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ORD1 v-002 *As Amended

AN ORDINANCE TO AUTHORIZE CITY CONTRACT 17006HRPS -
LIMITED SERVICES EMPLOYMENT - WITH INTEGRITY STAFFING
SOLUTIONS, 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 specifications 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 hereiﬁ as
Exhibit “A,” to Integrity Staffing Solutions, Inc. (“the Contractor”), the highest ranked proposer;
and |
WHEREAS, the primary purpose of | the Contréct is to obtain sufficient
temporary staff (as determined by the City) to perform tasks under a broad 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
&) vr‘nonths 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 price, remain the same; and
WHEREAS, the estimated price of the Contract shall be*{}ne-MiHiGﬁ—Gﬁe
Hundred—iPhifty—Seveﬂ—Iheusand—Be}}afs{%;E&%OQ&Q@) 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: Deléte amount and insert, One Million Six
Hundred Seventy One Thousand Four Hundred Eighty. Three

Dollars ($1,671,483.00)
W0088233.
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WHEREAS, it is the recommendation of the Department of Human Resources that
the City enter into 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 WILMINGTON HEREBY ORDAINS:

SECTION 1. City Contract 17006HRPS - Limited Services Employment -
between the City and Integrity Staffing Solutions, Inc., a copy of which Contract, in substantial
form, is attached hereto as Exhibit "A," 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 extensioné thereafter, at the option of the City, provided that all terms and conditions,
including the price, remain the same, at an estimated price of*ﬁne-fvﬁiﬁon-Gne—Iqundred—TJfﬁﬁy—
Seven-Fhousand-Dollars-($1,137,000.00) on an annual basis to be prorated appropriately for
periods of less than one year, is hereby approved, and the Mayor, or his designce, and the City
Clerk are hereby authorized and directed to exccute as many copies of the Contract, as well as all
additional undertakings relatéd thereto, as may be necessary.

SECTION 2. This Ordinance shall be effective upon its passage by ‘City

Council and approval of the Mayor.
*N, Am : : :
ote Amendment , First Reading . . . .. January 19, 2017

Delete amount and insert, ~ .
One Million Six Hundred Seventy ~ So¢ond Reading...January 19,2017
One Thousand Four Hundred Fighty Third Reading . . . February 16, 2017

Three Dollars ($1,671,483.00)
Passed by City Council, Feb. 16, 2017

Q\i oo S
" President-&f City Council

ATTES;M}/MQ)M oy

CityClerk /




Approved as to ﬁ)rm this
| S/mdayof JawJaasy 2017

/k’%uvkuﬁ P)\/QAA{:/(L

First Assistant City Solicitor

Approved this &22/ da ion
/)l/ll// HIK
U Mayor 3

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 ©ne-Milion One-Hundred- Thuineven—The&sand—Dollafs{&—l—}?—Q%-G(}) on an annual basis
to be prorated appropriately for periods of less than one year.

*Note Amendment:
Delete amount and insert, One Million Six Hundred Seventy One Thousand
Four Hundred Eighty Three Dollars ($1,671,483.00)

W0088233.




Agenda #4318

IMPACT STATEMENT

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 One Million One Hundred Thirty
Seven Thousand Dollars ($1,137,000.00) on an annual basis to be prorated appropriately for
periods of less than one year.

W0088233.
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The City of Wilmington
will receive sealed proposals
at the Div. of Procurement &
Records, 5th FL,
Louis L. Redding Bidg.,
800 French St., Wilm., 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
at the above address.

Phil Ceresini

Purchasing Agent Hl
Department of Finance
Division of Procurement
and Records

5/14,17-NJ
; 600127655801




ADDENDUM # 1

Contract 17006 HRPS
Limited Service Employment Contract

In response to questions and comments that have been received
we offer the following responses, updates, clarifications. Note that
_ only questions that were determined to be relevant have been

addressed.

e Who received the last award for this current contract? - Integrity Staffing
Solutions

¢ What is the annual spend amount for the last contract? — FY16 Budget $1.4M

» Isit possible to receive the Employee Pay Rate, Bill Rate and Markup rate for the
current contract? — Requires a formal FOIA request

e Isita single year or multiple year award —included in Overview

e Whatisthe anﬁual budget for this contract? — FY17 Budget $1.6M

e How many temps do you currently have? - Included in RFP

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

last contract? — Information not tracked in this manner, and as such is difficult to
calculate.



¢ Could you please provide more information 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
The scope and diversity of workforce
Experience with staffing governmental entities
Experience length of time in business
Proximity to City limits

P oo w

The aforementioned is the basis upon which the respondents will be
evaluated. Please submit a response that completely addresses the entity’s
ability/experience.

e 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 if there a cost differential for employees who work 30 hours or more
per week,

e 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.

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

e Is there a future forecast for added or decreased positions to come available in
the future based on job families share in the RFP. We anticipate the same
staffing levels for the foreseeable future.

¢ In 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 26,2016 by the
Procurement and Records Division, Departmment of Finance
Louis L. Redding City County Building, 800 French Street
Wilmington, DE 19801



REQUESTS FOR PROPOSALS

. 1. Proposals on City Contract 17006 HRPS — LIMITED SERVICES EMPLOYMENT CONTRACT
will be received in the Division of Procurement and Records, 5% Floor, Louis L. Redding City/County Building,
800 French Street, Wilmington, Delaware, on TUESDAY, MAY 31, 2016, at the close of business, 5:00 p.m.

2. Proposals must be an original and four (4) copies, along with a PDF electronic copy on either a CD,
DVD, or Thumb Drive, sealed in an envelope, and the envelope endorsed “Proposal for City Contract
17006HRPS — LIMITED SERVICE EMPLOYMENT CONTRACT” and addressed to the Department of
Finance, Division of Procurement and Records, 5" Floor, Louis L. Redding City/County Building, 800 French
Street, Wilmington, Delaware.

3. Any proposal may be withdrawn prior to the schedule time for opening of proposals or authorized
postponement thereof. No 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
Department of Finance, Revenue Division, City of Wilmington, in order to be awarded the contract. Before
obtaining a City of Wilmington Business License, all applicants must show proof of a current State of Delaware
Business License.

5. Th,,e successful proposer will be required to withhold City of Wilmington Wage Tax from their
employees and withheld taxes paid to the City of Wilmington pursuant to the provisions of the Wilmington
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 right to contact the successful minority proposer and/or subcontractor to confirm any participation in the

Procurement process.

7. The successful bidder certifies that they are not listed on the Federal Governmental, Excluded Parties
List System (www.sam.gov). This will be verified by the City of Wilmington and if listed may be grounds for
rejection of the bid or proposal.

8. Award and Execution of Contract

A. Consideration of Proposals. 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
new proposals, 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 sixty (60)

calendar days after the opening of proposals to the qualified proposer whose proposal complies
with all the requirements prescribed. The successful bidder will be notified by letter mailed to
the address shown on his proposal that his proposal has been accepted and has been awarded the

contract.



C. Cancellation of Award. 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.

9, Any person doing business or seeking to do business with the City shall abide by the following Global
Sullivan Principles:

A. Support universal human rights and particularly, those of employees, the communities within
which you operate, and parties with whom you do business.

B. Promote equal opportunity for employees at all levels of the company with respect to issues such
as color, race, gender, 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.

C. Respect employee’s voluntary freedom of association.

D. 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.

E. Provide a safe and healthy workplace; protect human health and the environment; and promote

sustainable development.

F. Promote fair competition including réspect for intellectual and other property rights, and not
offer, pay, or accept bribes.

G. 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.

Promote the application of these principles by those with whom you do business.

o
I
.

Questions must be submitted via email to Phil Ceresini, Purchasing Agent at pceresini@wilmingtonde.gov and
will not be accepted within 1 week of proposal due date.

IB-2



OVERVIEW

1) GENERAL SCOPE OF SERVICES :
a) The services to be provided under this contract are to provide and administer an
unspecified number of Vendor employees, as determined by the City of Wilmington, (the
City) to perform tasks under a broad 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
i) City employees may be referred to the Vendor for employment 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 payroll that were originally referred to the Vendor by the City.

2) DESCRIPTION OF WORK :

a) Work assignments will vary dependent upon the needs of the various departments.
However, each employee will be provided a role description, which will define the duties
and responsibilities of the position(s) the employee will fill. Examples of areas of work
and duties to be performed include, but are not limited to the following:

i) Labor: skilled and unskilled laborers, Delivery Assistant, Kitchen Staff, Messenger,
Refuse Worker, Refuse Assistant, Security Guard and Parking Regulation
Enforcement Officer, etc. '

ii) Administrative/Clerical: 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, Engineer, Financial Analyst, Payroll Specialist,
Photographer, etc.

v) Recreation: Recreation Specialist and Lifeguard

vi) Driver: All driver positions (CDL, heavy equipment operator, etc.)

3) HOURS 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; however, the Vendor will dictate and determine the hours
during which the Vendor employee(s) will 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 % hour or one (1) hour
depending on the assignment. Employees shall be paid only for hours worked.

b) Overtime, weekend or holiday work may be required due to special events and
circumstances.

¢) Other shifts may be necessary to support the operations of the respective
departments. Hours of work, shifts and dates will be explained 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 #17006HRPS



OVERVIEW

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 City as an additional insured, is required by the

Vendor providing the employment services:

General Liability

Bodily Injury (including death) $1,000,000
Property Damage $1,000,000
Fidelity Bond $500,000
Workers' Compensation Statutory

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

5) INDEMNIFICATION OF THE CITY
a) The Vendor shall pay, indemnify, and hold harmless the City, its agent and employces
from all suits, actions, claims, demands, damages, losses, expenses, and/qr costs of every
kind and description to which the City may be subjected or put by reason of injury
(including death) to persons or property resulting from the manner or method employed
by the vendor, 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 vendor, 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 City 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) BILLING
a) Vendor shall be required to electronically submit all bills to the Finance
Department/Accounts 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 SHEETS
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 #17006HRPS



OVERVIEW

9) SKILLS/BACKGROUND VERIFICATION

a)

b)

d)

Vendor shall complete pre-employment physicals, drug screening, driver's license,
criminal and other background checks on all applicants prior to referral for any City
position. Vendor shall also complete background checks in compliance with the Joseph R.
‘Beau’ Biden, I Child Protection Act for relevant employees. Upon 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 only qualified personnel are utilized, and that the background of personnel
employed warrants employment in any City facility. All performance appraisals will be
conducted by the vendor.

Vendor shall comply with the City background -check policy guidelines as outlined in
Policy 201.2; Employee Background Review. Criminal backgrounds of all candidates
will be reviewed as a part 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 substantiated cases of abuse and/or neglect that may
have led to the harm of a child/youth will be forwarded to the City for review as a part of
the selection process.

Vendor shall provide to affiliates assigned to this contract a copy of the following City
policies; Harassment Free Work Environment, Code of Ethics, and where applicable, the
Motor Vehicle Policy. '
Vendor shall acknowledge that no affiliate shall be permitted to operate a City vehicle
that has not been provided a copy of the City Motor Vehicle Policy (605.4). No affiliate
will be permitted to operate a City owned/rented/or leased vehicle who has not supplied
the City with a recent certified copy of their motor vehicle driving record and a
certificate of successful completion of the current State of Delaware Defensive Driving

Course.

10) TERMINATION AND REPLACEMENT

a)

b)

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 thirty

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

limited to:

i) Excessive failure to fill a job order within specified timeframe.

ii) Failure to supply qualified personnel in accordance with role descriptions.

iii) Assignment of City referred temporary employees to another client prior to the
City invoking its first rights of refusal.

The City reserves the right to terminate 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 requested by the City within twenty-four (24)

hours of the start of business the day following 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, RULES, SAFETY PRACTICES, ETC.

a)

The Vendor and its employees shall comply at all times with all applicable
Federal, State, and local statutes, laws, rules and regulations relative to the services
to be performed herein and shall further be subject to all rules, regulations, policies

CITY OF WILMINGTON ’
LIMITED SERVICES EMPLOYMENT CONTRACT #17006HRPS
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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 performing
work for the City and shall take all necessary precautions to prevent injury or
damage to persons or property. 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 #1 to Ordinance 13-031. This ordinance
requires that applications of City residents who unsuccessful in their pursuit of
Clty employment be forwarded to the temporary agencies servicing the City for
further employment opportunities.

¢) 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.

12) 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 City wage taxes, if
appropriate, from the compensation of its employees in accordance with the
City Wage Tax Law. Any positions which may require special
certification/license, employees must have current certification/license and shall

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

13) NON-DISCRIMINATION

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 complamts 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 12:01 a.m. July 1, 2016, or
as soon as possible thereafter through 11:59 p.m. June 30, 2017.

b) The City reserves the option to extend this contract for three additional one
(1) 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.

¢) The City will give sixty (60) days advance written notice if the contract is to
be extended after the first year. If no notice is issued, it will be assumed
that this contract will end on the above ending date of the original term.

15) AWARD

CITY OF WILMINGTON
LIMITED SERVICES EMPLOYMENT CONTRACT #17006HRPS



OVERVIEW

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 #17006HRPS



- DEFINITIONS

This section contains definitions of the categories of employment listed under Limited Service
Employment.

Appointed Service means and includes all executive and support staff legally appointed to their
positions pursuant. to the City charter section 7-101 and who serve at the pleasure of the
appointing officer, but does not include members of boards or commissions.

Classified Service means all regular positions within the City’s merit based employment system
that are subject to merit system screening, regulation and law; excluding those positions
specifically excepted by City charter section 7-101.

Compensation means salary, wage, allowances and ail other forms of valuable consideration
carned by or paid to a City employee by reason of service in any position, but does not include
reimbursable expenses incurred as incidents to employment.

Limited service employment means all or any of the following employees, whose positions are '
not in the classified, appointed, or elected service(s) and do not appear on the annual position
allocation list.

Emergency employee is defined as and includes all persons who in times of public
emergency as declared by the Mayor are temporarily employed pursuant to authorization
by City Council.

Non-allocated grant employee is defined as and includes all employees whose positions
are specifically funded by a limited grant to the City, which funding shall, pursuant to the
terms of the grant, expire after a designated period of time.

Part-time emnloyee is defined as and includes all employees who are hired to work less
that the full work schedule generally applicable to the position(s) which they are
assigned, which must be no more than 35 hours per week.

Provisional appointee is defined as and includes all employees temporarily employed to
fill vacant positions within the classified service until such time as an appropriate
eligibility list can be certified by the Director of Human Resources and a regular
employee selection is made for the position.

Seasonal employee means all employees whose employment is not permanent and is not
dependent upon a condition of emergency or excessive workload but is regularly
recurrent in certain offices or departments because of particular duties and functions that
occur periodically each fiscal year.

Temporary employee is defined as and includes all persons employed for a specified,
limited period of time to address a work load within the employing department that is too
great to be handled expeditiously by those employees whose positions are included in the
annual position allocation list.

CITY OF WILMINGTON
LIMITED SERVICES EMPLOYMENT CONTRACT



DEFINITIONS

Performance Appraisal is defined as a systematic, assessment technique designed to measure
and recognize employee effectiveness, identify actions leading to improved performance and
communicate a supervisor’s rating of the employee’s overall performance to the employee.

" Position means the combination of-current duties and responsibilities assigned to a single official
. or employee in support of organizational goals and activities and performed on either a regular or
limited basis.

Position Allocation List means and includes those positions designated by the City Council in
cach fiscal year to be funded from the City’s annual budget, and may include positions in the
elected, appointed and classified services.

Probationary Period means a trial period during which an employee is required to demonstrate
by actual performance his/her fitness to perform the duties of the position for which he/she is
hired. _

Regular Employee is defined as an employee who: (1) is assigned to a position on the position
allocation list and (2) works a 40-hour work week, except in those positions for which a special
or flat rate of pay constitutes full remuneration of all services rendered regardless of number of
hours worked and (3) has completed the probationary period.

Role Description means a formal record of the purpose, minimum qualifications, required
certifications/licenses, essential functions, salary level, duties and responsibilities of a position.

Salary Level is a numeric designation assigned to a role description which indicates the
corresponding wage range in which an employee in that position may be paid

Wage Range is the minimum to maximum range of dollar amounts in which a particular salary
level may be compensated.

CITY OF WILMINGTON
LIMITED SERVICES EMPLOYMENT CONTRACT .



Vi.

TEMPORARY STAFFING 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



CITY OF WILIVINGTON LIMITED SERVICE EMPLOYEES
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CURRENT AGENCY LIMITED SERVICE EMPLOYEES

ADMIN/
DIVISION LABORER CLERICAL TECHNICAL RECREATION PROFESSIONAL

PARKS & RECREATION

AUDITOR'S OFFICE
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CITY OF WILMINGTON
CONTRACT EMPLOYEES
SALARY LEVELS AND WAGE RANGES

Level Wage Range
$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-$27.00
$27.01-$30.00
$30.01-$33.00
$33.01-$36.00
$36.01-$39.00
$39.01-$42.00

OCO~NDOTD WN =

el
N - O

Effective: 7/1/16
Revised: 4/11/16



New
Job Function/Family |Level |Dept/Div. Contract Employee Job Title Wage Range Comments
|Supeérvisory 4 PERREC ™ |Aquatic Coordinator TTTTTTTI$15.01-818 T o
Supervisory 5 T IPERIREC |Assistant Poal Manager $11.01-812 T )
Supervisory 13 JPERIVEF ™ |Assisiant Program Direclor it~ 1812.01-$15 e T
Supervisory 4 PERN&F Assistant Prqgram Director IV _ $15.01 - $18 o
Administrative/Clerical |3 Bilingual Case Manager __ $12.01 - $15 ~ e
Professional _ 5 Consuitant V T ~ Tisi8.01-3521 ) A
Professional 16 Consultant Vi ) [$21.01-$24_ _
Professiomal 17 | Consuttant Vil $24.01-§27 o
Professional 8 : “|Consuitant VIll N $27.01 - $30 '
Cabor 17 |PERIVEF |Delivery Assistant ’ $70.10- 511
Professional 14 PERNEF DPNA Coordinator $15.01-$18 Drug Prevention Network of Amenca
Drver 1 PERIVEF | Driver | ] $10.10- $11
Driver 2 PRRIVEF |Driver I - $11.07-%42
Driver - 3 PARIVEF " Drverm T £12.01-315  |CDLdrivers only
Administrative/Clerical |4 PER/Y&F EC Family Matters Coordinator $15.01-$18 ~
Administrative/Clerical |2 PER/YEF  |Education Coordinator il _{511.01-%12 _
Administrative/Clerical |3 PERIYEF  [Education Coordinator Iif 1$12.01-$15 " B
Professional 10 "~ |EngineerX_ - ST Is%301-%38 1
{Technical 4 Examining Engineer T §i501-318 | - -
Professional 4 PERIYEF  |Family Support Case Worker “1$15.01- %18 T T
Professional 7 TIFN Financial Analyst VIl $24.01- $27 T ]
Technical 37 "|City Coundil_ [Freefancer - $12.017-315° ] ) .
Administrative/Clerical |1 Multipte fntern $10.10-$11 T -
Administrative/Clerical |2 Wiultiple Tntern T $11.01 - $12 B
Administrafive/Clerical |3 Muttiple Intern o - 1$72.01-815
Labor i "7 |PER/YEF | Kifchen Staff ] 80,10 - $11 -
Labor 2 PERIVEF Kitchen Staff 1§711.01- %12 T
Labor 3 PERIVEF ™~ [Kitchen Staff i $12.01-815
Labor ] Muttiple Laborer | o 1$70.10 - $11
Labor 2 Mulliple Laborer I $91.01-§12
Labor _ 3 {Muffiple  |LaborerWl TUTTE2.01 - 315
Récreation 1 PERMEC ™ |Lifeguard 1 o —TIs10.40-811 - - T
Recréation 7~ T|PERREC ™ |iifeguard Il TTTIS1.0T- 812 T o
Administrative/Clefical |1 MO Mail Room Assistant $10.10-8$11 )
Labor: 7 Law Messéenger o 1$10.90 - 311
Supervisory 3T (PERIVEF Monitor 1l —_I512.01-315 -
Administrative/Clerical |1 Mulflple Ofice Assistant | T “1$70.10 - $11
 Administralive/Clerioal |2 Vullple Office Assistant | $11.01-$12
Adminustrative/Cierical |3 WMultiple fice Assistantll $12.01-%15
Administrative/Clerical [4 Mufllple Office Assistant [V $15.01-918
Professional K] [T{e] " |Photographer '$12.01 =815 "~
Technical 6 Planning Planning Specialist VI __ $21.01-$24
Technical 7 Planning Planning Specialist VIl $24.01-%27 :
Technical 4 _"|Planning Planning Assistant IV~~~ ™ $15.01-318
Technical 5 |Planning Planning Assistant V $18.01 - 521
Supeivisory 3 PARREC  '|Podl Manager $12.01- %15
{Cabor 2 Police PREO - Temp. $11.01-312 e
Technical 15 City Council |Production Assistant - Ch32 " $18.01- 321 o
Professional 177" |P&RIYEF " [Professional Development Coordinator1$24.01 - $27 | o
Supervisory 3 ERIVEF  [Program Director Nl ‘ THIOTS5 | T
Supervisory 3 |PERINEF T [Program Director VT $7501-318 -
Supervisory [ PERIVEF ~|Program Director V. $18.01 - $21 T h
Supervisory 6 PERIVEF  |Program Director VI $21.01 - 524 T
Supervisory 3 PERIVAF Program_ Supervisor il $12.01-$15 7l
Supervisory 4 7 PERIVEF ™ |Program Supervisor IV~ $15.01-518 - -
Recreation 1 PERREC [Recreation Specialist] $10.10 - 11
Recreation 2 PERIREC™_ |Recrealion Specialist Ii T1811.01- 912
Recreation 377 TIPERMREC " [Recreation Specialist §12.01 - $15 T
Labor 1 PERIVEF ™ |Refuse Assistant $10.70-%11 | 7
Tabor T2 PERIVEF Refuse Worker ~ $1107-812
AdministrativelClerical 14~ IHR™ T 7 iRisk Management Assistant l§is0i-3iE L
Labor 5 ISERIRES T [Secunty Guard T T T TTTIE1.0 - -1z T
Supervisory 12 " T|PERIYEF " |Site Supervisor Il Ts1701-812
| Supervis 3 PERIVEF Site Supervisor Il ) 151201315 ]
Administrative/Clerical |4 IPERIYEF ~ [Special Events Coordinator TI§1501- 318
Technical 77777 7 77| Technical inspector Aide $165.01-$18 T
Administrative/Clerical |5 FIN """ T{ille Researcher TTTTIRAB01 =621 o ’
Administrative/Clerical |1~ IPERIYEF " [Youth Counselor | isi040-811 | T

NOTE: Advance written justification and appraval by the HR Director re

job titles
4/11/2016

quired for placement of ALL employees into Level 3 and greater

1



Now ;
Job Function/Family {Level {Dept/Div. ‘| contract Employee Job Title Wage Range Comments
Administrafive/Clerical |2 T |PERIYEF Youth Counselor i R K _Oi_:@?“ —" e —._:::
AdministrativelClericaI"5_—73@7?_8{?5" Youth Counselor il R £ 7 X S 1 —
Administativerciencal |4 |PSRIVEF _{Vouth Counselor 'V ~1§7501-518 | R
Admimsirative/Crerical (5 |PERN&E — Youth CounselorV . 131801-821 T
Youhworker |1 (PURNEE Yo Woker] .. “stogonst T T
YoulhWorker {2 ~IPERIVEY " "|Youth Worker T - T R T ) _ ]

NOTE: Advance written justification and approval by the HR Director required for placement of ALL employees into Level 3 and greater
job titles

4/11/2016 \



City of Wilmington

Department of Human Resources

Limited Service Employee Role Description

Job Title: Aquatic Coordinator Salary Level(s): 4

_Joh Family: Supervisory Revision Date: June 2010

Department: Parks and Recreation Division: Recreation

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 welfare of all patrons of the

City's aquatic facilities.

This job title incorporates Salary Level 4. While level 1 is designated for new employees, departments are not precluded from
hiring new employees at level 2. Employees may be promoted to a higher level in accordance with-minimum qualifications,
promotional standards and a department’s operational needs. Qualifications must be documented and departments must
receive prior approval by the Director of Human Resources for placement of employees into Salary Level 3 or above.

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

discipline as appropriate for pool staff.

Oversees the operation of City pool facilities ensuring adherence to City policies and procedures and
state and local health and safety laws and regulations. Addresses and resolves issues with the public 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 all the essential functions of a Lifeguard }, Lifeguard |,

Assistant Pool Manager and/or Pool Manager.

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

populations.
Establishes and maintains effective working relationships.

1




Demonstrates reliable and punctual attendance.

Essential functions are fundamental, core functions common to all Salary Levels within this job title and are not intended to be
an exhaustive list of all job functions for any one Salary Level. As such the functions listed below may vary and may include
additional functions and job duties as required and assigned by the department.

Levels of Work
Aquatic Coordinator

Knowledge, Skills and Abilities

Must be at least 21 years old and have 5+ years experience in swimming instruction or
as a lifeguard. A Bachelor’s degree with coursework in business, physical education,
sciences or education is required. (Alternate combinations of training and experience

may be accepted at the discretion of the department.)

Must have valid American Red Cross Certifications, Lifeguard Training/First Aid and
CPR/AED for Lifeguards. h

Comgrehehsive knowledge of methods, techniques and practices used in pool
operation, emergency response procedures and pool maintenance. Comprehensive
knowledge of rules and regulations pertaining to pool and locker room facilities.
Comprehensive knowledge of pool sanitation requirements and practices.

Ability to organize, conduct and participate in various swimming activities. Must have
physical ability to swim, 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, pool-related problems and

sanitary concerns.
Ability to operate specific pool equipment and machinery.
Ability to keep accurate records and write detailed reports.

Ability to give clear instructions. 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 trave! locally to complete work assignments.

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



City of Wilmington

Department of Human Resources

Limited Service Employee Role Description

Job Title: Assistant Pool Manager Salary Level(s): 2

Job Family: Supervisory Revision Date: June 2010

Department: Parks and Recreation Division: Recreation

Description of Occupational Work _

The purpose of the Assistant Pool Manager position is to provide for the supervision and ensure the
safety and welfare of all adult and youth patrons of the City’s aquatic facilities.

This job title incorporates Salary Level 2, While level 1 is designated for new employees, departments are not precluded from
hiring new employees at level 2. Employees may be promoted to a higher level in accordance with minimum quualificatlons,

promotional standards and o department’s operational needs. Quolifications must be documented and departments must
receive prior approval by the Director of Human Resources for placement of employees into Salary Level 3 or above.

Essential Functions
Observes lifeguard staff, adult and youth patrons of City pool facilities ensuring their behavior is
consistent with City policies 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 enforces aquatic policies and procedures,
Responsible for pool operations and public safety in the absence of the Pool Manager.

Conducts water rescue training and various drills to evaluate and ensure the emergency readiness of the

lifeguard staff.

Ensures lifeguard staff is attired in proper uniform and positioned appropriately while on duty. Ensures
lifeguard 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 and/or locker room facilities, operational

issues, etc. to 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 specified

intervals and records the readings on daily log sheet.




N

Attends all scheduled aquatic training and meetings.

May be required to act as a backup and perform the essential functions of a Lifeguard | or Lifeguard 1.

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

populations.

Establishes and maintains effective working relationships.

Demonstrates reliable and punctual attendance.

Essential functions are fundamental, core functions common to all Salary Levels within this job title and are not intended to be

an exhaustive list of all job functions for any one Solary Level. Assuch the functions listed below may vary and may include
additional functions and job duties as required and assigned by the department.

Levels of Work
Assistant Pool Manager

‘Knowledge, Skills and Abilities
Must be at least 17 years old and a have a minimum of 2 years experience in swimming
instruction or as a lifeguard. (Alternate combinations of training and experience may be

accepted at the discretion of the department.)

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

~ CPR/AED for Lifeguards.

Good 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 swimming activities. Must have
physical ability to swim, 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.

Ability to refrain from unnecessary conversation with patrons while on duty.
Ability to keep accurate records and write detailed reports.
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Ability to give clear instructions. 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 time,



City of Wilmington

Department of Human Resources

Limited Service Employee Role'Description

Job Title: Assistant Program Director - Salary Level{s): 3-4

Job Family: Supervisory Revision Date: May 2010

Department: Parks and Recreation Division: Multiple

Description of Occupational Work
The purpose of the Assistant Program Director is to plan, organize, lead, direct and oversee Department

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

regulations.

This job title incorporates Salary Level(s) 3 through 4 only. While level 1 is designated for new employees, departments are not
precluded from hiring new employees at level 2. Employees may be promoted to a higher level in accordance with minimum
qualifications, promotional standards ond a department’s operational needs. Qualifications must be documented and
depdrtments must receive prior approval by the Director of Human Resources for placement of employees into Salary Level 3or

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
applicable requirements. Supervises adult and youth food program staff. keeps accurate records
accounting for all delivered meals. Responsible for assuring overall program compliance. Identifies,
addresses and corrects compliance exceptions. Reconciles any record-related discrepancies {i.e. meal

counts, etc.) Prepares menus and other information for bid package(s). (Pertains to Assistant Progra
Director assigned to Youth-and-kamilies Division Food Program{slonty:]

performs administrative and clerical duties related to supervision of youths and adults. Assists inthe
direction of program’s financial goals, objectives and management of program budget. Assists in the

development and implementation 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 campl(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 Functions of a Driver. {See role description for Driver.)




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

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 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.

Work setting may vary from indoor to outdoor locations depending upon specific assignment. Must
have ability to work in setting appropriate to assigned position. '
Essential functions are fundamental, core functions common to all Salary Levels within this job title and are not intended ta.be

an exhaustive list of all job functions for any one Salary Level. As such the functions listed below may vary and may include
additional functions and job duties as required and assigned by the department.

evels of Work
Assistant Program Director III

Knowledge, Skills and Abilities
s L inl nd 2 20rs exnerience

Miust be at least 18 years of age, have a_High school diploma and 3 to 4 years exper
in relevant area related to supervisory assignment. Previous supervisory experience

required.

Thorough knowledge in the application of food service principles, practices, processes,
techniques and methods governing food distribution and program administration
activities. Thorough knowledge of Food Program(s) requirements and guidelines. Ability
to handle and maintain control of groups of adults and/or children during mealtime.

{Pertains to Assistant Program Directors assigned to Youth and Families Division Food

Program{s)only.)

Thorough knowledge of recreational supervision and the rules and regulations'
governing competitive athletic games, recreational activities, sports or other functional

area specific to assignment.

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

Ability 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.
Assistant Program Director IV

Knowledge, Skills and Abilities
Must be at Jeast 18 years of age, have a High school diplomg and_5+ years experience in

relevant area related to supervisory assignment. A minimum of 2 years of previous
supervisory experience and a minimum of 1 year previous work experience assigned to

specific department program are required.

Comprehensive knowledge in the application of food service principles, practices,
?prbcesses, techniques and methods governing food distribution and program
administration activities. Comprehensive knowledge of Food Program(s) requirements
and guidelines. Ability to handle and maintain control of groups of adults and/or
children during mealtime. (Pertains to Assistant Program Directors assigned to Youth
and Families Division Food Program(s)only.)

Comprehensive knowledge of recreational supervision and the rules and regulations
governing competitive athletic games, recreational activities, sports or other functional

area specific to assignment.

Thorough knowledge of applicable City, state and federal rules and regulations
pertaining to program assignment.

Ability to organize and instructa va riety of recreational and social activities.
Ability to adhere to program standards and objectives outlined by supervisor(s).

Ability 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.



City of Wilmington

Department of Human Resources

Limited Service Employee Role Description

Job Title: Civilian Cold Case/DNA Forensic Salary Level(s): 8
Coordinator
-Job Family: Professional Revision Date: Aprii 2011
Department: Police Division:

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 fob title incorporates Salary Level 8. While level 1 is designated for new employees, departments ore not precluded from
hiring new employees at level 2. Employees may be promoted to a higher level in accordance with minimum qualifications,
promotionat standards and a department’s operational needs. Qualifications must be documented and departments must
receive prior approval by the Director of Human Resources for placement of employees into Salary Level 3 or above.

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

crimes to determine the availability of DNA evidence. Compiles and coordinates the appropriate request

for DNA analysis and forwards the evidence to a certified DNA lab for 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 maintaining a database of existing cold case homicides. Conducts 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 reviewers.

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

populations.




Establishes and maintains effective working refationships.

Demonstrates reliable and punctual attendance.

Essential functions are fundamental, core functions common to all Salary Levels within this job title and are not intended to be
an exhaustive list of all job functions for any one Salary Level. As such the functions listed below may vary and may include
additional functions and job.duties as required and assigned by the department.

Levels of Work
Civilian Cold Case/DNA Forensic Coordinator VI

Knowledge, Skills and Abilities

Retired Wilmington law enforcement officer with extensive experience in criminal
investigations related to homicide, sexual assault and aggravated assault cases witha
major emphasis on trial experience and working knowledge of crime scene
investigations and scientific technology associated with DNA and forensic databases
including, but not limited to, CODIS, AFIS and IBIS.

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

Ability to wark efficiently and productively with little to no supervision. Must be self-
motivated and disciplined.



City of Wilmington

Department of Human Resources

- Limited Service Employee Role Description

Job Title: Consultant V-viil ' " Salary Level(s): 5-8
Job Family: Professional Revision Date: May 2010
Department: Multiple Division: Multiple

Description of Occupational Work
The purpose of the Consultant is to assist the City by providing expert services and specialist skills in a

‘specialized subject area such as business strategy, business structure, marketing, financial and

management controls, human resources, risk management, information technology, operations,
vendor/supply-chain management, project management, etc. Consultant services arrangements return a
pre-determined, measurable result and/or a deliverable to the City in exchange for monetary
compensation.

This job title incorporates Salary Leveis 5 through 8. While level 1 is designated for new employees, departments are not
precluded from hiring new employees at leve! 2. Employees moy be promoted to ¢ higherlevel in accordence with minimum

qualifications, promotional standards and a department’s operational needs. Quolifications must be documented and
departments must receive prior approvol by the Director of Human Resources for placement of employees into Salary Level 3 or

above.

Essential Functions
Using knowledge of a specialized, professional field, provides objective expertise, performs service(s),

improves business performance and completes project assignments.

Performs services with goal of creating value, maximizing growth and/or efficiency and improving the
business performance of the assigned department, division or project.

Identifies issue(s) or problem(s), performs research, analyzes data, formulates recommendations for
solution(s), identifies necessary resources, reports findings and recommendations, provides guidance

and may implement or assist in the implementation of solution(s).

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

populations.




Establishes and maintains effective working relationships.

Demonstrates reliable and punctual attendance.

Essential functions are fundamental, core functions common to all Salary Levels within this job title and ore not intended to be
an exhaustive list of all job functions for any one Salary Level. As such the functions listed below may vary and may include

additional functions and job duties.as required and gssigned by the department.

Levels of Work

Consultant V

Knowledge, Skills and Abilities
Graduation from an accredited coliege or university with Bachelor’s Degree in Business

Administration, Finance, Accounting, Engineering, Computer Science or other field of
specialization. Master’s Degree or PhD preferred. Must have 3 -5 years of industry
experience in specialized field. '

Comprehensive knowledge of field of specialization. Must posséss current and valid
licenses, certifications, etc. as is usual and. customary for the field of specialization.

Ability to work bothina standard office environment and outdoors as needed.

Ability to work efficiently and productively with little to no supervision. Must be self-
motivated and disciplined.

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

management skills qnd creative ability.

Consultant VI

Knowledge, Skills and Abilities

Graduation from an accredited college or university with Bachelor’s Degree in Business
Administration, Finance, Accounting, Engineering, Computer Science or other field of
Spe‘cia!ization. Master’s Degree or PhD preferred. Must have 5-7 years 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 specialization.

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

Ability to work efficiently and productively with little to no supervision. Must be self-
motivated and disciplined.



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

management skills and creative ability.

Consultant VII

Knowledge, Skills and Abilities
Graduation from an accredited college or university with Bachelor’s Degree in Business

Administration, Finance, Accounting, Engineering, Computer Science or other field of
specialization. Master’s Degree or PhD preferred. Must have 8-10 years 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 specialization.

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

" Ability to work efficiently and productively with little to no supervision. Must be self-
motivated and disciplined.

Outstanding oral and written communication abilities, analytical skills, judgment, time-
management skills and creative ability.

Consultant VIII

Knowledge, Skills and Abilities i
Graduation from an accredited college or university with Bachelor’s Degree in Business

r Science or other field of
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Administration, Finance, Accounting, Engineering, Compute
specialization. Master’s Degree or PhD required. Must have 11+ years of industry
experience in specialized field.

1T au Vs

Previous supervisory experience required.

Comprehensive knowledge of field of specialization. Must possess current and valid
licenses, certifications, etc. as is usual and customary for the field of specialization.

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

Ability to work efficiently and productively with little to no supervision. Must be self-
motivated and disciplined.

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

management skills and creative ability.



City of Wilmington

Department of Human Resources

. Limited Service Employee Role Description

Job Title: Delivery Assistant o ' Sé!-ary Level(s): 1
Job Family: Labor Revision Date: April 2010
Department: Parks and Recreation Division: Youth and Families

Description of Occupational Work
The purpose of the Delivery Assistant position is to ensure that boxes of packaged food are delivered to

multiple sites within an assigned time schedule in support of child and adult food programs.

This job title incorporates Salary Level 1 only. While level 1is designated for new employees, departments are not precluded
foyees may be promoted to a higher level in accordance with minimum-qualifications,

from hiring new employees at level 2. Emp
promotional standards and o department’s operational needs. Qualifications must be documented and departments must

receive prior approval by the Director of Human Resources fof placement of employees into Salary Level 3 or above.

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

delivery vehicle to sitein a safe, timely, efficient manner.

Communicates with Food Program office staff daily. Submits truck slips and other paperwork as required

to Food Program office.

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, 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.

alary Levels within this job title and are not intended to be

Essential functions are fundamental, core functions common to all\S
h the functions listed below may vary and may include

an exhaustive list of all job functions for any one Salary Level. As suc
additional functions and job duties as required and assigned by the department.




Levels of Work
Delivery Assistant

Knowledge, Skills and Abilities
Hiqh school diploma or GED and ability to read.

Good knowledge of City geography.
Ability to lift and carry up to 50 Ibs.
Ability to operate a two-way radio.

Ability to work outdoors.



City of Wilmington

Department of Human Resources

Limited Service Employee Role Description

Joh Title: DPNA Coordinator . Salary Level(s): 4
Job Family: Administrative/Clerical ' Revision Date: December 2010
Department: P&R Division: WHACC

Description of Occupational Work
The Drug Prevention Network of Alliance (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 Prevention & Early Intervention — Division of Family Services. Activities are conducted on-site

and through outreach partnerships with recruited youth.

This job title incorporates Salary Level 4 only. While level 1 is designated for new employees, departments are not precluded
1 2. Employees may be promoted to g higher level in accordance with minimum qualifications,

operational needs. Qualifications must be documented and departments must
for placement of employees into Salary Level 3 or above.

from hiring new employees at leve
promotional standards and a department’s
receive prior approval by the Director of Human Resources

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

implements activities for participating youth from designated prevention program All Stars materiais to
achieve performance measures established in funding contract. Teach drug/alcohol resistance skills to
youth, with the goal of enhancing self-images of children. Establish relationships with families of youth
participants through regular face-to-face contact, meetings and structured and informal activities.

provides referral services for youth and their families as needed.

Attends monthly coordinator meetings and training 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

participation 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.




Works evenings and weekends as necessary/required.
Maintains a valid driver’s license with a clean driving 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
populations.

Establishes and maintains effective working relationships.

Demonstrates reliable and punctual attendance.

Essential functions are fundamental, core functions common to all Salary Levels within this job title and are not intended to be
an exhaustive list of all job functions for any one Salary Level. As such the functions listed below may vary and may include
additional functions and job duties as required and assigned by the department.

Levels of Work
DPNA Coordinator

Knowledge, Skills and Abilities
Bachelor’s degree in recreation, physical education, education or related field with a

minimum of one (1) year of experience in youth program management and services.
ed ability in youth program marketing and recruiting youth for program

t
services and activities.
Some knowledge of youth and family social services agencies.

Considerable knowledge of substance abuse issues and prevention strategies.
Considerable experience in working with youth and families in substance abuse and

drug prevention.

Knowledge of Program Evaluation Review and Techniques (PERT)

Ability to successfully complete twelve (12) hours of approved prevention training per

year.

Ability to pass a fingerprint and criminal history record check.

Possesses a valid driver’s license.



Ability to conform to a flexible work schedule to complete activities 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.

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

Ability to work effectively and complete job functions accurately with [ittle to no
supervisory oversight.



City of Wilmington

Department of Human Resources

“Limited Service Employee Role Description

Job Title: Driver | - ill Salary Level{s): 1-3

Job Family: Driver Revision Date: May 2010

' Department: Parks and Recreation Division: Multiple

Description of Occupational Work
The purpose of the Driver position is to safely transport passengers, equipment or perishable cargo such
as food in a safe, efficient manner in support of City business in accordance with all applicable City, State

and Federal laws and regulations.

This job title incorporates Salary Level(s) 1 through 3. While level 1 is designated for new employees, departments are not
precluded from hiring new employees at level 2. Employees may be promoted to a higher level in accordance with minimum
qualifications, promotional stondards and a department’s operational needs. Qualifications must be documented and
departments must receive prior approval by the Director of Human Resources for placement of employees into Salary Level 3 or

above.

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

Federal laws and regulations. Observes all speed limits, road signs and traffic laws.

Maintains a valid driver’s license with a clean driving record.

Operates motor vehicle in accordance with assigned schedule and within assigned route in a safe and
efficient manner. Ensures motor vehicles are operated and utilized ONLY for valid, approved City
business purposes.

Inspects exterior and interior of vehicle at beginning of each shift for properly operating headlights, turn

signals, brake lights, interior courtesy lamps, air-conditioning or heating, warning lamps, mirror
adjustment, properly inflated tires, windshield wipers, vehicle damage, etc. prior to moving vehicle.

Responsible for ensuring inside and outside of vehicle are properly cleaned and fueled on an ongoing
basis. Keeps interior of vehicle neat and orderly. Reports fuel used and/or 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.

1




May pick up from and deliver trash to assigned locations.

Performs 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 passenger vehicle.

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 Récreation 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 enstres 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.

Essential functions are fundamental, core functions commion to all Salary Levels within this job title ond are not intended to be
an exhaustive fist of all job functions for any one Salary Level. As such the functions listed below may vary and may include
additional functions and job duties as recjuired and assigned by the department.

Levels of Work
Driverl

Knowledge, Skills and Abilities
Must be at lcast 21 years old, have a High school diploma and the ability to read.

Good knowledge of City geography.

Ability to lift and carry up to 50 Ibs.

Ability 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.



Ability to work outdoors.

Driver 1l

Knowledge, Skills and Abilities
Must be 21 years old, have a High school diploma and the ability to read.

Must have 3 + years of work experience as a driver.
Good knowledge of City geography.
Ability to iift and carry up to 50 ibs.

$em o Y]

Abiiity to accurately maintaina variety ©
Ability to transmit and receive over a two-way radio.
Ability to change a flat tire independently.
Ability to parallel park.
Ability to work outdoors.

Driver Il

Knowledge, Skills and Abilities
Must be 21 years old, have a High school diploma and the ability to read.

Thorough knowledge of City geography.

Ability to lift and carry up to 50 ibs.

Ability to accurately maintain a variety of records as requested or required.
Ability to trans.mit and receive over a two-way radio.

Ability to change a flat tire independently.

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

dependent upon specific assignment.

Ability to work outdoors.



City of Wilmington

Department of Human Resources

Limited Service Employee Role Description

Job Title: EC Family Matters Coordinator Salary Level(s): 4
Job Family: Administrative/Clerical Revision Date: May 2010
Department: Parks and Recreation Division: Youth and Families

Description of Occupational Work

The purpose of the EC Family Matters Coordinator is to identify and recruit youth and families in need
and employ strategies to assist with immediate basic needs (food; shelter, utilities, etc). Assist families
with substance abuse, teen pregnancy, and violence prevention strategies.

This job title incorporates Salary Level(s) 4. While level 1is designated for new employees, departments are not precluded from
hiring new employees at level 2. Employees may be promoted to a higher level in accordance with minimum qualifications,

promotional standards and a department’s operational needs. Qualifications must be documented and departments must
receive prior approval by the Director of Human Resources for placement of employees into Salary Level 3 or above.

Essential Functions
Assists families with obtaining needed services through communication with-community organizations,

religious organizations, community groups, and residential developments. Provides referral services for
families as needed.

Establishes and maintains interpersonal relationships with parents. Informs youths and parent/guardian
of Federal, State and local programs/services available. May act on behalf of youth or parent/guardian
to obtain services.

Monitors program activities to ensure safe and appropriate behavior of both parents and children.

Assists in the planning, staffing and implementation of multi-site activities. Prepares, maintains and
contributes to a variety of records and reports to document information relating to activities. Performs

basic mathematical operations.

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.

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
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.

Essential functions are fundamental, core functions common to all Salary Levels within this job title and ore not intended to be
an exhaustive list of all Job functions for any one Salary Level: As such the functions listed below may vary and may include
additional functions and job duties as required and assigned by the department.

Levels of Work
EC Family Matters Coordinator

Knowledge, Skills and Abilities
Associate’s Degree in Human Services or related field gnd 2 to 3 years of related
experience or 60 credit hours of related coursework/training 4+ years of related

experience. Experience working with youth and families required.

Comprehensive knowledge of planning, developing and implementing substance abuse,
teen pregnancy and violence prevention strategies. '

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

Good knowledge of Microsoft Word and Excel.

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

[P RIS S +inn and intor
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written communication an ersonal relations
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skill in eliciting accurate, adequate information and making appropriate referrals.

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 work effectively and complete job functions accurately with minimal

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

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



City of Wilmington

Department of Human Resources

Limited Service Employee Role Description

Job Title: Education Coordinator i - ! Salary Lével(é): 2-3

_Job Family: Administrative/Clerical Revision Date: April 2010

Department: Parks and Recreation Division: Youth and Families

Description of Occupational Work
The purpose of the Education Coordinator is to proyide tutoring services or academic camp counseling

services to City youth both generally and in the specialized areas of reading, mathematics, Englishas a
second language or computer science.

While level 1 is designated for new employees, departments are not
loyees may be promoted to a higher level in accordance with minimum
nt’s operational needs, Qualifications must be documented and

of Human Resources for placement of employees into Salary Level 3 or ’

This job title incorporates Salary Levels 2 through 3.
precluded from hiring new employees at level 2. Emp
qualifications, promotional staanards and a departmel
departments must receive prior approval by the Director
above.

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

Identifies and assesses issues with student learning and comprehension. 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 administration as needed.

Meets monthly with division head or designee to report individual student progress, discuss problem

areas and/or receive training.

Provides referral information to youth and parent(s)/guardian(s) as appropriate. Informs youths and
parent/guardian of Federal, State and local programs/services available. May act on behalf of youth or

parent/guardian to obtain services.

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

populations.




Establishes and maintains effective working relationships. R

Demonstrates reliable and punctual attendance.

Essential functions are fundomental, core functions common to all Salary Levels within this job title and are not intended to be
an exhaustive list of all job functions for any one Salary Level. As such the functions listed below may vary and may include
additional functions and job duties as required and assigned by the department.

Levels of Work
Education Coordinator Il

Knowledge, Skills and Abilities

Associates Degree from an accredited college or university with major coursework in
Education, English, Mathematics, Human Services, or related field with 3-4 years of
experience in counseling, teaching or otherwise motivating youth OR Bachelor’s Deqree
from an accredited college or university with .maj'pr coursework in Education, English,
Mathematics, Human Services, or related field with less than 2 years experience i
counseling or teaching youth.

Good knowledge of planning, developing and implementing strategies to enable and
empower youth to become self sufficient, goal-focused and career-minded.

Good knowiedge 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 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 ocally to complete work assignments.

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

center setting and outdoors as needed.

Education Co.ordinatér 91

Knowledge, Skills and Abilities
Associgtes Deqree from an accredited college or university with major coursework in

Education, English, Mathematics, Human Services, or related field with 5+ years of
experience in counseling, teaching or otherwise motivating youth OR Bachelor’s Degree
from an accredited college or university with major coursework in Education, English,




Mathematics, Human Services, or related field with 3 to 4 years experience in
counseling or teaching youth.

Thorough knowledge of planning, developing and implementing strategies to enable
and empowef' youth to become self sufficient, goal-focused and career-minded.

Thorough 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 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, toud/disruptive community
center setting and outdoors as needed.



City of Wilmington |

Department of Human Resources

- Limited Service Employee Role Description

"Joh Title: Freelancer ‘ ' Salary Level(s): 3
" Job Family: Technical ‘ Revision Date: May 2010
Department: City Council Division: WITN Channel 22

Description of Occupational Work
The purpose of the Freelancer position is to provide technical support for video production,

This job title incorporates Salary Level(s) 3. While level 1 is designated for new employees, departments are not precluded from
hiring new employees at level 2. Employees may be promoted to a higher level in accordance with minimum qualifications,
promotional standards and o department’s operational needs. Qualifications must be documented and departments must
receive prior approval by the Director of Human Resources for placement of employees into Salary Level 3 or above.

Essential Functions
Operates ENG/studio cameras.

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 microphone(s), relays information between studio/site and control room and performs

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).
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Assists in ﬁﬁding solutions to technical or other practical problems.

Perform other duties as needed and as directed by Station Manager or other supervisor.
Ability to lift and move a minimum of 15 pounds.

Flexibility to work late afternoons, evenings and weekends 3s needed.

Consistently and accurately follows simple verbal or written directions.

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

within established deadlines.




Consistently p

rojects 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.

Essential functions are fundamental, core functions common to all Salary Levels within this job title and are not intended to be
an exhaustive list of all job functions for any one Salary Level. As such the functions listed below may vary and may include
additional functions and job duties as required and assigned by the department.

Levels of Work

Freelancer

Knowledge, Skills and Abilities
High School Diploma and 1-2 years experience in the operation of Electronic News

Gathering (ENG) and/or studio cameras.

Experience with editing and graphics software including Final Cut Pro and Photoshop
preferred. '

Experience working in a professional office environment preferred.

some knowledge of grip and audio positions in video production.

Ability to think and move quickly when necessary and to react quickly to directions.

Ability to stand for long periods of time.

Ability to focus on a specific task despite distractions and be able to work well with
coworkers and the public in live and/or stressful situations.

Ability to work in studio or on location.



City of Wilmington

Department of Human Resources

. Limited Service Employee Role Description

Job Title: Intern -1l - Salary Level({s): 1-3
Job Family: Administrative/Clerical : Revision Date: May 2010
Department: Multiple . Division: Multiple

Description of Occupational Work
The purpose of the Intern 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, division or

department.

This job title Incorporates Salary Levels 1 through 3, While level 1 s designated for new employees, departments are not
precluded from hiring new employees at level 2. Employees may be promoted to a higher level in accordance with minimum
qualifications, promotional standards and a department’s operational needs. Qualifications must be documented and
departments must receive prior approval by the Director of Human Resources for placement.of employees into Salary Level 3 or

above.

Essential Functions
{Specific functions vary by assignment.)

P T £im Faclke

Provides assistance to department personnei in compieting department-specitic tass.

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 written
direction. Files and retrieves information accurately in accordance with established methods and/or
management’s instructions. 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.

May keep basic records and prepares simple, accurate reports.

performs basic mathematical operations.

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

within established deadlines.

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

and regulations as established by the assigned department.




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.

Work setting may vary from indoor to outdoor locations. depending upon specific assignment. Must
have ability to work in setting appropriate to assigned position. Must have ability to physically perform

job duties.

Essential functions are fundamental, core functions common to all Salary Levels within this job title and are not intended to be
on exhaustive list of all job functions for any one Salary Level. As such the functions listed below may vary and may include
additional functions and job duties as required and assigned by the department.

Levels of Work

Intern 1

Knowledge, Skills and Abilities
Must be at least 16 years old and be enrolled in high schoot or college.

Ability to work effectively and complete job functions accurately under close

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.

Intern Il

Knowledge, Skills and Abilities
Must be at least 17 years old and have a high school diploma or 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 close

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.



Intern II1

Knowledge, Skills and Abilities
Must have Associate’s Deqgree in relevant area of specialization; or have completed at
least 2 years {minimum of 48 credit hours) of college coursework, with at least 9 credit

hours in the specialized area to which assigned.

Must have at least a Junior 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 close

supervision.

Ability to follow simple verbal and written Instructions. Ability to work with a diverse
population.

Ability to wark both indoors and outdoors as needed.



City of Wilmington

Department of Human Resources

- Limited Service Employee Role Description

Job Title: Kitchen Staff I - il ' Salary Level(s): 1-3
Job Family: Labor Revision Date: May 2010
Department: Parks and Recreation . Division: Youth and Families

Description of Occupational Work _
The purpose of the Kitchen Staff position is to assist in the preparation and packaging of food in support
of adult and child food programs administered by the department.

This job title incorporates Salary Levels 1 through 3. While level 1 is designated for new employees, departments are not
precluded from hiring new employees at level 2. Employees may be promoted to a higher level in accordance with minimum
qualifications, promotional standards and a department’s operational needs. Qualifications must be documented and
departments must receive prior approval by the Director of Human Re_sou}‘*ces for placement of employees into Salary Level 3or

above.

Essential Functions
Applies food service principles, practices and methods governing food preparation activities such as

food handling, proper storage and temperature control, cleaning of kitchen equipment and utensils to
comply with 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 commercial kitchen equipment such as dishwashers, ovens, toasters, food processors,

steam pots, blenders and mixers.

May prepare and cook a variety of foad 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 perfqrmé job functions within established time frames and compl'etes 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, 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.

Essentiol functions are fundamental, core functions common to all Salary Levels within this job title and are not intended to be
an exhaustive list of all job functions for any one Salary Level. As such the functions listed below may vary and may include

additional functions and job duties as required and assigned by the department.

Levels of Work

Kitchen Staff I

Knowledge, Skills and Abilities
Less than 2 years.experience in commerciai food preparation.

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 limited supervision.

Ability to work from a menu in the préparation of meals.

Ability to prepare records and reports. |

Ability to assist in maintaining adequate food and suppiies inventory.
Kitchen Staff 11

Knowledge, Skills and Abilities
3- 4 years experience in commercial food preparation.

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

techniques and methods governing food preparation activities.

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

large volumes of food.

Skill invthe operation of kitchen equipmént.

Ability to cook complete meals with minimal supervision.
Ability to work from a menu in the preparation of meals.

Ability to maintain records and reports.



Assists in maintaining adequate food and supplies inventory.
Ability to prioritize and organize food preparation activities.
Ability to train Kitch>en Staff | employees.

Kitchen Staff III

Knowledge Skills and Abilities
5+ years experience in commercial food preparation.

Thorough knowledge in the application of food service principles, practices, processes,
techniques and methods governing food preparation activities.

Thorough 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 little to no supervision.

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

Ability to maintain records and reports.

Assists in mainfaining adequate food and supplies inventory.
~ Ability to prioritize and organize food preparation activities.

Ability to maintain inventory of food and supplies.

Ability to train Kitchen Staff | and Kitchen Staff Il employees

Ability to supervise the overall operation of a small facility kitchen.

fad



City of Wilmington

Department of Human Resources

Limited Service Employee Role Description

“Job Title: Lifeguard I-1l Salary Level(s): 1-2
Job Family: Recreation Revision Date: June 2010

| Department: Parks and Recreation Division: Recreation

Description of Occupational Work
The purpose of the Lifeguard position is to oversee the City pools and surrounding areas to ensure the
safety and welfare of the patrons of the City’s pool facilities. Makes water rescues and performs CPR as

needed.

This job title incorporates Salary Levels 1 through 2. While level 1 is designated for new employees, departments are not
precluded from hiring new employee.é at level 2. Employees may be promoted to a higher level in accordance with minimum
qualifications, promotional standards and a department’s operational needs. Qualificutions must be documented and
departments must receive prior approval by the Director of Human Resources for placement of employees into Salary Level 3 or

. above.

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. X .

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

Performs CPR and first 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 duties.

Responsible for pool operations and public safety in the absence of the Pool Manager and/or Assistant

Pool Manager.

Organizes, provides guidance and instruction and participates 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, repairs needed to pool and/or locker room facilities,

operational issues, etc. to appropriate personnel.




Creates reports and maintains records as required.

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

populations.
Establishes and maintains effective working relationships.

Demonstrates reliable and punctual attendance.

Essential functions are fundamental, core functions common to all Salary Levels within this job title and are not intended to be
an exhaustive list of all job functions for any one Salary Level. As such the functions listed below may vary and may include
additional functions and job duties as required and assigned by the department. -

Levels of Work
Lifeguard I

- Knowledge, Skills and Abilities
Must be at least 15 years 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 regulations 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 whilte on duty.
Ability to keep accurate records and write detailed reports.

Ability to give clear instructions. Ability to successfully communicate to adults and
children and enforce pool rules and regulations. 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,

Lifeguard 11

Knowledge, Skills and Abilities
Must be at least 17 years old and have a minimum of6months 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 Certificate and American Red
Cross CPR for the Professionai Rescuer Certificate.

practices use ad in mctrL(_‘t!gnnl swimming,

Good knowledge of methods, techniques an
water games and pool operation. Good knowledge of rules and regulations 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.

o

Ability to give clear instructions. Ability to successfully communicate to adults and
children and enforce pool rules and regulations. 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.



City of Wilmington

Department of Human Resources

‘Limited Service Employee Role Description

Job Title: Messenger T Salary Level(s): 1

Job Family: Labor Revision Date: December 2010

Department: Law Division:

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

law offices in Wilmington and to file legal documents with state and federal courts.

This job title incorporates Salary Level 1 only, While level 1 is designated for new employees, departments are not precluded

from hiring new employees at level 2. Employees may be promoted to a higher fevel in accordance with minimum qualifications,

promotional standards and a department’s operational needs. Qualifications must be documented and departments must

receive prior opproval by the Director of Human Resources for placement of employees into Salary Level 3 or above.

Essential Functions
Delivers documents and parcels to multiple Wilmington business district 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
proprietary information and intellectual property to which the City holds rights, in a strictly confidential

manner.
May answer telephonesina standardized, courteous and professional manner consistent with specific
verbal or written direction. Effectively interprets and evaluates written, telephonic and in-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 inquiries,

questions, complaints, etc.

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

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 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, including professional off ice staff and members of the public.

Establishes and maintains effective working relationships.

Demonstrates reliable and punctual attendance,

Essential functions are fundamental, core functions common to all Salary Levels within this job title and are not intended to be
an exhaustive list of alt job functions for any one Salary Level. As such the functions listed below may vary and may include

additional functions and job duties as required and assigned by the department.

Levels of Work
Messengerl

Knowledge, Skills and Abilities
Must be at least 15 years of age.

~ Thordbugh‘ khoWiedge 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 information with anyone else without proper authority.

Basic knowledge of standard office procedures and equipment.

ectively and complete job functionsina timely manner, outside the

standard office environment, without direct supervision.
Ability to follow simple verbal and written instructions.

Abitity to work both indoors and outdoors.



City of Wilmington

Department of Human Resources

" Limited Service Employee Role Description

Job Title: Monitor 1li Salary Level(s): 3
Job Family: Labor _ Revision Date: April 2010
Department: Parks and Recreation \) Division: Youth and Families

Description of Occupational Work :
The purpose of the Monitor position is to ensure that: child and adult food program sites operate in
compliance with City, state and federal regulations, accurate site records are maintained ensuring

payment to sponsor and program recipients receive nutritious meals.

This job title incorporates Salary Level 3 only. While level 1 is designated for new employees, departments are not precluded
from hiring new employees at level 2. Employees may be promoted to a higher level in accordance with minimum qualifications,
promotional standards and a department’s operational needs. Qualifications must be documented and departments must
receive prior approval by the Director of Human Resources for placement of employees into Salary Level 3 or above.

Essential Functions
Monitors Food Program sites to ensure Food Program is operating in compliance with-applicable
requirements and sites maintain adequate records. Reconciles any record-related discrepancies (i.e.

meal counts, etc.) with Site Supervisor. .

Conducts announced pre-operational site visits and first-week operational check site visits for new sites,
and unannounced compliance check site visits for existing and problem sites as necessary. Records and
documents site visit findings. Suggests corrective action to Site Supervisor as necessary to resolve site
problems and ensure jood 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. Identifies, addresses and corrects compliance issues.

Conducts site training as necessary in multiple subject areas including non-discrimination.

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 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.

Essentlal functions are fundamental core functions common to oll Salary Levels within this job title and are not intended to be
an exhaustive list of all job functions for any one Salary Level. As such the functions listed below may vary and may include
additional functions and job duties as required and assigned by the department.

Levels of Work

Monitor 111

Knowledge, Skills and Abilities .
High school dlploma and 5+ years experience in food service, grant admmlstratlon,
bookkeeping or other subject area related to Food Program administration. Supervisory

experience preferred.

Thorough knowledge in the application of food service prihciples, practices, processes,
techniques and methods governing food distribution and program administration

activities,
Thorough knowledge of Food Program sites and corresponding operation dates.

Thorough knowledge of Food Program(s) requirements and guidelines. Thorough
) knowledge of applicable City, state and federal rules and regulations.

Ability to detect errors and discrepancies in records and reports. Ability to research and

rectify errors and discrepancies.



City of Wilmington

“Department of Human Resources

. Limited Service Employee Role Description

[ Job Title: Office Assistant I - IV ' " Salary Level(s): 1-4
" Job Family: Administrative/Clerical Revision Date: March 2010
Department: Multiple Division: Multiple

Description of Occupational Work
The purpose of the Office Assistant is to perform a variety of administrative, clerical, bookkeeping,
payroll and/or reception functions in a professional manner in support of a City employee, division or

department.

1 through 4. While level 1 is designated for new employees, departments are not

loyees may be promoted to a higher level in accordance with minimum

t’s operational needs. Qualifications must be documented and

of employees into Salary Level 3 or

This job title incorporates Salary Levels
precluded from hiring new employees at fevel 2. Emp
qualifications, promotional standards and a departmen
departments must receive prior-approval by the Director of Human Resources for placement

above.

Essential Functions :

Answers telephones and receives in-person visitors in a standardized, courteous and professional
manner consistent with specific verbal or written direction. Effectively interprets and evaluates written,
telephonic and in-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 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 additional office

equipment as needed to complete job functions.

Files and retrieves information accurately in accordance with established methods and/or direction.

performs basic mathematical operations. Maintains and reconciles bank and general ledger accounts.

Prepares accurate reports.
May collect fees if needed dependent upon position assignment.

Performs accurate data entry, takes thorough and accurate notes and maintains complete and accurate

written and electronic records.



Consistently and accurately follows simple verbal or written directions.

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

populations.
Establishes and maintains effective working relationships.

Demonstrates reliable and punctual attendance.

Essential functions are fundamental, core functions common to ali Salary Levels within this job title and are not intended to be
on exhaustive list of all job functions for any one Salary Level. As such the functions listed below may vary and may include

additional functions and job duties as required and assigned by the department.

Levels of Work
Office Assistant 1

Knowledge, Skills and Abilities . - S
High Schooi Diploma or GED and Jess than 2 years of profession:\! experience performing
administrative functions in a modern office setting.

A minimum of 6 months of experience in a customer service setting or similar position
involving working with and interacting with the public.

Some knowledge of standard office practices, office equipment and office etiquette.
Some knowledge of Micr(')soft Word and Excel.
Some knowledge of accounting, finance and/or bookkeeping.
Good proficiency in using correct grammar, speliing, punctuation
Office Assistant Il |

Knowledge, Skills and Abilities
High School Diploma or GED and 3 to 4 years of professional experience performing

administrative functions in a modern office setting.
Good knowledge of standard office practices, office equipment and office etiquette.
Good knowledge of Microsoft Word and Excel.

Good knowledge of accounting, finance and/or bookkeeping.



Good proficiency in using correct grammar, spelling, punctuation

Office Assistant 111

Knowledge, Skills and Abilities

High School Diploma or GED and 5 to 6 years of professional experience performing
administrative functions in a modern office setting or an gssocigte’s degree in business
administration, business management, accounting, finance, bookkeeping or related field
and 1 to 2 years of professional experience berforming admiinistrative functionsin a
modern office setting

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

Thorough knowledge of Microsoft Word and Excel.

Thorough knowledge of accounting, finance and/or bookkeeping. Performs advanced
mathematical operations. Maintains and reconciles moderately complex bank and

general ledger accounts.
Thorough proficiency in the use of correct grammar, spelling, and punctuation.

Ability to consistently and accurately follow moderately complex verbal or written

directions.

Ability to work effectively and complete job functions accurately with minimal

supervisory oversight.
Office Assistant IV

Knowledge, Skills and Abilities

High School Diploma or GED and 7+ years of professional experience performing
administrative functions in a modern, executive office setting or an associate’s degree in
business administration, business management, accounting, finance, bookkeeping or
related field and 3 to 4 years of professional experience performing administrative
functions in a modern, executive office setting

Comprehensive knowledge of standard office practices, office equipment and office

etiquette.

Comgrehénsive knowledge of Microsoft Word, Excel, PowerPoint and other software
programs as applicable and needed. Note: Knowledge will be demonstrated and

verified through the successful completion of pre-employment skills testing.

Comprehensive knowledge of accounting, finance and/or bookkeeping. Performs
complex mathematical operations. Maintains and reconciles complex bank and general
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ledger accounts. Ability to research errors and discrepancies and resolve issues
independently. Note: Knowledge will be demonstrated and verified through the

successful completion of pre-employment skills testing.
Comprehensive proficiency in the use of correct grammar, spelling, punctuation.
Ability to consistently and accurately follow complex verbal or written directions.

Ability to work effectively and complete job functions accurately with Jittle to no

supervisory oversight.



City of Wilmihgton

Department of Human Resources

Limited Service Employee Role Description

T Job Title: Photographer ' Salary Level(s): 3
Job Family: Professional Revision Date: April 2010

Department: Mayor’s Office Division:

Description of Occupational Work
The purpose of the Photographer is to combine artistic talent and technical skill to produce professional

photographs.

This job title incorporates Solary Level 3 only. While level 1 is designa ted for new employeés, departments are not precluded
from hiring new employees at level 2. Employees may be promoted to a higher level in accordance with minimum qualifications,
promotional standards and a department’s operational needs. Qualifications must be documented and departments must
receive prior approval by the Director of Human Resources for placement of employees into Salary Level 3 or above.

Essential Functions

Operates manual and digital cameras and associated photography equipment. Uses an extensive range
of technical equipment, including cameras, lenses, filters, lighting and specialized software.

Arranges still life objects, products, scenes, props and background. Composes frame and adjusts lighting
such that subject will stand out and be visually appealing in the finished photograph.

Enhances, color corrects, retouches, changes emphasis, crops, moves objects and otherwise 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 opportunities.

Cbnducts 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 designers, writers, gallery managers, picture
researchers, commissioning editors and art directors.




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 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 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 reliability and punctuality.

Essential functions are fundamental, core functions common to all Salary Levels within this Job title and are not intended to be
an exhaustive list of all job functions for any one Solary Level. As such. the functions listed below may vary and may include
additional functions and job duties as required and assigned by the department. .

\

Levels of Work
Photographer

Knowledge, Skills and Abilities
Formal photography education or training through completion of photography courses

and/or 1 to 2 years experience as a professional photographer.
Thorough knowledge in the art and science of photography.
skill in the use of manual and digital photographic equipment.

Ability to effectively digitally manipulate and correct photographs using computer

software.

Ability to translate a client's needs and objectives into a successful photograph. Ability
to capture mood or feeling of subjectina photograph.

Ability 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.



City of Wilmington

Department of Human Resources

Limited Service Employee Role Description

Job Title: Pla nnihg Assistant V-V Saiary Level(s): 4-5
" Job Family: Technical Revision Date: May 2010
Department: Planning Division:

Description of Occupational Work
The purpose of the Planning Assistant is to perform research, collect data, prepare reports, conduct

presentations and otherwise assist Planning Department employees with their assignments.
This job title incorporates Salary Levels 2 through 3. While level 1 is designated for new employees, departments are not
precluded from hlring new employees at level 2. Employees may be promoted to a higher level in accordance with minimum

qualifications, promotional standards and a department’s operational needs. Qualifications must be-decumented and
departments must receive prior approval by the Director of Human Resources for placement of employees into Salary Level 3 or

above.

Essential Functions
performs research and collects data.

Prepares reports, studies and other documents. Makes professional presentations to the public.

Communicates project-related information with City, county, state and federal agencies, corporations,
community-based organizations, and others as appropriate on behalf of the Planning Department.

Assists Planning Department with assignments as needed.

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

within estahlished deadiines.

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.

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.




Essential functions are fundamental, core functions common to all Salary Levels within this job title and are not intended to be
an exhaustive list of all job functions for any one Salary Level. As such the functions listed below maoy vary and may include
additional functions and job duties as required and assigned by the department.

Levels of Work
Planning Assistant IV

Knowledge, Skills and Abilities

Bachelor’s Degree from a four-year, accredited college in urban, regional, or community
planning, urban affairs, urban geography, community development, economic
development, historic preservation or public administration required. Master’s Degree

from accredited college is preferred.
1-2 years of relevant field work experience required.

Good knowledge of urban, regional or community planning, economic devélopment,
historic preservation, urban geography and urban affairs.

Thorough knowledge of personal computers
Good knowledge of data collection and research methods.

Ability to prepare written reports and present information orally effectively and

professiohally.
Planning Assistant V

Knowledge, Skills and Abilities

Bachelor’s Degree from a four-year, accredited college and a Master’s Degree from
accredited college in urban, regional, or community planning, urban affairs, urban
geography, community development, economic development, historic preservation or

public administration.
1-2 years of relevant field work experience required.

Thorough knowledge of urban, regional or community planning, economic
development, historic preservation, urban geography and urban affairs.

Thorough knowledge of personal computers
Thorough knowledge of data collection and research methods.

Ability to prepare written reports and present information orally effectively and

professionally.



City of Wilmington

Department of Human Resources

Limited Service Employee Role Description

| Job Title: Pool Manager Salary Level{s): 3
Job Family: Supervisory Revision Date: June 2010
Department: Parks and Recreation Division: Recreation

Description of Occupational Work
The purpose of the Pool Manager position is to oversee operation of the City pool facility, supervise the
pool staff and ensure the safety and welfare of all adult and youth patrons of the City’s aquatic facilities.

This job-title incorporates Salary Level 3. While level 1 is designated for new employees, departments are not precluded from
hiring new employees at level 2. Employees may be promoted to a higher level in accordance with minimum qualifications,
promotional standards and a department’s operational needs. Qualifications must be documented and departments must
receive prior approval by the Director of Humuan Resources for placement of employees into Salary Level 3 or above.

Essential Functions
Supervises pool staff. Assigns and coordinate
discipline as appropriate for pool staff.

s work schedules of pool staff. Recommends and enforces

Oversees the operation of City pool facilities ensuring adherence to City policies and procedures and
state and local health and safety laws and regulations. Addresses and resolves issues with the public and

any pool-related problems. Responsible for the sanitation of pool facilities.
Responsible for pool operations and public safety.

May teach swimming lessons,

May be required to actas a backup and perform the essential functions of a Lifeguard |, Lifeguard i

and/or Assistant Pool Manager.

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

populations.

Establishes and maintains effective working relationships.




Demonstrates reliable and punctual attendance.

Essentiol functions are fundomental, core functions common to all Solary Levels within this job title and are not intended to be
an exhaustive list of all job functions for any one Solary Level. As such the functions listed below may vary and may include
additional functions and job duties as required and assigned by the department.

Levels of Work .
Pool Manager

Knowledge, Skills and Abilities

Must be at least 21 years old and have a minimum of 3 years experience in swimming
instruction or as a lifeguard. A Bachelor’s degree with coursework in 'busiﬁess, 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 Certifications, Lifeguard Training/First Aid and
CPR/AED for Lifeguards.

Thorough knowledge of methods, techniques and practices used in pool operation,
emergency response procedures and pool maintenance. Thorough knowledge of rules
and regulations pertaining to pool and locker room facilities. Thorough knowledge of

pool sanitation requirements and practices.

Ability to organize, conduct and participate in various swimming activities. Must have
physical ability to swim, dive, conduct swimming instruction as needed, participate in
water games, make water rescues, and perform first aid and CPR as needed.

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

sanitary concerns.
Ability to operate specific pool eq-uipment and machinery.
Ability to keep accurate records and write detailed reports.

Ability to give clear instructions. 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 trave! locally to complete work assignments.

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



City of Wilmington

Department of Human Resources ,

Limited Service Employee Role Description

Job Title: Program Director . B Salary Level(s): 3-6
Job Family: Supervisory Revision Date: April 2010
Department: Parks and Recreation _Division: Multiple

Description of Occupational Work
The purpose of the Program 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 incorporates Salary Level(s) 3 through 4 only. While level 1 Is designated for new employees, departments are not

precluded from hiring new employees at level 2. Employees may be promoted to a higher level in accordance with minimum
ent’s operational needs. Qualifications must be documented and

qualifications, promotional standards ond a departm
departments must receive prior approval by the Director of Human Resources for placement of employees into Salary Level 3 or

above.

Essential Functions
- Administration, oversight, and supervision of child and adult food program(s) operations. Ensures site

safety, sa-nitati‘on; records maintenance and operations are in compliance with 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 department. (periging 0. R0l am Diteetor assidied to Youtt-and Farnilies:Division

Food Program(sjonly.)

Directs prbgram’s financial goals, objectives.and manages program budget within established guidelines
and limits. Develops and implements effective reporting systems. Maintains accurate records,
comprehensive files and prepares clear 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 supervision and training of all 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,
organizes, leads, directs, teaches and oversees program operation and associated activities. Performs
admiinistrative and clerical duties refated to supervision of youths and adults, Conducts training and
employee orientation as needed. May perform all Essential Functions of program staff.

May perform all the Essential Functions of a Driver. (See role description for Driver.)




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 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.

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.

Essential functions are fundamental, core functions common to all Salary Levels within this job title and are not intended to be
an exhaustive list of all job functions for any one Salary Level. As such the functions listed below may vary and may include

additional functions and job duties as required end assigned by the department.

Levels of Work
Program Director 111

Knowledye, Skills and Abilities
A Must be_at Jeast 18 years of age, have a High school d:plom nd_3to4 yea xperience .

in relevant area rela

required.

Thorough knowledge in the application of food service principles, practices, processes,
techniques and methods governing food distribution and program administration
activities. Thorough knowledge of Food Program(s) requirements and guidelines, Ability
to handle and maintain control of groups of adults and/or children during mealtime.
(Pertainsto Program Directors assigned to Youth and Families Division Food

Program{sjonly.]

Thorough knowledge of recreational supervision and the rules and regulations
governing competitive athletic games, recreational activities, sports or other functional

area specific to assignment.

Thorough 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 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 learned skills.

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

Driver.)
Ability to work outdoors.
Program Director 1V

Knowledge, Skills and Abilities

Must be at least 18 years of age, have a_High school diplomag and 5 - 6 years experience
in relevant area related to supervisory assignment. A minimum of 2 years of previous
supervisory experience and a minimum of 1 year previous work experience assigned to

specific department program are required.

Comprehensive knowledge in the application 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. Ability to handle and maintain control of groups of adults and/or
children during mealtime. {Pertains to Program Directors assigned to Youth and Families

Division Food Program(sjonly.)

Comgrehens:ve knowledge of recreational supervision and the rules and regulations
governing competitive athletic games, recreational activities, sports or other functional

area SQElelC to ass:gn_ment.

Comprehensive 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 program standards and objectives outlined by supervisor(s).

Ability 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 V

Knowledge, Skills and Abilities
Must be at least 18 years of age, have a Bachelor’s Deqree and 7-8 years experience in

relevant area related to supervisory assignment. A minimum of 4 years of previous
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supervisory experience and a minimum of 2 years previous work experience assigned to

specific department program are required.

' Comprehensive knowledge in the application 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. Ability to handle and maintain control of groups of adults and/or
children during mealtime. (Pertains to Program Directors assiqned to Youth and Families

Division Food Program(sjonly,)

Comprehensive knowledge of recreational supervision and the rules and regulations

n
governing competitive athletic games, recreational activities, sports or other functional

area specific to assignment.

Comprehensive 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 program standards and objectives outlined by supervisor(s).

Ability 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 VI

Knowledge, Skills and Abilities
Must be at least 18 years of age, have a Bachelor’s Degree and 9+ years experience in

relevant area related to supervisory assignment. A minimum of 6 years of previous
supervisory experience and a minimum of 3 years previous work experience assigned to

specific department program are required.

Comprehensive knowledge in the application 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. Ability to handle and maintain control of groups of aduits and/or
children during mealtime. (Pertains to Program Directors assigned to Youth and Families

Division Food Program{sjonly.)




Comprehensive knowledge of recreational supervision and the rules and regulations
governing competitive athletic games, recreational activities, sports or other functional

area specific to assignment.

Comprehensive 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 program standards and objectives outlined by supervisor(s).

Ability to communicate, demonstrate, teach and assist employees and/or participants in
carrying out job tasks or lea rned skills.

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

Driver .)

Ability to work outdoors.



City of Wilmington

Department of Human Resources

Limited Service Employee Role Description

[Job Title: Program Supervisoi' Salary Level(s): 3-4
Job Family: Supervisory Revision Date: April 2010
Department: Parks and Recreation Division: Multiple

Description of Occupational Work
The purpose of the Program Supervisor 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 incorporates Salary Level(s) 3 through 4 only. While level 1 is designated for new employees, departments are not
precluded from hiring new employees at level 2. Employees may be promoted to o higher level in accordance with minimum
qualifications, promotional standards and a department’s operational needs. Qualifications must be documented and
departments must receive prior approval by the Director of Human Resources for placement of employees into Salary 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
applicabie requirements. Supervises aduit and youth food program staff. Keeps accurate records
accounting for all delivered meals. Responsible for assuring overall program compliance. Identifies,
addresses and corrects compliance exceptions. Reconciles any record-related discrepancies {i.e. meal
counts, etc.). Prepares menus and other information for bid package(s). (Pertains to Proqram'

Supervisors.assigned to Youth-ghd Families Division Food Programf{sjoniy.]

Performs administrative and clerical duties related to supervision of youths and adults.

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, directs, teaches

and oversees program operation and associated activities.
Maintains accurate records, comprehensive files and prepares clear written reports.
May perform all the Essential Functions of a Driver. (See role description for Driver.)

Conducts training and employee orientation as needed.




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 the
Department of Parks and Recreation and state and federal governments. A

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,

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 appyopriate to assigned position.

Essential functions are fundamental, core functions common to all Salary Levels within this job title and are not intended to be
an exhaustive list of all job functions for any one Salary Level. As such the functions listed below may vary and may include
additional functions and job duties os required and assigned by the department. .

Levels of Work
Program Supervisor Il

Knowledge, Skills and Abilities
Must be at least 18 years of age, have a_High school diploma and_3 te 4 years experience
in relevant area related to supervisory assignment. Previous supervisory experience

required.

Thorou,ah knowledge in the application of food service principles, practices, processes,
techniques and methods governing food distribution and program administration

" activities. Thorough knowledge of Food Program(s) requirements and guidelines. Ability
to handle and maintain control of groups.of adults and/or children during mealtime.

(Pértains to Prograh Supervisors assigned to Youth and Faiilies Divisioh Food

Program(sjonly.)

Thorough knowledge of recreational supervision and the rules and regulations
governing competitive athletic games, recreational activities, sports or other functional

area specific to assignment.

Thorough 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 program standards and objectives outlined by supervisor(s).

2



Ability 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 Supervisor IV

Knowledge, Skills and Abilities

Must be at least 18 years of age, have a_ High school diploma and 5+ years experience in
relevant area related to supervisory assignment. A minimum of Z years of previous
supervisory experience and a minimum of 1 year previous work experience assighed to

specific department program are required.

Comprehensive knowledge in the application 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. Ability to handle and maintain control of groups of adults and/or
children during mealtime. (Pertains to Progrom Supervisors assigned to Youth and
Families Division Food Program(sjonly.)

Comprehensive knowledge of recreational supervision and the rules and regulations
governing competitive athletic games, recreational activities, sports or other functional

area specific to assignment.

Thorough 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 program standards and objecti\}es outlined by supervisor(s).

Ability 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.



City of Wilmington

Department of Human Resources

- -Limited Service Employee Role Description

| Job Title: Recreation Specialist P-1 . Salary Level(s): 1-3
Job Family: Recreation Revision Date: March 2010

Department: Parks and Recreation Division: Recreation

Description of Occupational Work
The purpose of the Recreation Specialist is to perform a wide variety of recreation-related duties in
support of the development, coordination and administration of the various programs and activities

provided by the Department of Parks and Recreation.

This job title incorporates Salary Levels 1 through 3. While level 1is designated for new employees, departments are not
precluded from hiring new employees at level 2. Employees may be promoted to a higher level in accordance with minimum
gqualifications, promotional standards and a department’s operational needs. Qualifications must be documented and
departments must receive prior approval by the Director of Human Resources for placement of employees into Salary Level 3 or

above.

Essential Functions .
Coordinates the delivery of equipment and supplies to recreational sites and special event locations.

Distributes and collects equipment. Oversees the proper use of equipment. Assists with care of facility
and department equipment. 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
instruction in specialized area. Officiates, keeps score and/or time in multiple sports. Must be able to
physically perform assigned activity. Implements activity-specific devices for activity participants. Assists

with site/facility care and cleanup.
May tend entrance booth, accept fees, work cash register and issue receipts.
performs clerical and/or reception duties. Keeps basic records and makes simple reports.

Monitors program site for safety, enforces safety rules and regulations and provides first aid as

necessary.

Accurately performs job functions within established time frames and completes 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.




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.

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.

Essential functions are fundamental, core functions common to all Salary Levels within this job titie and are not intended to be
anexhaustive list of ol job functions for any one Salary Level. As such the functions listed below may vary end may include
additionol functions and job duties as required ond assigned by the department.

Levels of Work
Recreation Specialist [

Knowledge, skills and Abilities
Must be at least 18 years old and possess a High School Diploma or GED. Less than two

years experience in recreation administration or college course work in the field of
education or recreation.

May be required to possess a valid driver’s license.

Some knowledge of the principals, methods, techniques and practices used in the
specialized subject area of assignment. ’

Some knowledge of the objectives, aims and goals of public recreation.

Some knowledge of City geography and City park locations.

Some knowledge of First Aid.

Ability to monitor site for participant and spectator safety. Ability to administer first aid.

Ability to work effectively and complete job functions accurately under general -

supervision.
Ability to keep and maintain records and prepare reports for program activities.

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 work outdoors.



Recreation Specialist I

Knowledge, Skills and Abilities
Graduation from High School or GED. 3 to 4 years experience in recreation
administration or college course work in the field of education or recreation.

May be required to possess'a valid driver’s license.

Good knowledge of the principals, methods, techniques and practices used in the
specialized subject area of assignment. possesses certifications, licenses as appropriate

relevant to assignment.

Good knowledge of the objectives, aims and goals of public recreation.

Some knowledge of City geography and City park locations.

Good knowledge of First Aid.

Ability to monitor site for participant and spectator safety. Ability to administer first aid.

Ability to work effectively and complete job functions accurately under general

supervision.
Ability to keep and maintain records and prepare reports for program activities.

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 work outdoors.
Recreation Specialist Il

Knowledge, Skills and Abilities
Graduation from High School or GED. 5 or more years experience in recreation

administration or college course work in the field of education or recreation.
May be required to possess a valid driver’s license.
Ability to monitor site for participant and spectator safety. Ability to administer first aid.

Thorough knowledge and expertise in the principals, methods, techniques and practices
used in the of specialized subject area of assignment. Possesses current, valid
certifications and licenses as appropriate relevant to assignment subject area.

Thorough knowledge of the objectives, aims and goals of public recreation.

Thorough knowledge of First Aid. Certification preferred.



Possess a minimum of one year of supervisory experience in the specialized area of

assignment.
Some knowledge of City geography and City park locations.

Ability to work effectively and complete job functions accurately with fimited

supervisory oversight.
Ability to keep and maintain records and prepare reports for program activities.

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 work outdoors.



City ot Wilmington

Department of Human Resources

Limited Service Employee Role Description

Job Title: Refuse Assistant R Salary Level(s): 1

" Job Family: Labor Revision Date: April 2010

' Department: Parks and Recreation Division: Youth and Families

Description of Occupational Work
The purpose of the Refuse Assistant position 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 title incorporates Salary Level 1. While level 1 is designated for new employees, departments are not precluded from
hiring new employees at level 2. Employees may be promoted to a higher level in accordance with minimum qualifications,
promotional standards and a departmenf’s operational needs. Qualifications must be documented and departments must
receive prior approval by the Director of Human Resources for placement of employees into Salary Level 3 or above.

Essential Functions .
Empties, cleans and replaces trash receptacles at food program sites.

Removes garbage from sites and loads into collection vehicle:

Unloads the garbage collection vehicle at the appropriate dump site.

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, 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

populiations.

Establishes and maintains effective. working relationships.

Demonstrates reliable and punctual attendance.

Essential functions are fundamental, core functions common to all Selary Levels within this job title and are not intended to be

an exhoustive list of all job functions for any one Salary Level. As such the functions listed below may vary and may include

additional functions and job duties as required ond assigned by the department.



Levels of Work
Refuse Assistant

Knowledge, Skills and Abilities
Less than 2 years experience in custodial, janitorial or other area(s) related to refuse

removal.
Some knowledge of City geography.
Ability to iift 50 ibs.

Ability to work outdoors.



City of Wilmington

Depdrtment of Human Resources

-Limited Service Employee Role Description

" Job Title: Refuse Worker Salary Level{s): 2
Job Family: Labor . ‘Revision Date: May 2010
Department: Parks and Recreation Division: Youth and families

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.

This job title incorporates Salary Level 2. While level 1 is designated for new employees, departments.are not precluded from
hiring new employees at level 2, Employees may be promoted toa higher level in accordance with minimum quallifications,
promotéonal standards and a department’s operational needs. Qualifications must be documented ond departments must
receive prior opproval by the Director of Humon Resources for plocement of employees into Salary Level 3 or above.

Essential Functions
Empties, cleans and replaces trash receptacles at food program sites.

Removes garbage from sites and loads into 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 Il (See role description for Driver I1.)

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, 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 thé highest quality of service. Communicates courteously and effectively with diverse

populations.
Establishes and maintains effective working relationships.

Demonstrates reliable and punctual attendance.



Essential functions are fundamental, core functions common to all Salary Levels within this job title and are not intended to be
an exhaustive list of all job functions for any one Solary Level. As such the functions listed below may vary and may include
additional functions and job duties as required and assigned by the department.

Levels of Wbrk

Refuse Worker

Knowledge, Skills and Abilities
2 years experience in custodial, janitorial or other are(s) related to refuse removal.

Good knowledge of City geography.

Knowledge, skills and abilities of a Driver It required if driving as part of job duties,
including the minimum reguirement of age 21. (See role description for Driver Il for list
of knowledge, skills and abilities.)

Ability to lift 50 Ibs.

Ability to work outdoors.



City of Wilmington

Department of Human Resources

Limited Service Employee Role Description

Job Title: Ris.k Management Assistant ' Salary Level(s): 4
Job Family: Administrative/Clerical Revision Date: May 2010
Department: Human Resources Division: Risk Management

Description of Occupational Work

The purpose of the Risk Management Assistant is to assist the Health Insurance Specialist and the Claims
Supervisor in the performance of their job duties within the Risk Management division of the
Department of Human Resources.

This job title incorporates Salary Level(s) 4. While level 1 is designated for new employees, departments are not precluded from
hiring new employees at level 2. Employees may be promoted to a higher levelin accordance with minimum qualifications,

promotional standards and a department’s operational needs. Qualifications must be documented and departments must
receive prior approval by the Director of Human Resources for placement of employees into Salary Level 3 or above.

Essential Functions
‘Receives City employees’ telephone and walk-in inquiries and provides assistance ina standardized,

courteous and professional manner.

Initiates 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 providérs 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 with 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 inquiries,

questions, complaints, etc.

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.

performs basic mathematical operations. Prepares accurate reports.




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 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

populations.
Establishes and maintains effective working relationships.

Demonstrates reliable and punctual attendance.

Essential functions are fundamental core functions common to all Salary Levels within this job title and are not intended to be
an exhaustive list of ail job functions for any one Solary Level. As such the functions listed below may vary and may Include
additional functions and job duties as required and assigned by the department,

Levels of Work
Risk Management Assistant

Knowledge, Skills and Abilities

High School Diploma or GED and 7+ yeurs of professional experience performing
administrative functions in a. modern office setting or an gssociate’s degree in business
administration, business management, accounting, finance, bookkeeping or related field
and 3 to 4 years of professional experience performing administrative functionsin 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 will be demonstrated and

verified through the successful completion of pre-employment skills testing.

Good knowledge of accounting, finance and/or bookkeeping. Ability to research errors
and discrepancies and resolve issues independently. Note: Knowledge will be
demonstrated and verified through the successful completion of pre-employment skills

testing.

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



Ability to consistently and accurately follow complex verbal or written directions.

Ability to work effectively and complete job functions accurately with /ittle to no

supervisory oversight.



City of Wilmington

Department of Human Resources

Limited Service Employee Role Description

Job Title: Security Guard ' Salary Level(s): 2
Job Family: Labor Revision Date: May 2010
Department: Parks and Recreation Division: Recreation

Description of Occupational Work

The purpose of the Security Guard position is to protect City property from trespass, theft, vandalism
and other hazardous conditions through the enforcement of City rules, regulations and policies relative
to safety, security and orderliness. A significant aspect of the work involves the possibility of dealing

with crisis or emergency situations.

This job title incorparates Salary Level 2. While level 1 is designated for new employees, departments are not precluded from
hiring new employees at fevel 2. Employees may be promoted to a higher level in accordance with minimum qualifications,
promotional standards and o department’s operational needs. Qualifications must be documented and departments must
receive prior approval by the Director of Human Resources for placement of employees into Salary Level 3 or above.

Essential Functions , _
Conducts comprehensive routine foot patrols throughout assigned facility, buildings and grounds.
Observes and assesses the state of security. Checks fire doors, fire escapes and hallways Lo 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 City policies relative to safety, security and orderliness. Maintains control of crowds at City-

sponsored events.

initiates preventat‘ive and corrective actions as necessary to ensure the health and welfare of the
citizenry and to attain and/or maintain compliance with applicable City rules, regulations and policies.

Reports all security concerns, violations and breaches to supervisor.
Investigates unusual 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 Ii. {See role description for Driver Ii.)



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, 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,

Essential functions are fundomental, core functions common to all Salary Levels within this job title and are not intended to be
an exhaustive list of all job functions for any one Salary Level. As such the functions listed below may vary and may include
additional functions and job duties as required and assigned by the department.

Levels of Work
Security Guard

Knowledge, Skills and Abilities
Must be at feast 18 years old , and have the ability to read.

Experience in law enforcement, security or other relevant area preferred.

Good knowledge of City procedures, rules and regulations related to safety and security.

Good 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.
Ability 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.

Ability to work successfully with 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.

Ability to work outdoors.



R

City of Wilmington

Department of Human Resources

Limited Service Employee Role Description

Job Title: Site Supervisor Salary Level(s): 2-3

Job Family: Supervisory Revision Date: April 2010

Department: Parks and Recreation Division: Multiple

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 and/or operations and enforce City rules and regulations.

This job title incorporates Salary Level(s) 2 through 3 only. While levet 1 is designated for new employees, departments are not
precluded from hiring new employees at level 2. Employees may be promoted to a higher level.in accordance with minimum
qualifications, promotional standards and a department’s aperational needs. Qualifications must be documented and
departments must receive prior approval by the Director of Human Resources for placement of employees into Salary Level 3 or

above.

Essential Functions
Supervises the meal service and cleanup at child and adult food program sites. Ensures site safety,

sanitation, records maintenance and operation in compliance with City, State and Federal applicable
requirements. Supervises youth food handlers. Receives and accurately accounts for all delivered meals.
Ensures all meals are consumed on site. Implements alternate food service arrangements during times
inclement weather. Identifies, addresses and corrects compliance exceptions. Reconciles any record-
related discrepancies (i.e. meal counts, etc.) with Monitor. {Pertains to Site Supervisors assigned to

Youth and Families Division Food Program{s)only.]

performs administrative and clerical duties related to supervision of youths and adults.

Supervises the recreational activities of youths and/or adults at a single recreational site {such as a field,
center, school, pool or playground). Plans, organizes, leads, directs, teaches and oversees program
participant activities in special skilled development areas including but not limited 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 description for Driver.)

Conducts training and employee orientation as needed.

Accurately performs job functions within established time frames and completes assignments/duties
within established deadlines. Consistently and accurately follows complex verbal or written directions.

1



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.

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.

Essential functions are fundamental, core functions common to all Salary Levels within this job title and are not intended to be
an exhaustive list of all job functions for any one Salary Level. As such the functions listed below may vary and may include
additional functions and job duties as required and assigned by the department. '

Levels of Work
Site Supervisor Il

Knowledge, Skills and Abilities _
Must be at least 18 years of age, have a_High school diploma and_1 to 2 years experience
in relevant area related to supervisory assignment. Previous supervisory experience

preferred.

Good knowledge in the application of food service principles, practices, processes,
techniques and methods governing food distribution and program administration
activities. Good knowledge of Food Program(s) requirements and guidelines. Ability to
handle and maintain control of groups of children during mealtime. {P(;rtains to Site
Superyisors assigned to Youth and Families Division Foird Program{slonly. )

Good knowledge of recreational supervision and the rules and regulations governing
competitive athletic games, recreational activities, sports or other area specific to

assignment.

Good 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 activities.
Ability to adhere to program standards and objectives outlined by supervisor{s).

Ability to communicate, demonstrate, teach and assist participants in carrying out skills.



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

Driver .)
Ability to work outdoors.
Site Supervisor 111

Knowledge, Skills and Abilities
Must be at least 18 years of age, have a_High school diploma and 3 to 4 years experience

in relevant area related to supervisory assignment. Previous supervisory experience

required.,
Thorough knowiedge in the appiication of food service principies, practices, processes,

techniques and rrl)ethods governing food distribution and program administration
activities. Thorough knowledge of Food Program(s) requirements and guidelines. Ability
to handle and maintain control of groups of children during mealtime. {Pertains to Site
Supervisors assigned to Youtti and Familjes Division Food Programisionly.) ’

Thorough knowledge of recreational supervision and the rules and regulations
governing competitive athletic games, recreational activities, sports or other area

specific to assignment.

Thorough 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 activities.
Ability to adhere to program standards and objectives outiined by supervisor(s).
Ability to communicate, demonstrate, teach and assist participants in carrying out skills.

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

Driver .)

Ability to work outdoors.



City of Wilmington

Department of Human Resources

Limited Service Employee Role Description

Job Title: Specfal Events Coordinator '“ Salary Level(s): 4
Job Family: Administrative/Clerical Revision Date: June 2010
Department: Parks and Recreation Division: Youth and Families

Description of Occupational Work
The purpose of the Special Events Coordinator is to organize, schedule, coordinate and otherwise direct

cultural and educational events for youth and adults.
This job title incorporates Salary Level(s) 4. While level 1 is designated for new employees, departments are not hrecluded from
hiring new employees at level 2. Employees may be promoted to a higher level in accordance with minimum qualifications,

promotional standards and a department’s operational needs. Qualifications must be documented and departments must
receive prior approval by the Director of Human Resources for placement of employees into Salary Level 3 or above.

Essential Functions

Schedules and sets itinerary for daylong, weekend and weeklong college and university tours for
prospective students and their parents. Works in conjunction with vendors, promoters to plan teen
summits, educational and financial aid workshops. Recruits chaperones. individual is responsible for the
ensuring the appropriate conduct and behavior of chaperones, parents and students who use City

resources.

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 additional office
equipment as needed to complete job functions.

Files and retrieves information accurately in accordance with established methods and/or direction.

Maintains complete and accurate written and electronic records.
Performs advanced mathematical operations.
Prepares accurate budgets. Prepares accurate and timely reports, such as expense reports.

Collects fees.




Travels intrastate, interstate and overnight.
Consistently and accurately follows complex verbal or written directions.

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

populations.
Establishes and maintains effective working relationships.
Demonstrates reliable and punctual attendance.

Essential functions are fundamental, core functions common to all Salary Levels within this job title and are not intended to be
an exhaustive list of all job functions for any one Salary Level. As such the functions listed below may vary and may include
additional functions and job duties as required and assigned by the department.

Levels of Work
Special Events Coordinator IV

Knowledge, Skills and Abilities
Bachelor’s Degree in Human Services, Criminal Justice, Social Work, Recreation
Management or related field required. Previous work experience required.

ve knowledge of standard office practices,

etiquette.

Performs.advanced r__n'athemat-ical operations.

Thorou-? h proficiency in the use of correct grammar, spelling, punctuation.
Ability to work evenings, weekends and overnight (for tours).

Ability to consistently and accurately follow complex verbal or written directions.

Ability to work effectively and complete job functions accurately with little to no

supervisory oversight.

Ability to make decisions independently.



City of _vWilmingtv'on

Department of Human Resources

_ Limited Service Employee Role Description

“Job Title: Youth Counselor |- V ' Salary Level(s): 1-5
dob Family: Administrative/Clerical Revision Date: May 2010
Department: Parks and Recreation Division: Youth and Families

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 training, skills and work experience,
This job title incorporates Salary Levels 1 through 5. While level 1 is designated for new employees, departments are not

precluded from hiring new employees at level 2. Employees may be promoted to a higher level in accordance with minimum

qualifications, promotional standards and a department’s operational needs. Qualifications must be documented and

departments must receive prior approval by the Director of Human Resources for placement of employées into Salary Level 3 or

above.

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 documentation. Interviews 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 participants 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 vocational training based
on career interests. Provides job retention, referral services and support for the length of the program.
Informs youths and parent/guardian of Federal, State and local programs/services available. May act on

behalf of youth or parent/guardian to obtain services.

Oversees and assumes an active, participatory role in the daily activities of an assigned group of youth.
Establishes and maintains interpersonal relationships 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.




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

populations.

Establishes and maintains effective working relationships.

Demonstrates reliable and punctual attendance.

Essential functions are fundamental, core functions common to aif Solary Levels within this job title and are not intended to be

an exhaustive list of all job functions for any one Salary Level. As such the functions listed below may vary and may include
additional functions and fob duties as required and assigned by the department.

Levels of Work N

Youth Counselor!

Knowledge, Skills and Abilities

Must have successfully completed a minimum of 48 hours of course work {and/or
attained Junior standing) from an accredited college or university with major
coursework in Sociology, Hurman Services, Psychology, or related field with fess than 2
years experience in implementing youth programs or intervention strategies.

Some knowledge of planning, developing and implementing youth strategies to enable
and empower youth to become self sufficient, goal-focused and career-minded.

Some knowledge of child 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 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.



Youth Counselor 11

Knowledge, Skills and Abilities
Graduation from an accredited college or university with major coursework in Sociology,

Human Services, Psychology, or related field with 3-4 years experience in implementing

youth programs or intervention strategies.

Good knowledge of planning, developing and implementing youth strategies to enable
and empower youth to become self sufficient, goal-focused and career-minded.

Goad knowledge of child and adolescent behavior and development.
kill in eliciting accurate adequate information and making appropriate referrals.

Skill in oral and written communication and interpersonal relations.

Ability 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.

Youth Counselor 1

Knowledge, Skills and Abilities _
Graduation from an accredited college or university with major coursework in Sociology,

Human Services, Psychology, or related field with 5-6 years experience in implementing

youth programs or intervention strategies.

Thorough knowledge of planning, developing and implementing youth strategies to
enable and empower youth to become self sufficient, goal-focused and career-minded.

Thorough knowledge of child 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 with hostile and uncooperative individuals and/or groups to
attain objective and measurable results. Ability to give clear instructions. Ability to
sticcessfully communicate prograim 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.

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 with 7 - 8 years 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 child 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 train and assist new Youth Counselors.

Ability 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.

Youth Counselor V

Knowledge, Skills and Abilities _
Graduation from an accredited college or university with major coursework in Sociology,

Human Services, Psychology, or related field with 9+ years 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 child 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 train and assist new Youth Counselors.

4



_ Abilit/y 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. .



City of Wilmington

Department of Human Resources

Limited Service Employee Role Description

Job Title: Youth Worker I T Salary Level(s): 1-2
Job Family: Youth Worker Revision Date: May 2010
Department: Parks and Recreation Division: Multiple

Description of Occupational Work

The purpose of the Youth Worker is to perform basic, simple tasks in support of one or more of City
Department (usually the Department of Parks and Recreation) as a six week assignment through the
City’s Summer Youth Program (SYP). The job assignment is made at the discretion of the City and
department which take into consideration the strengths and interests of the individual youth. The intent
of the job assignment is to emphasize réal-world labor expectations, individual responsnblhty, work

values and allow the youth to gam financial literary.

This Job title incorporates Salary Levels 1 through 2. While level 1 is designated for new employees, departments are not
precluded from hiring new employees at level 2. Employees.may be promoted to a higher level in accordance with minimum
gualifications, promotional standards and a department’s operational needs. Qualifications must be documented and
departments must receive prior approval by the Director of Human Resources for placement of employees into Salary Level 3 or

above.

Essential Functions
Assists with care of facility, department equipment and or cleanup. May assist in the re- stockmg and/or

the inventory accounting of equipment and supplies. Must be able to physically move equipment and

supplies as 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, picking 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.
N

Accurately performs job functions within established time frames and completes 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.




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.

Work setting may vary from indoor to outdoor locations depending upon specific assignment. Must
have ability to work in setting appropriate to assigned position. ‘

Essential functions are fundamental, core functions common to alf Salary Levels within this job title and are not intended to be
an exhaustive list of all job functions for any one Salary Level. As such the functions listed below may vary and may include
additional functions and job duties as required and assigned by the department.

Levels of Work
Youth WorkerI

Knowledge, Skills and Abilities
Must be between 14 and 21 years old and provide proof of age and social security
number. City of Wilmington residency preferred.

Ability to work effectively and complete job functions accurately under close
supervision.

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

population.
Ability to work both indoors and outdoors.
Youth Worker I

Knowledge, Skills and Abilities
Must be belween 16 and 21 years old and provide proof of age and social security
number. City of Wilmington residency preferred.

Must have a minimum of two years previous experience as a SYP Youth Worker .

Ability to work effectively and complete job functions accurately under close

supervision.

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

population.

Ability to work both indoors and outdoors.



City of Wilmington

Department of Human Resources

Limited Service Employee Role Description

Job Title: Youth Worker Il ' ‘Salary Level(s): 1-2
Job Family: Youth Worker Revision Date: May2010 Juty *2/¢
Department: Parks and Recreation Division: Muitiple

Description of Occupational Work

The purpose of the Youth Worker is to perform basic, simple tasks in support of one or more of City
Department (usually the Department of Parks and Recreatlon) as a six week assignment through the
City's Summer Youth Program (SYP). The job assignment is made at the discretion of the City and
department which take into consideration the strengths and interests of the individual youth. The intent
of the job assignment is to emphasize real-world labor expectations, individual responsibility, work
values and allow the youth to gain financial literary. A

This job title incorporates Salary Levels 1 through 2. Whi{e level 1 is designated for new employees, departments are not
precluded from hiring new employees at level 2. Employees may be promoted to a higher level in accordance with minimum

qualifications, promotional standards and a department’s operational needs. Qualifications must be documented and
departments must receive prior approval by the Director of Human Resources for placement of employees into Salary 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 inventory accounting of equipment and supplies. Must be able to physically move equipment and

supplies as 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, picking 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 job functions within established time frames and completes 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 Departme'nt of Parks and

Recreation.




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.

Work setting may vary from indoor to outdoor locations depending upon specific assignment. Must
have ability to work in setting appropriate to assigned position.

Essentiol functions ore fundamental, core functions common to all Salary Levels within this job title and are not intended to be
an exhaustive list of all job functions for any one Salary Level. As such the functions listed below may vary and may include
additional functions and job duties as required ond assigned by the department.’

Levels of Work
Youth Worker 1

Knowledge, Skills and Abilities
Must be between 14 and 24 years old and provide proof of age and social security

aumber. City of Wilimington residency preferred:

Ability to work effectively and complete job functions accurately under close

supervision.

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

population.
Ability to work both indoors and outdoors.
Youth Worker Il

Knowledge, Skills and Abilities
Must be between 16 and 24 years old and provide pxoof of age and social sccurity

number. City of Wilmington residency preferred.

Must have a minimum of two years previous experience as a SYP Youth Worker 1.

Ability to work effectively and complete job functions accurately under close

supervision.

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

population.

Ability to work both indoors and outdoors.



ﬁnte rlt Our clients succeed when

y Staffing Solutions s Your Opportunity Engine. our assaciates succeed.

‘May 31,2016~

Department of Finance

Division of Procurement and Records — 5 Floor
800 French Street

Wilmington, DE 19801

Dear City of Wilmington Hiring Managers,

Integrity Staffing Solutions is honored to present our response to City Contract 17006HRPS — Limited Services
Employment Contract. We are thrilled to be able to share more information about Integrity, provide some
additional value added resources and look forward to continuing our relationship as your supplier of choice.

The first component of any relationship is trust; trust that you are working with a partner that has the experience
and ability to meet your needs. Integrity’s highlight reel is filled with these successes. These successes display our

unique ability to turn chaos into order.

> In 2011 Integrity interviewed more people for one customer in an 8 week period than would fill the
University of Michigan Football Stadium.

Named #36% largest Staffing Firm in the US by Staffing Industry Analysts.

Named #5 job creator by Inc. Magazine

12 time Philadelphia 100 Winner

10 time INC 500/5000 Fastest Growing privately held company award recipient.

2011 Ernst & Young Entrepreneur of the Year

YVVYVYY

While we are proud of our past successes, we understand that they only will provide a compass to continue to
provide superior service, support and expand our value to the City of Wilmington’s hiring team and human
resources department. We have resources forthe City we would love to share. Qur 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. 1look forward to discussing this with you
further.

Witlr'warmest regards,

Christine Proffitt - /UW

VP | Sales & Operations
Cell: 302.559.4660
Email: christine@integritystaffing.com

:
-
ln c 5 O Integrity Staffing Solutions
. . . .
Integrity Staffing Solutions 700 Prides Crossing, Suite 300 A company which makes the
placed second nationally in the Newark DE 19713 Phitadelphia 100 list of fastest
’ growing, privately heid companies

INC. 500 list of "America’s
Fastest-Growing Companies”. Toll Free: (888]) 458-8367 five times or more.
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City Contract 17006HRPS — Limited Services Employment Contract

May 31, 2016 — Bid Submission by Integtity Staffing Solutions, Inc.

' d S d o S ) ok d S S

-~

THE CITY OF

Wilming

R N N

. v

e

.\,.“~ .

—

. S

g L
e

o’ S

SN Nl A M

I N
) - ] - ~ & - - - .
). e e e e i e e s et et 24 e T e e
e v a h e e e —. —— . ———a v e g - T e T S T gy ey

/ Christine M. Proffitt, VPSales & Operations
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www.integritystaffing:com

This proposals is-proprietary and confidential to 1S5 & the City of Wilmington 2016.
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) 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. Integrity’s team members are well-trained

N specialists; they have expertise in the overall management of the program as well as in recruiting, safety, human

resources, and compliance: A centralized, 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 Invoicing & PO Management. Integrity’s accounts payable and receivable team works in tandem to
partner with the City’s accounting team ensuring the City 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. '

A S N AR

Quality and Service Guarantee. Integrity’s staffing programs are designed not to just meet your expectations, but

Y
) to exceed them. We strive to provide unmatched service, and we back that up with our 100% satisfaction
) guarantee. This guarantee applies not only to our commitment to 100% fill rates, but also to the City’s 100%
N satisfaction with our Associates’ performance. To ensure we can maintain a high level of satisfaction, integrity wiii
' begin to implement a quarterly business review with HR and any department supervisor who maintains headcount
h with Integrity. This will allow for the communication to between our service team and the end users to improve
) ultimately ensuring all positions are filled timely with quality personnel.
h These and all of Integrity’s other servuces and capabllmes are effective because they are-built on a foundation of
Yy our core values: : -
)
)
™~
R,
iy )
}
J
1
.)'
A
3
."{
A This summary has briefly dés_cribed Integrity’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 Integrity’s programs have led to our success and rapid growth in the staffing industry and resulted
J in an impressive record of long-term client partnerships.

] i

N
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Community Involvement

Good corporate citizenship has always been a top priority at Integrity Staffing. We firmly believe in supporting
the communities 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 national partnerships with the United Way and Job Corps, these civic
and charitable initiatives 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.

L.S. Department

of Veterans Aflairs

Jobs for Americas Graduates — Na'tidna“y

http://www.jag.org/ - Job for America’s Graduates.(JAG) is a highly regarded state-based national non-
profit that helps connect entry-level employment opportunities with high school graduates and those.
who have recently graduated. JAG works directly with at risk high school seniors and new graduates
getfing them prepped for entering the workforce. We partner with state JAG programs in the following
states; Delaware, Indiana, Arizona and Nevada and on‘a national level. Our Co-founder is on the Board of
Directors.

AG
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COMPREHENSIVE PRICING SCHEDULE

At Integrity Staffing Solutions we are committed to providing only quality personncl and services. Below you will find
pricing based on volume of positions filled to consider for the temparary to hire staffing program. Included in this

All taxes, insurance and workers compensation

Associate health benefits'and other employee costs

Sourcing, Recruiting, Customized Skill Assessments

Criminal Background checks and drug screens and all employment verifications
Customized billing & PO management

Temp to Hire Agreement of 320 hours.
o AllIntegrity 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 designed 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 guarantee.
If at any time, an Integrity 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

1 $  1016($ 1100}  33% ... 1% 1343 $ 1463 |
2 s 11.017]$ 1200} . 33% . {$ 14.64 | $ 15.96 |
3 s 12018 1500 : 33% - |3 1597 $ 19.95
4 $ 15.01 | $ 1800 ° 33% ]S 19.96 | $ 23.94
5 s 1801 | $ 21000 . 33% . ‘|s 2395 ¢ 2793
6 $ 21.01 | $ 2400 .33% - -|s 27941 $ 31.92
7 $ 24.01]$ " 27000, 33% .. |'$ 31.931$ 3591
8 $ 27.01] s so00f ©. .33%. ".|s 3592 | ¢ 39.90
9 $ 3001} % 3300  33% - S 3991} % 43.89
10 $ 33.01 ] $ 3600 7 33% T )¢ 4390} ¢ 47.88
11 $ 36.01 ] 3 39.00 33%  |$ 47.89 | § 51.87
12 $ 39.01)$ 42.00 33% $ 51.88 | $ 55.86

All pay rates will be agreed upon based on skills and candidates selected.
*Qvertime and Holiday time is paid at time and % and billed at cost.
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Professional 3 MO Photographer S 12.01

Professional 4 P&R/Y&F |DPNA Coordinator S 15.01

Professional 4 P&R/Y&F [Family Support Case Worker | $ 15.01

Professional 5 ConsultantV S 18.01

Professional 6 Consultant Vi S 21.01

Professional 7 Consultant Vil S 24.01

Professional 7 FIN Financial Analyst Vil S 24.01

professional 7 P&R/Y&F |Professional Development C S 27.04 1S $ $
Professional 8 Consultant Vill S 27.011$ S S
professional 10 Engineer X S 33.01| S S S
Recreation 1 P&R/REC {Lifeguard | S 10.101 $ s 'S
Recreation 1 P&R/REC |Recreation Specialist | S 10101 $ 1S $
Recreation 2 P&R/REC |Lifeguard } S 11.01{$ 18 $
Recreation 2 P&R/REC {Recreation Specialist Il $ 11.01 1 S 'S $
Recreation 3 P&R/REC |Recreation Specialist Il S 120015 1 S
Supervisory 2 P&R/Y&F |Site Supervisor il S 11.00 | § 1S $
Supervisory 3 P&R/Y&F |Assistant Program Director Hilj $ 120115 RE S
Supervisory 3 P&R/Y&F {Monitor li S 12011$ RE $
Supervisory 3 P&R/Y&F |Program Director Hl $  1201]$ s $
Supervisory 3 P&R/Y&F [Program Supervisor Il S 12011% 1s $
Supervisory 3 P&R/Y&F {Site Supervisor lil S 120118 $ $
Supervisory 4 P&R/Y&F |Assistant Program Director iV $ 15011 $ 13 $
Supervisory 2 P&R/REC JAssistant Pool Manager S 110116 1414 S.
Supervisory 3 P&R/REC [Pool Manager S 1201}5 S $
Supervisory 4 P&R/REC JAquatic Coordinator S 15.011$ -$ $
Supervisory 4 P&R/Y&F |Program Director IV S 15.011$ 18 $
Supervisory 4 P&R/Y&F [Program Supervisor IV $  1501]5% RE $
Supervisory 5 P&R/Y&F [Program Director V 13 18.01} $ 5 $
Supervisory 6 P&R/Y&F [Program Director VI $ 21014$ S $
Technical 3 City Coun|Freelancer S 12011% 2 S
Technical 4 Examining Engineer $ 1501}%$ - 37%. 18 $
Technical 4. |Pianning JPlanning Spedialist IV 'S¢ 15.01]5% 3% - S $
Technical 4 Technical Inspector Aide $  15.01)% B N K $
Technical 5 Planning |Planning Specialist V S 18.01 | S 2L 3% 1S 23 4 27.
Technical 5 City Coun|Production Assistant-CH. 22| $  18.01]$ 21001} L. 3% ... ]S 2377 |$ 2172
Technical 6 Planning {Planning Specialist Vi S 21015 240014 32%. .- . }$ 277316 3168
Technical 7 Planning {Planning Specialist Vii $  2401)$ 27200} 3% 0 1% 316905 35.64
Youth Worker 1 P&R/Y&F [Youth Worker | $  1010]$ 11.00 _ 3% $ 13.33}$ 1452
Youth Worker 2 P&R/Y&F |Youth Worker il S 11.01}$ 1200 . 32% $. 1453 S 1584
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{1 Sourcing of Talent

A At the beginning of the engagement, the Integrity 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:

e Total number of hires required

‘e Number of applicants

e  Percent of applicants that meet minimum requirements {TBD)

S N

L—

A tailor-made recruitment process for each client needs to be consistent for all levels of hiring. Integrity’s plan
includes sourcing the Integrity internal candidate database, internet job boards, career fairs, advertising, source
passive job seekers, referral bonuses, direct marketing, local media, 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.

D A AN

-/

3

) Integrity’s Social Media recruitment is growing fast!

\) v

: From Facebook to Twitter, Integrity puts modern social media to good use. Today, consumers are bombarded with

information at every turn, so now they filter 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 their filtering process.

Interacting 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, Integrity utilizes social
media to its fullest potential to catapult our recruitment efforts. Moving from ads that attract to communication
that engages, Integrity’s social media stratepy involves:

. '
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Skills Assessments

Skills assessments are how we make sure the candidates we bring to you are the ones geared for success. We
measure potential strengths and seek to understand compatibility based on key factors:

€) PERSONALITY FACTORS - How they are as people, not just workers.
€) REASONING ABILITY - How do they put 2 and 2 together?

€ PRIOR EXPERIENCE - Not just in & specific category, but on what
might have prepated them for this moment in life.

SKILL SETS - What are they able to do now, and what do they have
the potantial and desire to leam?

. € SITUATIONAL JUDGEMENT - How they might respond to surpriscs,
and how they make crucial judgment calls.

We look beyond fundamental job skills and find associates who will succeed within your culture. Behavioral
exploration helps us understand personalities, not just abilities. We seek the softer skills that can transform

qualified associates into successful employees.

/

We use more than 800 skills assessment tools to virtually test candidates in a variety of job categories including:

¢ Clerical . Warehouse

*» Industrial » Customer Service
M? ltn, s Call Center s Collections 4

* Technical » Administrative Assistants

* Medical * Financial
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Associate Benefits

{ntegrity Staffing Solutions is a member of the American Staffing Association. As such, and as set forward in the
ASA Statement 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, Integrity 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, Integrity 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 and 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 costs assessed intermittently 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 cost for ACA is $0.28 per regular hour worked.

We look forward to working with you in the future to generate even more opportunities for success.

.661.8770 or acaquestions@integritystaffing.com.

c ns o
any time. Feel free to contact our benefits team at 30
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CUSTOM INVOICES & P.O. MANAGEMENT

To ensure timely invoicing and payments, Integrity will customize invoice delivery for our customers. Invoices
are generated on Thursday and Friday of the week following the pay period. There is a three tier QC process

that occurs prior to invoices being sent to the client. invoices can be hand delivered, emailed or sent through
regular mail. In the rare occasion that an invoice is incorrect, the Integrity 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.
If payment is made by Credit Card Integrity will charge a convenience fee of 3.8% which is outlined in the
aforementioned service agreement.

This is a sample email of what is sent each.week to the City related to invoices and PO balances.
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S4153.50
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$12,363.08
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Quarterly Business Reviews

What better way to ensure exceptional customer service than to perform guarterly business reviews to see how
we're doing?- We are-highly focused-on-achieving our goal of 100% client retention. 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.

Submission Ratio
Fill Ratio

Retention Ratio
Orders placed/filled
Time to fill orders

Turnover
Candidate Quality

Feedback requests sent vs, completed
Successes

Opportunities for Improvement
Associate Feedback

Direct feedback is a critical part of success in the staff augmentation program. It allows us to identify what's
working and what’s not. It 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. 1deally, it
would be great to have a representative presentfor each department and human resources, however, we can set

this up with you for the best result.

We believe you'll find the Integrity feedback review as valuable as we do. Not just because it helps us provide you
with even higher levels of customer service, but because it helps our associates be even more successful in
supporting your business.

EEOC STATEMENT

In order to provide equal employment and advancement opportunities to all individuals, employment decisions at
Integrity Staffing Solutions will be based on merit, qualifications, and abilities.

Integrity 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 exists.

Integrity Staffing Solutions will make reasonable accommodations to enable qualified individuals with disabilities
to perform the essential functions of the job.

Employment decisions are based on the qualifications of each applicant related to the specific job requirements.



CITY OF WILMINGTON
HUMAN RESOURCES DEPARTMENT

MEMORANDUM
TO: Phillip Ceresini

Purchasing Agent II M
FROM: Charlotte B. Barnes

Director of Human Resources
RE: 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 by the Department of Public
Works, Department of Human Resources as well as the Procurement Division of the Department
of Finance. Based upon the collective reviews and ratings of the proposals submitted, the
proposals were ranked as follows:

1. Integrity Staffing Solutions
2. 22™ Century Technologies, Inc.
3. Abacus Corporation

Therefore, I recommend the Limited Services Employment contract be awarded to Integrity
Staffing Solutions. Should you need further information please contact me at 576-2477.

cc: Jeffrey Starkey, Commissioner of Public Works
Sheila Winfrey-Brown, Director of Finance
File

City/ County Building ¢+ 800 N. French Street. 4th Floor ¢ Wilmington, Delaware 19801
(302} 576-2460



Philip Ceresini

_From: Diane Wolintos <diane@integritystaffing.com>
T ot Wednesday, November 23, 2016 1:26 PM
(0! Philip Ceresini
Cc: Christine Hahn-Proffitt :
Subject: Integrity Staffing Solutions Revision to RFP
Phil,

Thank you for reaching out to Integrity Staffing Solutions in reference to the ACA charges.

Integrity Staffing Solutions will NOT pass thru the ACA charge of .28 for any associates placed at the City of Wilmington
thru Integrity Staffing Solutions.

Thank you and we look forward to our continued partnershipi

Diane Wolintos and Christine Hahn-Proffitt
Integrity Staffing Solutions

Diane Wolintos
Branch Manager

' D Prides Crossing, Suite 300, Newark, DE 19713
p: 302.504.9906 | c: 302.584.5482 | f: 302.661.8778
www.integritystaffing.com
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Confidentiality Notice: This e-mail, and any attachment to it, may contain confidential and privileged information for the
sole use of Integrity Staffing Solutions, Inc. and the intended individual(s) or entity. If the reader of this e-mail is not the
intended recipient, you are hereby notified that reading it is strictly prohibited. If 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 AWARD OF CONTRACT

I hereby certify that Contract No. 1700GHRPS is on this 28th day of November, 2016 awarded to
Integrity Staffing Solutions, Inc., in the amount of $1,137,000.00 annually, as per Proposal dated 5/31/16
and that this award is made in compliance with Wilm. Code (Charter), Section 8-200, to wit:

1. Plans and specifications for the work, supplies, or materials were filed with the Department of Finance,
Division of Procurement and Records for public inspection on 5/14/16.

2. The advertisement calling for sealed bids on this contract was published-in the News Journal on
5/14/16 & 5/17/16 stated that bids would be submitted at close of business on 5/31/16

3. All sealed bids were received in the office of the Department of Finance, Division of Procurement and
Records at close of business at  5:00 p.m. on 5/31/16.

4.  Bids were submitted by the following contractors in the following amounts:

Contractor Address . Date of Bid Ratings
1. Integrity Staffing Solutions Wilmington, DE 5.31.16 1
2. 22nd Century Technologies Somerset, NJ 5.31.16 2
3. Abacus Corporation Baltimore, MD 5.31.16 3

5. City License Number

6. Upon recommendation of Director of Human Resources and after due consideration, I
determined that the contractor to whom this award is made was the lowest responsible bidder. In support of
this determination I have received the following written recommendations, which are on file at my office:

Author Employment Position Date

Chaslotte B. Barnes Director of Human Resoutces 11/22/16

Approved as to Form

S

First Assistant City Solicitor Department of Finance, Division of Procurement



Delaware

Thé First State |

I, JEFFREY W. EULLOCK, SECRETARY OF STATE OF THE STAfE’ OF
DELAWARE, DO HEREBY CI:';'RTIFY MINTEGRITY STAFFING SOLUTIONS INC." IS
DULY INCORPORATED UNDER THE LAWS OF THE STAﬁ OF DELAWARE AND IS IN
GOOD STANDING AND HAS A LEGAL CORPORATE EXISTENCE SO FAR AS THE'

RECORDS OF THIS OFFICE SHOW, AS OF THE SEVENTEENTH DAY OF AUGUST,

A.D. 2016.

ey VDR Bt Ty B, )

"Authentication: 202845020
Date: 08-17-16 7

2779332 8300
SR# 201654045489

You may verify this certificate online at corp.delaware.gov/authver.shtml
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©~+ CERTIFICAE-OF-INCORPORMFTON R

_Integrity Staffing Solutions .Inc..

= T N TS E T CORPORET 0 R .

T ST Th i i et sty g St o

SECOND: Its registered offics in the State of Delaware is 0 be located at 1313 N, Market St., Wilmingtoa,
DE 19801-1151, County of New Castle. The regisered agent in charge thereof i The Company Corparation,
address "same a3 above™

THIRD: The naturo of the business and the objects and purposes proposed to be trangacted, promoted and

curried o, &5 10 ongage it any Iawful act or sctivity:for which Cotporations aay o organized under the

. General Corporation Law of Delaware.
FOURTH: ‘The aount of total suthorized shares of stock of this corporation s 1500  shares of
NO parvslue.
FIFTH:The name and mailing address of the incorporntor is:

Regina Cophas, 1313 N. Market St., Wilnington DE 19801-1151

SEXTH: All of the corporation's issued siock, sxclusive of treasury shres, shall be ropresented by
certificates and zhall be held of record by not mar then thirty (30) persens.

SEVENTH: All of the issued stock of all classes shall be subject to one.or mare of the restrictions on
trpnsfer permitted by Section 202 of the General Corporation Law,

EIGHTH: The corporation shallnmkcnooffcrmgofany of its stockofanyk;ihsaﬁhicﬁ would constitute a
*miblic offcring” witliin ihe meaning of the United States Sceuritics Act of 1933 as it may be amended from
time to time. ' ' :

NINTH: Directors of the corporetion shll not be fisble to cither the corporation orits stockhalders for

monetary damages for 8 boeach of fiduciary dutics unless the bueach involves: (1) a direcior’s duty of

Yoyalty t6 the corporation or its stockholders; (2) acts or omissions not in good faith o which lnvolve

intentional miscopduct or a knowing vicletien of laws (%) tablity for uimawini gaymens of Gividends o
" unlawful stock parchascs or redemption by:the corparation: o (4) & tiansaction from which the director
derived an fmproper personal benefit. ‘ " g

I, THE UNDERSIGNED, for the parpose of farming a corporation under the laws of the State of Delaware, do
make, file and record this Certificate and do certify that the facts berein ere true, and I have accondingly

hercunto set my hand.
DATED: JULY 30, 1997 /é _ _. @ [4,‘7,/
a,m’&;egimi Cephas

"ATE OF DELAWARE

. RETARY OFFSTATE -~ ot
VISTON-OE LORPORATIONS -~ - -.—.-

“IED 09 00-AM 07730/1997 =~
971254395 —~ 2779332 S
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CONSENT OF DIRECTORS
OF
INTEGRITY STAFFING SOLUTIONS, INC.

THE UNDERSIGNED, being all of the directors of Integrity Staffing Solutions, Inc., 2.
Delaware corporation, do hereby consent to and adopt the following resolutions pursuant to section
108(c) and section 141(f) of the Delaware General Corporation Law;

RESOLVED, that the otiginal Certificate of Incorporation of this Corporation filed in the
office of the Secretary of State of the State of Delaware is hereby approved;

RESOLVED, that all of the actions taken by the incorporator of this Corporation to cffect
the incorporation of this Corporation are hereby approved, ratified, confirmed and adopted by and
on behalf of this Corporation; ' '

RESOLVED, that the bylaws attached are hereby adopted as and for the bylaws of this

w2

C0tp0mtion;

RESOLVED, that the following persons are hereby elected to serve as the officers of the
corporation for a term of one year and until their successors are elected and qualified:

President Todd Brisn Bavol-Montgomery
Secretary Sean A. Bavol-Montgomery
Treasurer Sean A. Bavol-Montgomery

RESOLVED, that the fiscal year of the corporation shall commence on January 1 and end
on December 31 of each calendar year;

RESOLVED, that in consideration of ten thousand dollars ($10,000.00) the receipt of
" which is hereby acknowledged, services rendered, and other good and valuable cousideration, an
amount deemed adequate by the Corporation's board of directors, the Corporation shall issue to
Sean A. Bavol-Montgomery four hundred (400) shares of the Corporation's common stock.

RESOLVED, that in consideration of ten thousand dollars ($10,000.00) the receipt of
which is hereby acknowledged, services rendered, and other good and valuable consideration, an
amount deemed adequate by the Corporation's board of directors, the Corporation shall issueto -
Todd Brian Bavol-Montgomery four hundred (400) shares of the Corporation's comuion stock.

MVM“ W DATE:’#}%L/ZZ*
~Sean A. Bavol-Montgomery, Rifector < ‘ ‘

’%g%:‘ DATE: _ 7/ 20 / 97
Todd Brian Bavol-Mo?{gom@.frC@ﬁ!Y :



~~--CONTRACT---—--

THIS AGREEMENT, made the ! 3 day of _)A,,\JW in the year T'wo
Thousand Seventeen by and between the City of Wilmington, a municipal cotporation of the State
of Delaware, acting through the agency of the Department of Finance, Division of Procurement and
Records, party of the first part (hereinafter designated the: Owner), and Integrity Staffing

Solutions, Inc. party of the second part (hereinafter designated the Contractor).

W’ITNESSETH, that the Contractor, in consideration of agreements herein made by the
Owner, agrees with the Owner as follows:

Article 1. The Contractor shall and will furnish and deliver per specifications, on Contract
17006 HRPS “Limited Service Employment” for the Department of Personnel in accordance
with Advertisement for Bids by the Department of Finance, Division of Procurement and Records
date 5/14/16 & 5/17/16 and specifications identified as Contract No. 17006HRPS and by the
signatures of the parties hereto, are, together with the said Advertisement for Bids, Instructions to
Bidders, Forms of Proposal, and/or other documents pertinent thereto, heteby acknowledge and.
incorporated into these presents and are to be taken as a part of this Contract. 4

Article 2. Itis understood and agreed by and between the parties heteto that the amount of

this Contract is in the estimated amount of One Million One Hundred Thirty Seven Thousand -

- 00/100 ------- Dollars ($1,137,000.00) annually, to be prorated appropriately for any petiod of

less than one year, based upon the current Fiscal Year approved budget. The actual billing will be
based on the pricing submitted on the Proposal dated 5/31/2016 to the Department of Finance,

Division of Procurement and Records. This Contract shall be from on or about Februarv 1,

2017 through June 30, 2017, with the possibility of three (3), extensions of one (1) year each

at the option of the owner, provided that all terms and conditions of this Contract,

including prices, 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 Owner’s needs for temporary
staffing, and the approved budget in any given year.
Article 3. In the performance of this Contract, the Contractor shall not discriminate or
permit discrimination against any person because of his race, color, religion or his national otigin.
Article 4. This Agreement shall bind the heirs, executors, administrators, successors and

assigns to the respective parties hereto.
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Wltness W

In witness whereof the party of the first part has, by recommendation of the Director of Human
Resources, caused the hand of the Mayor, or his designee, and the corporate seal of the City of
Wilmington, attested by the City Clerk, to be hereunto affixed; and the party of the second part has
caused the hand of its President, (or his authorized representative), and its corporate seal, attested by

the Secretary or assistant Secretary, to be hereunto affixed.

Dated the day and yeat first above written in the City of Wilmington, County of New Castle, State

of Delaware.
Signed, Sealed and delivered THE CITY OF WILMINGTON
in the presence of:
By: _
Witness ' Michael S. Purzycki, Mayor
ATTEST:
City Clesk

A INTEGRITY STAFFING SOLUTIONS, INC.

HEATHER KACZMARCZY K

KOTARY PUBLIC ATTEST:
STATE QF DELAWARE

My Commission Expires Aprit 17, 2019

Secretary

Approved as to Form on this

Dayof_ - : ,2017

First Assistant City Solicitor



