment's operotlono! nteeds' 

luoltÍicottonl 
müst be documented ønd deportments must

receive prior opprovø! by the Direclor of Humon ßesources foi plocement,of employees ¡nto Sol,øry Level 3 or obove'

Essential Functions
Loads delivery vehicle with boxes of portioned, packaged food' Delivers boxes of packaged food from

delivèry vehícle to s¡te in a safe, timely, efficient manner'

communicates with Food Program office staff daily. submits trubk slips and other paperwork as required

to Food Program office.

Accurately performs job functions within established tíme frames and completes assignments/duties

withín established deadlines. consistently and accurately follows simple verbal or written directions'

complies with and enforces applicable standards, rules and regulations as established by the

DepartmentofParksandRecreationandstateandfederalgovernments.

consistently ¡rrojects a competent, professional image on behalf of the city' Promotes an ongoing

attitude of dedication to excellent publíc service and ensures that dxternal and internal customers are

providedwiththehighestqualityofservice.Communicatescourteouslyandeffectivelywithdiverse
populations

Esta blishes and maintains effective working relationships

Demonstrates reliable and punctual attendance-

Essentiol Junctions ore fundomento!, core functions common to oll,Solary Levels within tllis job t¡t.e ond ore not intended to be

onexhoustivetistot'otl iobJunct¡onsforonyoneSoloryLevel' 
Asìuchthefunctionslistedbelowmoyvoryondmoyinclude

odditionolfunctions ond.¡ob duties os required ond ossigned by the deportment'

1

Job Title: Delivery Assistant

Job FarnilY: Labor

Department: Parks and Recreation

Salary s): 1

Revision Date: APril 2010

Division: Youth and Families



Levels of Work

Delivery Assistant

Knowledge, Skills and Abílities
Hiqh scho-ol diplomo or GED and ability to read.

Good knowledge of City geography.

Abílity to lift and carry up to 50 lbs.

Ability to operate a two-way radio.

Abiiity to work outcioors.
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City of Wilmington

Job Title: DPNA Coordinator

Job Family: Administrative/CIericãl

Department: P&R

Salary Lev el(s): 4

Revision Date: December 201-0

Division: WHACC

Department of Human Resources

Limited Service Employee Role Description

Description of OccuPational Work
The Drug Prevention Network of Allíance (DPNA) Coordinator is a grant-funded position responsible for

implementing the objectives and activities of the DPNA grant as contracted by the state of Delaware'

office of Preventíon & Early lntervention - Division of Family services' Activities are conducted on-site

aìrd through outreach partnersh¡ps with recruited youth'

This job title incorporotes solory Level 4 only. white tevel 7 is designated for new employees, depdftments ore not precluded

from hiring new employees ot level 2. Employees may be promoted to o hígher level in occordance wlth mínimum quoliJicotions'

promotionol stondords ond o deportment's operotional needs. Qualificotions must be documented ond deportments must

receive prlor opprovol by the Director of Humon Resources for plocement of employees into Salory Level 3 or obove'

Essential Functions
Recruits youth participants through schools, churches and other community groups' Plans and

implements act¡v¡t¡es for participating youth from designated prevention program All Stars materials to

achieve performance measures established in funding contract. Teach drug/alcohol resistance skills to

youth, with the goat of enhancing self-images of children. Establish relationships with families of youth

participants through regular face-to-face-Contact. meetíngs and structured and informal activities'

Provides referral services for youth and their families as needed'

Attends monthly coordinator meetings and trainíng sessions as scheduled'

Serves as a positive in the character development of each program participant by modeling appropriate

behavior.

Maintains compliance with regulatory mandates of organizations responsible for the oversight of youth

programs. Ensures that participant and program records are complete and maintained according to the

requirements of the DPNA and delivery site. Maintain organized attendance records of daily

part¡cípatíon and submit monthly statistic reports, as required. completes all assessment and evaluation

procedures/measures as required by the contract and directed by DPNA'

Applies National Recreation & Park Association (NRPA) practices and standards to ensure programs

meet minimum requirements set forth by the NRPA'

L



Works eveníngs and weekends as necessary/requíred

Maintains a valid driver's license with a clean drivíng record-

Accurately performs job functions within established time frames and completes assignments/duties

within established deadlines.

Consistently projects a competent, professional image on behalf of the City' Promotes an ongoing

attitude of dedication to excellent public service and ensures that external and internal customers are

provided with the highest quality of service. Communicates courteously and effectively with diverse

populatíons.

Esta blishes a nd maintains effeciive working reiationships.

Demonstrates reliable and punctual attendance.

Essentio! functions ore fundomento!, core functìons common to a!! sølary Levels withín thÍs iob title ond ore not intended to be

øn exhoustive list of alt job lunctions Jor ony one Solory Level. As such the functions listed below may vary ond moy lnclude

additionol functions and job duties os required ond øssigned by the deportment.

Levels of Work

DPNA Coordinator

Kn owled g e,Skills and Abilitíes
Bachelor's degree in recreation, physical education, education or related field with a

minímum of one (7) year of experience in youth program management and services.

-r -l-!!;+.... ¡- !,-^,lrh nr^qr2m markotino and rpcnritinp vouth fof nfOer.amL,rel f lu¡ l)LI dttru dulllLy r¡ I yvutrr Pr võ'¡ srr I rr's' r¡çt"'Þ

services and activíties.

Some knowledge of youth and family social services agencies'

Consíderable knowledge of substance abuse issues and prevention strategies.

Considerable experience in working with youth and families in substance abuse and

drug prevention.

Knov.rledge of Prcgram Evaluatíon Revlew and Techniques (PERT)

Ability to successfully complete twelve (12) hours of approved prevent¡on training per

year.

Ability to pass a fingerprínt and criminal history record check'

Possesses a valid driver's license.
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Ability to conform to a flexible work schedule to complete activ¡ties with youth' Ability

to appropriately and efficiently manage work schedule so that all responsibilities of the

position are fulfilled.

considerable knowledge and experience in the NRPA practices and standards.

considerable knowledge of Microsoft word, Excel, PowerPoint and other software

programs as applicable and needed'

comorehensive proficiency in the use of correct grammar, spelling, punctuation.

Ab¡l¡ty to work effectively and complete job functions accurately with /ittle to no

supervisory oversight.
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City of Wilmington

Job Title: Driver I - lll

Job tamily: D¡'iver

Department: Parks and Recreation

Salary Level(s): 1-3

Revision Date: MaY 2010

Division: Multiple

Department of Human Resources

Limited Service Employee Role Description

Description of Occupational Work
The purpose of the Driver position is to safely transport passengers, equipment or períshable cargo such

as food in a safe, effìcient manner in support of City business in accordance with all applicable City, State

and Federal laws and regulations.'

This job t¡tle incorporotes Solory Leve!(s) 7 through 3. While level 7 is designated for new employees, deportments orc not

precluded from hiring new employees ot level 2. Employees matt be promoted to a hîgher level in accordonce with minímum

qualilicotions, promotionol stondords ond o depørtment's operotionol needs- Quolificøtlons must be documented and

departments must receive prior opproval by the Director oJ Humon ßesources for plocement of employees lnto Salary Level 3 or

obove.

Essential Functions
Operates City-owned, Cíty-leaied or rented motor vehicles in accordance with applicable City, State and

Federal laws and regulatíons. Observes all speed lírnits, road signs and traffic laws.

Maíntains a valid driver's license with a clean driving record.

Operates motor vehicle in accordance with assigned schedule and within assigned route ¡n a safe and

efficient manner. Ensures motor vehicles are operated and utilized ONLY for valid, approved City

business purposes.

lnspects exterior and interior of vehicle at beginning of each shift for properly operatíng headlights, turn

signals, brake lights, interior courtesy lamps, air-conditioning or heating, warning lamps, mirror

adjustment, properly inflated tires, windshield rvipers, vehicle damage, etc. prior to moving vehicle.

Responsible for ensuring inside and outs¡de of vehicle are properly cleaned and fueled on an ongoing

basis. Keeps interior of vehicle neat and orderly. Reports fuel used andlor presents fuel receipts to

appropriate office as directed.

May be responsible for the pick up and drop off of rented vehicles and conforming to the terms of the

rental agreement.

Maintains daily communication with department/division. May submit truck slips, maintenance receipts,

and other paperwork as required to department/division.
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May pick up from and deliver trash to assigned locations.

perfor,ms manual, non-driver labor as needed/assigned. May be required to load and unload vehicle

with equipment, boxes, garbage or other cargo.

Reports accidents or other safety situations to dispatch'

Work is performed in a year-round, outdoor environment, including occasional inclement weather-

Monitors traffic and weather conditions and notifies dispatch of potential problems.

Assists passengers in boarding and exiting vehicle when operating a passengervehicle'

Accurately performs job functions within establíshed time frâmes and completes assignments/duties

within established deadlines. Consistently and accurately follows simple verbal or written directions.

Complies with and enforces applicable standards, rules and regulations as established by the

Department of Parks and Récreation and state and federal governments.

Consistently projects a competent, professionat image on behalf of the City. Promotes an ongoing

attitude of dedication to excellent public service and ensuYes that external and internal customers are

provided with the highest quality of service. Communicates courteously and effectively with diverse

populations

Establishes and maintains effective working relationships'

Demonstrates reliable and punctual attendance

Essentiol functions ore fundomentol, core functîons comni'on to oll solary Levels withtn this iob title ond ore not Intended to be

on exhoustive list of ott Job functions for o.ny one Salory Level. As such the functions listed below moy vory ond moy include

additiono! functions ond Job duties as required ond assigned by the deportment.

Levels of Work

Driver

Knowledge, SkiIIs snd Abilitíes
Must be at lcast 2L years old, have a Hiqh school dinlomo and the ability to read.

Good knowledge of CitY geograPhY.

Ability to Iift and carry up to 50 lbs.

Abilíty to accurately maintain a variety of records as requested or required.

Ability to transmit and receive over a two-way radio'

Ability to change a flat tire independently.

Ability to parallel Park.
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Ability to work outdoors.

Driver II

Knowledge, SkÍIls and Abilities
Must be 21 years old, have a Hiah school diplomo and the ability to read.

Must have 3 + vears of work experience as a driver.

6ood knowledge of City geograPhY.

abiiity to iirt ancj carry up io 5Û ibs.

Abiiity to aeeilrately mainiain a vai'ie't'¡¡ of ¡'eco¡'ds as :'equested or required.

Ability lo transmit and receive over a two-way radio.

Ability to change a flat tíre independently.

Ability to Parallel Park-

Ability to work outdoors.

Driver III

Knowledge, SkiUs and A'bíIít{es

Must be 21 years old, have a Hiqh school diplomo and the ability to read.

Thotçqgh, knowledge of City Ieography.

Ability to lift and carry up to 50 lbs.

Abílity to accurately maintain a variety of records as requestèd or required'

Ability to trans.mit and receìve over a two-way radio.

Ability to change a flat tíre independently.

Commercial Drívers License A or B required. Additional endorsements may be required

dependent upon specific assignment.

Ability to work outdoors.
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City of Wilmington

Job Title: EC FamilY Matters Coordinator Salary Level(s): 4

Revision Date: MaY 2010

Division: Youth and Families
Job Family: Administrative/Cle rical

Department: Parks and Recreation

Department of Human Resources

Limited Service Employee Role Description

Description of OccuPational Work
The purpose of the Ec ramity Matters coordinator ¡s to ident¡fy and recruit youth and families in need

and employ strategies to assist with immediate basic needs (food; shelter' util¡ties' etc)' Assist families

with substance abuse, teen pregnancy, and violence prevention strategies'

This job t¡tle Incorporotes Sotory Level(s) 4. while level 7 is des¡gnoted Íor new employees, departments are not precluded Írom

hiring new employees ot level 2, Employees moy be promoted to o higher leve! in occordonce with m¡n¡mum quolîfications'

promotÍono!stondordsondodeportmen(soperotionalneeds.Qualificationsmustbedocumentedonddeportmentsmust

receive prior opprovo! by the-Director ol Human Resources þr plocement of employees into salory Level3 or oboue'

Essential Functions
AssistsfamilieswithobtainingneededseruicesthroughcommunicationwithcommunityorganizatÍons,

rellgious organizations, community groups, and residentìal developments' Prov¡des referralse¡vices ior

families as needed.

Establishes and maintains interpersonal relationships with parents. lnforms youths and parent/guardian

of Federal, state and local programs/services available' May act on behalf of youth or parent/guardian

to obtain services.

Monitorsprogramactívitiestoensuresafeandappropriatebehaviorofbothparentsandchildren.
Assists in the planning, staffing and implementation of multi-site activities' Prepares' maintains and

contributes to a variety of records and reports to docunrent information rerating to activities' performs

basic mathematical oþerations'

Operates a personal computer and competently navigates a Wíndows-based operating system' Operates

fax machine, copy machine, posta8e machine, multi-line telephone system and any additional office

equipment as needed to complete job functions'

Accurately performs job functions within established time frames and completes assignments/duties

within established deadiines'

Consistently projects a competent, professional image on behalf of the City' Promotes an ongoing

attitudeofdedicationtoexcellentpublicserviceandensuresthatexternalandinternalcustomersare
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provided with the highest quality of service. Communicates courteously and effectively with diverse

populations.

Establishes and maintains effective working relationships.

Demonstrates reliable and punctual attendance-

Essentio! functions øre fundamento!, core functions common to oll Solory Levels wíthin this iob t¡tle ond ore not intended to be

on exhoust¡ve tist of olt Job functions for ony one Salary Level.' As such the lunctions |isted below moy vory and may include

additionol functions ond job duties as required ond ossigned by the depdrtment.

Levels of Work

EC Family Matters Coordinator

Knowledge, Skills and Abilitíes
Associote's Deqree in Human Services or related field ønd 2 to 3 vears of related

experience or 60 credit hours of related coursework/training 4+ veors of related

experience. Experience working with youth and families required.

ComprehenSÌve knowledge of planning, developíng and implementing substance abuse,

teen pregnancy and violence prevention strateg¡es'

Good knowledge of standard office practices, office equipment and office etiquette.

Good knowledge of Microsoft Word and fxcel.

Good proficiency in using correct grammar, spelling, punctuation. Skill ín oral and

. ^ --:¡t ^ - ^^ *- r ¡6i^ñ+:^ ^ - n¿l ;ñ+ô.ñôrc^n âl rolalinncwf ILLel I LulIll ¡ lu¡ l¡Ld Llvl ¡ qllu rr rLçr yL' Jv¡'q

Skill in eliciting accurate, adequate information and making appropriate referrals.

Ability to gÍve clear instructions. Ability to successfully comrnunicate program

information to program volunteers, parents.and youths' Ability to work with a diverse

poPulation.

Abilíty to work effectively and complete job functions accurately with m¡n¡mol

supe rvisory oversight.

Abílity to provide transportation and travel locally to complete work assignments.

Abílity to work both in a standard offíce environment and outdoors as needed.
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City of Wilmington
Department of Humon Resources

Limited Service Employee Role Description

DescriPtion of OccuPational Work
ThepurposeoftheEducationCoordinatoristoprovidetutoringservicesoracademiccampcounseling
servicestoCityyouthbothgenerallyandinthespecializedareasofreading,mathematics,Englishasa
second language or computer science'

Thisþbtitle¡ncorporotessoløryLevels2through3'whilelevelTisdesÎgnøtedfornewemployees'departmentsdrenot
precluded from hiring new employees ot level 2. Emptoyees møy be promoted to o higher level in occordonce with minîmum

guolificotions, promotionø! stondards ond a deportmenlrs ooerot¡onol needs' Quotiftcotlons ¡nust be documented ond

deportmentsmustrece¡vepr¡oropprovolbytheD¡rectorofHumgnßesourcesforplocementofemployeeslntosoloryLevel3or
obove.

Essential Functions
Screens youths to determine their academic aptitude and identifies areas in need of improvement'

ldentifies and assesses issues with student learning and comprehensíon' Establishes and implements

plan for corrective action resulting in a measurable improvement in the student's academic

performance.

Acts as liaison between student, parent(s)/guardian(s) and school adminístration as needed'

Meetsmonthlywithdivisionheadordesigneetoreportindividualstudent,progress,discussproblem
areas and/or receive training.

Provides referral information to youth and parent(s)/guardian(s) as appropriate' lnforms youths and

parent/guardian of Federal, State and local programs/services available' May act on behalf of youth or

pa rent/guardian to obtain se rvices'

Accurately performs job functions within estabtished time frames and completes assignments/duties

within established deadlines.

Consistently projects a competent, professional image on behalf of the City' Promotes an ongoing

attitude of dedication to excellent public service and ensures that external and internal customers are

provided with the highest quality of service. communicates courteously and effectively with diverse

populations.
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Job Fa mily: Adrninistrative/Cl erica I

Departrnent: Parks and Recreation

Salary Level(s): 2-3

Revision Date: APril 2010

Division: Youth and Families

Job Title: Coordinator ll - lll



Establishes and maintains effective working relationships

Demonstrates reliable and punctual attendance.

Essent¡o! functtons are fundomental, core functions common to ol! Solory Levels within thîs iob title ond ore not intended to be

on exhoustìve lîst of øll job functíons for any one Salory Level. As such the lunctions listed below moy vory ønd moy Include

oddìtionol functions ond job dutîes as required and assigned by the deportment.

Levels of Work

Education Coordinator II

Knowl e d g e, Skill s an d Abili tÍ e s

Assoc¡otes Deqree from an accrerjited coiiege oi- univei'sity with major courselvork in

Education, English, Mathematics, Human Services, or related field with 3-4 vears of

experience in counseling, teaching or otherw¡se mot¡vating youth OR Bochelols Deoree

f¡"om an accredited college or university with major coursework in Education, English,

Mathematics, Human Servíces, or related fteld wilh less than 2 veors experience in

counseling or teaching youth.

6ood knowledge of planning, developing and ímplementing strategies to enable and

empower youth to become self sufficient, goal-focused and career-minded.

6ood kncwiedge of the educatíonal needs of iirner-cify youth

Skill in communication and negotiation.

Ability to keep accurate records and write detailed reports.

Ability to work successfully with hostile and uncooperative indívíduals and/or groups to

attain objective and measurable results. Abílity to give clear instructions. Ability to

successfully communicate program information to program volunteers, parents and

youths. Ability to work with a diverse population.

AbilÍty to provide transportation and travel locally to complete work assignments.

Ability to work both ín a standard office environment, loud/disruþtive community

center setting and outdoors as needed.

Education Coordinatór III

Knowledg e,.Skí//s and Abi I i tí es

Associotes Deqree from an accredited college or university wíth major coursework in

Education, English, Mathematics, Human Services, or related field with 5+ veors of

experience in counseling, teaching or otherwise motivating youth OR Bochelor's Deqree

from an accredited college or university with major coursework in Ëducation, English,
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Mathematics, Human Services, or related fìeld with 3 to 4 veors experlence ln

counseling or teaching Youth.

Thorouqh knowledge of planning, developing and implementing strategies to enable

and empowei youth to become self sufficíent, goal-focused and career-minded'

Thorouqh knowledge of the educational needs of inner-city youth

Skill in communication and negotiation.

Ability to keep accurate records and write detailed reports'

Ability to work successfully with hostile and uncooperative indíviduals and/or groups to

attain objectlve and measurable results. Ability to give clear instructions. Ability to

successfully communicate program information to program volunteers, parents and

youths. Ability to work with a diverse population'

Ability to provide transportation and travel locally to cornplete work assignments'

Ability to work both in a standard office environment, loud/di3ruptive community

center setting and outdoors as needed.
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City of Wilmington

Job Title: Freelancer

Job Family: Technical

Department: City Council

Salary Level(s): 3

Revision Date: MaY 20L0

Division: WITN Channel 22

Department of Human Resources

Limited Service Employee Role Description

Description of Occupational Work
The purpose of the Freelancer position is to provide technical support for video pr:oduction.

This job t¡tle.incorporates Salory Level(s) 3. while level L is designoted for new employees, deportments are not precluded from

hiring new employees at level 2. Employees may be promoted to o hígher level in occordonce wlth m¡n¡mum qualìfications,

promotíona! stondords ond o deportment's operotionol needs. Qualifications must be documented ond departments mutt

receive prior opproval by the Dírector ol Humon Resources for plocement of employees into Salary Leve.l 3 or obove-

Essential Functions
0perates ENc/stud¡o came ras.

Assembles, prepares and sets up equipment prior to filming, which may include tripods, monitors,

lighting, cables and leads and headphones. May assist in repairing and maintaining equipment.

Checks mlcrophone(s), relar¡s information between studio/site and control roottt atrd pet-forms

countdowns

May arrange set lighting, props, etc.

Offers advice on how best to shoot a scene. Explains the visual impact created by particular shot(s).

Assists in finding solutions to technical o. ott","l. practical problems.

perform other duties as needed and as directed by Station Manager or other supervisor.

Ability to líft and move a mínimum of 15 pounds'

Flexibility to work late afternoons, evenings and weekends qs needed.

Consistently and accurately follows simple verbal or written directions.

Accurately performs job functions within establish;d time frames and completes assignments/duties

within established deadlines.
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consistently projects a competent, professional image on behalf of the city' Promotes an ongoing

attitude of dedication to excellent public service and ensures that external and internal customers are

providedwiththehighestqualityofservice'CommunicatescourteoUslyandeffectivelywithdiverse

populations.

Establishes and maintains effective working relationships'

Demonstrates reliable and punctual attendance'

Essentiolfunctionsorefundomentol,corefunctionscommontoa!!SolaryLevelsw¡thinthisjobtitteondorenolintendedtobe

on exhoustive list of ott icib frinctions Jor any one Solory Level' As such the functions listed below moy vory ond moy include

oddítiona! functions ønd iob dut¡es as required ond ossigned by the department

Levels of Work

Freelancer

Knowledge, SkíIIs and Abílíties

HíqhschoolDiolomaandT-2veorsexperienceintheoperationofElectronicNews
Gathering (ENG) and/or studio cameras'

EÍperience w¡th ed¡t¡ng and graphics software includíng Final cut Pro and Photoshop

Preferred.

Experience working in a professional office environmenl preferred'

Some knowledoeof grip and audio positions in vídeo production'

Abilitytothinkandmovequicklywhennecessaryandtoreactquicklytodirections'

Ability to stand for long períods of time'

Abilitytofocusonaspecífíctaskdespitedistractionsandbeabletoworkwellwith
coworkers and the public in live and/or stressful situations'

Abil¡ty to work in studio or on location'
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City of Wilmington

l Title: lntern l-lll Salary Level(s): 1-3

Revision Date: MaY 2010

Division: Multiple

Job Fami l-v: Administrative/Cle rÎcal

Department: Multiple

Department of Huntan Resources

timited Service Employee Role Description

Description of OccuPational Work
The purpose of the lntern is to gain real-world, practical work experience and job knowledge through

the performance of duties specific to a functional area in support of a City employee, divisíon or

department.

This job title tncorporotes solory Levels l thtough g, while tevel 7 ls designoted far new employees, departments ore not

precluded from hiring new employees ot leve! 2. Employees moy be promoted to o hígher level in occordance w¡th min¡mum

qualificotions, promotiona! stondords ond o depqrtmen(s operotlonol needs. Quollficotions must be documented ond

deportments must rcce¡ve prior opprovo! by the Director of Humon Resoarces for plocement ol employees înto Solary Level 3 or

o'oove.

Essential Functions
(specifíc functions vary by assignment.)

provides assistance to department personnei in compieting deparinìent-specific tasks.

May perform clerical and reception duties. Answers telephones and receives in-person visitors in a

standardized, courteous and professional manner consistent with management's verbal or wr¡tten

dírection. Files and retrieves inforrnation accurately in accordance with established methods and/or

managemenls instructions. Operates a personal computer and competently nav¡gates a Windows-

based operating system. Operates fax machine, ccpy mach'ine, postage machine, multi-line telephone

system and any additional offìce equipment as needed to complete job functions'

May keep basic records and prepares símple, accurate reports'

Performs basic mathematical operations.

Accurately performs job functions withín established time frames and completes assignments/duties

within established deadlines.

Consistently and accurately follows verbal or written directions. Abides by applicabie standards, rules

and regulations as established by the assigned department'
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consistently projects a competent, professional image on behalf of the citY. Promotes an ongoing..

attitude of dedication to excellent public service and ensures that external and internal customers are

provided wìth the highest quality of service'

communicates courteously and effectively with diverse populations. Establishes and maintains effective

working relationshiPs

Demonstrates reliable a nd punctual attendance

work settÌng may vary from indoor to outdoor locations depending upon specific assignment' Must

have ability to work ín setting appropriate to assigned position- Must have ability to physically perform

job duties.

Essentiol functions are fundamentol, core functions common to oll solory Levels withìn thls Job t¡tle ond ore not intended to be

sn exhaustive tist of olt iob functions for ony one salory Leve!. As such the lunctíons listed below moy vory ond may include

odditlonol functlons ond iob dutîes os required ond assigned by the depsrtrnent'

Levels of Work

Intern I

. Knowledge, SkilIs and AbíIities

MustbeatleastJLYeqs\tlandbeqnrolledinhighschoolorcollege.

Ability to work effectively and cor:nplete job functions accurately under c/ose

suPervision.

Ability to follow simpte verbal and written instructions- Ability to work with a diverse

PoPulation-

Ability to work both indoors and outdoors as needed'

Intern II

Knowledg e,Skilfs and Abilitíes
Must be ôt least 17 veors old ancl have a hiqh schoot diplomø o'¡-GED and be enrolled in

college.

A minimum of 6 months of previous employment experience required'

Ability to work effectively and complete job functions accurately under c/ose

suPervision.

Ability to follow simple verbal and,written instructions. Ability to work with a diverse

PoPulation-

Ability to work both indoors and outdoors as needed-
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Intern III

Knowledge, Skílls ond Abilities
Must have Associate's Deoree in relevant area of specialization; or have completed at

least 2 veors (minimum of 48 credit hours) of college coursework, with at least 9 credit

hours ín the specialized area to which assígned.

Must have at least a Junlor standing and be currently enrolled in college.

A minimum of 6 months of previous employment experience required.

Ability to work effectively and complete job functions accurately under c/ose

supervision.

Ability to follow simple verbal and written lnstructions. Ability to work w¡th a diverse

populãtion.

Ability to work both indoors and outdoors as needed.
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City of Wilmington

Job Title: Kitchen Sta ffr-ilt Salary Level(s): 1-3

Revision Date: MaY 2010

Division: Youth and Families
Job Family: Labor

Department: Parks and Recreation

Departntent of Human Resources

timited Service Employee Role Description

Description of OccuPational Work
The purpose of the Kitchen Staff position is to assist in the preparation and packaging of food in support

ofadultandchíldfoodprogramsadministeredbythedepartment.

This job títle ¡ncorporates sølory Levels 7 through 3. while level 7 is desîgnoted for new employees' deportments øre not

precluded from hiring new employees at level 2, Employees moy be promoted to a higher leve! in occordance with m¡n¡mum

quolificotíons, promot¡onol stondords ond o deportnen(s operot¡onol needs' QualiJicotíons must be documented ond

departments must receive príor opprovo! by the Dlrector of Humùn ßesoirtes for placertent of emptoyees into Salory Level 3 or

obove.

Essential Functions
Applies food service principles, practices and methods governing food preparation act¡v¡ties such as

food handling, proper storage and temperature control, cleaning of kitchen equipment and utensils to

comply w¡th safety and sanitary standards. Maintains kitchen equipment to ensure proper working

order and maintains kitchen premises in a clean, efficient and orderly manner'

operates various commerciat kitchen equipment such as dishwashers, ovens, toasters, food processors,

steam pots, blenders and mixers'

May prepare and cook a variety of food items by baking, frying and broiling, gathering and measuring

ingredients according to standardized menus/recipes and dietetic guidelines'

May prepare requisitions for- or otherwise order/purchase food items and other needed supplies'

Accurately performs job functions within established time frames and completes assignments/duties

withín established deadlines. consistently and accurately follows simple verbal or written directions'

Complies with and enforces applicable standards, rules and regulations as established by the

Department of Parks and Recreation and state and federalgovernments'

consistently projects a competent, professional image on behalf of the city' Promotes an ongoing

attitude of dedication to excellent publíc service and ensures that external and internal customers are

provided with the highest quality of service. communicates courteously and effectively with diverse

populations

1



Establishes and maintains effective working relationships

Demonstrates reliable and punctual attendance.

Essentiolfunctìons ore fundamento!, core functions common to olt satary tevets within.this iob title and are not ¡ntended to be

on exhoustive tist of all job functions for ony one Solory Level, As such the functions listed below moy vory ond moy include

odditional functíons and job daties os required ond assigned by the department,

Levels of Work

Kitchen Staff I

Knowledge, Skills and Abílities
Less than ? veors exper¡ence in commerciai food pi'eparai¡on'

Some knowledge in the application of food service principles, practices, processes,

techniques and methods governing food preparation activities.

Some knowledge of the materials, methods and equipment used to cook and prepare

large volumes of food.

Skill in the operation of kitchen equipment.

Ability to cook complete meals with iimited superv¡s¡on'

Ability to work from a mehu in the preparation of meali'

Abilityto prepare records and reports.

Ability to ass¡st in maintaining aciequate ioocj anci suppiies inventory'

Kitchen Staff II

Knowledge, Skílls and AbíIities
3- 4 veors experience in commercial food preparation'

6ood knowledge ín the applicatíon of foocj service principles, practices, processes,

techniques and methods governing food preparation activities.

6ood knowledge of the materials, methods and equipment used to cook and prepare

large volumes of food.

Skill ín the operatíon of kitchen equipmänt.

Ability to cook complete meals with minimal supervision'

Abilíty to work from a menu in the preparation of meals'

Ability to maintain records and reports.
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Assists in maintaining adequate food and supplies inventory'

Ab¡l¡ty to pr¡or¡tize and organize food preparat¡on activities'

Ability to train Kitchen Staff I employees'

Kitchen Staff IIf

Knowledge.Skills and Abilitíes '.

5+ veors experience in commercial food preparation'

Thorouqh knowledge in the application of food service principles, practices' processes'

techn¡ques and methods governing food preparation activities'

Thorouqhknowledgeofthematerials,methodsandequi'pmentusedtocookand
prepare large volumes of food'

Skill in the operation of kitchen equipment'

Ability to cook complete meals with little to no supervision'

Ability to work from a menu in the preparation of meals'

Ability to maintain records and reports'

Ass¡sts ¡n ma¡ntaining adequate food and supplies inventory'

Ability to prioritize and organize food preparat¡on act¡vít¡es'

Ability to maintain inventory of food and supplies'

Ability to train Kitchen Staff I and Kitchen Staff ll employees

Abilitytosupervisetheoveralloperationofasmajlfacilitykitchen.
ù



City of Wilmington

Job Title: Lifeguard l-ll

Job Family: Recreation

Department: Parks and Recreation

Salary Level(s): 1-2

Revision Date: June 2010

Division: Recreation

Deportment of Human Resources

Limited Service Employee Role Description

Description of Occupational Work
The purpose of the Lifeguard position is to oversee the C¡ty pools and surrounding areas to ensure the

safety and welfare of the patrons of the Cíty's pool facilities. Makes water rescues and performs CPR as

needed.

Thß Job títle tncorporates Solory Levels I through 2. While level l is designoted for new employees, deportments ore not

precluded from hiring new employees øt level 2. Employees moy he promoted to a higher level in occordance wlth min¡mum

quøliJicotions, promot¡onol standords ønd o deportmen(s operotlono! needs. Quoliftcatíons must be documented ond

deportments must receive prior opprova! by the Director of Humon Resources for plocement of erlployees into Solory Level 3 or

abave.

Essential Functions
observes adult and youth patrons of City pool facilities ensuring their behavior is consistent with City,

state and local health and safety laws and regulations.

lntervenes to assist persons in need of water rescue or other assistance related to health and welfare.

Performs CPR and fírst aid as needed.

Maintains order and organization and enforces rules and regulations in the swimming pool and locker

room facilities.

Operates pool equipment and machinery. Performs general pool cleaning dutíes.

Responsible for pool operations and publíc safety in the absence of the Pool Manager andf or Assistant

Pool Manager.

Organizes, provides guidance and instruction and partícipates in water activities and water games.

May provide swimming instruction.

Addresses and resolves issues with the public, minor pool=related problems and sanitation. Reports

safety concerns, violations of rules and regulations, repaírs needed to pool andlor locker room facilities,

operational íssues, etc. to appropriate personnel-
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Creates reports and maintains records as requ¡red.

Accurately performs job functions within established time frames and completes assignments/duties

within established deadlines.

Consistently projects a competent, professional image on behalf of the City. Promotes an ongoing

attitude of dedication to excellent pUblíc servíce and ensures that external and internal customers are

provided with the highest quality of service. Communicates courteously and effectively with diverse

populations.

Establishes and maintains effective working relationships

Demonstrates reliable and punctual attendance.

Essent¡a! functions are fundomental, core functíons common to oll Solary Levels within th¡s ¡ob title ond ore not intended to be

an exhoustive list ol oll job funct¡ons for qny one Solory Level. As such the lunctîons listed below moy vory ond moy include

odditiono! functions ond job duties ds requ¡red ond assigned by the department.

Levels of Work

Lifeguard I

Knowledge, SkíIIs and Abílities
Must be at least 75 veors old. Must have valid American Red Cross Certifications,

Lifeguard Training/First Aid and CPR/AED for Lifeguards.

Some Knowledge of methods, techniques and practices used in instructional swimming,

water games and pool operation. Some Knowledge of rules and regulatÍons pertaining to

pool and locker room facilities.

Ability to organize, conduct and participate in various swimming activities. Must have

physical ability to swim, dive and participate in water games'

Ability to address and resolve issues concerning the public, minor pool-related problems

and sanitary concerns.

Ability to operate specific pool equipment and machinery.

Ability to refrain from unnecessary conversation with patrons while on duty.

Ability to keep accurate records and write detailed reports.

Ability to give clear ínstructions. Ability to successfully communicate to adults and

children and enforce pool rules and regulations. Ability to work with a diverse

population.

Ability to províde transportatíon and travel locally to complete work assignments.



Ability to work outdoors and in the water for extended periods of time.

Lifeguard II

Knowledge, Skills and Abilities
Must be atleasl 77'veors old and have a minimum of 6 months experience as a

lifeguard. (Alternate combinations of training and experience may be accepted at the

discretion of the dePartment')

Must have valid American Red Cross Senior Lifesaving Certíficate and American Red

Cross CPR for the Proiessionai Rescuer Certificate.

- - .t t.- -. r.- -l--¡ ,-.f r¡atJ^.¡.-l< ¡p¡þ¡iarrac rn¡l nr:rlicac rrcqgl !n ¡nstfuct¡Ona! SWlmmlng,þooo Kflow¡euB,e ul f Ilc(lluu5, LEL!I¡r¡YqsJ qrru y¡

*"r games and pool operation. 6ood knowledge of rules and regulatíons pertaining to

pool and locker room facilities.

Ability to organize, conduct and participate in various swimming act¡v¡t¡es. Must have

physical ability to swim, dive and participate in water games'

Ability to address and resolve issues concerning the public, minor pool-related problems

. and san¡tary concerns.

Ability to operate specific pool equipment and machinery'

Ability to refrain from unnecessary conversation with patrons while on duty.

Ability to keep accurate records and write detaíled reports'

/.
Ability to give clear instruct¡ons. Abil¡ty to successfully communicate to adults and

children and enforce pool rules and regulations. Ability to work w¡th a diverse

population.

Ability to provide transportation and travel locally to complete work assignments.

Ability to work outcocrs and in the water for extended periods of time'

l



Ciqy of \Milmington

Job Title: Messenger

Job Family: Labor

Department: Law

Salary Leve )t1
Revision Date: December 2010

Division:

Department of Human Resources

Limited Service Employee Role Description

Description of OccuPational Work
The purpose of the Messenger is to deliver legal documents and correspondence to private and public

law offices in Wílmington and to file legal documents w¡th state and federalcourts'

This job t¡tle ¡ncorporotes solory Leve! 1only, whîte leve! 7 is deslgnated for new employees, deportments ore not precluded

io^l,r,r, n"* 
"o,ployr* 

ot level 2. Employees moy be Nomoted to o higher level in occordance with m¡nimum gualificotions'

promotîonol standords and a department's operotlonal needs. Quolifrcotions must he documented ond deportments must

receive prior opprova! by the Director ol Human ResOurces for placement of employees lnto Solory Level 3 or ohove'

Essential Functions
Delivers documents and parcels to multiple wilmington business dístrict locations, including state and

federal court, on foot.

Must be available to work Monday through Friday, from 3 p'm' to 5 p'm' during the school year'

Additional hours may be available during summer months as needed.

Handles letters, records and other information about constituents, employees and businesses including

propríetary information and ¡ntellectual property to which the City holds rights' in a strictly confidential

manner.

May answer telephones ín a standardÎzed, courteous and professional manner consist-ent with specific

verbal or wl-itten direction. Effectively interprets and evaluates written, telephonic and ín-person

inquiries. Answers questions and directs inquires to appropriate individual' office or department'

Effectively performs job duties under pressure and responds appropriately and courteously to inquíries'

questions, comPlaints, etc.

operates fax machine, copy machine, multi-line telephone system and any additional office equìpment

as needed to complete job functions.

consistently and accurately follows simple verbal or written directions.

Accurately performs job functions within established time frames and completes assignmenis/duties

within established deadlínes.
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Consistently projects a competent, professional irnage on behalf of the City. Promotes an ongoing

attitude of dedication to excellent public service and ensures that external and internal customers are

provided with the highest qualÌty of service. communicates courteously and effectively with diverse

populations, including professional off ice staff and members of the public.

Establishes and maintains effective working relationships.

Demonstrates reliable and punctual attendance,

Essentiol functions are fundomentol, core functions common to ol! Salory Levels within this ¡ob title ond are not ¡ntended to be

an exhoustive !íst of all jab Junctions lor ony one Solary Leve!. As such the Íunct¡ons listed below moy vory ond moy include

odditionat lunctions ond job dut¡es os requited and osSigned by the department.

Levels of Work

Messenger I

Knowledge, Skrlls and Abilities
Must be ot leost L5 Years of age.

Thorough knowiedge of Wilmington business district geography. Familiarity with streets

and locations of public and private office buildings required'

Ability to keep all work-related information strictly confidential and to refrain from

discussing the ¡nformation with anyone-else without proper author¡ty.

Basic knowledge of standard office proced.ures and equipment'

^ 
r.iri+rr l¡ r¡,nrrz offo¡rirrotrr rnr{ ¡nmnlete inh fr lnctions in a timelv manner. outside the

^ulllly 
!v vvvr A Lr rewt¡ve.t

standard offíce environment, without direct superuision'

Ability to follow simple verbal and written instructions.

Ability to work both indoors and outdoors.

l
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City of Wilmington

Job Title: Moñitor tll

Job Family: Labor

Department: Parks and Recreation

Revision Date: APril 2010

Division: Youth and Families

Salary Level (s): 3

Department of Human Resources

Limited Service Employee Role Description

Description of OccuPational Work
The purpose of the Monitor position is to ensure that: child and adult food program sites operate ¡n

compliance with City, state and federal regulations, accurate site records are maintained ensuring

payment to sponsor and program rec¡pients receive nutritious meals'

This job t¡tle ¡ncorporotes solory Level3 only, while level I ís designoted lor new employees, departments ore not precluded ;

lrom hiring new emproyees ot lever 2. Employees may be promoted to o higher lever in occordance with minimum qudl¡ficat¡ons'

promotiono!standardsøndodepartment,soperotlonolneeds.Qualificotionsmustbedocumentedonddeportmentsmust

receîve prîor opprovol by the o,,,nn o¡,umon Resources for pløcement of employees into Solory Level3 or gbove.

Essential Functions
Monitors Food program sites to ensure Food progra¡¡ i5 6:perating in compliance with applicable

requirements and sites maintain adequate records' Reconciles any record-related discrepancies (i'e'

mbal counts, etc.) with Síte Supervisor'

conductsannouncedpre-operationalsítevisitsandfirst-weekoperationalchecksitevísitsfornewsites'
andunannouncedcompliancechecksitevisitsforexistingandproblemsitesasnecessary.Recordsand
documents site visit fíndings, Suggests corrective action to site supervisor as necessary to resolve síte

problems and ensure þod Program compliance' Follows up with announced and unannounced site

visits to ensure corrective actions are implemented and sites are in full compliance'

Reviews food service operations of all assigned sites within first four weeks of operation' Examines meal

service from start to finish. tdentifies, addresses and corrects compliance issues'

Conducts site training as necessary in multiple subject areas including non-discrimination'

Accurately performs job functions wíthin established time frames and completes assignments/duties

withinestablisheddeadlines.Consistentlyandaccuratelyfollowscomplexverbalorwrittendirections.
co*pr¡u, *¡th and enfr:rces applicable standards, rules and regulations as established by the

DepartmentofParksandRecreatíonandstateandfederalgovernments.

Consistently projects a competent, professional image on behalf of the City' Promotes an ongoing

attitudeofdedicationtoexcellentpublicserviceandensuresthatexternalandinternalcustomersare

I



prov¡ded w¡th the hÍghest quality of service. Communicates courteously and effectively with diverse

populations.

Establishes and maintains effective working relationships'

Demonstra tes reliable and punctual attenda nce-

Essentlol lunctlons are fundomentol, core functions common to otl solory Levels within this iob t¡tle ond ore not intended to be

on exhaustlve ¡tst of a1 job functtons for ony one Salory Level. As such the lunctlons llsted below may vory ond moy include

additional functions ond iob duties os required ond assigned by the deportment.

Levels of Work

Monitor III

Knowledge, Skills and Abílíties
Hioh school dîploma ald 5+ vears experience in food service, grant administration,

bookkeeping or other subject area related to Food Program admin¡strat¡on. supervisory

experience preferred.

Thorouah knowledge in the application of food service prínciples, practices, processes,

techniques and methods governing food distribution and program administration

acf¡v¡t¡es.

Thorouøhknowledge of Food Program sites and correspondíng operation dates.

Thorouahknowledge of Food Program(s) requirements and guidel ines' Thorouqh

knowledge of applicable city, state and fedcral rules and regulations.

Ability to detect errors and discrepancies in records and reports. Ability to research and

rectify errors and discrepa¡cies.
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City of Wilmington

Job Title: Office Assistant l- lv Salary Level(s): 1-4

Revision Date: March 2010

Division: MultiPle
Job Family: Administrative/Clerical

Department: MultiPle

Department of Human Resources

l,imited Service Employee Role Description

Description of OccuPational Work
The purpose of the office Assistant is to perform a variety of administrative' clerical' bookkeeping'

payroll and/orreception functions in a professional manner in support of a city employee' division or

department.

ThisjobtitleincorporotesSaloryLevelsTthrough4.WhitetevelTísdesignated|ornewemployees,departmentsarenot
precluded lrom hiring new employees ot level 2- Employees moy be promoted to o higher leve! in accordance with m¡nimum

quolificotíons, promotional stondards ond o deportmen(s operationo! needs' Qualificotíons must he documented ond

deportments must receive'pr¡or approwl by the Dlrector of Humon Resources for'plocement of employees into \alory Level 3 or

obove-

Essential Functions
Answers telephones and receives in-person visitors in a standardized, courteous and professional

manner consistent wlth specific verbal or written direction. Effectively interprets and evaluates written,

telephonic and in.person inquiries. Answers questions and directs inquires to appropriate indiv¡dual'

office or department. Effectively performs job duties under pressure and responds appropriately and

courteously to inquiries, questions, complaints' etc'

Reads, drafts, prepares, sends and receives professional correspondenCe in a professional manner'

operates, a personal computer and competently navigates a windows-based operating system' operates

fax machine, copy machine, postage machine, multi-line telephone system and any additit¡rtal offìce

equipment as needed to complete job functions'

Files and retrieves information accurately in accordance with establíshed methods and/or direction'

performs basic mathematícal operations. Maintains and reconciles bank and general ledger accounts'

Prepa res accurate rePorts.

May collect fees if needed dependent upon position assignment'

Performs accurate data entry, takes thorough and accurate notes and maíntains complete and accurate

written and electronic records'

1



Consistently and accurately follows simple verbal or written directions.

Accurately performs job functions within established time frames and completes assignments/dutíes

within established deadlines.

Consistently projects a competent, professional image on behalf of the City- Promotes an ongoing

attitude of dedication tô êxcellent public service and ensures that external and internal customers are

provided with the highest quality of service. Communicates courteously and effectively with diverse

populations.

Establishes and maintains effective working relationships.

Demonstrates reliable and punctual attendance-

EssentîolJuncüons are fundomentol, core Junctions common to al! Sølary Levels within th¡s iob titte oncl are not intended to be

on exhoustive list ol oll job functions for ony one Sølory Level. Aç such the lunctions listed below moy vory ond moy include

additîona! functions ond job duties os required and ossigned by the department.

Levels of Work

Office Assistant I

Knowledge, SkíIls and Abilitíes
iiigh Schooi Diptoma ûr GED ancJ less than 2 vÊoILof professlonal experience perforning

administrative functions in a modern office setting'

A minimum of 6 months of experience in a customer service setting or similar posítion

involvíng wôrklng with ancl ittteracting with the public'

Some knowledge of standard office practices, office equipment and office etiquette.

Some knowledge of Microsoft Word and Excel-

Sorne knowledge of accounting, finance and/or bookkeeping'

Good proficíency in using correct grammar, speliing, punctuatíon

Office Assistant II

Knowledge, Skills and Abilities
High School Diploma or GED and 3 to 4 veors of professional experíence performing

adminístrative functions in a modern office setting'

6ood knowledge of standard office practices, offìce equipment and offíce etiquette.

Good knowledge of Microsoft Word and Excel.

6ood knowtedge of accounting, finance and/or bookkeeping'

2



Good profíciency in using correct grammar, spelling, punctuation

Office Assistant III

Knowledge, Skills and AbíIitíes

High school Diploma or GED and 5 to 6 Veors of professional experience performing

adrninistrative functions in a modern office setting or an ossociate's deqree in business

adminístration, business management, accounting, finance, bookkeeping or related field

ond 7 to 2 veors of professional experience performing adniînistrative functions in a

modern office setting

Thorouqhknowledge of standard office practices, office equipment and office etiquette

Thorouoh knowledge of Microsoft Word and Excel'

Thorouqhknowledge of accounting, finance and/or bookkeeping. Performs oávonced

mathematical operations. Maintains and reconciles moderotelv complex bank and

general ledger accounts.

Thorouqhproficiencyintheuseofcorrectgrammar,spelling'andpunctuation',

Abif ity to consistently and accuratety follow moderotelv complex verbal or written

directíons.

Ability to work effectively and complete job functions accurately with mínimol

supervisory oversight-

Office Assistant IV

Knowledg e,SkÍlls an d Abilities
High school Diploma or GED and 7+ vears of professional experiÞnce performing

administrative functíons in a moder n, executíve office setting or an ossociote's deqree in

business ad¡ninistration, business management, accounting, finance, bookkeeping or

related field ond3to 4 veors of professional experience performing administrative

functions in a modern , executive office setting

comprehensive.knowledge of standard office practices, office equipment and office

et¡quette.

comprehensìve knowledge of Microsoft word, Excel, PowerPoint and other software

pr.ograms as applicable and neede d. Note: Knowledge will be demonstrqted ond

verifiedthroughthesuccessfulcompletíonofpre-employmentskillstesting.

Com ive knowledge of accounting, finance and/or bookkeeping' Performs

complex mathematical operatíons. Maintains and reconciles complex bank and genera
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ledger accounts. Ability to research errors and discrepancies and resolve issues

indepe ndently. Note: Knowledge will be demonstroted snd verified through the

successful completion of pre-employment skílls testing.

Comprehensive proficiency in the use of correct Srammar, spelling, punctuat¡on.

Abíl¡ty to consístently and accurately tollow complexverbal or written directions.

Abil¡ty to work effectively and.complete job functions accurately with little to no

supervisory oversight.
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City of Wilmington

Job Title: Photogra pher ry Level(s): 3

Job Family: Professíonal

Department: MaYor's Offíce

Revision Date: APril 2010

Division:

Department of Human Resources

Limited Service Employee Role Description

Description of OccuPational Work
The pur.pose of the Photographer is to combine artistic talent and technical skill to produce professional

photograPhs

ThÍs job title incorporates solory Level 3 onty. while le.ve! I ¡s des¡gnoted for new employeès, deportrnents ore not pre'cluded

fromhlringnewemployeesatlevel2.Employeesmoybepromotedtoohîgherlevellnoccordoncewíthminimumquølificotlons,
promotiono! standords rind o deprtment's operotional needs. oltoltfiøtions mustbe documer¡ted ond deportments must

rece¡ve prlor opprouol by tlte Director of Humon ßesources for plocement ol employees lntosalory Level3 or obove'

Essential Functions

operates rnanual and digital ca.meras and as-sociated photography equipment. uses an extensive range

of technícal equipment, including cameras, lenses, filters, lighting and specialized software'

Arranges still life objects, products, scenes, props and background' composes frame and adjusts lightíng

such that subject will stand out and be visually.appealing in the finished photograph'

Enhances, color corrects, retouches, changes emphasis, cl'ops, moves objects and othenruise edits

images to achieve desired effect'

Prepares proofs for review and approval'

communicates with clients to discuss the images they require and how they want to use them'

Seeks out appropriate photographic subjects and opportunitíes'

Conducts research and preparation for a photo shoot'

communicates with photographic subjects, puts them at ease, encourages and directs them'

Liaises with other professionals, including graphic desígners, writers, gallery managers, p¡cture

researchers, commissioning editors and art directors'
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Essentìol functions ore fundomenta!, core lunctions coamon to ol! Salory Levels withîn thls Job tltle ond ore not intended to be

on exhoustlve llst ol all job Íunctîons for any one soloÇLevet. As such.the funct¡ons l¡sted below moy vory ond moy include

oddittono! functlons ond iob dutles ds required ond ossigned by the deportment'

Accurately performs job functions within establ¡shed time frames and completes assi8nments/duties

within established deadlincs. Consistently and accurately follows complex verbal or written directíons'

Complies with and enforces applicable standards, rules and regulations as estabfished by the City and

state and federal governments.

Consistently projects a competent, professional image on behalf of the City' Promotes an ongoing

attitude of dedication to excellent publicservice and ensures that external and internal customersare

provided with the highest quality of service. Communicates courteously and effectively with diverse

populations.

Establishes and maintains effective working relatíonships'

Demonstrates reliability and punctuality.

Levels of Work

Photographer

õt ltt- --t rL-'t:¡:^-tlnoweaget Jrül¡J øt¡u trutttLtçô

Formalphotography education or tra¡n¡ng through comoletiott of þhotooraPhv caurses

andlor 7 to 2 veors experience as a professional photographer'

Thorouoh knowledge in the art and science of photography'

Skill in the use of manual and digital photographic equipment'

Ability to effectively dígitally manipulate and correct photographs using computer

software.

Ability to translate a client's needs and objectives into a successful photograph. Abilify

to capture mood or feeling of subject in a photograph'

Abil.ity to work in a variety of locations, and under a variety of circumstances as

necessary to get the right image

Ability to produce and deliver finished photography product of desired file size, print

size, file format, etc.
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City of Wilmington

Job Title: Planning Assistant lV - V

Job Family: Technical

Department: Planning

Salary 4-5

Revision Date: MaY 2010

Divisíon:

Deportment of Human Resources

Limited Service Employee Role Description

Description of OccuPational Work
The purpose of the Planning Assistant ¡s to perform research, collect data, prepare reports' conduct

presentations and otherwise assist Planning Depaftment employees with the¡r assignments

This þb title incorporates Salory Levels 2 through J. White tevet I ts deslgnated for new employees, deportments ore not

precluded from htring new employees ot level 2. Employes moy be promoted to o higher level Ìn occordonce with minimum

quolificottons, promotionol stondatds ond o deportmen{s qerotionol needs. Quøllfiqtions must be documented ond

deportments must receive prior opprovol by the Director of Human Resources for plocernent of employeu into solory Level 3 or

obove.

[ssential Functions
Perforrns research and collects data.

prepares reports, studies and other documents. Makes professional presentations to the public'

communicates project-r:efated information with cíty, county, state and federal agencies, corporations,

community-based organizations, and others as appropriate on behalf of the Planning Department'

Assists Planning Departmeçrt with assígnments as needed'

Accurately performs job functions withín establíshed time frames and completes assígnments/duties

within established deadlines.

operates a personal computer and competently navigates a windows-based operating system' operates

fax machine, copy machine, postage machine, multi-line telephone system and any additional office

equipment as needed to complete job functions-

Cons¡stently projects a competent, professional image on behalf of the City' Promotes an ongoing

att¡tude of dedication to excellent public service and ensures that external and internal customers are

províded with the highest quality of service- Communicates courteously and effectiveh¡ with diverse

populations. Establishes and maintains effective workíng relationships.

Demonstrates reliable and punctual attendance'
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Essentio! lunaions are fundamento!, core lunctìons common to oll solory Levels withìn this iob t¡tle and ore not intended to be

on exhoustive tist of oll job functions for ony one Salary Leve!. As such the Junctions listed below moy vory ond moy include

additionol functions and job dut¡es os required ønd ossigned by the deportment.

Levels of Work

PlanningAssistant IV

Knowledge, Skills and Abílíties
Bochelor's Deqree from a four-year, accredited college in urban, regional, or community

olannins. ¡¡þ¿¡ ¿ff,airs, urban geography, community development, economic
r.ei.,,...o,

development, historic preservation or public administration required. Moster's Deqree

from accrecjiteci coiiege is Aqigügd.

7-2 veors of relevant field work experience reluired'

6ood knowledge of urban, regional or community planning, economic development,

hístoric preservation, urban geography and urban affairs'

Thorouah knowledge of personal computers

6ood knowledge of data collection and research r,nethods'

Abilíty to piepar€ w¡.ltten repor-ts and present information orally effectively and

professionally.

Pla,nning Assistant V

'/ - ----t^)-- ?t-:tr^ ^-Å ^L:f!+3^õ,lr ta w rcug Yt JlfrllJ ¡¡rlu .ttu t t tLtor

Bochelor's O9qree from a four-year, accredited college and a Mastefs Deoree from

accredited college in urban, regional, or community planning, ur'ban afFairs, urban

geography, community development, economic development, historic preservation or

public administration.

7-2 yeors of rele.¡ant field work experience required'

Thorouohknowledge of urban, regional or community planning, economic

development, historic preservatíon, urban geography and urban affairs.

Thorouqh knowledge of personal computers

Thorouqh knowledge of data collection and research methods.

Ability to prepare written reports and present informatíon orally effectively and

professionally.
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City of Wilmington

Job Title: Pool Manager

Job Family: SuPervisory

Department: Parks and Recreation

Salary Level(s): 3

Revision Date: June 2010

Division: Recreation

Department of Human Resources

Limited Service Employee Role Description

Description of OccuPational Work
The pur:pose of the Pool Manager position is to oversee operation of the City pool facifity' supervise the

pool staff and ensure the safety and welfare of all adult and youth patrons of the city's aquatic facilities'

This þb titte incorporotes solory Level 3. whlle level I is designoted lor new employees, deptonnents ore not precluded Jrom

hlring new employees at level 2. Employ.ees moy be promoted to a higher level in occordonce wíth minimum qualificøtions'

promotløml standords and a deportnent's operotiono! needs. Quolificøtions must be documented and departments must

*r"i ø* tpirrwal by the Director of Hurnon Resources þr plocemeat of employees lnto Solory Level3 or obove'

Essential Functions
Supervises pool staff. Assigns and coordinates work schedules of pool staff' Recommends and enforces

discipline as appropriate for poolstaff'

Oversees the operation of City pool facilities ensuring adherence to Cíty policies and procedures and

state and local health and safety laws and regulations' Addresses and resolves issues with the public and

anypool-relatedproblems.Responsibleforthesanitationofpoolfacilities.

Responsible for pool operations and public safety'

May teach swimming lessons.

May be required to act as a backup and perform the essential functions of a Lifeguard l' Lifeguard ll

andf or Assistant Pool Manager.

Accurately performs job functions within established time frames and completes assignments/duties

within established deadlines'

Consistently projects a .compgtent, professíonal image on behalf of the City' Promotes an ongoing

attitude of dedication to excellent public service and ensures that external and internal customers are

províded with the highest quality of service. Communicates courteously and effectively with diverse

populations.

EstablÍshes and maintalns effective working relationships.

1



Demonstrates reliable and punctual attendance

EssentÌo! functions ore fundomentol, core functions common to oll Solory Levels within th¡s job title ond ore not intended to be

on exhaustive list of øll job functions jor ony one Solary Level-. As such the functíons listed below moy vory ond moy include

odditional functions ond job duties os requ¡red ond øssigned by the deportment.

Levels of Work

Pool Manager

Knowl e d g e,.9kíIIs a nd Abílities
Must be at least 27 veors old and have a minimum of 3 veors experience in swimming

instruction q{as a lífeguard. A Sachelo/s degree with coursework in business, physical

education, sciences or education preferred. (Alternate combinations of training and

experience may be accepted at the discretion of the department.)

Must have valid American Red Cross Certificâtions, Lifeguard Training/First Aid and

CPR/AED for Lífeguards.

Thorouqh knowledge of methods, techniques and practices used in pool operation,

emergency response procedur€s and pool rnaintenance. Thgrouoh knowledge of rules

and r.egulations perta,ining to pool and locker room facilities. Thorouqh knowledge of
pool sanitation requlrements and practices.

Abilíty to organize, conduct and participate in various swimrning activities. Must have

physical ability to swim, dive, conduct swimming instruction as needed, participate in

water ßames, make water rescues, and pgrform fírst a¡d and CPR as needed.

Abilily to address and resolve issuês concerning the public, pool-related problems and

sanitary concerns-

Ability to operate specífíc pool equipment and machinery.

Ability to keep accurate records and write detailed reports.

Ability to give clear instructíoñs. Ability to successfully communicate to adults and

children and enforce pool rules and regulations with tact and diplomacy. Ability to work

with a diverse population.

Ability to provide transportation and travel locally to complete work assignments.

Ability to work outdoors and in the water for extended periods of time..
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City of Wilmington
Department of Human Resources

LimitedServiceEmployeeRoleDescription

Description of OccuPational Work
The purpose of the Program Director is to ptan, organize, lead, direct and oversee Department of Parks

and Recreation program-specific activities and/or operations and enforce city. rules and regulations'

This job t¡tle ¡ncorporates solory Levet(s) g through 1 only. whlle tevel 7 ts deslgnoted for new employees' depoÍtments are not

prectuded from hiring new employees at leve! 2. Emplqces moy be promoted to o higher level tn occordonce with mínimum

quolifications, promot¡onal stondords ond a depdù¡netnt's owratknal nèeds' Quol¡f¡cdtions must be documented ond

depottments must receive priot opprova! by the oîrector of:Humon Resources for plocement of employees into Solory Level3 or

obove.

Essential Functions
Administration, oversight, and supervision of child and adult food piogram(s) operations' Ensures site

,rì"ir, san¡tat¡on, records maintenance and operations are in compliance wíth city' State and federal

applicable requirements. Acts as lialson between department and all state and federal agencies'

vendors. Keeps accurate records accounting for all delivered meals' Recruits new sites' submits timely

bid package(s) to depart ^.ny. 
ip'¿,la¡ni ø Arøøran.Q¡tetøf:assiilfÊ'd ¡a Y'bWh'dnd Faøitiês'eijit4øit

Food Proorom(ilonlv.)

Directs program's financial goals; objectives and manages program budget within established guidelines

and limits. Develops and implements effective reporting systems' Maintains accurate records'

comprehensíve files and prepares clcar written reports. Responsible fOr all program financial

transactions, budget preparation and overall program compliance' Provides timely records and audit

materials as requested.

Responsible for the supervisíon and training of atl adult and youth program staff and program

participants in department-sponsored community programs (such as food program(s), before and after

school programs, Summer Youth Program, Saturday Enrichment Program' summer camp(s)' etc')' Plans'

organízes, leads, directs, teaches and oversees program operation and associated activities' Performs

administrative and clerical duties related to supervision of youths and adu!ts. Conducts training and

employee o.rientation as needed- May perform all Essential Functions of program staff'

May perform all the Essential Functions of a Driver. (see role description for Driver')

1

Job Title: Program Director

Job FarnilY: SuPervisory

Department: Parks and Recreation

Salary Level (s):3-6

Revision Date: APril 2010

Division: MultiPle



Accurately performs job functions within established time frames and completes assignments/duties

within established deadlines. Consistently and accurately follows cornplex verbal or written directions.

Complies with aniJ enforces applicable standards, rules and regulations as established by the

Depãrlment of Parks and Recreation and state and federal Eovernments.

Consistently projects a competent, professional image on behalf of the City. Promotes an ongoing

attitude of dedication to excellent public service and ensures that external and ínternal customers are

provided with the highest quality of service. Communicates courteously and effectívely with diverse

populations.

Establishes and maintains effective working relationships.

Demonstrates reliable and punctual attendance

Work setting may vary from indoor to outdoor locations depending upon specific assignrnent. Most

work tocations are outdoors. Must have ability to work ín setting appropriate to assigned position.

Essentiol functlons are fundomentol, core lunctions common to olt Søtory Levels within th¡s iob t¡tle ond ore not intended tobe

øn eútoustìve líst of oll job lunctions for orry one Salary'Level. As such the functíons listed below moy vory ond moy include

oddltlutotfunaîons.ond lob dutitx os requlred ond øssigned bythe department.

tevels of Work

Program Director IItr

Knuwleclge, Skills and Abilities
ivlustbe atJeast IB veors of oae. have a Hiqh schqqJ iipþm-g-and 3 to 4 vears experience

! .r-- --r-¡^J r^ -..-^-,i-a.., -.cíanmont Dro\r¡^ilq <rrnenri<nn pynpfipnfC
ln re¡evallt df t:d lcldtEu LU )uPEr vrJu¡ y sJJrÞ¡ , -"r-'--"--

required.

Thorouah knowledqe in the applícation of food service principles, practices, processes,

techniques and rnethods governing food distribution and program administration

activities. Thorouqh knowledge of Food Program(s) requirements and guidelines. Ability

to handle and maintain control of groups of adults and/or children during mealtíme.

Youth Divisíon

Proaromß)onlv.)

Thorouqh knowledge of recreational supervision and the rules and regulations

governing competitive athletic games, recreat¡onal activities, sports or other functional

area specific to ass¡gnment.

Thorouqh knowledge of applicable City, state and federal rules and regulations

pertaining to program assignment.

Ability to organize and instruct a variety of recreational and social activities.

Abilíty to adhere to program standards and objectives outlined by supervisor(s)-

t
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I

nbility to communicate, demonstrate, teach and assist employees and/or participants in

carrying out job tasks or learned skills.

Knowledge, skills and abilities of a Driver may be required. (see role description for

Driver.)

Ability to work outdoors.

Program Director IV

Knowledge, Skílls and Abilitíes

Mustbegt leost 78 vears of have a Hiqh school diplomo and 5 - 6 veors experience

in relevant area related to supervisory assignmen|' Aminimum of 2 tteors of previous

supervisory experience and a minimum of 7 Veor previous work experience assigned to

specific department program are requíred'

Comprehensîve knowledae in the application of food service principles, practíces,

processes, techniques and methods governing food distribution and program

administration activitþs . cnmprehensive knowledge of Food Program(s) requirements

.and guidelines. Ability to handle and maintain control of groups of adults and/or

children during mealtime. lPerta¡ns to Proqram Directors ossíqned to Youth ond Fomilies

Divî si on F aod P ro a ro mlslonlv. I

Comprehensiveknowledge of recreational supervision and the rules and regulations

governing competitive athletic garnes, recreational astivities, sports or other functional

area sPecific to assignment.

Comprehensiveknowledge of applicable City, state and federal rules and regulations

pertaining to program assignment.

Ability to organize and instruct a variety of recreational and social act¡v¡t¡es'

Ability to adhere to program standards and objectives outlined by supervisor(s)'

Ability to communicate, demonstrate, teaclr atrd assist employees and/or p¿irt¡c¡pants in

carrying out job tasks or learned skills.

Knowledge, skills and abitities of a Driver may be required' (See role description for

Driver.)

Ability to work outdoors.

Frograrn Director V

Kn owl e dg e,.SkíIls a n d Ab ilí ties

Must be ot leost 78 veors of oqe, have a Bochelor's Deqrge and 7 - I veors experience in

relevant area related to supervisory assignmen t' A minimum of 4 Veors of previous
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supervisory exper¡ence and a minimum of 2 vears previous work experience assigned to

specific departrnent program are required.

Compreh ensive knowledoe in the a pplication of food service principles, practices,

processes, techniques and methods governing food distribution and program

administration activities . Comprehensive knowledge of Food Program{s) requirements

and guidelines. Abilíty to handle and maintain control of groups of adults andf or

child,ren during mealtime. (Pertains to Proarøm Directors ossioned toYouth ond Familîes

Division Food Proarom(slonlv.)

Comprehensive knowledge of recreational supervision and the rules and regulations

--..---:-- ^---^t:a:.,- ^llt^+!^ -^^-^r+ia^¡l:¡rirrÍfioc cnnrtcOf Othgf fUnCtlOnalgovelf llltE,LU¡¡wrll(¡vt dl¡¡tsItLEql¡¡cr, ar-i¡i:c¡i¡u¡¡ú¡ üLiiviriËJ, iPu¡|

area specific to assignment.

Comprehensive .knowledge of applicable City, siate and federal rules and regulations

pertaining to program assignment.

Ability to organize and instruct a variety of recreational and social activíties.

Ability to adtrere to program standards and obþctives outlined by supervisor(s).

Abitity to communicate, dernonstrate, teach and assist employees and/or participants in

carrying out jobtasks or leamed skills.

Knowledge, skills and abilities of a Driver may be required. (See role description for

Driver.)

Ability to wor'k outdoors.

Prograrn Director VI

Knowledge, ^lkrlls and Abilities
Muslbe ot leost 18 vears of oqe, have a Bochelor's Deqree and 9+ veors experience in

relevant area related to supervisory assígnmenT. A m¡nimum af 6 veqLs of previous

supervisory experience and a minimum of 3 vears previous work experience assigned to

specific department program are requíred.

Comprehensíve knowledle in the application of food service principles, practices,

processes, techniques and methods governing food distributíon and program

administration actÍvities. Compfehensive knowledge of Food Program(s) requirements

and guidelines. Ability to handle and maintaín control of groups of adults and/or

chíldren durinR mealtime. (Pertoins to Proqroim Directors ossiqned to Youth ond Fomilies'-
Division Food Proqram(slonlv. )
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Compre hensive knowle dge of recreational supervision and the rules and regulations

governingcompetitiveathleticSames,recreationalactivities,sportsor other functional

area specific to assignment-

comorehensive knowledge of applicable city, state and federal rules and regulations

pertaining to program assignment'

Ability to organize and instruct a variety of recreational and social activities'

Ability to adhere to prograrn standards and objectives outlined by supervisor(s)'

Ability to communicate, demonstrate, teach and assist employees and/or participants in

:^L +^-t.- ^- l^-.^^.1 <L¡ll<
carrylnE, uul JUU td)^5 ur rsqr'¡rLu J¡\ilrJ'

Knowledge, skills and abilities of a Driver may b€ required' (see role description for

Driver.)

Ability to work outdoors.
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City of Wilmington

Job Title: Program Supervisor

Job Family: Supervisory

Departrnent: Parks and Recreation

Salary ):3-4
Revision Date: APril 2010

Division: Multiple

Department of Human Resources

timited Service Employee Role Description

Description of Occupational Work
The purpose of the Program Supervisor ¡s to plan, organize, lead, direct and oversee Department of

parks and Recreation program-specific activities and/or operations and enforce City rules and

Thts job title lncorporotes Sotory Leve!(s) 3 through 4 only. White levet 7 is designated for new employees, deportments øre not

precluded lrom hiring new employees at level 2. Employees may be promoted to o higher level in øccordance with mlnímum

quotífkotbns, promotional stondords ond a deportnÊnt's opetotionøl needs. QuattÍicotions must he dotumented and

deportments must receive pr¡or dpprovol by the Dírector of Human Msources lor plocement of employees ínto Salory Level 3 or

above.

Essential Functions
Assists the Program Director in the supervision of child and adult food program(s). Ensures site safety,

sanitation, records maintenance and operations are in compliance with City, State and Federal

appiicabie requiremenis. Supervíses acjuit anci youth food.piogiam sia"f. Keeps accurate recoi'ds

accounting for all delivered meals. Responsible for assuring overall program compliance. ldentifies,

addresses and corrects compliance exceptions. Reconciles any record-related díscrepancies (i.e. meal

counts, etc.). Prepares menus and other ínformatíon for bid package(s). (Pertoìns to Proqram

Supei:visiirs dssianed tb Yb'uth.iihd Feimitìes 'D¡u¡sion Food Pr,ard.mblÔnÍvl.

performs aclminístrative and clerical duties related to supervision of youths and adufts.

Supervises the activíties of youth and/or adult employees and participants in department-sponsored

community programs (such as food program(s), before and after school programs, Summer Youth

program, Saturday Enrichment. Program, summer camp(s), etc.). Plans, organizes, leads, directs, teaches

and oversees program operation and associated activities.

Maintains accurate records, comprehensive files and prepares clear written reports.

May perform all the Essential Functíons of a Driver. (See role description for Driver.)

Conducts training and employee orientation as needed-

1



Accurately performs job functions within established time frames and completes assignments/duties

within established deadlines. consistently and accurately follows complex verbal or written directions'

complies with and enforces applicable standards, rules and regulations as established by lhe

DepartmentofParksandRecreationandstateandfederalgovernments.

consistentty projects a competent, professìonal image on behalf of the ciry' Promotes an ongoing

attitude of dedication to excellent public service and ensures that external and internal customers are

providedwiththehighestqualityofse¡vice.CommunicatescourteoUstyandeffectivelywithdiverse

populations.

Establishes and maintains effective working relationships'

Demonstrates reliable and punctual attendance:

work settÍng may vary from indoor to outdoor locations depending upon specific assignment' Most

work locations are outdoors. Must have ability to work in setting app¡opriate to assigned position'

Essentía! functions ore fundomento!, core functíons common to olt Salory Levels within thís Job t¡tre ond are ftot ¡ntended to be

on exhoustive l¡st of otl iob Íunctions for ony one klory Level' As such the functions listed below moy vory and moy include

odditlonøl functions ond iob duties os required ond osslgned by the deportment'

Levels ofWork

Program SuPervisor III

Kn owl edg e,'Skills and AbiI í ties

tftust be ot ieast 78 veors of o 'have a Hi'qh schoo! diploma and 3 to 4 veors experience

inrelevantarearelatedtosupervisoryassignment.Previoussupervisoryexperience
reouired.

Thorousþ knowledqe. in the application of food service prínciples' practices' processes'

techniques and methods gove rning food distribution and program administration

activ¡t¡es. Th orou oh knowledge of Food Program(s) requirements and guidelines' Abi lity

to handle and maintain control of groups of adults andlor children during mealtime

to

Proqromßlonlv-)

Thorouahknowledge of recreational supervision and the rules and regulations

governing competitive athletic games' recreational activities, sports or other functional

area specific to assignment'

Thorouqhknowledge of applicable City' state and federal rules and regulations

pertaining to program assignment'

Abilitytoorganizeandinfructavarietyofrecreationalandsocialactivities.

Ability to adhere to program standards and objectives outlined by supervisor(s)'
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Ability to communicate, demonstrate, teach and assist employees and/or participants in

carrying out job tasks or learnecl skills.

Knowledge, skills and abilities of a Driver may be required. (See role description for

Driver .)

Ability to work outdoors.

Program Supervisor lV

a J - õl!rt- --,1 uL!rttt^-
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Mustbe ot least 78 veors of o have a Hiqh school diplomo and 5+ vgors experience in

relevant area related to supervisory assignment. A min¡mum oi 2 Veors oí previouS

supervísory experience and a mínimum of 7 veor previous work experience assigned to

specific department program are reauired.

Comprehensive knowledøe.in the applicatíon of food service prínciples, practices,

processes, techniques and methods governing food distribution and program

administration activities. Comprehensive knowledge of Food Program(s) requirements

and guidelines. Ability to handle and maintaín control of groups of adults and/or

children during mealtime; (Pertains to Proarom Suoeruîsofs gsSioned to Youth and

Fo m i lle s Dîv í s i oe Food P roa ro mls I onlv. I

Comorehensiveknowledge of recreational supervision and the rules and regulations

governing compet¡t¡ve athletíc games, recreational activities, sports or other functional

area specific to assignmerit.

Thorouqh knowledge of applicable City, state and federal rules and regulations

pertaining to program assignment.

Ability to organize and ¡nstruct a variety of recreational and social activ¡ties.

Ability to adhere to program standards and objectives outlined by supervisor(s).

Ability to communicate, demonstrate, teach and assist employees and/or part¡c¡pants ¡n

carryíng out job tasks or learned skills.

Knowledge, skills and abilíties of a Driver may be requlred. (See role description for

Driver.)

Ability to work outdoors.
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Ciqy of Wilmington

Job Family: Recreation

,Department: Parks and Recreation

Salary Level(s): 1--3

Revision Date: March 2010

Division: Recreation

Job Title: Recreation SPecia t-ilI

Department of Human Resources

,Limited Service Employee Role Description

Description of Occupational Work
The purpose of the Recreation specialist is to perform a wide variety of rec¡'eatioß-related duties in

support of the development, coordination and administration of the various progfams and activities

provided by the Department of Parks a nd Recreation'

Thß iob titre încorporotes satory Lewts 7 through 3. whtte rever 7 is designoted þr new emproyees' deportments ore not

prcclu&l lrom hiríng new employees at !ew! 2. Emptoyees moy be promoted to o hîgher level in sæordance wlth minimum

qUoltftcotíons, promotíonal stondords ond o deportmen(s operotíonol needs' Quolif;cations must be dæumented ond

departmena musl recetve prìor approwl by the Director of Human Resources for plocement of employees into solary Level 3 or

obove.

Essential Functions
coordinates the delivery of equipment and supplies to recreational sites and special event locations'

D¡str¡butes and collects equipment. oversees the proper use of equipment. Assists with care of facility

and department equ¡pment. Responsible for the re'stocking and/or the inventory accounting of

equipment and supplies. Must be able to physically move equipment and supplies as needed'

plans, schedules, organizes and conducts practice, instructional play, games or classes' Provides

instructior1 in specialized area. Officiates, keeps score and/or time in multiple sports' Must be able to

physically perform assigned activity. .lmplernents activity-specific devices for activity part¡cipants' Ass¡sts

with site/facility care and cleanup

Maytendentrancebooth,acceptfees,workcashregisterandissuereceipts'

Performs clerical and/or reception duties. Keeps basic records and makes simple reports'

Monítors program site forsafety, enforces safety rules and regulations and providesfirstaid as

necessary.

Accuratelyperformsjobfunctionswithinestablishedtimeframesandcompletesassignrnents/duties
within established deadlínes. consistently and accurately follows verbal or written directíons' Abides by

and enforces applicable standards, rules and regulations as established bythe Departmentof Parks and

Recreation.
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Consistently projects a competent, professional image on behalf of the City. Promotes an ongoing

att¡tude of dedication to excellent publicservice and ensures that external and internal customers are

provided with the highest quality of service. Communicates courteously and effectively with diverse

populations.

Establishes and maintaíns effective working relationships

Demonstrates reliable and punctual attendance.

Work setting may vary from indoor to outdoor locations depending upon specific assignment. Most

work locations are outdoors. Must have ability to work in setting appropriate to assigned position.

Essentiol functions ore fundomento!, core functîons common to olt Soiory Leve¡s wtth¡n this þb titìe onti are noi tntencieri to be

an exhoustive tist of oll þh functions for any one Solory Level. As such the Junctions listed below moy vory ond moy include

odditionol functions ønd job dutles as tegutred ond ossigned hy the department.

Levels ofWor*

Recreation Specialist I

Kn owle dg e,JkiIIs and Ab iI i ties
Must be at þast 18 years old and possess a High School Diploma or GED. Less thon two

years experience in recreat'ron adrninistrat¡on or college course work in the fíeld of

education or recreation.

May be required to possess a valid drive/s license-

Some knowledge of the prlncipals, rnetlrods, techniques and practices uscd in thc

specialized subject area of assignment'

Some knowledge of the obþctives, aíms and goals of public recreation.

Sorze knowledge of City geography anC City park locations.

Some knowledge of First Aid.

Abílity to monitor site for participant and spectator safety. Ability to administer first aid

Ability to work effectively and complete job functions accurately under qenerol

supervision.

Ability to keep and maintain records and prepare reports for program activitíes.

Ability to gíve clear instructions. Ability to successfully communicate program

infor.mation to program volunteers, parents and youths. Ability to work wíth a diverse

population.

Ability to work outdoors.
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Recreation SPecialist II

Knowledge, SkiIIs and Abilitíes

GraduationfromHighschoolorGED.3to4vearsexperienceinrecreatìon
administration or college course work in the fìeld of education or recreation'

May be required to possess a valid driver's license'

Goodknowledgeoftheprincipals,methods,techniquesandpracticesusedinthe

specialized subject area of assignment. Possesses certifications, licenses as appropriate

relevant to assignment'

. ÂL - - L:^^+:..^- -imc rnd snals of nublic recreation,6ood Knowledgg oI f l¡e uuJtLtlvt)' qr'¡J q¡ ru beu¡e

* Uno*ledge of City geography and City park locations'

Good knowledge 'of First Aid'

Abilitytomonitorsiteforparticipantandspectatorsafety.Abilítytoadministerfirstaid.

AbilÍtytoworkeffectivelyandcompletejobfunctionsaccuratelyunderoenerol
suPervision.

Abilitytokee.pandmaintainrecordsaniJpreparereportsforprogramactivities.

Ability to give clear ínstructions. Ability to successfully communicate program

information to program volunteers, parents and youths' Ability to work with a diverse

poþulation.

AbilitY to work outdoors'

Recreation SPecialist III

Knowledge, SkÍlls and Abilíties'
GraduationfromHighschoolorGED.5ormoreyearsexperiencein.recreation
administration or college course work in the field of education or recreat¡on'

May be required to possess a valid driver's license'

Ability to monitor site for partic¡pant and spectator safety' Ability to administer first aid'

Thorouqh knowledge and expertise in the principals, methods, techniques and practices

usedintheofspecializedsubjectareaofassignment.Possessescurrent,valid
certifications and licenses as appropriate relevant to assígnment subject area'

Thorouqhknowledgeoftheobjectives,aimsandgoalsofpublicrecreation.

Thorouqh knowledge of First Aid' Certification preferred'

T
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Possess a minimum of one yeor of supervisory experience in the specialized area of

assignment.

Sorne knowledge of City geography and City park locations.

Ab¡lity to work effectively and complete job functions accurately with limited

supervisory oversight.

Ability to keep and maintain records and prepare reports for program act¡v¡ties.

---^----¡.-1t.. -^.^-.,-:^^r^ --^--^*AOll¡Iy fo Slve cleaf ¡n5trucuofts. Au¡llry r.u suLccs)ru¡¡Y Lulr¡¡rrurllLdrc PruË,rcr'r¡l

information to program volunteers, parents and r¡ouths. Ability to work with a diverse

population.

AbilÍty to work outdoors.
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City of Wilmington

Job Title: Refuse Assistant

Job FamilY: Labor

Department: Parks and Recreation

Salary level(s): 1

Revision Date: APril 2010

Division: Youth and Families

Department of Human Resources

Limited Service Employee Role Description

Description of OccuPational Work
The purpose of the Refuse Assistant pos¡t¡on is to assist the Refuse worker in the collection' removal'

transportation and proper disposal of garbage and other refuse from multiple sites in support of adult

and child food programs administered by the department'

This job tltte incorporotes solory Level 7. while level 7 is designøted for new employees' deportments are not precluded from

híringnewernployeesotleve!2.EmployeesmaybepromotedtoohigherlevelÍnaccordancewithminimumquolificotions'
promotionolstondordsandodeportmen(soperotÍono!needs,Quolifìcotíonsmustbedocumentedonddeportmenismust

receive prîor opprovol by lhe Director ol Humon ReSources for plocement of employees înto solary Level 3 or øbove'

Essential Functions
Empties, cleans and replaces trash receptacles at food program sites'

Removes garbage from sites and loads into coltection vehicle;

Unloads the garbage collection vehicle at the appropriate dump site'

Accurately performs job functions within establ¡shed time frames and completes assignments/duties

withinestablisheddeadlines.Consistentlyandaccuratelyfollowssimpleverbalorwrittendireètions.
complies with and enforces applicabte standards, rules and regulations as established by the

Department of Parks and Recreation and state and federal governments'

Consistently projects a cLmpetent, professional image on behalf of the City' Promotes an ongoing

attitudeofdedicationto-excellentpublicserviceandensuresthatexternalandintetnalcustomersare
províded with the highest quality of service- communicates courteously and effectively with d¡verse

populatíons.

Establishes and maintains effective working relationships'

Demonstrates reliable and punctual attendance

Essentior functions ore fundamentor. core functíons common to o, sarory Levers within thís iob t¡tte ond ore not intended to be

onexhoustivelistofolljobfunct¡onsforonyoneSoloryLeve!.Assuchthe|unctionsl¡stedbetowmoyvoryondmoyinclude
odditionol functions ond job duties os requíred ond ossigned by the deportment-

1a



Levels of Work

Refuse Assistant

Knowledge, SkiIIs and AbÍlities
Less than 2 vedrs experience in custodial, janitorialor other area(s) related to refuse

removal.

Some knowledge of City geograPhY.

Abilîty to iift 50 ibs.

I r .l'r.. r^ .----1. ---!J^^--A0lllty (u wur r\ uur.uuul).
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City of Wilmington

Job Title: Refuse Worker

Job Family: Labor

Department: Parks and Recreation

Salary Level(s): 2

Revision Date: MaY 2010

Division: Youth and Families

Department of Human Resources

Limited Service Employee Role Description

Description of OccuPational Work
The purpose of the Refuse Worker position is to collect, remove, transport and properly dispose of

garbage and other refuse from multiple sites in support of adult and child food programs administered.

by the department.

Thß Job t¡tle ìncorporotes Salory Level 2. While level 7 is desþnoted for new ernployees, deportments ore notprecluded from

hirlng new ernployees ot level2, Employcæ moy be promoted to a higher level in accordanæ wtth mînimun quolllîcotions,

promotiøal stotúords ond o depørtment's ryerationo! needs. Quofficotions must be docunrented ond deportmetts must

reæive prior opprovalby the Direaor of Humon ßesources for plocement of empltyees lnto ftlory Level 3 or obove,

Essential Functions
Empties, cle¡ns and replaces trash r.eceptacles at food program sites.

Removes garbage from sites and loads ínto collection vehicle'

Unloads the garbage collection vehicle at the appropriate dump site'

May supervise the Refuse Assistant.

May perform all the Essential Functions of a Driver ll. (See role description for Driver ll.)

Accurately performs job functions within established time frames and completes assignments/duties

within established deadlines. Consistently and accurately follows simple verbal or written directlons-

Complies with and enforces applicabte standards, rules and regulations as established by the

Department of Parks and Recreation and state and federal governments.

Cons¡stently projects a competent, professíonal image on behalf of the City. Promotes an ongoing

attitude of dedication to excellent public service and ensures that external and internal customers are

provìded with the highest quality of service. Communicates courteously and effectívely wíth diverse

populations.

t

Establishes and maíntains effective working relationshíps

Demonstrates reliable and punctual a ttenda nce-

1



Essentiol funct¡ons ore fundomento¿ core Íunct¡ons common to ol! Solary Levels within th¡s iob t¡tle ond ore not ¡ntended to be

on exhoustive list of o¡ job functions lor ony one Solory Level. As such the functions listed below moy vory ond may include

additionol lunctions ond job duties os required ond ossigned by the deportment.

Levels of Work

Refuse Worker

Knowledge, SkíIIs and Abílities
2 vears experience in custodial, janitorial or other are(s) related to refuse removal'

6ood knowledge of CitY geograPhY.

Knowledge, skills and abilities of a Driver ll required if driving as part of job duties,

including the minimum requltemenlqj.aee 21. (See role description for Driver ll for list

of knowledge, skills and abilities.)

Ability to lift 50 lbs.

Ability to wo¡* outdoors.

I
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City of Wilmington

Job Title: Risk Management Assistant Salary [evel(s): 4

Revision Date: MaY 2010

Division: Risk Manageme nt
Job Family: Administrative/Clerical

Department: Human Resources

Department of Human Resources

limited Service Employee Role Description

Description of OccuPational Work
The purpose of the Risk Management Ass¡stant is to assist the Health lnsurance Specialist and the Claims

supervisor in the performance of their job duties within the Risk Management division of the

DepartmeRt of Hurnan Resources.

This job title incorporotes salory Level(s) 4. whlle tevel 7 is designated for new employees, departments are not precluded fro'm

hiringnewemployeesotlevel2.Employeesmoybepromotedtoahigherlevel.inaccordoncewithminimumqualificøtions,
p*,iotionot ,íondords ond.d deportmen(s operotiono! needs' Qualifications must bedocumented and deportments must

receive prior opprovol by the Director of Humon Resources for ptacement of emplowes lnto sølory Level3 or above'

Essential Functions
Reéeives City employees' telephone and walk-in inquiríes and provides assistanie in a standardized'

courteous and professional manner.

lnit¡ates and processes required paperwork related to new hires, medical support notices' family status

changes and terminations. Assists employees in the completion of applications and forms'

Communicates in person and corresponds via mail and telephone with the City's benefits providers and

city employees. Reads, drafts, prepares, sends and receives professional correspondence' applications'

forms and other documentation related to employee benefits in a professional manner.

Files and retrieves information accurately in accordance witlr established methods and/or direction'

Performs research, as needed, related to inquires, special projects' etc'

Effectively performs job duties under pressure and responds appropriately and courteously to inquiríes'

questions, comPlaints, etc'

operates a personal computer and competently navígates a windows-based operating system' operates

fax rnachine" eopy machine, postaße machine, multi-line telephone system and any additional office

equipment as needed to complete job functions'

Performsbasicmathematicaloperations.Preparesaccuratereports.

L



performs accurate data entry, takes thorough and accurate notes and maintains complete and accurate

written and electronic records. Maintains current employee beneficiary, dependent, etc. information in

Munis system.

Consistently and accurately follows verbal or written directions'

Accurately performs job functions wíthin established time frames and completes assignments/duties

within established deadlines.

Consistently projects a competent, professional image on behalf of the City. Promotes an ongoing

attitude of dedication to excellent publíc service and ensures that external and internal customers are

provlded wrth the highest -oualítr¡ 
of service. Communicates courteously and effectively with diverse

populations

Establishes and maintal ns effective working relatíonships.

Demonstrates reliable and punctual attendance-

Essent¡ol functions ore fundomentol, core functlons common to olt Satary Levels w¡th¡n thîs iú titte ond ore not intended to be

on edtousti¡te tist of øll Job functlons for ony one Sølary Leve!, As such the functions listed below may vary and moy lnclude

addit'anol functîois ond job duties os required ond ossigned hy the deportment.

Levels of Work

Risk Managernent Assistant

Knowledge, Sl<llts and Abilitíes
Hígh School Diploma or GED and 7+ veurs of professional experience pcrforming

administrative functions in a modern office setting or an ossociote's deqree in business

admínistration, business management, accounting, finance, bookkeeping or related field

qnd 3 to 4 vears of professional experíence performing administrative functions in a

modern office setting

Comprehensive knowledge of standard office practices, office equipment and office

etiquette.

. Comprehensive knowledge of Microsoft Word, Excel, PowerPoint and other software

programs as applicable and needed . Note: Knowledge wllt be demoni,strated and

verífied through the successful completion of pre-employment skills testing'

6ood knowledge of accounting, finance and/or bookkeeping. Ability to research errors

and discrepancies and resolve issues independently. Noie: KnowledEe wilt be

demonstrated and verified thraugh the successfu! completíon of pre-ernployment skills

testing.

Comprehensive proficiency in the use of correct grammar, spelling, punctuation.
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Ability to consistently and accurately follow complexverbal or written directions'

Ability to work effectively and complete job functions accurately with /ittle to no

supervisory oversight.

J



City of Wilmington

Job Title: Security Guard

r^L r^ *:1.,. I ^ f.^'J|"rg r<ltilÍy. Louur

Departm€nt: Parks and Recreation

Salary Level(s): 2

Rcvîcinn Dale: Mav 701-0

Division.' Recreation

Department of Human Resources

Limited Service EmploSree Role Description

Description of Occupational Work
The purpose of the Security Guard position ¡s to protect Cíty property from trespass, theft, vandalism

and other hazardous conditions through the enforcement of Cíty rules, regulations and policies relative

to safety, security and orderliness. A significant aspect of the work involves the possibility of dealing

with crísis or emergency situations.

Th¡s job tftle incorporotes Sotory Level 2. While level 1 îs desígnoted for new employees, departments orc not precluded Írom

hiring new employees ot teve! 2. Emptoyees nsy be promoted to a hþhet level in accordonce wîth minîmum quoliJìctÜons,

promotional stvndords ond o deportment's operotiona! needs. Qttolifiætiø¡s mwt be dæumented ond deportments ñust

receive prior opproval by Ìhe Dìrectar of Humon Resources for plocement of employees Into Soløry Level 3 or above.

Essential Functions
Conducts coniprehensíve routine foot patrols throughout assigned facility, buildings and grounds'

Observes and assesses the state of security. Checks fire doot'S, flre escapes and lrallways to ensure they

are free from obstructions..Conducts and documents routine checks on all emergency and safety

equipment, such as fire extinguishers located within assigned facility/area.

Enforces Cíty policies relatíve to safety, security and orderliness. Maintains control of crowds at City-

sponsored events.

lnitiates preventative and corrective actions as necessary to ensure the health and welfare of the

citizenry and to attain and/or maintaín complíance with applícable City rules, regulations and policies.

Reports all security concerns, violations and breaches to supervisor'

lnvestigates unusua I occurrences.

Prepares reports. May maintain an activity log.

Contacts supervisor in situations where disturbances are unusual or beyond his/her scope of control.

Directs and maintains control over traffic as required.

May perform all the Essential Functions of a Driver ll. (See role description forDriver ll.)

1



Accurately performs job functions within established time frames and completes assignments/duties

within established deadlines. Consistently and accurately follows simple verbal or written directions.

Complies with and enforces applicable standards, rules and regulations as established by the

Department of Parks and Recreation and state and federal governments.

Consistently projects a competent, professíonal image on behalf of the City. Promotes an ongoing

attitude of dedication to excellent public service and ensures that external and internal customers are

provided with the híghest quality of service. Communicates courteously and effectively with diverse

populations.

Establ¡shes and maintains effective working relationships.

tlpmnnçtratpq rpliahlp a nri nu nctua I atte ndance"

Essentiøt functions are fundomental, core Junct¡ons common to ot! Satary Levels within thís iob title ond øre not intended to be

an exhoustive list ol all job functions for ony one Salory Level. As such the lunctions listed below moy vary ond may include

.odditiono!functions ond job duties os required and osslgned by the deportment.

Levels of Work

Security Guard

Knowledgre,.SkÍIls a nd Abilitie s
Must ùe ot least 78 veats old, and have the ability to read.

Experience in law enforcernent, security or other relevant area preferred.

Good knowledge of City procedures, rules and regulations related to safety and security'

6ood knowledge of patrolling and recordkeeping.

Ability to consistently and accurately apply security rules and regulations.

Ability to recognize unusual and abnormal conditions or behavior and respond

appropriately.

Abilíty to control and diffuse disturbances effectively and efficiently.

Ability to remain alert and calm and conduct his/herself appropriately and efficiently in

accordance with security protocol in stressful situations'

Abílity to work successfully wíth hostile and uncooperative individuals and/or groups to

maintain security. Ability to give and receive clear instructions. Ability to work with a

diverse population.

Ability to provide transportation and travel locally to complete work assignments.

Abilìty to work outdoors.
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City of Wilmington

lob Title: Site Supervisor

Job Farnily: Supervisory

Department: Parks and Recreation

Salar.y Level(s): 2-3

Revision Date: APri¡ 2010

Division: MultiPle

\

Department of Human Resources

Lirnited Service Employee Role Description

Description of Occupational Work
The purpose of the Site Supervisor is to plan, organize, lead, direct and oversee Department of Parks and

Recreation site-specific activities andlor operations and enforce City rules and regulations.

Thfs þb title Íncorporotes Salory Levet(s) 2 througl, j only. Wh:ile levet 7 is designoted for new employees, departments ore not

prectuded lrom hÍring new emplayees at level 2. Employees moy be promoted to o higher level'in occordonce with minímum

qualiJìcøtìons, promotÍottol stondotds qnd o deportment's operationol needs. Quolificotions must be documented and

depornnenß must teceiw pr¡or oppøal by.the Ðirector oÍ Human flesources for ptocemmt of emplayees into Salory Level i or

ohor,rc.

Essential Functions
Supervises the meal service and cleanup at child and adult food program sites. Ensures site safety,

sanitation, records maintenance and ope6tion in comptiance with City, State and Ëederal applicable

requirements. Supervises youth food handlers. Receives and accurately accounts for all delivered meals.

Ensures all nreals are consumed on site. lmplements alternate fooci service arrangements ciuring iimes

inclement weather. ldentifies, addresses and corrects compliance exceptions. Reconciles any record-

related discrepancies (i.e. meal counts, etc.) with Monitor. (Pertoins to Site Supervísors ossisned to

Youth and Faryílies Divisíon Food Prooromlstonlv.l

performs administrative and clerical duties related to supervision of youths and adults'

supervises the recreational activities of youths andlcir adults at a single recreational site (such as a field,

center, school, pool or playground). Plans, organizes, leads, directs, teaches and oversee5 program

partic¡pant activities in special skilled development areas including but not límited to: tutoring, arts and

crafts, sports, music, games, etc.

Maintains accurate records, comprehensive files and prepares clear written reports'

May perform all the Essential Functions of a Driver. (See role descríptíon for Dríver-)

Conducts training and employee orientatíon as needed.

Accurately performs job functíons within established time frames and completes assignments/duties

within established deadlines. Consistently and accurately follows complex verbal or written directions.
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Complies with and enforces applicable standards, rules and regulations as established by the

Department of Parks and Recreation and state and federal governments'

Consistently projects a competent, professional image on behalf of the City' Promotes an ongoing

attitude of dedication to excellent public service and ensures that external and internal customers are

provided with the highest quality of service- Communicates courteously and effectively with diverse

populations.

Establishes and maintains effective working relationships.

Demonstrates reliable and punctual attendance'

Wor-k setting may vary f¡'om indoor to outdoor locations depending upon specific assignment' Most

work locations are outdoors. Must have abiliw to work in setting appropriate to assigned pos¡tion'

Essentiol functions ore fundomentø:, core functíons common to ol! solary Levels within th¡s iob t¡tle ond are not ¡ntended to be

on exhoustive list of altþb functions lor ony one solory Level. As such the functions lîsted below møy vory ond moy include

addittonol Junctions ond lob duties os required and ossígned by the deportment'

Levels of Work

Site SuPervisor II

. Kno'wledge,.SftÍIls and AbÍlities

Mustbe ot leost 78 vears of ,havea Hiqh school diploma and 7 to 2 veors experience

¡n releyant area retated to supervisory assignment. Previous superv¡sory experience

Preferred.

Good knowledqe in the application of food service principles, practices, processes,

techniquesandmethodsgoverningfooddistributionandprogramadministration
activities. 6ood knowledge of Food Program(s) requirements and guidelines' Ability to

handle and maintain control of groups of children during mealtime. Pçrtoins to Site

6ood knowledge of recreational stlpervision and the rules and regulations governing

competitive athletic games, recreational activities, sports or other area specific to

assignment

6ood knowledge of applicable city, state and federal rules and regulations pertaining to

work assígnment

Ability to organize and instruct a variety of recreational and social actÍvities'

Ability to adhere to program standards and objectìves outlineel by supervisor(s)'

Abílity to communicate, dernonstrate, teach and assist participants ¡n carrying out skills'

2



Knowledge, skills and abilities of a Driver may be required. (See role description for

Driver .)

Ability to work outdoors.

Site Supervisor III

Knowle'dge, Skills and AbíIities
Mustbe at leost 78 veors of aae, have a Hiqh school diploma and 3 to 4 vears experience

in relevant area related to supervisory assignment. Previous supervisory experience

reauired.

Thorouqh knowiedqe in ihe appiicaiion oí footi se¡ v*ice principles, pi'acilces, pi'ocesses,

techniques and methods governing food distribution and program administration

activities. Thorouah knowledge of Food Program(s) requ¡rements and guidelines. Ability

to handle and maintain control of groups of children during mealtime. (Pertsins to-Site

S u p e rui s o r s. a s sí o n ed to Y o uth a n d F AfiIl e s QÍ i ì sÎ o n F, in d. F¡tX¡rOm ld o n lv, )

Thorouah knowledge of recreational supervision and the r¡les and regulations

governing competitive athletic garnes, recreational activities, sports or other area

specific to assignment.

Thot_ouoh knowledge of applicable City, state and federal rules and regulations

pertaining to work assignment.

Ability to organize and instruct a variety of recreational and social act¡vities.

Ability to adhere to program standarcis ancj objectives outiineci by supervisor(s).

Ability to communicate, dernonstrate, teach and assist participants in carrying out skills.

Knowledge, skills and abilities of a Driver may.be required. (See role descriptíon for

Driver.)

AbilÍty to work outdoors
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City of Wilmington

Job Fa mily: Administrative/Clerical

Department: Parks and Recreation

Salary Level(s): 4

Revision Date: June 2010

Dívision: Youth and Families

Job Title: SPecial Events Coordinator

Department of Human Resources

Limited Service Employee RoIe Description

Description of OccuPational Work
ThepurposeoftheSpecialEventsCoordinatoristoorganize,schedule,coordinateandotherwisedirect
cultural.and educational events for youth and adults'

This job t¡tle incorporates solary Level(s) 4. wh¡le levet I is desígnated for new employees' deportments ore not precluded lrom

hiríng new amployees at tevel 2. Employees moy be promoted to o higher leve! in occordance w¡th minimum quolificotions'

promotlonal rtondords ond a department's operotionol needs' Quolifrcotions must be documented ond departrûents must

receive prior opprow! by the Director ol Hwnon ßesources for plocement of employees Into Solory Leuel j or obove'

Essential Functions
schedules and sets itinerary for daylong, weekend and weeklong college and university tours for

prospective studentq,and their parents. works in conjunction with vendors' promoters to plan teen

summits, educational and financial aid workshops. Recruits chaperones' lndividual is responsible foi the

ensuring the appropriate conduct and behavior of chaperones, parents and students who use city

resources.

Effectively performs iob duties under pressure and responds appropríately and courteously to inquiries'

questions, comPlaints, etc.

Reads, drafts, prepares, sends and receives professional correspondence in a professional manner'

operates a personal computer and competently navigates a windows-basetl operatittg system' operates

fax machine, copy machine, postage machine, multi-line telephone system and any additional office

equipment as needed to complete job functions'

Fires and retrieves information accuratery in accordance with estabr¡shed methods and/or direction'

Maíntains complete and accurate written and electronic records'

Performs adva nced mathematical operations'

prepares accurate budgets. Prepares accurate and timely reports, such as expense reports'

1
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Travels intrastate, interstate and overnight.

Consistently and accurately follows cotnplex verbal or 
-written 

directions.

Accurately performs job functions within established tíme frames and completes assignments/duties

within established deadlinei.

Consistentty projects a competent, professional ímage on behalf of the City. Promotes an ongoing

attitude of dedication to exceltent public service and ensures that external and internal customers are

provided w¡th the highest quality of service. Communicates courteously and effectively with diverse

popuiations.

Estabiishes anci mainiains effective working i'eiaiionships.

Demo nstrates relia ble a nd punctua I attendance.

Essentíølfunctions ore fundomenta!, core functíons common to oll Solory Levels within this iob title ond ore not intended to þe

on exhoustive list of oll job functions Íor any one Solory Level. ,4s sucà the lunctions listed below moy vory ond moy include

odditlonal functions ond joh dutíes as reguired ond osslgned hy the department.

Levels ofWork

Special Events Coordinator IV

Kn o w Ie d ge,^Sk¡lls ø n d'Abt it Ít¡ e s

Bochelor.s Deoree in Human Seniices, Criminal Justice, Social Work, Recreation

Management orrelated freld reouired. Previous work experience requi.red.

/'amnr¡',ancí,roÞn)r^,loÅno nf ct:n¿larÁ nffi¡a nrrrtincç offire enttinmcnf and nfficewvl I tp, cl tE r rJt vç 
^rrvvv¡Lvõu

et¡quette.

P ertorms odvo nce d.mathematica I operations'

Thorouqh proficíency in the use of correct grammar, spelling, punctuation.

-_.r_.Ability to *orL evenings, weekends and overníght (for tours)-

Abilíty to consistently and accurately follow complex verbal or written directions.

Abilíty to work effectively and complete job functions accurately wîfh little to no

supervisory oversight.

Ability to make decisions independently.
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City of Wilrnington

Job Title: Youth Counselor I - V

Job Family: Administrative/Clerícal

Department: Parks and Recreation

Salary Level(s): 1-5

Revision Date: MaY 2010

Division: Youth and Families

Department of Human Resources

Limited Service Employee Role Description

Description of OccuPational Work
The purpose of the youth Counselor is to assist youth participants in the City's Summer Youth Program

(syp) in the acquisition of job trainíng, skills and work experience.

Thîs job t¡tle incorporotes solary Levels 7 through 5. while levet I is destgnated for new employees, depdrtments ore not

precluded lrom h¡r¡ng new employees ot level 2. Emptoyees moy be promoted to o hlgher tevel in occordonce w¡th m¡nlmum

quo!ífîcotions, promotiono! stondords ond o deportn ent's operøtionol needs. QttoliÍícatþns must be docummted and

departments must reætve prior opprovot by ttte Director of Human Resouræs for placgment ol employees ¡nto solory Level 3 or

obove.

Essential Functions
Responsible for intake, advisory and job placement functions of youth participants in the sYP' Performs

follow-up services, provides support and guidance throughout term of sYP.

Collects hire-related docurnentation. lnteruiews youth's school administrator/guidance counselor and

parent/guardian to determine educational status including but not limited to, academic strengths,

weakness, vocational pursuits, etc.

Places youth partícipants in work experience programs and unsubsidized permanent employment' May

conduct daily work site visits. Acts as liaison between work site and Department'

Arranges for the provision of job skills and places youths in educational and/or vocatíonal training based

on career interests. provides job retention, referral services and suppoit for the length of the program.

lnforms youths and parent/guardian of Federal, State and local programs/services avaílable. May act on

behalf of youth or parent/guardian to obta¡n services'

oversees and assumes an active, participatory rote in the daily activities of an assigned group of youth'

Establishes and maintains interpersonal relatíonships with youths to encourage and assist with their

social, education and professional development'

Completes weekly timesheets, youth evaluations, work site evaluations and all other paperwork as

applicable. Prepares, maintains and contributes to a variety of records and reports to document

information relating to Youths.

L



Accurately performs job functions within established time frames and completes assignments/duties

within established deadlines.

Consistently pro,iects a competent, professional image on behalf of the City' Promotes an onsolng

att¡tude of dedication to excellent public service and ensures that external and internal customers are

prov¡ded with the highest quality of service. Communicates courteously and effectively with diverse

populatíons.

Establishes and maintains effective working relationships

Demonstrates reliable and punctual attendance-

Essentiol functlu.ts are fundomentai, core ¡unctians common io øíi ioíary Leue'; wíthin this iob title cnd are no! intended to be

an exhoustîve ¡ist ol otl job lunctìons lor ony one Sølory Level. As such the functions listed below moy vory ond moy ìnclude

oddltlonøt lunaìons ond Job duties os required ønd assigned by the deportment'

Levels of Work

Youth Counselor I

Kn awle dge,.Skills a n d Abi I it Íe s

Must have sr.ræessfully completed a minimum of 48 hours of course work (and/or

attained Junior stand¡ng) from an accredited college or university with mafrx

coursework in socíology, Human services, Psychology, or relat€d fìeld with less than 2

Wgrs experience in implementing youth prograrns or intervention strategies'

Some knowledge of planning, developing and implementing youth strateghs to enable

and ennpower youth to become self sufficient, goal-focused and career-mlnded'

some knowledge of chíld and adolescent behavior and development.

Skill in eliciting accurate adequate information and making appropriate referrals.

Skill in oral and written communication and interpersonal relations.

Abílity to work successfully with hostile and uncooperative individuals andlor groups to

attain objective and measurable results. Ability to give clear instructions. Ability to

succeSsfully communiçate program information to program volunteers, parentS and

youths. Ability to work with a diverse population.

Ability to provide transportat¡on and travel locally to complete work assignments'

Ability to work both in a standard office environment and outdoors as needed'

2



Youth Counselor Il

Knowledge, SkíIls and Abilities

Graduation from an accredited college or university with major coursework in sociology,

Humán Services, Psychology, or related field with 3-4 vears experience in implementing

youth programs or intervention strategies'

6ood knowledge of planning, developing and implementing youth strateB¡es to enable

and empower youth to become self sufficient, goal-focused and career-minded'

Goodknowledgeofchildandadolescentbehavioranddevelopment.

cr,iil ¡ñ ^tirílinq :¡-crrr-âte ade<rUate information and making appropriate referrals.
JÀl¡l ll¡ s¡lur\¡1'ö

skill in oral and written communication and interpersonal relations.

Ability to work successfully with hostile and uncooperat¡ve ¡ndividr'¡als and/or groups to

attain objective and measurable results. Ability to give clear instructions' Ability to

successfully communicate program information to program volunteers, parents and

youths. Ab¡l¡ty to work with a diverse population'

Ab¡l¡ty to provide'transportation and travel locally to complete work assi(nments'

Abil¡ty to work both in a standard office environrnent and outdoors as needed'

Youth Counselor III

Kn owl e d g e, -Skilfs an d Abitr i ties

Graduatíon from an accredited college or university with major coursework in Sociology,

Human services, PSychology, or related field with 5-6 ueors experience in implementing

youth programs or intervention strategies'

Thorouqhknowledgeofplanning,developingandimplementingyouthstrategíesto

enable and empower youth to become self sufficíent, goal-focused and career-minded'

Thorouoh knowledge of chíld and adolescent behavior and development'

Skill in eliciting accurate adequate information and making appropriate referrals.

skill in oral and written communication and interpersonal relations'

Ability to work successfully wíth host¡le and uncooperative individuals and/or groups to

attainobjectiveandmeasurableresults.Abilitytogiveclearinstructions.Abilityto
5Úccessfully communicate proÉräfi,Ì information {o prograrn volunteers, parents and

youths. Ability to work with a diverse population'

Ability to provide transportation and travel locally to complete work assignments'

3
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Abílity to work both ín a standard office environment and outdoors as needed.

Youth Counselor IV

Knowledge, Skills and Abilities
Graduation from an accredited college or university with major coursework in Sociology,

Human Services, Psychology, or related field wíth 7 - I veors experience in implementing

youth programs or intervention strategies.

Comprehensíve knowledge of planning, developing and implementing youth strategies

to enable and empower youth to become self sufficient, goal-focused and career-

minded.

Comp-rehensíve knowledge of child and adolescent behavior and development.

Skill in eliciting accurate adequate information and making appropriate referrals.

Skíll ín oral and written communication and interpersonal relations'

Ability to traín and assist new Youth Counselors.

Ab¡l¡ty to work successfully with hostile and uncooperative individuals and/or groups to

attain objective and measurable results. Ab¡l¡ty to give clear instructíons. Ability to

successfully communicate program inforrnation to program volunteers, parents and

youths. Ability to work with a diverse population.

Ability to províde transportat¡on and travel locally to complete work assignrnents.

Ability to work both in a standard office environment and outdoors as needed.

Youth Counselor V

Kno wl edg e, SkíJIs a n d Ab íIitíe s
Graduation from an accredited college or university with major coursework in Sociology,

Human Services, Psychology, or related field with 9+ veors experience in implementing

youth programs or intervention strategies.

Comprehensive.knowledge of planning, developing and implementing youth strategies

to enable and empower youth to become self sufficient, goal-focused and career-

minded.

Comprehensive knowledge of chíld and adolescent behavior and development.

Sk¡ll ¡n eliciting accurate adequate information and making appropriate referrals.

Skill in oral and written communication and interpersonal relations,

Abilíty to train and assist new Youth Counselors'

4



Abiliíy to work successfully with hostile and uncooperative individuals and/or groups to

attain objective and measurable results. Ability to give clear instructions' Ability to

successfully communicate program information to program volunteers, parents and

youths. Ability to work with a diverse population'

Ability to provide transportation and travel locally to complete work assignments'

Ability to work both in a standard office environment and outdoors as needed.

I
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City of Wilmington

Job Title: Youth Worker l-ll

Job Farnily: Youth Worker

Department: Parks and Recreation

Salary Level(s): 1-2

Revision Date: MaY 2010

Division: Multiple

Department of Human Resources

Limited Service Employee Role Description

Description of Occupational Work
The purpose of the Youth Worker is to perform basic, simple tasks in support of one or more of CiW

Department (usually the Department of Parks and Recreation) as a six week assignment through the

City's Summer Youth Program (SYP). The job assignnrent is made at the discretion of the City and

department which take into consideration the strengths and ¡nterests of the individual youth. The intent

of the job assþnment is to emphasize réaf-world laüor expectations, individual responsibility, work

values and allow the youth to gain financial literary.

Thls Job tfue lncorporotes Søtary Levels 7 through 2. While leve| 7 is designated for new employees, departments are n.ot

precluded ftom hiring new employees ot level 2. Employeesmay be promoted to o hígher level in occordonce wlth minimum

quo!ificotions, promotlonol stondards ond o deportmcn(s oprotiono! needs. Qualificotions must be documented ønd

deportmenti must feceive pr¡o{ opprovol hy the Director of Hurnon Resources for plocentent of employees into Solory Level 3 or

obove.

Essential Functions
Assists with care of facilíty, department equipment and or cleanup. May assist in the re-stocking and/ór

the inventory accounting of equipment and supplies. Must be able to physically move equipment and

suppties as needed.

May perform clerícal andf or reception duties.

Most youth workers perform manual labor in City parks and/or facilities such as providing custodial

assistance, pÍcking up litter, loading and unloading equípment, maintenance, landscaping, próvidíng

services or assistance to senior citizens, etc. Must be able to physically perform labor.as needed.

May keep basic records and/or make sÍmple reports.

Accurately performs job functions within establíshed time frames and cornpletes assignments/duties

within established deadlineS. ConSistently and accurately follows verbal or written directions. Abides by

and enforces applicable standards, rules and regulations as established by the Department of Parks and

Recreation.

1
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Consistently projects a competent, professional image on behalf of the City' Promotes an ongoing

attitude of dedication to excellent public service and ensures that external and internal customers are

provided with the highest qualîty of service. Communicates courteously and effectively with diverse

populations.

Establishes and maintains effective working relationships'

Demonstrates relía ble a nd pu nctual atte ndance-

Work setting may vary from indoor to outdoor locations depending upon specifìc assignment' Must

have ability to work in setting appropriate to assigned position'

Essentîallunctions ore [undamenta!, core functíons common to oll Solory Levels within this iob title ond ore not íntended to be

on exhoustive tist of att job functions for any one Solory Level, As such the functions listed below moy uary ond moy include

odditionot funaions and iob dutÌes as required ond ossigned by the deportment.

Levels of Work

YouthWorkerl

Knowledg,e, SkíIIs dnd Abílítíes
Must he betvveen 74 ond 27 vears old and provide proof o:f aße and social security

number. Citv of Wílminqton residencv arcferred'

Ability to work effectively and öomplete job functions accurately under c/ose

supervision.

Ability to follow simple verbal and written instructions. Ability to work with a diverse

population.

Abílity to work both indoors and outdoors'

Youth Worl<er II

Kno w I ed g e,Skílls a nd Ab íl ítie s

Must be ween 75 and 27 vears old and províde proof of age and social sectrrity

number. Citv of Wilminqton residencv preferred'

Must have a mlntmum two veors previous experience as a SYP Youth Worker I

Ability to work effectively and complete job functíons accurately under c/ose

supervision.

AbÍlity to follow simple verbal and written instructions. Ability to work with a diverse

population.

Ability to work both indoors and outdoors-

2



City of Wilmington

il

Department of Humon Resources

Limited Service Employee Role Description

Dcscription of OccuPational Work
The purpose of the Youth Worfter is to perform basic, simple tasks in support of one or more of CiÇ

Department (trsually the Department of Parks and Recreatlon) as a six week assignment through the

Cîty's Summer youth Program (SYP). The job assignment is made at the discretion of the City and

department which take into consíderation the strengths and interests of the individual youth- The intent

of the þb assignment is to emphasize real-world labor expectations, individual responsibility, work

values and allow the youth to gain financial literary-

Thís þb title hw¡poroæs sotary Le]..4Jts 1 through 2. llv'hîle tetæl 1 ls destg¡mted Íor new employees, deportmenß ore not

prectuded from hlrÍng new employees ot leve! 2. Employees moy be promoted to o higher level in occordonce wlth mlnimum

qwlifiøtkms,promotionol stondotds and o derytment's qerotional needs. Qtnltflætions must be documented ond

depoîtmeñ¿5 must receive prior opprovo! hy the Director of Humon Resources for plocement of emploWes ínto Solary Level 3 or

above.

Essential Functions
Assists with care of facility, department equipment and or cleanup. May assist in the re-stocking and/or

the inrrentory accounting of equipment and supplies. Must be able to physically move equipment and

supplies es needed.

May perform clerical and/or reception duties.

Most youth workers perform manual labor in City parks and/or facilities such as providing custodial

assistance, pickíng up litter, loading and unloading equipment, maintenance, landscaping, providing

services or assistance to senior citizens, etc. Must be able to physically perform labor as needed.

May keep basic records and/or make simple reports.

Accurately performs¡ob functions within established time frames and completes assignments/duties

within established dea_d!ines, Consistently and accurately follows verbal or written directions. Abides by

and enforces applícable standards, rules and regulations as established by the Department of Parks and

Recreation.

1

Job Title: Youth Worker l-ll

job Farnil'7: Youth Worker

Depertment: Parks and Recreation

Salary Level(s): 1-2

Revision Date: MaY2ütÛ J wtl 7'o td

Division: Multiple



consistently projects a competent, professional image on behalf of the city' Promotes an ongolng

attitude of dedication to excellent public service and ensures that external and internal customers are

provided with the híghest quality of service. communicates courteously and effectively with diverse

populations.

Establishes and maintains effective working relationships.

Demonstrates reliable and punctual attendance'

work setting may vary from indoor to outdoor locations depending upon specific assignment' Must

have ability to work in setting appropr¡ate to assigned position'

--- - -1,-t !. ---.!^^- n.o rttn¿lamenta! rap ûl¡!ûions eommon to oll Solary Levels wíthin this iob title ond ore not lntended to be
Èssgna,ul lu,cttvttr v, c lu"vut"t"'v" "' - t-

an exhoustive iist of oil job funct¡ons Íor ony one solory Level. As such the functions listed below moy vory ond moy îndude

odditionat funæions ond iob duties as required ond assigned by the department'

Levels of Work

Youth Worker I

Knowledge, Skílls and Abilítíes
and provide proofofage and sociat security

number- Citv of Wi|iniínqton re'sidencv preferred'

n¡¡r¡tytoworkeffectivelyandcompletejobfunctionsaccuratelyunderc/ose
suPervision.

Ability to follow simple verbal and written instructíoni. Ability to work with a diverse

PoPulation.

Ability to work both indoors and outdoors'

Youth Worker II i

Knowledge, Skílls and Abìlities
Must between 6 and 24 old and provide proof of age and social sccurity

number. Citv of Wílminqton residencv preferred'

Must have a minimum of tvvo veors previous experíence as a sYP Youth worker I'

Abilitytoworkeffectivelyandcompletejobfunctionsaccuratelyunderc./ose

supervision.

Ability to follow simple verbal and written instr uctions. Ability to work with a diverse

populatíon.

Ability to work both indoors and outdoors'

2



Email: christíne@integritystaffing.com

frrc.5 O
lntegrity Staffing Solutions

placed second nationally in the
lNC. 500 list of "America's

Fastest- Growing Companies".

lntegr¡ty Staffi ng Solutions
700 Prides Crossing, Suite 300

Newark, 0E 19713
Toll Free: [888] 458-8367

Our clients succeed when
our associates succeed.

A company wh¡ch makes the
Ph¡ladelphia 100 list of fastest

grow¡ng, flr¡vately held companies
ñve times or more

Your 0pportunity Engine.

May 31, 2016

Department of Finance
Division of Procurement and Records - 5th Floor
800 French Street
Wilmington, DE 19801

Dear City of Wilmington Hiring Managers,

Integrity Staffing Solutions is honored to Dresent our response to CiW Contract 17006HRPS - Limited Services
Employment Contract. We are thrilled to be able to share more information about lntegrity, provide some
additional value added resources and look forward to continuing our relationship as your supplier of choice.

The fìrst component of any relationship is trust; trust that you are working with a partner that has the experience
and ability to meet your needs. lntegrity's highlight reel is filled with these successes. These successes display our
unique ability to turn chaos into order.

University of Michigan Football Stadium.

While we are proud of our past succcsses, wc undcrstand that they only will provide a compass to continue to
provide superíor service, support and expand our value to the City of Wilmington's hiring team and human
resources department. We have resources foi the City we would love to share. Our focus is to partner with you to
enhance the services offerings for the City of Wilmington to create a world class staffing program that not only
meets, but exceeds your expectations.

The following pages detail our recommended approach and solutions. I look forward to discussing this with you
further.

Witffi)r¡est regards,

( tlu,^]""
ChrÈfne Proffitt
VP lSales&Operations
Cell: 302.559.4660
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City Contract 17006HRPS - Limited Services Employment Contract

May 31,2016 - Bid Submission by Integrity Staffing Solutions, lnc.

THE. CITY OF

Wilrnin n
DELAWARE

)
)

l
Christine M. froffítt,VP Sales &;,Oþerati'ons

700 Prîd.es Crqssing, tiewark DE I9713
p: 302:504.9937.,1 qt i.g?;5sg.¿ooo
www. ¡ nte e !lwstâ ffì riEtb m
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Page 13

Account Management. A successful staffing initiative depends upon an account team that has the skills to handle

any scenario related to recruitment and workforce management. lntegrity's team members are well-trained
specîalists; they have expertise in the overall management of the program as well as ¡n recru¡ting, safety, human

resources, and compliance: A central¡zed, off-site unit will support the on-site team, performing all of the
administrative work that would otherwise pull its focus away from their primary functions.

Customized lnvoicing & PO Management. lntegrity's accounts payable and receivable team works in tandem to
partner with the City's accounting team ensuring the CiÇ receives invoices with time card back up along with a

spreadsheet showing the purchase order numbers and the amount remaining based on that week's invoice. This

has helped keep the money spent, organized in processed in a timely fashion.

Quality and Service Guarantee. lntegrity's staffing programs are designed not to just meet your expectations, but
to exceed them. We strive to provide unmatched service, and we back that up with our 100% satisfaction
guarantee. This guarantee applíes not only to our commitment to 100% fill rates, but also to the City's 100%

satisfaction with our Associates' perforÍìtrocê: To ensure we can maintain a high ievei of satistaction, integrity wiii
begin to implement a quartedy business review with HR and any department supervisor who maintains headcount
with lntegrity. This will allow for the communication to between our service tcam and the end users to improve
ultimately ensuring all positíons are filled timely with quality personnel.

These and all of lntegrity's other services and capabilities are effective because they are'built on a foundation of
our core values:
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This summary has briefly described lntegrity's qualifications and ability to continue to be the primary staffing
supplier for the City of Wilmington. As you review our detailed proposal, we are confident that you will
understand how lntegrity's programs have led to our success and rapid growth in the staffing industry and resulted

in an impressive record of long-term client partnerships.

###
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Community lnvolvement

Good corporate citizenship has always been a top priority at lntegrity Staffing. We firmly believe in supporting

the communitíes where we do business and where our employees and associates reside. Not only are we

committed to our community, but we also support employment-based initiatives that provide free job search

support, resume writing classes, interview skills, training and more'

We are proud to add to our existing natÍonal partnerships with the United Way and Job Corps, these civic

and charitable inítiatives to actively participate with and support:

Department of Veteran Affairs - Nationally

We have begun a new relationship with the Department of Veteran Affairs and participate in monthly

conference calls with the VA's David Honaker, Vocational Development Specialist' We discuss our

current available opportunities across the nation helping veterans get back to work.

2. Jobs for Americas Graduates - Natíonally

http://www.iae.orel - Job for America's Graduates.(JAG) is a highly regarded state-based national non-

prof¡t that helps connect entry-level employment opportunities with high school graduates and those

who have recently graduated. JAG works directly with at r¡sk high school seniors and new graduates

geti¡ng them prepped for entering the workfórce. We partner with state JAG programs in the following

itrt"r; Delaware, lndiana, Arizona and Nevada and on a national level. Our Co-founder is on the Board of

D¡rectors.

1.

JAG

ffi
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Page l7

COMPREHENSIVE PRICING SCHEDULE

At lntegr¡ty Staffing Solutions we are comm¡tted to providing only quality personncl a nd services. Below you wìll find
pricing based on volume of positions filled to consider for the temporary to hire staffing program. lncluded in this
pricing:

. All taxes, insurance and workers compensation

. Associate health benefits and other employee costs

. Sourcing, Recruiting, Customized Skill Assessments
r Criminal Background checks and drug screens and all employment verifications
¡ Customized billing & PO management
. Temp to Hire Agreement of 320 hours.

o All lntegrity Associates can be offered regular employment at NO FEE after 320 hours worked with
no buy out (conversion) fee.

¡ Quality and Service Guarantee

o Our program is deslgned to not only meet but to exceed your expectations. We want to provide
you with an excellent service experience, and we back that up with our 100% satisfaction Buarantee.
lf at any time, an lntegrity Associate does not meet the pre-assignment expectations, we will not
bill you for the work performed unsatisfactorily.

Table 1 - Average Mark Up Rate for the Salary Levels

All pay rates will be agreed upon based on skills and candidates selected
*Overtime and Holiday time is paid at t¡me and % and billed at cost.
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1 10-10s 11.O0s . 33t¿ L3:43s 14.63s

2 s 11.01 12-OOs 33t6 14.64s 15.96s

3 12-O7.s 15.005 33% s 75.97 19.95s

4 15.O1s 18.00s 3Ð6 19;96s 23.94s

5 18_O1s 21.00s 33% 23.9ss 27.93s

6 s 21.01 24-OOs
'33%' 27.94s 37-92s

7 s 24.01 27.OOs 31.93s 35.91s

I 5 27.Ot 30.00s 33.l,d 35.92s 39.90s

I 30.o1s 33.00s 3t9l 39.91s 43.89s

IO S ¡s.or s 36.00 339l 43.90s 47.88s

11 S ¡o.or s 39.00 33% 47.49s 51.87$

72 S :s.or s 42.00 3t% 51.88s s 55.86
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Page l9

Professional 3 MO PhotoEraDher 5 12.01 s 15.00 32% 5 1s.8s S 19.80

Professional 4 P&R/Y&F DPNA Coordinator s 1s.0r S 18.00 32% s 19.81 S 23.76

Professional 4 P&R/Y&F wÕrker S 1s,ol s 18.00 32% 5 19.81 S 23.76

Professional 5 consultant V S 18.01 S 21.m 3Uo s ß.n 5 27.72

Professional 6 consultant Vl s 21-01 S 24.00 37% 5 27.73 S 3L68

Professional 7 Consultant Vll S 24.01 s 27.00 32% S 31.69 S 3s.64

Professional 7 FIN S 24.01 s 27.00 s 31.69 5 3s.64

al 7 P&R/Y&F Professional ent 5 21.04 S 27.00 3T/c S 3s.69 s 3s.64

Professional
o Consultant Vlll 5 27.01 5 3o.oo 3Ao s 3s.6s S 39.60

Professional 10 Ens¡neer X s 33.01 S 36.00 s 43.5/ 5 47.s2

Recreat¡on 1 P&R/REC tìfeeuard I S 10.10 s 11oo S 13.64 S 14.8s

Recreation T P&R/REC Recreation Soecialist I 5 10.10 S 11oo is*'': s 13.64 S 14.8s

2 P&R/REC II 5 rlor S 12.00 5 14.86 s 16.20

2 P&R/REC Recreatlon SDecialist ll s 11-01 S 1zm S 14.86 S 16.20

Recreatlon 3 P&R/REC Recreation SPecialist lll s u.m 5 ls.oo s 16.20 S 2q2s

2 P&R/Y&F Site Supervisor ll S u.m S 12.00 S 14.s2 S 1s.84

Supervisory 3 P&R/Y&F Ass¡stant Program Director lll S 12.01 s 15.00 S 1s.8s s 19.80

3 P&R/Y&F Monitor lll S 12.01 S ß.m 5 rs.es S ilr.Bu

3 ProEram Director lll s 12.01 S 1s.oo s 1s.85 S 19.80

SuDervisory 3 P&R/Y&F Prosram Supervisor lll S 12.01 S 15.00 S ú.es S rs.8o

3 P&R/Y&F Site Suoervisor lll S u.or S ls.oo S 1s.8s s 19.80

4 P&RIY&F Assistant Program Director l\ S 1s.01 S 18.00 :'.W. t... .:. s 19.81 5 zt.te

Çuncruism 2 P&R/REC Ass¡stant Pool ManaRer S 11.01 s1zm . .,.35rß s 14.86 S 16.20

3 P&R/REC Pool ManaPer s 12.01 S 15.00 W.. S 16.21 S 20.2s

4 PAR/REC Aduet¡c Coord¡nator S 1s.01 S 18.00 s 20:26 S 24.30

4 P&R/Y&F Propram Oirector lV S 1s.01 s 18.00 S 20.26 s 24.:t0

4 P&R/Y&F Prnpnm Suoervisor lV s 15.01 S 18.00 s 20.26 s 24.30

Sunervliorv 5 P&R/Y&F Prosram DirectorV S 18.01 s 2L00 35!i.:i;.''j;. s 24.31 5 28.3s

Suærvisory 6 P&R/Y&F Proeram DirectorVl 5 2Lo1 S 24.00 $ za.æ S 3¿4o

Technlcal 3

4

City Coun 5 1zo1
S 1s.01

S rs.oo $ u.gs
S 19.81

S 19.80

Technical 4
4

Plannine PlannineSpecialist lV 5 15.01

5 1s.01

s 18.00 s 19.81

$ 19.81

I 23.n

s 23.76

feclrnical 5 Ciw Cour

Plannins Soecialist V

Production Assistant - cH. 22 S 18.01 S 2'-oo '.3?f¡4 s 73.T1 I 27.72

fechnícal 6 PI Plannine Soecialist Vl S 2101 S 24.00 lAn S 27.73 s 3X68

technical 7 Plannins Plannine SPecialist Vll S 24.01 5 2ZoO -32% s 31.69 S 3s.64

I PR,R/Y&F Youth Worker I 5 10.10 s 11.00 3U¿ S 13.33 s 14.52

Youth Worker 2 P&R/Y&F Youth Worker ll s 11.01 S 12.m 320/o s 14.s3 S 1s.84
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Page lll

Sourcing of Talent

At the beginning of tlre engagen.ìent, the lntegrity team will meet with the City to determine staffing needs. Based

on that plan, we'll then determine the volume of applicants needed for screening through the recruitment office
each week. We then create the sourcing plan for the model we develop which include these factors:

¡ Total number of hires required
. Number of applicants
¡ Percent of applicants that meet mlnimum requirements (TBD)

A tailor-made recruitment process for each client needs to be consistent for all levels of hiring. lntegrity's plan

includes sourcing the lntegrity internal candidate database, internet job boards, career fairs, advertising, source
passive job seekers, referral bonuses, direct marketíng, local med¡a, billboards and our centers of influences
(colleges, universities and other sources), client referrals and the latest technology in on-line talent communities
and social media.

lntegrity's Social Media recruitment is growing fast!

From Facebook to Twitter, lntegrity puts modern social media to good use. Today, consumers are bombarded with
information at every turn, so now they fìlter the information they receive like never before. Direct mail and online
response are down dramatically-as much as 90 percent according to some experts. More and more people are

using their communities-online circles of friends and colleagues-as part of theír filtering process.

lnteracting through social media is now the number one activity on the web, Facebook has 300 million users who
share more than 200 million pieces of information every day. To stay on the leading edge, lntegrity utilizes social

medía to its fullest potentialto catapult our recruitment efforts. Moving from ads that attract to communication
that engages, lntegrity's social media strategy involves:

ad¡ùpor
lâtu ftdüå all of orr lob po¡tlnes t¡¡pr¡gÊrout ot r
FÈcoþooft fan paqo. rhh Þrdt oqffi¡qq to ba a
plÐürftpre lnts'grtty €fico{t¡0€r yFFoi¡ to ¡lr¡¡e
tslúqf .n!q$qh aþgn.loþ'pænr,üi,u4Û.l $oli frM.
Ð Þigtddng e ÞÞ wtiôi€ vfctlrt.cåût ñnd ¡olld
lot s&årú rttff\mqtf mscftty b brlldkrg trt¡Jt
sfiùoos n¡ f*:¡ä<jrrkff¡inmr¡n¡tv. Þr¡st tttst ls
Þa!/frg off.
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Page 113

Skills Assessments

Skills assessments are how we make sure the candidates we bríng to you are the ones geared for success. We

measure potential strengths and seek to understand compatibility based on key factors:

¡! ef.nSOXruTY F ITORS ' l-tow tlrcy are ar people' mt jwt rarorken'

@ nersollnrc AB¡UTY - l-low do th"y Prt 2 md 2 together?

@ fnOn EXPÉIUEI{CE - Not þrt in e rpocific - -t"s".y. 
but on whtt

mþht haw prep¡æd tlnrn fo{ t}ri¡ mmnt in life.

O Sl(Lt 8ETS - Wtur æ tlpT abte to do tw, md wtmt do tley haw
- itrc potontid ¡nd dedæ to bm?

@ SfruefnU'l JITDCEMEIÍT - How thcy might rc¡pond to ¡urFí¡e¡.
- rrd how thcy makc crucial ftrdgmcnt cdl¡.

we took beyond fundamental job skills and find assoc¡ates who will succeed w¡thin your culture. Behavio¡'al

exploration helps us understand personalit¡es, not just abllities. We seek the softer skills that can transform

qual¡f¡ed associates into successful employees.

we use more than g00 skills assessment tools to virtually test candidates ¡n a var¡ety of job categories including:
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Associate Benefits

lntegrity Staffing Solutions is a member of the American Staffing Association. As such, and as set forward in the
ASA Statemêrtt of Principles, we are dedicated to the legal and ethical management'of U;5; workers: As the
employer of associates temporarily assigned to our client, lntegr¡ty Staffing Solutions is responsible for ensuring

that all provisions of the Employer Mandate are met for those associates.

We will work with our clients to determine the appropriate classification of the position (full-time or variable-hour)

at the time of the order. Our client can assist this process by being as definite as possible about the length of the
assignments they have in mind. This will ensure we are taking the appropriate steps for each employee's

healthcare plan based on their classification. lntegrity will maintain the benefits programs in accordance with the
Affordable Care Act, and meet all requirements of the Employer Mandate.

We look forward to learning about any questions you may have regarding the ACA a nd how we may continue to be

of assistance as your trusted workforce solutions partner. While we have been diligent in working to minimize cost

impact due to ACA requirements, we have found that we must share a portion of this cost with our clients. We will
review the cösts assessed lntermlttently to ensure that this fee is fair; and that it covers the'Additional Fee"

requirements outlined under the ACA to ensure it offers you the protection that you deserve.

Integrity'-s eost for. AGA is 50.28 per regular hour worked.

We look forward to working with you in the future to generate even more opportunities for success.

L---¡:t- ----.-:-^-.. ^--..^-'!^^- -^---Ji-- ^-ià-3-^lÀå^¡+-+:^^ ^+vuI g.xPgf I ucI¡e¡tt5 Lcdtf I Ldil dIl)wet dlty LUilLEtItJ ut tlus)rrurr> rrË,druurË, uur LUvsrq6q vr rr) ¡¡¡rPrr¡rlEr¡rdr¡urr d(

any time. Eeel free to contact our benefits team at 3O2.667.8770 or acaquestlons@inteeriWstaffine.com.
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i ì CUSTOM INVOICES & P.O. MANAGEMENT

To ensure timely invoicing and payments, lntegrity will customize invoice delivery for our customers. lnvoices

are generated on Thursday and Friday of the week following the pay period. There is a three tier QC process

that occurs pr¡or to invoices being sent to the client. lnvoices can be hand delivered, emailed or sent through

regular mail. ln the rare occasion that an invoice is incorrect, the lntegrity payroll team will issue a corrected

invoice within 7 days (usually sooner).

Our accounts payable and receivable team work in tandem to ensure we provide the most detailed data to

the City regarding the usage of the purchase order balances and funding.

Payment terms are typically net due upon receipt. Payments are accepted via check or EFT at no additional fee.

lf payment is made by Credit Card lntegrity will charge a'convenience fee of 3.8% which is outlined in the

aforementioned service agreement.

This is o somple emoil oÍ what is sent eoch week to the City reldted to invoices ond PO balonces.

Fëdt. TEttL¡d U¡t:3{¡attg

Âo:outs R€Èdvâlè

'700 Pldes Crossho. SdÞ 3m. lbãk DE 19113
w¡nh¡it,.ddfH-.n

Itrtcgrft Sllfitg Soluliors
Yu &¡oûrtr E<Èr
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Quarterly Business Reviews

What better way to ensure exceptional customer service than to perfortrt qu¿lrterly business reviews to see how

we're doing? We are highly focused on'achieving our-goal of 100% client ¡:etention. We believe that one way to do

this is to provide our customers with a report on our progress in areas that are critical to your organization. Below,

you'll find some of the basic metrics that we will review with you each quarter.

Direct feedback is a critical part of success in the staff augmentàtion program. lt allows us to identify what's

working and what's not. lt also helps us select the right course of action to address any concerns that may have

arisen by human resources or line managers over the last 12 weeks and implement a course correction. ldeally, it

would be great to have a representative present for each department and human resources, however, we can Set

this up with you for the best result.

We believe you'll find the lntegrity feedback review as valuable as we do. Not just because ¡t helps us provide you

with even higher ievels of customer servíce, but becar¡se ¡t helps our associates be even more successful in

support¡ng your business"

EEOC STATEMENT

ln order to provide equal employment and advancement opportunities to all individuals, employment decisions at

lntegrity Staffing Solutions will be based on merit, qualifications, and abilities.

lntegrity Staffing Solutions does not discriminate in employment opportunities or practices on the basis of race,

color, creed, religion, sex, national origin, sexual preference or orientation, age, disability,.or any other

characteristic protected by law, except where a bona fide occupational qualification exísts.

lntegrity Staffing Solutions will make reasonable accommodations to enable qualified individuals wíth disabilitíes

to perform the essential functions of the job.

Employment decisions are based on the qualifications of each applicant related to the specific job requirements.
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CITY OF WILMII\GTOi\
HUMAN RESOIJRCES DEPARTMENT

TO

RE:

MEMORAND

Phillip Ceresini
Purchasing Agent II

FR.OM: Charlotte B. Barnes
Director of Human

17006 HRPS

DATE: November 22,2016

We have reviewed and rated all proposals submitted for 17006 HRPS Limited Services

Employment Contract. The proposals were also reviewed and rated bytheDepartrnent of Public

Works, Department of Human Resources as well as the Procurement Division of the Departrnent

of Finance. Based upon the collective reviews and ratings of the proposals submitted, the
proposals were ranked as follows:

l. Integrity Staffing Solutions
2. 22"d Century Technologies,lnc
3. Abacus Corporation

Therefore, I recommend the Limited Services Employment contract be awarded to Integrity
Staffing Solutions. Should you need fuither information please contact me at 576-2477.

cc: Jeffrey Starkey, Commissioner of Public Works
Sheila Winfrey-Brown, Director of Finance
File

City/County Building t 8OO N. French Street, 4th Iloor t Wtlmington, Delaware l98Oj
(3O2) s76-246O



Philip Ceresini

,from:
:nt:

Diane Wolintos <d iane@integ ritystaffing. com>
Wednesday, November 23,2016 1:26 PM
Philip Ceresini
Ch ristine H ahn-Proffitt
lntegrity Staffing Solutions Revision to RFP

rOl
Cc:
Subject

Phil,

Thank you for reaching out to lntegrity Staffing Solutíons in reference to the ACA charges.

tntegrity Staffing Solutions will NOT pass thru the ACA charge of .28 for any associates placed at the Cíty of Wilmington

thru lntegrity Staffing Solutions.

Thank you and we look forwarcj to our cont¡nued pannershipi

Diane Wolintos and Christine Hahn-Proffitt
lntegrity Staffìng Solutions

Diane Wolintos
Branch Manager

,b Prides Crossing, Suite 300, Newark, DE 19713
p: 302.504.9906 l c: 302.584.5482 l f: 302.661.8778
www. i nteq ritvstaffinq. com

t -- L - -. -:L- - õL- aal 
- - 

ô 
-1..a: ---llllegr¡ty ù[a¡lll¡g Ðuruuuf¡Þ

Your Opportunity Engine.

oo6@@@
Confidentialitv Notice: This e-mail, and any attachment to it, may contain confidential and privileged information for the

sole use of lntegrity Staffìng Solutions; lnc. and the intended individual(s) or entity. lf the reader of this e-mail is not the

intended recipient, you are hereby notified that reading it is strictly prohibited. lf you have received this e-mail in error,

please immediately return it to the sender and delete it from your system. Thank you.



CERTIFICATE OF AII/ARD OF CONTRACT

I hereby certify that Contract No. 17006HRPS is on this 28th day of November, 20L6 awarded to

Integrity Staifing Solutions. Inc., in the amount of $1.137"000.00 annually' as per Proposal dated 5 / 3'l'/16

and that this awa¡d is made in compliance with !7ilm. Code (Charter), Section 8-200, to wit:

1. Plans and speciFrcations for the work, supplies, or materials wete fìled with the Department of Finance,

Division of Procurement and Records for public inspection on 5 /14 /76-

2. The advertisement calling for sealed bids on this contract was published in the New-s Journal on

5/14/ß e.5/17 /76 stared that bids would be subrnitted at close of business on5/37h6

3" All sealed bids rvere received in the office of the Depattment of Finance, Division of Procwement and

Recotds at close of business at 5:00 P.m . on 5 /37/16.

4. Bids were submitted by the following contractors in the following amounts:

Contractor
1. Integrity Staff,rng Solutions

2. 22"a Cennrry Technologies

3. Abacus Corporation

Address
l7ilmington, DE
Somerset, NJ

Baltimore, MD

Date of Bid
5.37.1,6

5.37.1.6

5.31..1.6

Ratings
1

t
J

5. City License Number

6. Upon recommendation of Director of Human R and after due consideration, I
determined that the contractor to whom this award is made uras the lowest responsible bidder. In support of
this determination I have received the following written recommendations, which are on file at my office:

Author EmPlo.v¡nent Position Date

Charlotte B. Barnes Ditector of Fluman Resources 11/22/16

Approved as to Form

Fi¡st,{ssistant City Solicitor Department of Finance, Division of Procurement
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The First State

r, JEFtXEY W" BULLOC'K,.SEC?.ETåRY AF SrAfjE OF Tnø STATE OF

DEI'AWARE, N HE;REBr CERTIFY "I,NTEGRITr STAI'FÍ,NG SOLUTIONS rNC. " IS

DULY T¡ICORPOR.ETED LrÌVDER THE T.AWS OF Ttrc STATE OE DET,AWAF'jE .ãND TS .TIv

GOOD S:rA¡IDT¡¡G J{ND ¡IA^s A LEGAL COP.POR;AT1g F.XTSr'F.NCE SO .E:AB AS THF|

.rIEcORDs OF THÏS OFFTCE SHOW, AS QF TÍ{E SEIr'g'NÍ:EENTII DAY OF AUGUSTT

A.D. 2076.

1r

2779332 8300

sR# 20L65404549

Authentication : 202845020

Date: 08-17-16
You may verify this certificate online at corp.delaware.gov/authver.shtml



I _'?I-q? llllJ I2:3tJ PM THE C(I,, 'ANY LU}TU[A'T IUN NU. 7UL 3 'Jl.l,U r. L
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Integrity Stafftng

,'.:-:---__-- ::-:=:1': -_ -'- '

-------EUISTI'T[e 
traniô ofdris ccçcartiôn is ntifr ¡lSlãtñlSotu6nskr. 

-

SECUNü ftr rcgirrãcd offico in the St¡¡c of DclswarÊ is b bc tocatc{l al 13I3 N. l¡{aúct SL. 1ryÛnh$lod,

DE l9801-ll5l, Comty of Nqw Cartle" Thc rcgis'wred agent in cha¡gc tt!Êrcaf Js The Cbinpany CmpoaUøu

âdd¡css "Wnç t8 ábøcn.

TIIIRE¡: Thc na¡¡ro of thc.h¡siucs$ and thc obFcrÊ and p.rrposa Eoposcd !o bc tresá.fe4 puroæd and

€üf¡tr¡-Cú;ef€ürOA€ISCllllnylaWUUüC¡(f¡f]I'¡YJty'l(l-ìYlu(¡rtÀ¡tlxl¿ruur¡ó;,r¡tJ ¡¡rv¡Ëãr¡g@uv
-. Goneral Caçüsriæ-I¿s of Ðclrm¡¡rc

mlIRTtt Tho ¡ri¡cn¡t sf ffil enrrlraiæ,{.$weç of s¡æ& of ürl¡ cuBo$tfor-.ll f J00 üfter cf
NO 

- 
luvaluc.

EIETI*Tbo uanc ilr.¡-urnn¡g ø¿¡crr of the incaporamr is
RçgiFq.CetE, I3I3 N. f,fÃkct St.YTlming!øt DE I'9801-115

gÐCfÉåil of tftcct¡rymtion'sissr¡cdçodc,cxchrsiv'cof res¡yshøcs,n'.âtlb,õr6;eaH by

ccr¡ifcshs ¡¡rd ú¡tt bc åeld afñcoûd by nd m@ü tt'EI úirry (30) pr¡oos-

sllmm* ÂIlcfüelde¡cdsmclcof¡ttil¡st¿ssrrrnbcs¡b¡rctûoon¿.crmo¡eoftl¡erestuictioo¡sr
trFnsfc( pcûriiaod by Section @ of üo Goriad Corpmetion l^ew.

EIG:Hfff: Ï¡o coçorzdur sû¡lt malc¿ no ctrcriqg of aûy of fs Sck of any'cli¡ss ïüüÍcå r¡q¡ld costiu¡tc a
.pbiic cffering' *ifñiû Íiremeoning of ú: Uin¡ui Si¡tes Scq:¡itiæ árf of 1933 ar it uray bc rmsdcd frotn

dmcto timc.

NIN¡1* DüËctôr¡ <trdrc corpøation shnll ¡rottie líablc to cithcrthe corpøaion or its stockholdcr¡ fs
ænctary dan¡agcr fo* ebrwh of fiùciary tlrlics unls¡c tbcbrcacl iwotvec (t) a dircotot'r ôtf-d
byslty ó O" oiço.rion À ie soctúoldcrE 12) ærs ø omisløu not ln good fnth s v¡hicb þrvolvc

tí;¡ítgrt *åCop&=r-atmving.v!o!*lcn.Cla*1.t3) liq$ìir;fca''r¡iariflriËtxEûis djdivittcl{is or

nnlstrfùt socJc pu"cnaù oræ¿edp&¡ ty ibc corpæarlm: cr (+) a rr¡rsactiqri frsn wbích Úr diræts

dsrivêd an Ímpro¡rcr po'sonal benefi t

L TIIE L¡NDERSIGNED, fcr rlp purpoæ of førning e cGpordicn o¡¡ds the ltc/s of ü¡e $m¡o of Dclav¡are- do

makc. fllc snd rcç46¿ t[is Ccrdflcate ¡nd do ce{tify fhat ü¡c facB hertin are truc, ârld I havc accordhgly

he¡cano sct mY hand-

DATED:JULY 30,l9gT

,ATZ OF DZLÀIIARE
.,nzrÀiit= or':s'Í¡rz " "'

ç/<---
R€gina CePhar

: v i s t o u-.op<axgPa,e,rJorus -
tao og :ooãE'0=7730,/7 997

s71254395 - 2779332



CONSEI..IT OF DIRECTORS
OF

IT.TTEGRTTS STAT'ß'ING SOLUUONS' INC'

'HE 
uNpERstc¡iÈn, being all of thc directo¡s of Integrity steffing solutions'.Inc'' a

Delaware cofporation, do here.by Çonsent ,o uiã ;;ñ tht foilowine r€solutions pursuant to section

iOii"l 
"n¿ 

r.l ior, 141(Ð of the-Dclaware Gcncral Corporation Law;

RESOLVED, that the original Certifrcqæ of lncorporation of this Corporation filed in the

ofüce o¡ùe Seøetnry of State oithc Stste of Delawarc is hereby approved;

RESOLYED, that all of the actions taken by the incorporator of this corporation to cffcct

the incorporation of this Corporation "r.t ".öipp1"*+ 
ãtiucd, confirmed arrd ddopted by and

on behalf of this CorPoration;

RESOLVED, that ihe iiyiaws aäachcd are hereby adopted as and for thebylaws of this

C.orporation;

RESOL\ÆD, that the following Persons arc h€reby eleoted to sefYe as the officcrs of thc

oorporation for B term ;i;" V"", *a tätit tl$t t*.t"tors are elected and qualified:

RESOLVED, tlnt the fiscal year of the corporation strall coüuneoce on January 1 and end

ooDècemb<,r 3l of each calcudaryear;

R-ESOLVED, that in consideration of tcxr thousand dollars ($10,0o0t0i) ùu 
T:"cipt 

of

whích is hereby acl,nowledged, servicss rcrrdo"d, and Othcr good 1d valU¿ble co¡tsiderntion' an

amount dccrned adeqr:ateby the coqporationls bo.a¡d,gf directots, the coçotation shall issue to

SeanA.Bavoi-Monùo*ó iouriit¡ri¡¡ed(1ðOi;h;;ù ofûe Corporation's common stoclc

BEsoL\lED¡ that in consider¿tion of tcn thousand dollars ($10,000'90) the receþt of

which is hcreby aclnowledged, services renðsred" and o{her good and valuable consider¿tion' an

amou¡rt dccrncd adequatc b! the Co.porationls bo}d of dirccùors, the Corporation sh'sll issrre to

Todd Brian Savol-Montgomcry fourhundrtJt+OOl sha¡es of the Corporatiou's common stock

hcsidcnt
Secretar¡r
Treasuer

A.Bavol-Montgomcry,

Bavo

Todd Brian Bavoi-Moutgomery
Scan .ôu Bavol-Montgomcry
Sean..{-Bavol-MontgomaY



-----coNTRACT-----

THIS AGREEMENT, made the I 
= 

day of )***¿ttt-l in the year Two

Thousand Seventeen by and between the Ciry of Wilrnington, a municipal co¡poration of the State

of Delaware, acting through the agency of the Departrnent of Finance, Division of Procurement and

Records, parry of the fust part ftereinafter desþated the Owner), and Integrity Staffing

Solutions, Inc. party of the second part (hereinafter desþated the Contractor).

'WiTÌ{ESSETH, that the Contractor, in consicieration oiagreements herein macie by the

Owner, âgrees v'ith the Owner as follows:

Article 1. The Contractor shall and v¡ill furnish and deliver per specificadons, on Contract

17006HR.PS '(Limited Sen¡ice Employment" for the Depamnent of Personnel in accordance

q¡ith Advertisement for Bids by the Departrnent of Finance, Division of Procurement and Records

drte 5/14/16 e,5/n /16 and specifications identified as Contract No. 17006HRPS and by the

sþatures of the parties hereto, âre, together with the said Advertisement for Bids, Instructions to

Bidders, Forns of Proposal , and/or other documents peftinent theteto, hereby acknowledge and,

incoqporated into these presents and are to be taken as a part of this Contract.

-A¡ticle 2. It is understood and agreed by and between the parties heteto that the amount of
this Conüact is in the estimated âmount of One Million One Flundred Thi¡ty Seven Thousand -

- 00 
/100 --------Dollats ($1.137.000.00) annualb', to be prorated appropriately for any period of

less than one year, based upon the current Fiscal Year approved budget. The actual billing will be

based on the pti.itg subrnitted on the Proposal dateð,5/31/2016 to the Departrnent of Finance,

Division of Procutement and Records. This Contract shall be from on ot about February 1.

2017 throush Tune 30.2017. with the oossibiliw of three l3). extensions of one 11) vear each.

at the oÞtion of the owner. provided that all terms and conditions of this Contract.

iucludrug Þltces, shall remain the same and it is in the best interest of the Owner to do so.

Note that the value of this contract will be based solely on the OwneCs needs for temporary

staffing, and the approved budget in any given year.

Ârticle 3. In the performance of this Contract, the Contractor s.hall not discriminâte or

permit digcqqr,lnaqon agains_t âny pefson because of his race, color, religion or his national origln.

Article 4. This Agreement shall bind the hei¡s, executors, administrators, successors and

assigns to the respectìve parties hereto.



I

In witness whereof the parry of the fust part has, by recomrnendation of the Director of Ffuman

Reseurces, caused the hand of the Mayor, or his designee, and the corporate seal of the Ciry of

lüTilmington, attested by the City Clerk, to be hereunto af6xed; and the pa.rty of the second part has

caused the hand of its President, (or his authorÞed representative), and its colPorate seal, attested by

the Secetary or assistanr Secretary, to be hereunto affixed.

Dated the day and year fust above written in the City of Wilmington, County of Nev¡ Castle, Sate

of Delaware.

THE CITY OF WILMINGTONSigned, Sealed and deliveted
ín the presence of:

Witness
Bv:-- Michael S. Purrycki, Mayor

ATIEST:

City Clerk

TNTEGRÍTY STAFFING SOLUTIONS, INC"

ATifEST:

Secretary

1
Pre

Aooroved as to Form on thisEL

Day of

HEATHEn I(ACZMARC¡rK
I{OTARY PUBLIC

SÍATE QF ÐELAWARE
My Commlssi'on ÉpiresApil fl,n19

First Assistant City Solicitor

2077


