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Work Session Agenda 
BOARD OF ALDERMEN 

CITY OF PARKVILLE, MISSOURI 
September 19, 2017; 6:00 p.m. 

City Hall Board Room 
 
1. GENERAL AGENDA 

A. Present results from the Compensation and Benefits Study 
 



ITEM 1A 
For 09-19-17 

Board of Aldermen Meeting - Work Session 
 

 

 CITY OF PARKVILLE 
Policy Report 

 
Date:  Thursday, September 14, 2017 
 
Prepared By: 
Matthew Chapman 
Human Resources/Finance Director 
  

Reviewed By: 
Joe Parente 
City Administrator 

ISSUE: 
Presentation by The Austin Peters Group, Inc. on the results of the Compensation and Benefits 
Study. 
 
BACKGROUND:  
In June, the Board of Alderman authorized an agreement with The Austin Peters Group, Inc. to 
perform a comprehensive compensation and benefit study for positions in city government.  The 
intent of the study was to determine the appropriate salary rates for all positions within the 
organization. 
 
The scope of the study included a review of job descriptions, evaluating and classifying positons 
into pay grades, and a determination of what market adjustments should be made based upon a 
wage survey obtained from peers for wages and benefits.  The tasks performed included 
meetings with employees, department heads, and the City Administrator. 
 
The specific findings and recommendations of the study for base wages are: 

 
1. Move employees to the minimum of the proposed ranges for a financial impact of 

$48,583.15 (base wages), impacting 23 employees, to compete at the 60th percentile of 
the market. This means four employers will pay more than the City and six employers 
will pay less than the City. The City is currently just below the 40th percentile of the 
market for pay ranges. 

2. Implement a one-time market pay compression adjustment for a financial impact 
of $40,291.47 (base wages), impacting up to 38 employees, to compete at the 60th 
percentile of the market. 

3. Annually move the pay ranges according to an index that follows what pay ranges move 
for public employers in Missouri and annually adjust employee pay based on 
performance. 

4. Distribute Table 3 (Classification System) to employees. 
 

BUDGET IMPACT:  
The total budget impact would be $48,583.15 to adjust base wages to the minimum of the 
proposed pay ranges.  An additional cost of $40,291.47 would provide for a pay compression 
adjustment.  These costs are presently unbudgeted and would require future budget 
appropriations. 
 
ALTERNATIVES:  

1. Accept the plan for a Compensation and Classification Study from The Austin Peters 
Group, Inc. 

2. Do not approve the recommendation and provide further direction.   
3. Postpone the item.  

 
 



ITEM 1A 
For 09-19-17 

Board of Aldermen Meeting - Work Session 
 

 

STAFF RECOMMENDATION: 
The staff recommends that the Board accept the plan from The Austin Powers Group.  As part 
of Strategic Planning Goals adopted by the Board of Alderman, staff will present funding options 
for the proposed plan during 2018 Budget work sessions.  Adoption of the plan would require an 
amendment to the Compensation and Classification ordinance. 
 
SUGGESTED MOTION: 
As this is a work session, no motion is necessary. 
 
ATTACHMENTS: 

1. City of Parkville Compensation and Benefit Study 
 



August 25, 2017

City of Parkville, Missouri
Compensation and Benefit Study

The Austin Peters Group, Inc.
Rebecca G. Crowder, President

Elizabeth Tatarko, Vice President
P.O. Box 27196 Overland Park,

Kansas 66225 913-851-7530
913-851-7529 (fax)

bcrowder@austinpeters.com (email)
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Executive Summary

The governing body approved engagement of The Austin Peters Group, Inc. in 2017 to
conduct an employee compensation and benefit study for positions in the City
government. The proposal scope included: 1) providing comments on job descriptions
and guidance for 29 positions; 2) evaluating and classifying positions into pay grades;
and 3) determining what market adjustments should be made based upon information
obtained from peers for wages and benefits.

After several months of ongoing meetings with employees, department heads, and the
City Administrator, the consulting team submits the attached report.

The findings of the consulting team are briefly outlined below.

The specific findings and recommendations of the study for base wages are:

1. Move employees to the minimum of the proposed ranges for a financial impact of
$48,583.15 (base wages), impacting 23 employees, to compete at the 60th

percentile of the market. This means four employers will pay more than the City
and six employers will pay less than the City. The City is currently just below
the 40th percentile of the market for pay ranges.

2. Implement a one-time market pay compression adjustment for a financial impact
of $40,291.47 (base wages), impacting up to 38 employees, to compete at the
60th percentile of the market.

3. Annually move the pay ranges according to an index that follows what pay
ranges move for public employers in Missouri and annually adjust employee pay
based on performance.

4. Distribute Table 3 to employees.
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I. Background and Introduction

The City engaged the services of The Austin Peters Group, Inc., based in
Overland Park, Kansas. The service engagement was for the purposes of: 1)
provide comments on job descriptions and providing guidance for job titles; 2)
evaluating and classifying positions into pay grades; and 3) determining what
market adjustments should be made based upon information obtained from
peers for wages and benefits.

II. Methodology and Process

Step 1: Interviewing all employees and managers
The Austin Peters Group, Inc. began the process with a review of all job
descriptions and a discussion with employees during interviews. Employee
interviews assisted in developing job description comments and to reevaluate the
employees’ positions. Management interviews were also conducted to assess
employees’ responsibilities, decision-making, supervisory responsibility,
knowledge, budget responsibility, contact with the public, and physical and
working environmental factors. The purpose of the interview was to gather
information to make comments to job descriptions, and to obtain necessary
details so an adequate evaluation and classification of the position could be
made, and ensure the market comparison is appropriate. Additional meetings
with department heads along with department and worksite visits were conducted
to validate and clarify information.

Step 2: Ranking Positions based on Factors
The next step in the process was to evaluate each position based on the
following factors and weighted percentages:

1) Decision-making – 25%
2) Supervisory – 25%
3) Knowledge – 20%
4) Budget Impact – 10%
5) Contacts – 10%
6) Physical Skills – 5%
7) Working Conditions – 5%

Once each position was evaluated and scored, a total ranking was performed,
and each position was then placed into recommended ranges based upon the
ranking and the market analysis.
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Step 3: Clarification with Department Heads
This step of the process involved exchanging information with the department
heads to ensure that the consulting team had adequately placed positions
internally in the most appropriate range and scored the position appropriately
with regard to the above-mentioned factors.

Step 4: Collection of Salary and Benefit Data
The salary and benefit study was completed with data collected from the
following benchmark communities: Cities of Basehor, Bonner Springs, De Soto,
Edwardsville, Gladstone, Grain Valley, Greenwood, Harrisonville, Kearney,
Lansing, Liberty, Merriam, Mission, North Kansas City, Oak Grove, Park Hill
School District, Peculiar, Platte City, Platte County, Pleasant Hill, Riverside,
Roeland Park, Smithville and local employers.

Step 5: Development of Pay Ranges
The development of pay ranges involved reviewing the salary and benefit survey
results, additional salary survey sources when appropriate, the rankings that the
consultant assigned each position in step 3, and the internal hierarchy and needs
of the organization, to determine placement and range amounts. The ranges
developed provide for internal equity and hierarchy across the organization.

Employees were placed into the ranges based on whether they were required to
be brought up to the minimum of the range. Where an employee’s position was
behind in the market, additional pay compression adjustments were
recommended based on time in position with the City. No employees received a
proposed decrease in pay.

III. Findings Background

A. Internal Equity
Using the factors of decision making, supervisory, knowledge, budget, contacts,
physical skills, and working conditions, all positions were ranked by the point
totals and placed into ranges with employees of similar skills, experience and
nature of work.

The job evaluation process assumes that “(1) it is logical to pay the most for jobs
contributing the most toward attainment of organizational goals and objectives;
(2) people feel more fairly treated if wages are based on the relative worth of
jobs; and (3) the goals of the enterprise are furthered by maintaining a job
structure based on relative worth.”1

1 French, Wendell, The Personnel Management Process, Human Resources Administration and Development.
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Organizations like the City depend on the contribution of their employees in
making the organization successful and in effectively delivering services that
citizens have come to expect. Employee compensation is the single greatest
expense in doing business, and it requires a strategy and planning that is well
thought out and well organized.

The reason compensation systems exist is to reward employees, retain
employees, and provide avenues for their growth and development through
motivation. The job evaluation process provides a tool for measuring, evaluating
and comparing jobs. The question answered is: “What is this job worth in
comparison to other jobs?”

Once pay practices and ranges have been established, there are a number of
administrative issues that may arise. First, it is important to avoid situations
where employees are paid inappropriately relative to the pay range. The purpose
of establishing a pay range is to signify and clarify what the position is worth to
the organization. Given this, it is important that red-circling, or paying those at a
rate above the range maximum, not be allowed. The City has policies in place to
address red-circling. Likewise, green-circling should also be avoided unless the
purpose is to retain employees who do not meet the minimum qualifications as
set out in the job description. Green-circling is a practice where qualified
employees are paid below the bottom of the range. The most common method
for avoiding this is to bring employees up to the bottom of the range when there
is a discrepancy, and the recommendations here provide for adjustments where
employees would otherwise be green-circled. The pay ranges should be
reviewed on an annual basis and adjusted accordingly.2

B. Market Adjustments
Once the rankings and ranges were set, a review of the market was necessary to
ensure external competitiveness.

Once pay adjustments are implemented, ranges require annual adjustment
based on an index that accounts for budgeted movement in ranges for counties
and peer cities, and performance adjustments.

Determination of Market
The determination of the appropriate market is based on three factors: 1)
occupation (similar jobs or positions that require similar knowledge, skills and
abilities); 2) geography (the distance that people are willing to commute to work);
and 3) industry (competing with employers that have a similar product line). With
regard to occupation, the comparisons selected here are direct one-to-one
matches for positions. In the survey conducted, most positions had an

2 Society for Human Resource Management, Compensation and Benefits Practices, pp. 60-70.
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occupation match, which means that across organizations the titles and positions
carry similar degrees of knowledge, skills, and ability.

The second factor in determining the market is geography and the distance that
people are willing to commute to work.

The third element is competition with employers who have a similar product line.
Communities that responded to the survey include all those participants outlined
in Step 4 of the methodology. The survey had a very strong response.

Each Market Peer was asked to provide the following:
 A brief survey response regarding salary and benefits;
 A current salary spreadsheet of employees by Department, Position,

Minimum Pay, Maximum Pay, Average or Actual Pay, Number of People in
Position, Number of People Supervised by this Position, and Exempt or Non-
exempt status under Fair Labor Standards Act. Hourly wage rates were
reported as of June 1, 2017. A sample and guide was provided to assist
respondents.

Each Market Peer was contacted a minimum of four times using email and
telephone. Many Market Peers were contacted more than four times to clarify
positions, reporting, and responsibilities. Some peers were able to provide all of
the data requested, while others were able to provide partial information. APG
worked with the Council for Community and Economic Research (C2ER) to
purchase Cost of Living Index data (COLI). The Cost of Living Index is the most
reliable source of City-to-City comparisons of key consumer costs available
anywhere. COLI data is recognized by the U.S. Census Bureau, U.S. Bureau of
Labor Statistics, CNN Money, and the President's Council of Economic Advisors.
This information was used to adjust peer data to make it comparable to the City
of Parkville.
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Table 1: Participants County COLI
Basehor Leavenworth County 97
Bonner Springs Johnson County 99.9
De Soto Johnson County 107.7
Edwardsville Unified Government 99.9
Excelsior Springs Clay County 101.4
Grain Valley Jackson County 100.2
Greenwood Jackson County 100.2
Harrisonville Cass County 96.2
Kearney Clay County 97.6
Lansing Leavenworth County 97
Merriam Johnson County 107.7
Mission Johnson County 107.7
North Kansas City Clay County 97.6
Oak Grove Jackson County 100.2
Peculiar Cass County 96.2
Platte City Platte County 99.6
Pleasant Hill Cass County 96.2
Roeland Park Johnson County 107.7
Smithville Clay County 97.6
Spring Hill Johnson County 107.7
Riverside Platte County 99.6
Gladstone Clay County 97.6
Liberty Clay County 97.6
Platte County Platte County 99.6
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C. Health Insurance and other Questions
The benefits survey was designed to determine whether the City has a
competitive salary and benefits structure when compared to peers. There are no
immediate changes recommended in the benefit structure. Details of the full
benefit survey results are on file with the Finance/HR Director. Of the benefits
that employers provide, the percentage of employer health insurance premiums
are outlined in Table 2, and the amount of days for vacation and sick leave are
shown in number of days. This analysis does not look at the quality of health
insurance plans.

Table 2: Fringe Benefits
Fringe Related Item Parkville Benchmark

Group
Employer
Share

Health Insurance (single) 114% 93%
Health Insurance (family) 81% 77%
Vacation after 10 years 15 days 20 days
Annual Sick Leave 12 days 12 days
Annual Holidays 11 days 10 days
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IV. Summary of Findings

Internal Equity and Market Competition – This involves moving employees up
in pay to the bottom of the range and implementing the pay ranges
recommended in Table 3. The pay range recommendations reflect the market at
the 60th percentile of the market. Details for the market survey instrument may be
found in Appendix 2, and details for each position’s findings as of June 1, 2017
may be found in Appendix 1.

The cost to bring employees into alignment with the market is as follows:

1. Finding: It is recommended that employees below the recommended range
minimum be brought up to the range minimum. Move employees to the
minimum of the proposed ranges at the 60th percentile of the market for an
estimated financial impact of $48,583.15 (base wages), impacting 23
employees.

2. Finding: Currently and with the recommendations there is pay compression
among employees where new employees with less experience are sitting at
or near the same rate of pay as older and more experienced employees. This
recommendation would provide a push into the range if they are behind
where we would reasonably expect them to be in the new range. Move
employees for market pay compression to the 60th percentile of the market.
This impacts up to 38 employees and costs $41,254.40 to base wages for
employees. Where an employee’s performance is in question, there should
be no market compression adjustment provided.

3. Finding: The health insurance findings suggest that the City is ahead of the
market, there are no recommended adjustments.

4. Finding: On an annual basis, the pay ranges need to be adjusted to follow
the market in order to keep pace. There are several indexes an employer can
choose from to follow.
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Table 3: Job Title
(Title change in
parenthesis) Department

Current
Grade
Minimum

Current
Grade
Maximum

Recommended
Salary Grade

Recommended
Grade
Minimum 60th

Percentile

Recommended
Grade
Maximum 60th

Percentile
Receptionist Administration $12.65 $18.17 10 $14.11 $19.89
Administrative Court
Clerk Court $13.50 $19.53 10 $14.11 $19.89
Laborer PW Parks $13.00 $17.11 10 $14.11 $19.89
Laborer PW Streets $13.00 $17.11 10 $14.11 $19.89
Assistant Director PW Parks Sanctuary $13.00 $17.11 10 $14.11 $19.89
Billing Clerk Admin/Sewer $13.03 $17.14 11 $15.44 $21.77
Code Enforcement
Officer

Community
Development $17.28 $24.11 11 $15.44 $21.77

Department Assistant
Community
Development $13.25 $19.10 11 $15.44 $21.77

Department Assistant Police $13.25 $19.10 11 $15.44 $21.77
Department Assistant
(Contract Specialist) Public Works $13.25 $19.10 11 $15.44 $21.77
Director PW Parks Sanctuary $13.00 $17.11 11 $15.44 $21.77
Laborer II (Skilled
Laborer) PW Parks $14.81 $20.46 12 $16.37 $23.08
Skilled Laborer PW Streets $14.81 $20.46 12 $16.37 $23.08
Intern Any 12 $16.37 $23.08
Officer Police $18.27 $23.63 14 $18.86 $25.89

Building Inspector
Community
Development $18.42 $26.79 15 $19.80 $27.91

Court Clerk Court $16.35 $21.78 15 $19.80 $27.91
Management Analyst Any 15 $19.80 $27.91

Planner
Community
Development 15 $19.80 $27.91
Vacant (Reserved for 16 $21.34 $30.08
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Future Use)
Construction
Inspector Public Works $20.00 $30.00 17 $22.88 $32.25

Building Official
Community
Development $22.46 $31.37 17 $22.88 $32.25

Superintendent Public Works Parks $20.62 $26.47 17 $22.88 $32.25
Treasurer Administration $21.63 $30.96 18 $24.11 $33.99
Detective Sergeant Police $20.63 $26.51 18 $24.11 $33.99
Sergeant Police $20.63 $26.51 18 $24.11 $33.99
Operations Director Public Works Streets $24.25 $33.67 18 $24.11 $33.99
City Clerk Administration $24.25 $31.49 18 $24.11 $33.99
Captain Police $25.05 $34.88 19 $30.29 $42.69
Assist. to City Admin. Administration 19 $30.29 $42.69
Human
Resources/Finance
Director Administration $26.15 $35.31 20 $32.77 $46.20
Community
Development
Director

Community
Development $30.21 $39.71 20 $32.77 $46.20

Chief Police $34.12 $41.94 21 $33.25 $46.87
Public Works Director Public Works $33.12 $40.71 21 $33.25 $46.87
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Appendix 1—Market Results
Appendix 2 – Market Instrument

Appendix 3 – Findings of Additional Market Items
Appendix 4 – Employee Survey Results

Appendix 5 – Job Descriptions Comments



APPENDIX 1 – Market Results



Market Salary Data for Parkville Survey

This data represents the market responses and not the recommendations for salary ranges or
placement.



$0.00

$5.00

$10.00

$15.00

$20.00

$25.00

$30.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Administration: Accounts Payable and Receivable
Clerk

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)

$0.00

$5.00

$10.00

$15.00

$20.00

$25.00

$30.00

$35.00

$40.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Administration: Assistant to the City
Administrator

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)



$0.00

$10.00

$20.00

$30.00

$40.00

$50.00

$60.00

$70.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Administration: City Administrator

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)

$0.00
$5.00

$10.00
$15.00
$20.00
$25.00
$30.00
$35.00
$40.00
$45.00
$50.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Administration: Finance/Human Resources
Director

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)



$0.00

$2.00

$4.00

$6.00

$8.00

$10.00

$12.00

$14.00

$16.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Administration: Intern

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)

$0.00

$5.00

$10.00

$15.00

$20.00

$25.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Administration: Receptionist

City of Parkville

Average of All Data

City of Parkville Target (60th
Percentile)



$0.00

$5.00

$10.00

$15.00

$20.00

$25.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Administration: Sewer/Utility Billing Clerk

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)

$0.00

$5.00

$10.00

$15.00

$20.00

$25.00

$30.00

$35.00

$40.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

City Clerk: City Clerk

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)



$0.00

$5.00

$10.00

$15.00

$20.00

$25.00

$30.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Community Development: Building Inspector

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)

$0.00

$5.00

$10.00

$15.00

$20.00

$25.00

$30.00

$35.00

$40.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Community Development: Building Official

City of Parkville

Series2

City of Parkville Target (60th
percentile)



$0.00

$5.00

$10.00

$15.00

$20.00

$25.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Community Development: Community
Development Customer Service Assistant

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)

$0.00

$5.00

$10.00

$15.00

$20.00

$25.00

$30.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Community Development: Code Enforcement
Officer

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)



$0.00
$5.00

$10.00
$15.00
$20.00
$25.00
$30.00
$35.00
$40.00
$45.00
$50.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Community Development: Community
Development Director

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)

$0.00

$5.00

$10.00

$15.00

$20.00

$25.00

$30.00

$35.00

$40.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Community Development: Planner

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)



$0.00

$5.00

$10.00

$15.00

$20.00

$25.00

$30.00

$35.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Finance: Treasurer

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)

$0.00

$5.00

$10.00

$15.00

$20.00

$25.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Court: Assistant Court Clerk

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)



$0.00

$5.00

$10.00

$15.00

$20.00

$25.00

$30.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Court: Court Clerk

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)

$0.00

$2.00

$4.00

$6.00

$8.00

$10.00

$12.00

$14.00

$16.00

$18.00

$20.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Parks: Laborer

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)



$0.00

$5.00

$10.00

$15.00

$20.00

$25.00

$30.00

$35.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Parks: Superintendent

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)

$0.00

$5.00

$10.00

$15.00

$20.00

$25.00

$30.00

$35.00

$40.00

$45.00

$50.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Police: Captain

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)



$0.00

$10.00

$20.00

$30.00

$40.00

$50.00

$60.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Police: Chief

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)

$0.00

$5.00

$10.00

$15.00

$20.00

$25.00

$30.00

$35.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Police: Detective Sergeant

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)



$0.00

$5.00

$10.00

$15.00

$20.00

$25.00

$30.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Police: Officer

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)

$0.00

$5.00

$10.00

$15.00

$20.00

$25.00

$30.00

$35.00

$40.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Police: Sergeant

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)



$0.00

$5.00

$10.00

$15.00

$20.00

$25.00

$30.00

Minimum Hourly
Salary (adj)

Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Public Works: Crew Leader

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)
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(adj)

Public Works: Construction Inspector

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)
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Salary (adj)
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Salary (adj)

Actual Hourly Salary
(adj)

Public Works: Customer Service Assistant

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)
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Public Works: Director

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)
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Maximum Hourly
Salary (adj)

Actual Hourly Salary
(adj)

Public Works: Director of Operations

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)
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Public Works: Laborer

City of Parkville

Average of All Data

City of Parkville Target (60th
percentile)
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percentile)
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percentile)



APPENDIX 2 – Market Instrument



OVERLAND PARK, KS OFFICE:  P.O. Box 27196, Overland Park, KS  66225  Phone: (913) 851-7530
FORT COLLINS, CO OFFICE:  4809 Prairie Vista Drive, Fort Collins, CO  80526  Phone: (970) 266-8724
Fax: (913) 851-7529
www.austinpeters.com

June 16, 2017

Dear Survey Participants:

Attached is a salary and wage survey for City of Parkville, Missouri.   Our firm has been retained
by the City to conduct this survey.  We have designed the survey so that your completion is
fairly easy.  Once we receive the results, we will share the information back with you. For
private parties, data confidentiality will be strictly maintained by the Austin Peters Group and
we will not use your name.

Please respond to the attached survey by July 3, 2017 via fax (913-851-7529), email
mjones@austinpeters.com.

If you have any questions, our local contact at the City of Parkville is Matthew Chapman,
Finance/HR Director, 816-741-7676 or mchapman@parkvillemo.com, he would be glad to
respond if needed.  We appreciate your participation in this survey and know that you will find
the results helpful in your compensation planning.

Sincerely,

Beth Tatarko
Beth Tatarko, Vice President
970-266-8724



Directions for Completing Salary and Benefits Survey

1. Each position that is being studied with this survey is briefly described on the worksheets.
Please review each brief position description.

2. If your organization uses a different position title, or if the job falls within a different
department or area than the one listed, please indicate the title and department you use in
the Column 2. If you do not have such a position, indicate N/A (not applicable).

3. In Column 3, determine whether the position described is a Very Close Match, Close Match,
Fair Match, Poor Match, or No Match with the same in your organization.  (Circle 1=Very
Close Match, 2=Close Match, 3=Fair Match, 4=Poor Match, 5=No Match).

4. In Columns 4 and 5, please provide the following information as of June 1, 2017 for each
position. Please provide the requested information on an hourly basis.  When making
conversions to hourly rates please take the annual amount of salary paid to the position
and divide that amount by actual hours worked.  For example, if you have a Laborer who is
paid $15,000 on an annual basis, but works 1,040 hours per year, the hourly rate reported
should be $14.42 and not $7.22 which would be reported for a full time, 40 hour per week
position.  Please indicate the minimum hourly range for each position. Please indicate the
maximum hourly range for each position. If you do not have salary ranges, please indicate
N/A (not applicable).

5. In Column 6, please indicate the actual hourly rate for each position.  If you have multiple
people filling a position, use the average rate for all employees in that position to report
actual hourly rate.  Please report how many people are in the position as well.

6. In Column 7, please indicate the number of people this position supervises.  A supervisor is
someone who regularly provides direction; does complete or assist in performance
evaluations; does participate in hiring and firing decisions; and does participate in discipline
of employees.   If this position does not supervise anyone, indicate a zero.

7. In Column 8, indicate if this position receives overtime pay.  Y = Yes and N = No.

Thank you for your time. The Austin Peters Group, Inc. and the City greatly appreciate your
participation in this vital study.



General Information Questionnaire

Organization: ___________________________________________________
Survey Completed By: ____________________________________________
Phone: __________________________ Email: ________________________

For Private Employers:  ____ (check here if you would like your response kept confidential and not
distributed back to the client, but only counted in summary data)

For all Participants:  ____ (check here if you would like a copy emailed back to you) Provide email
address here: ________________________________

1. Number of Regular FT (excluding temporary and seasonal) ________

2. Benefits:

Health Insurance Items Employer Share % Self-insured
Y/N

Health Insurance (employee)
Health Insurance (employee plus family)
Vision (employee)
Vision (employee plus family)
Dental (employee)
Dental (employee plus family)

Retirement Items
Employer
Contribution %

Program
Type/Carrier

Retirement Programs LAGERS or KPERS
Retirement Programs 457

Holiday and Leave Number of Days
Number of Annual Holidays
Number of Floating Holidays
Number of Vacation Days (1 year employee)
Number of Vacation Days (5 year employee)
Number of Vacation Days (10 year employee)
Number of Vacation Days (15 year employee)
Number of Sick Days (5 year employee)

Incentive/Certification Pay % or Flat Amount
Police Certification % or flat amount
Building Inspection % or flat amount



CDL (Commercial Driver’s License) % or flat amount
Other:______________________________

3. For 2018 what does your organization plan for increases:

Item % Increase

Cost of Living Adjustment (COLA)

Step Increase

Longevity

Merit

Pay Range Adjustment

Other ____________



Parkville, Missouri
Job Summaries data as of June 1, 2017

COLUMN 1 COLUMN 2 COLUMN 3 COLUMN 4 COLUMN 5 COLUMN 6 COLUMN 7 COLUMN 8
Department/Position Title/ Description Your Title/

Department
Rate how well
your position
matches the
description
provided in
Column 1,
1=Very Close
2=Close
Match
3=Fair Match
4=Poor Match
5=No Match

Minimum
Salary
(Hourly)

Maximum
Salary
(Hourly)

Actual
Hourly
Rate/
Number of
Employees
that hold
this
position?

How many
people does
this position
supervise?

Does this
position
receive
overtime
pay?
Y=Yes,
N=No

Administration: Accounts Payable and Receivable Clerk
– Provides clerical assistance. Processes and maintains
records of accounts payable. Reviews invoices and
verifies accuracy. Reviews bills and resolves disputes.
Responds to inquiries from vendors and staff. Processes
billing. Maintains logs for delinquent accounts.
Administration: Assistant to the City Administrator –
Provides assistance by planning, coordinating, and
directing programs, conducting studies, and special
projects. Acts as member of senior management.
Performs financial oversight and reporting duties
including assisting with preparation of the annual budget
and monitoring expenditures. Oversees building
maintenance and repairs. Prepares grant applications and
manages grants. Prepares the annual report.
Administration: City Administrator – Directs and
manages all operations of the City. Reviews proposed
departmental operating budgets and prepares and
submits a proposed City budget to the City Council for
their approval. Reviews and prepares written reports and
recommendations. Develops productivity improvement
and cost savings programs. Reviews and revamps City
policies, procedures and codes and recommends
improvements and adjustments to the City Council.



Administration: Finance/Human Resource Director –
Directs and administers HR and employee-relations
functions. Administers all monetary funds, investments,
and banking activities. Oversees general ledger
accounting. Recommends policies and procedures.
Oversees employee selection and coordinates training.
Oversees risk management and budgeting.
Administration: Intern – Performs clerical and
administrative duties such as research, report writing,
scheduling meetings, and public meeting preparation.
Performs policy research and analysis for special projects
as assigned by the City Administrator. Works with senior
staff to evaluate options for property maintenance and
management of City Hall.
Administration: Receptionist – Acts as customer service
contact for the department and provides clerical and
administrative assistance. Answers phone and sorts mail.
Maintains records. Processes licenses, payments, and
permits. Processes dog licenses. Manages front desk.
Administration: Sewer Utility Billing Clerk – Provides
clerical assistance and customer service for sewer utility
billing. Processes and maintains records of accounts
payable. Reviews invoices and verifies accuracy. Reviews
bills and resolves disputes. Processes billing. Maintains
logs for delinquent accounts.
City Clerk: City Clerk – Performs specialized clerical and
administrative work maintaining City records. Supervises
staff and oversees customer service in City Hall.
Maintains the City seal. Administers official oaths and
affirmations. Prepares official documents. Issues and
countersigns City warrants and bonds. Coordinates
elections. Administers business and liquor license
processes. Maintains City’s filing system.
Community Development: Building Inspector – Inspects
buildings and construction for conformity to codes,
ordinances, and regulations. Inspects new or remodeled
residential properties for footing and framing, electrical,
mechanical, plumbing codes. Recommends materials and
methods of installation or repair. Reviews and approves
building plans. Inspects site preparation. Maintains
records.



Community Development: Building Official – Plans,
organizes, coordinates, schedules, assigns, and evaluates
the work of Building Inspectors for residential and
commercial inspections of electrical, mechanical and
plumbing codes. Formulates code revisions. Inspects
buildings and construction for conformity to codes,
ordinances, and regulations. Inspects new or remodeled
residential and commercial properties. Recommends
materials and methods of installation. Reviews and
approves building plans. Inspects site preparation.
Maintains records.
Community Development: Community Development
Customer Service Assistant – Acts as customer service
contact for the department and provides clerical and
administrative assistance. Answers phone and sorts mail.
Maintains records. Processes applications and permits.
Schedules inspections and takes messages. Does research
and prepares summaries. Drafts reports.
Community Development: Code Enforcement Officer –
Primary contact for zoning, subdivision, and property
maintenance code complaints and enforcement. Inspects
properties for code compliance. Documents violations
and notifies appropriate parties. Promotes compliance in
the community. Maintains records. Drafts reports.
Responds to inquiries from the public.
Community Development: Community Development
Director – Oversees all functions of the department
including planning, zoning, subdivision, economic
development, building permitting and inspections, code
enforcement, floodplain management, and line locating.
Supervises staff. Reviews permits and applications. Trains
staff. Prepares budget and budget analysis documents.
Oversees contracts and project implementation.
Community Development: Planner – Acts as support to
the Director, providing research, administrative,
analytical, and planning support. Conducts City codes
research. Develops planning studies and reports. Assists
with reviews of moderately difficult development
applications and site plans. Prepares reports. Collects
statistical data.



Finance: Treasurer – Administers monetary funds,
investments, and banking activities. Oversees general
ledger accounting. Prepares budget projections.
Calculates and proposes tax levy. Prepares reports.
Prepares and submits tax deposits. Verifies and approves
bond and bond fee payments. Oversees billing
operations. Assists with budget process.
Court: Assistant Court Clerk – Performs clerical tasks,
accounting procedures, and public relations duties
related to court operations. Prepares court dockets,
appeals, and required forms. Coordinates and responds
to correspondence and attorney requests. Processes
finger print cards.
Court: Court Clerk – Supervises all aspects of the court.
Performs clerical tasks, accounting procedures, and public
relations duties related to court operations. Compiles and
distributes monthly reports. Reconciles and maintains
payable and receivable accounts. Assigns work.
Supervises data, the collection of stays, restitution
payments, fines, and costs. Prepares court dockets,
appeals, and required forms. Coordinates and responds
to correspondence and attorney requests. Monitors and
supervises court probations.
Parks: Laborer – Performs maintenance duties. Operates
heavy equipment. Mows and trims. Removes trash and
debris from City parks and lots. Performs machinery and
vehicle maintenance. Does snow removal and ice control
operations.
Parks: Superintendent – plans, directs, manages, and
oversees the daily operations of the park system.
Supervises staff. Performs general park maintenance.
Supervises construction projects. Inspects park amenities
and playgrounds. Oversees machinery and vehicle
maintenance.
Police: Captain – Directs, supervises, and oversees
subordinate assignments. Works to apprehend and
detain wanted persons. Commands the force during
emergencies. Performs police duties. Completes reports.
Maintains equipment and vehicles. Directs employee
training and development.



Police: Chief – Directs, manages, and supervises the
department. Promulgates rules, regulations, and codes
for the department, coordinates and administers daily
activity through the chain of command and through
direct involvement, and directs activities of preparing the
police budget. Coordinates internal investigations.
Police: Detective Sergeant – Investigates crimes and
maintains knowledge of laws and ordinances. Establishes
crime scenes and collects evidence. Interviews victims,
suspects, and witnesses. Prepares investigative reports
and case files. Testifies in court. Assists Captain with
department administration. Occasionally acts as patrol or
crime scene supervisor.
Police: Officer – Patrols areas to maintain law and order.
Responds to emergencies. Protects people and property.
Enforces laws. Directs traffic. Investigates crime reports,
and prepares reports. Maintains and cleans department-
issued equipment.
Police: Sergeant – Supervises patrol of an area and
performs police duties. Supervises staff and assigns
duties. Investigates offenses and any suspicious
conditions, makes arrests, recovers property, and
transports prisoners to appropriate facilities. Prepares
reports and case files. Testifies in court. Coordinates
enforcement of traffic and parking violations. Administers
first aid.
Public Works: Crew Leader – Oversees general
operations and daily duties for the Operations Division.
Mentors new and subordinate employees. Trains
laborers. Operates heavy equipment. Performs ice
control and snow plowing. Assists with traffic control
during projects. Prepares reports.
Public Works: Construction Inspector – Inspects public
infrastructure. Oversees grading operations, street, storm
sewer, sanitary sewer, and sidewalk construction.
Oversees onsite material testing for compliance.
Investigates citizen complaints. Prepares inspection
reports. Assists with emergency operations.



Public Works: Customer Service Assistant – Acts as
customer service contact for the department and
provides clerical and administrative assistance. Answers
phone and sorts mail. Maintains records. Assists with
scheduling, billing, and contract compliance. Researches
and prepares summaries.
Public Works: Director – Plans, directs, manages, and
oversees activities, projects, and operations of the
department. Schedules and supervises maintenance
projects. Selects, trains, and supervises staff. Oversees
maintenance of vehicles and equipment. Prepares and
maintains records. Assists with budget preparation and
oversight. Responsibilities also include flood
management, engineering, traffic engineering, facility
maintenance (remote sites), and maintenance and
construction of public improvements. Coordinates
assigned activities with other City departments and
outside agencies. Provides administrative support to the
City Administrator. Prepares and oversees department
budget.
Public Works: Director of Operations – Plans, directs,
manages, and oversees daily operations of the
Operations Division. Coordinates projects. Supports the
Public Works Director. Schedules and supervises
maintenance projects. Selects, trains, and supervises
staff. Oversees maintenance of vehicles and equipment.
Prepares and maintains records. Assists with budget
preparation and oversight.
Public Works: Laborer – Performs maintenance duties.
Operates heavy equipment. Participates in repair of
asphalt, concrete, gravel, and streets, alleys, and
sidewalks. Installs, repairs, and maintains drainage
structures. Mows and trims. Removes trash and debris
from City parks and lots. Performs machinery and vehicle
maintenance.
Public Works: Nature Sanctuary Assistant Director –
Assists with routine maintenance of trails, signs, sheds,
bridges, and boardwalks. Plans, prepares, and conducts
special events. Leads hikes and work days. Assists with
coordinating weed control.  Supervises volunteers.



Public Works: Nature Sanctuary Director – Directs and
oversees the maintenance of trails, signs, sheds, bridges,
and boardwalks. Directs the finances and donations.
Responds to inquiries from the public. Leads hikes and
work days. Coordinates weed control.  Directs and
coordinates volunteer work. Coordinates special events.
Public Works: Seasonal Laborer – Performs maintenance
duties. Operates heavy equipment. Participates in repair
of asphalt, concrete, gravel, and streets, alleys, and
sidewalks. Installs, repairs, and maintains drainage
structures. Mows and trims. Removes trash and debris
from City parks and lots. Performs machinery and vehicle
maintenance.
Public Works: Skilled Laborer – Performs maintenance
duties. Operates heavy equipment. Supervises and
participates in repair of asphalt, concrete, gravel, and
streets, alleys, and sidewalks. Installs, repairs, and
maintains drainage structures. Operates tractors to mow
and weed. Performs machinery and vehicle maintenance.



APPENDIX 3 – Additional Market Data



Health Insurance

Item

City of
Parkville Share
%

Peer Group
Employer Share
%

Health Insurance (employee) 114.00% 94.50%
Health Insurance (family) 81.33% 63.21%
Vision (employee) 0.00% 64.99%
Vision (family) 0.00% 37.66%
Dental (employee) 100.00% 79.26%
Dental (family) 37.00% 45.32%

Paid Time Off

Vacation after 1 year 10.00 12.47
Vacation after 5 years 12.00 16.41
Vacation after 10 years 15.00 20.23
Vacation after 15 years 17.00 23.00
Annual Sick Leave Allowed after 5
years 12.00 11.95
Annual Holidays 11 10.24
Floating Holidays 0 0.875

Retirement

State Retirement Contribution by
Department

City of
Parkville
LAGERS

contribution

Peer Group
LAGERS or

KPERS
contribution

General 8.20% 10.22%
Law Enforcement 10.30% 10.58%

Fire 8.40%

City of
Parkville

Peer Group

457 Employer Contribution 0.00% 1.51%

Leave Hours

Peer Group
Days Per Year

City of
Parkville Days

per Year
Provided



Incentive/Certification Pay
City of

Parkville
Peer Group

Police Certification % or flat amount 0.00% 2.05%
Building Inspection % or flat amount 0.00% 0.00%
CDL % or flat amount ** (this is the
percentage of the fee to get certified) 0.00% 33.33%

2018 Salary Increases
City of

Parkville
Peer Group

COLA 1.00% 1.26%
Step Increase 0.00% 3.25%

Longevity

$100/yr FT;
$50/yr PT every

5 years 1.00%
Merit 1.00% 2.58%

Pay Range Adjustment
Other 2.25%



APPENDIX 4 – Employee Survey



Employee Survey % Very Important
Wages 82%
Health benefits 74%
Retirement system 74%
Paid time off 68%
Dental benefits 59%
Providing training/education for my job 56%
Flexible work environment 50%
Accrual and payout of leave 50%
Vision benefits 47%
Pay plan that provides upward mobility 47%
Pay reward for longevity when frozen at the top 44%
Overtime pay 44%
Pay plan that lets me know where I will be in 5, 10, and 15 years 44%
Pay reward for a job well done 41%
Pay reward for cross-training of jobs 38%
Uniform allowance 38%
Tuition reimbursement 35%
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Employee Survey



APPENDIX 5 – Job Description Comments



CITY OF PARKVILLE JOB DESCRIPTION
Assistant to the City Administrator

Title: Assistant to the City Administrator Department: Administration

Supervisor: City Administrator FLSA Status: Exempt

Pay Grade: $39,339-$64,162 Schedule: 8:00 a.m. – 5:00 p.m., Monday - Friday,
limited evening and weekend meetings as needed

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned.

General statement of main duties:
The Assistant to the City Administrator (AtoCA) is the primary managerial assistant to the City
Administrator and the Mayor and Board of Alderman. As such, the AtoCA provides analytical
management assistance by planning, coordinating, and directing programs, conducting surveys
and studies, and special projects and performs related work as required. The position is expected
to perform analytical work requiring knowledge of administrative principles and analytical
practices. The AtoCA serves as a member of the senior management team and attends
department head level staff meetings. Work is distinguished from department head positions by
such factors as limited supervisory responsibility and/or the performance of less complex
management tasks, under the management oversight of the City Administrator. The position
involves significant financial oversight and reporting duties, including assistance with
preparation of the annual budget, and monitoring of expenditures throughout the year. The
AtoCA may be temporarily tasked to oversee various employees, divisions, projects, or functions
on special assignment by the City Administrator.

Minimum Qualifications: The Assistant to the City Administrator shall be a graduate of an
accredited university or college, majoring in political science, public or municipal
administration, communications, or a similar field. A master’s degree in public administration
(MPA) or similar field is required, although coursework may be in progress if a degree is
obtained within two years from the date of hire.  Coursework in budgeting, financial
management, and local governance is an advantage. The position requires a valid state driver’s
license.

Essential Job Functions:
1. Plans, organizes, and coordinates various projects, programs and services involving

diverse administrative operations; may administer or manage specific projects, programs
and/or services; recommends and assists in installing improved administrative methods,
procedures, equipment, and facilities (daily).

2. Oversee all building maintenance and repair functions for City Hall and assists with
coordination of maintenance for off-site facilities as needed (weekly).



3. Conducts research and analytical studies on a variety of programs and issues; coordinates
and expedites reports and program information from department input; develops
procedures and forms; formulates recommendations and prepares reports and
correspondence (weekly).

4. Assists in determining financial methods, procedures, and costs pertaining to a
departmental service or program; conducts cost-benefit analyses and reviews and
prepares financial and statistical reports; coordinates contract arrangements with other
organizations and private parties (weekly).

5. Prepares grant applications and handles the details of grant or proposal preparation and
administration including contracts with federal, state, and local agencies (as needed).

6. Serve as the staff liaison to the Community Land and Recreation Board (CLARB).
Facilitate parks planning, including park master plan updates, and special event
applications (monthly).

7. Coordinate with other city departments and divisions regarding special events,
maintenance, and technical expertise (as needed).

8. Plan, direct and coordinate, through subordinate level supervisory and managerial
personnel the Parkville Nature Sanctuary. Oversee the spending of the Nature Sanctuary
Budget (weekly).

9. Prepares the City’s Annual Report under the direction of the City Administrator
(annually).

10. Confers with department heads, officials, consultants, and explains policies and
procedures; makes written and oral presentations on assigned projects and programs (as
needed).

11. Provides staff support to committees or other departments, as assigned (as needed).
12. Prepare and distribute charts, graphs, and other supporting materials during the annual

budget process (as needed).
13. Prepare budget and fund analysis documents for the City Administrator and Board of

Alderman (as needed).
14. Assist with review and quality control of written and presentation materials for Board of

Aldermen meetings and other public meetings (weekly).
15. Prepare and/or review policy reports and other communications to the Mayor and Board

of Alderman (weekly),
16. Assist with sewer billing and front desk reception duties as needed during scheduled

leave for other employees (as needed).
17. Provide overall management support including assistance with the oversight of

department operations. Works closely with the City Administrator and Department Heads
to ensure internal systems are operating effectively (daily).

18. Perform policy research and analysis for special projects as assigned by the City
Administrator (daily).

19. Supervise interns and other staff as assigned (as needed).
20. Perform other related duties as assigned (as needed)

Primary Responsibilities:
 Communicate effectively with members of the public, other employees, Mayor and Board of

Aldermen.



 Research, analyze, and make recommendations regarding organizational projects, issues,
structures, programs and procedures.

 Assist with preparation of the annual budget.
 Draft correspondence, reports, charts, graphs and other documents as directed by the City

Administrator.
 Maintain excellent records of all work assignments.
 Perform other duties as may be assigned or required.

Required Knowledge, Skills and Abilities:
 Ability to maintain a valid license to operate motor vehicles in the state of Missouri and the

skills and abilities to operate department vehicles safely within specified vehicle operating
procedures and departmental standards.

 Ability to apply concepts of basic algebra and geometry.
 Ability to calculate figures and amounts such as discounts, interest, commissions,

proportions, percentages, area, circumference, and volume.
 Ability to define problems, collect data, establish facts, and draw valid conclusions.
 Ability to effectively present information and respond to questions from groups of managers,

clients, customers, and the general public.
 Ability to handle significant fiscal oversight and responsibility.
 Ability to interpret an extensive variety of technical instructions in mathematical or diagram

form and deal with several abstract and concrete variables.
 Ability to multi-task and perform with evolving priorities.
 Ability to perform assigned duties within broad parameters defined by general organizational

policies and accepted practices with limited direct oversight. End results determine
effectiveness of job performance.

 Ability to read, analyze, and interpret general business periodicals, professional journals,
technical procedures, or governmental regulations.

 Ability to research, collate and present information effectively.
 Ability to supervise the work of part-time employees, temporary employees, or interns.
 Ability to write reports, business correspondence, and procedure manuals.
 Knowledge in a general professional or technical field, preferably in government

management, political science, or finance.
 Knowledge of best practices in local government budgeting and reporting.
 Knowledge of governmental regulations and resolutions and ordinances, statutes, regulations,

laws, legal codes, court procedures, precedents, executive orders, and agency rules that affect
the functions of municipal government.

 Knowledge of local government practices and procedures including public sector
procurement procedures.

 Knowledge of municipal operations, finance and services.

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



The noise level in the work environment is usually moderate. Stressful situations may occur
when dealing with the public.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

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

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Billing Clerk

Title: Billing Clerk Department: Administration

Supervisor: Finance/HR Director FLSA Status: Full-time, Non-Exempt

Pay Grade: $13.03-$17.14 per hour Schedule: 40 hours per week scheduled between
8:00 am – 5:00 pm, Monday – Friday, with hours
outside these times as needed.

This description represents a body of work typically performed in this position, but does not
necessarily represent all of the duties which may be assigned to the incumbent in the position.

The incumbent is responsible for performing miscellaneous duties as needed or assigned.

General statement of main duties: The position will have its time split with approximately 15
hours per week in Accounts Payable and 25 hours per week in Utility Billing. These ratios are
subject to change with the needs of the City.

The Billing Clerk serves as the primary contact for Accounts Payable. The Billing Clerk will
process and maintain accurate records of all accounts payable, review all invoices and verify
accuracy and authority for purchase, review bills for accuracy and resolve disputes directly with
vendors as needed, verify proper coding of all invoices to ensure accurate accounting of all
purchases, process, print, and obtain appropriate signatures for all checks, mail all executed
checks with proper remittance documents, make online bill payments where applicable, prepare
accurate accounts payable policy reports for action by the Board of Alderman, respond to
inquiries from vendors and staff regarding expenditures and pending payments, and generate
annual IRS Form 1099 for payments to vendors as needed.

The Billing Clerk serves as the primary customer service contact for Sewer Utility Billing. The
Billing Clerk will process receivables by receipting payments in cash, check, electronic and
credit card payments, maintain and submit ACH files, update accounts to reflect current
occupancy status, enter new streets and addresses to the sewer customer database as new homes
are constructed, make adjustments to customer accounts when the occupancy status has changed
or when there has been a payment or billing error, prepare monthly billing records, submit
addresses monthly to post office for certification, print, prepare and mail approximately 1,700
sewer billings, maintain 30-, 60-, and 90-day logs for delinquent accounts,  research all
delinquent accounts to compile a complete list of addresses – landlords and tenants – that
includes all property and mailing addresses associated with each account, prepare certified letters
for 60-day water shut-off notices and send to all qualifying addresses, prepare certified letters for
30-day water shut-off notices and send to all qualifying addresses, determine and prepare files
for disconnects and reconnects, file liens on foreclosures and landlord properties for delinquent



tenants, and prepare month-end reports. Additionally, the position will back up front desk on
phones, water bills, park reservations and pedestrian traffic.

Minimum Qualifications: The Billing Clerk shall have a high school diploma, or equivalent,
with experience in Microsoft Word, Excel and Outlook and ability to type at least 40 words per
minute.  The Billing Clerk must be: self-motivated; highly organized; have an ability to learn
quickly; have excellent clerical, written and verbal communication and customer service skills;
be capable of managing multiple responsibilities and deadlines; and have excellent follow
through.  Some college or a college degree and prior relevant experience preferred.

Essential Job Functions:
1. File and maintain electronic and printed records (daily)
2. Provide general clerical assistance, including typing, proof-reading, copying, scanning,

corresponding and similar to the Director (daily)
3. Communicate progress with the Director (daily)
4. Meet with the Director to coordinate schedules and duties (bi-weekly)
5. Attend department meetings and take notes or minutes (as needed)
6. Assist with drafting policy reports, ordinances and minutes (as needed)
7. Process receivables by receipting payments in cash, check, electronic and credit card

payments.
8. Maintain and submit ACH files on the 21st of each month or next business day (monthly)
9. Update accounts to reflect current occupancy status (weekly)
10. Enter new streets and addresses to the sewer customer database as new homes are

constructed (monthly)
11. Make adjustments to customer accounts when the occupancy status has changed or when

there has been a payment or billing error (daily)
12. Prepare monthly billing records (monthly)
13. Submit addresses monthly to post office for certification (monthly)
14. Print, prepare and mail approximately 1,700 sewer billings (monthly)
15. Maintain 30-, 60-, and 90-day logs for delinquent accounts (daily)
16. Research all delinquent accounts and compile a complete list of addresses – landlords and

tenants – that includes all property and mailing addresses associated with each account
(monthly)

17. Prepare certified letters for 60-day water shut-off notices and send to all qualifying
addresses (monthly)

18. Prepare certified letters for 30-day water shut-off notices and send to all qualifying
addresses (monthly)

19. Determine and prepare files for disconnects and reconnects (weekly)
20. File liens on foreclosures and landlord properties for delinquent tenants (monthly)
21. Prepare month-end reports (monthly)
22. Back up front desk on phones, water bills, park reservations and pedestrian traffic (as

needed)
23. Process and maintain accurate records of all accounts payable. (daily)
24. Review all invoices and verify accuracy and authority for purchase. (daily)
25. Review bills for accuracy and resolve disputes directly with vendors as needed. (weekly)



26. Verify proper coding of all invoices to ensure accurate accounting of all purchases.
(daily)

27. Process, print, and obtain appropriate signatures for all checks. (weekly)
28. Mail all executed checks with proper remittance documents. (weekly)
29. Make online bill payments where applicable.  (weekly)
30. Prepare accurate accounts payable policy reports for action by the Board of Alderman

(bi-monthly).
31. Respond to inquiries from vendors and staff regarding expenditures and pending

payments. (as needed)
32. Generate annual IRS Form 1099 for payments to vendors as needed. (annually)
33. Perform other related duties as assigned (as needed)

Primary Responsibilities:
 Assist with requests for public information.
 Collaborate with the Director and department staff to assist in the development and

implementation of goals, objectives, policies and priorities.
 Answer phones and serve as the primary customer service contact for the sewer-related

questions.
 Process sewer receivables.
 Prepare and mail sewer billings.
 Prepare and mail late notices.
 Determine and prepare disconnects and reconnects.
 Prepare month-end reports.
 Perform related work and special assignments at the direction of the Finance/HR Director.
 Communicate effectively with members of the public, other employees, Mayor and Board of

Aldermen.
 Manage all accounts payable processing to ensure accurate and timely payment of all

invoices.
 Maintain excellent records of accounts payable and all other work assignments.

Required Knowledge, Skills and Abilities:
 Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers,

common fractions, and decimals.
 Ability to apply common sense understanding to carry out detailed but uninvolved written or

oral instructions.
 Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.
 Ability to deal with problems involving a few concrete variables in standardized situations.
 Ability to establish and maintain effective working relationships and use good judgment,

initiative and resourcefulness with the public, department employees and other City officials.
 Ability to handle significant fiscal oversight and responsibility.
 Ability to multi-task and perform with evolving priorities.
 Ability to read and interpret documents such as safety rules, operating and maintenance

instructions, and procedure manuals.
 Ability to speak effectively before groups of customers or employees of organization.
 Ability to write routine reports and correspondence.



 Knowledge of local government practices and procedures including public sector
procurement procedures.

 Knowledge of modern office procedures, including skill in the use of office equipment and
technology.

 Knowledge of municipal operations, finance and services.
 Knowledge of record keeping best practices.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

 Skill in researching, analyzing and interpreting written material.
 Skill in writing and ability to produce grammatically correct and factual written reports,

records, and correspondence.

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

The noise level in the work environment is usually moderate.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

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

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________ __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Finance/Human Resources Director

Title: Finance/Human Resources Director Department: Administration

Supervisor: City Administrator FLSA Status: Exempt

Pay Range: $54,400 - $73,440 Schedule: 8:00 a.m. – 5:00 p.m., Monday - Friday,
occasional weekend and evening hours as needed,
especially during peak work periods (i.e. annual
budget)

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned.

General statement of main duties: The Finance/Human Resources Director administers the
City’s human resources and employee relations program. The Finance/Human Resources
Director administers all monetary funds, investments and banking activities pertaining to the
City’s General, Debt, Sewer Service funds, all reserved funds and the George Fewson Project
Fund.  The Finance/Human Resources Director signs all checks, and is a co-signer for the Court.
The Finance/Human Resources Director oversees the City’s general ledger accounting system.
The Director makes recommendations to the City Administrator regarding City policies and
procedures that are necessary to comply with changing labor laws and the direction of the Mayor
and Board of Aldermen. The Director oversees the employment selection, evaluation and
disciplinary processes to ensure fairness and proper application of all applicable laws and
policies. The Director coordinates training and assistance to the City Administrator and
Department Heads on personnel related matters. The Director oversees risk management for
property, liability and workers’ compensation exposure. The Director also oversees the
operations of the City’s Finance Department, including but not limited to, budgeting, revenue
forecasting, accounting, accounts payable, accounts receivable, payroll, investments, utility
billing, and debt management.

Minimum Qualifications: The Finance/Human Resources Director shall be a graduate of an
accredited university or college, majoring in human resource management, business, finance,
general management, accounting or a similar field. A minimum of five years of progressive
experience in public management, human resources, accounting, or public finance is required.
The director should possess a valid driver’s license.

Essential Job Functions:
1. Perform supervisory functions of hiring, training, assigning work, scheduling,

reviewing, and evaluating performance. (daily)
2. Ensure personnel policies and procedures are reviewed and updated as necessary to

comply with all applicable laws. (annually)



3. Manage and oversee the City’s employee benefits program. Researches new or
enhanced benefit programs and makes recommendations to the City Administrator for
implementation of new or revised employee benefits. (daily)

4. Maintain the City’s personnel files and ensure that all files are kept in accordance with
applicable laws and policies. Ensure employee confidentiality is maintained. (daily)

5. Provide advice, counsel, and training to Department Heads and other supervisors on
personnel matters. (daily)

6. Administer the City’s employee selection process including the posting and
advertising of vacancies, participating in interviews as needed, and overseeing
background and reference checks of new employees. (as needed)

7. Direct the orientation and training of all employees as appropriate to enhance job skills
and knowledge. (as needed)

8. Oversee the City’s property, liability and workers’ compensation risk management
programs. (daily)

9. Prepare and/or ensure quality control of written and verbal recommendations to the
Finance Committee and Board of Aldermen (bi-weekly)

10. Oversee the employee performance evaluation system and ensure all supervisors
complete accurate and timely reviews as scheduled. (monthly)

11. Direct the financial operations of the City by an established central accounting system
with commonly accepted governmental accounting principles. (daily)

12. Prepare financial statements and cost reports at regular intervals. (monthly)
13. Direct purchasing of goods and services within budget appropriations. (daily)
14. Oversee the investment of public funds and the payment of debt obligations. (daily)
15. Ensure the timely and accurate recording of all financial transactions. (daily)
16. Work with staff to assist in the preparation of the annual audit and annual budget.

(annually)
17. Oversee accurate and timely sewer utility billing. (daily)
18. Manage City accounts and contracts for cellular telephone service. (monthly)
19. Manage and monitor all City-issued credit cards. (as needed)
20. Oversee accurate and timely accounts payable and accounts receivable processing. (bi-

weekly)
21. Process accurate and timely payroll. (bi-weekly)
22. Perform the duties of the City Collector as defined by the Municipal Code of the City

of Parkville. (daily)
23. Perform miscellaneous duties as needed or assigned by the City Administrator. (as

needed)
24. Perform all bank transactions relating to maintaining sufficient and correct funds

balances in each account.  Invest funds in permitted interest bearing instruments, as
funds are available.  Verify that all City funds are covered by sufficient insurance or
pledged securities to cover the amounts in each account. (as needed)

25. Verify accuracy of accounting system cash balances with balances as reported by the
bank. (daily)

26. Verify that all funds are held in bank accounts assigned to the City Fund
corresponding to each money’s intended purpose. (as needed)

27. Sign all checks and verify agreement between checks and invoices. (as needed)
28. Cosign court checks (as needed)



29. Oversees the City Sewer Department billing operations, maintains Missouri American
usage data files, calculates Riss Lake grinder pump payments, and payments to Kansas
City for Parkville customers on the Kansas City sewer system. (daily)

30. Monitors the financial aspects regarding the sewer system debt issues and the SRF
debt issues. (as needed)

31. Downloads, formats and maintains sewer usage and billing records provided by
Missouri American Water Company.  (as needed)

32. Maintains and prepares information for transmitting to Kansas City Missouri for
billing for wastewater usage by city residents who are tied into the KCMO system. (as
needed)

33. Distributes audit reports to various banks and agencies according to bond
requirements. (annually)

34. Tracks the Fewson Project fund, working with the bank on investment decisions and
other matters (as needed)

35. Performs the duties of the City Treasurer as defined by the Municipal Code of the City
of Parkville. (daily)

36. The Finance/Human Resources Director is one of three managers for the Fewson
Project Fund, and handles the banking and record keeping functions for that fund. (as
needed)

37. Perform other related duties as assigned (as needed)

Primary Responsibilities:
 Communicate effectively with members of the public, employees, consultants, contractors,

Mayor, and Board of Aldermen.
 Perform direct supervision of the City Treasurer, Billing Clerk and Court Clerk.
 Oversee all aspects of the City’s financial policies and practices and ensure timely and

accurate accounting for all revenues and expenditures.
 Direct all aspects of the City’s personnel policies, practices, payroll, and employee benefits.
 Oversee the risk management programs for workers’ compensation, property, and liability

coverage.
 Assist with preparation of the annual budget.
 Draft correspondence, reports, charts, graphs and other documents as directed by the City

Administrator.
 Perform other duties as may be assigned or required.
 Sign all checks, verify agreement of payee and amount with invoice.
 Approve all bond and bond fee payments, comparing the billed amount to that on the bond

schedules (mistakes have been found).
 Approve other expenses that are related to my office, i.e., monthly sales tax reports.

Required Knowledge, Skills and Abilities:
 Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical

situations.
 Ability to define problems, collect data, establish facts, and draw valid conclusions.
 Ability to effectively present information, respond to questions and effectively interact with

associates, clients, customers, managers, general public, public groups, public officials, and
City Council.



 Ability to handle significant fiscal oversight and responsibility.
 Ability to interpret an extensive variety of technical instructions in mathematical or diagram

form and deal with several abstract and concrete variables.
 Ability to make effective and persuasive speeches and presentations on controversial or

complex topics to top management, public groups, and/or boards of directors.
 Ability to manage and supervise professional and clerical staff, including assignment of work

and review of the same.
 Ability to multi-task and perform with evolving priorities.
 Ability to perform assigned duties within broad parameters defined by general organizational

policies and accepted practices with limited direct oversight. End results determine
effectiveness of job performance.

 Ability to prepare complex financial reports in a timely and accurate manner.
 Ability to read, analyze, and interpret the most complex documents.
 Ability to respond effectively to the most sensitive inquiries or complaints.
 Ability to supervise maintenance of complex administrative records and prepare reports.
 Ability to work with mathematical concepts such as probability and statistical inference, and

fundamentals of plane and solid geometry and trigonometry.
 Ability to write speeches and articles using original or innovative techniques or style.
 Knowledge of accounting practices and administrative policies.
 Knowledge of economic and accounting principles and practices, the financial markets,

banking, and the analysis and reporting of financial data.
 Knowledge of governmental regulations and resolutions and ordinances, statutes, regulations,

laws, legal codes, court procedures, precedents, executive orders, and agency rules that affect
the functions of municipal government.

 Knowledge of municipal finance practices.
 Knowledge of principles and practices of human resources, public administration, municipal

finance, and accounting.
 Knowledge of principles underlying laws and regulations pertaining to local government and

human resources.
 Knowledge of research methods, techniques, and report preparation and presentation.
 Skill in budget preparation and presentation skills.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

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

The noise level in the work environment is usually moderate.

Physical Requirements: The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.



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

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

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Administrative Intern

Title: Administrative Intern Department: Administration

Supervisor: Asst. to the City Administrator FLSA Status: Non-Exempt

Pay Grade: $10 per hour Schedule: approximately 15 hours per
week; flexible

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned.

General statement of main duties: The Administrative Intern performs clerical and
administrative duties such as research, report writing, scheduling meetings, and public meeting
preparation. The Administrative Intern performs policy research and analysis for special projects
as assigned by the City Administrator.  The Administrative Intern will be encouraged to attend
and participate in meetings and may be occasionally encouraged to attend a meeting of the
Finance Committee or Board of Aldermen.

Minimum Qualifications: The Administrative Intern shall be a current student or recent
graduate (within one year) of an accredited university or college, majoring in political science,
public or municipal administration, communications, or a similar field. Coursework toward a
master’s degree in public administration (MPA) or similar field is strongly preferred.

Essential Job Functions:
1. Work with senior staff to evaluate options for property maintenance and management of

City Hall; evaluate options and costs for private property management services; make a
recommendation to the City Administrator regarding the same.

2. Work with the parks division of the Public Works Department to perform a cost-benefit
analysis regarding the viability of using reclaimed water from Rush Creek to irrigate
recreational ball fields in English Landing Park; make a recommendation to the Public
Works Director and City Manager regarding the same.

3. Review and understand the current method for evaluating street maintenance conditions
and setting minimum acceptable condition levels; research peer communities to
determine best practices for setting minimum acceptable condition levels for street
maintenance; make a recommendation the Public Works Director and City Manager
regarding alterations, if any, to the current methodology.

4. Research options for engaging an energy savings company (ESCO) to implement
improvements to City Hall or other public infrastructure (street and parks lighting) to
generate energy savings; conduct a competitive process in accordance with the
purchasing policy to engage an energy savings company; scrutinize financing methods
and make recommendations regarding the same.

5. Perform other related duties as assigned (as needed)



Required Knowledge, Skills and Abilities:
 Ability to apply concepts of basic algebra and geometry.
 Ability to calculate figures and amounts such as discounts, interest, commissions,

proportions, percentages, area, circumference, and volume.
 Ability to effectively present information and respond to questions from groups of managers,

clients, customers, and the general public.
 Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule

form.
 Ability to multi-task and perform with evolving priorities.
 Ability to perform assigned duties within broad parameters defined by general organizational

policies and accepted practices with limited direct oversight. End results determine
effectiveness of job performance.

 Ability to read, analyze, and interpret general business periodicals, professional journals,
technical procedures, or governmental regulations.

 Ability to solve practical problems and deal with a variety of concrete variables in situations
where only limited standardization exists.

 Ability to write reports, business correspondence, and procedure manuals.
 Knowledge of government operations, political science, finance and services.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

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

The noise level in the work environment is usually moderate.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

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

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date



____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Part –Time Receptionist

Title: Receptionist Department: Administration (80%)
City Clerk Department (20%)

Supervisor: City Clerk FLSA Status: Part-time, Non-Exempt

Salary Range: $12.65-$18.17 per hour Schedule: Varies: will average 40 hours every two
weeks. 8:00 am – 5:00 pm, Monday – Friday and
other hours as needed.

This description represents a body of work typically performed in this position, but does not
necessarily represent all of the duties which may be assigned to the incumbent in the position.

The incumbent is responsible for performing miscellaneous duties as needed or assigned.

General statement of main duties: The receptionist serves as the primary customer service
contact at City Hall and provides primary clerical and administrative assistance to the City Clerk.
Answers phones; distributes mail; files and processes various licenses, permits, and payments;
and performs a variety of office management functions. Assists the City Clerk with processing
business licenses and is in charge of dog license and golf cart/low speed vehicle permits. The
receptionist works closely with all employees in City Hall with primary direction provided by the
City Clerk.

Minimum Qualifications: The receptionist shall have a high school diploma, or equivalent, with
experience in Microsoft Word, Excel, Access and Outlook and ability to type at least 40 words
per minute. The receptionist must be self-motivated; highly organized; have an ability to learn
quickly; have excellent clerical, written and verbal communication and customer service skills;
be capable of managing multiple responsibilities; and have excellent initiative and follow-
through.

Essential Job Functions:
1. Answer phone calls and basic questions or direct the call to the appropriate staff (daily)
2. Sort and distribute department mail (daily)
3. Provide general clerical assistance, including typing, proof-reading, copying, scanning,

corresponding and similar to the department directors (daily)
4. Manage front desk, order supplies and maintain general office equipment such as the

postage machine and network copier (daily)
5. Compile information, answer questions and process business licenses prior to final

approval (daily)
6. Process and maintain dog licenses and golf cart/low speed vehicle registrations (as

needed)
7. Process building permit payments, right of way permits, payments for police reports.
8. Process shelter reservations, credit card payments, maintain and disseminate event

calendar.



9. Process customer payments, answer general billing questions and reconcile cash drawer
(daily)

10. Perform other related duties as assigned (as needed)

Primary Responsibilities:
 Greet, assist and direct citizens and the general public
 Use a multiline telephone, answer and route all incoming calls on the City’s main line
 Assist with general office and clerical duties
 Maintain adequate inventory of supplies and order when needed
 Process payments and maintain petty cash
 Process requests for park reservations
 Assist City Clerk with packet preparation and projects as needed
 Assist departments with special projects as needed

Required Knowledge, Skills and Abilities:
 Ability to balance and reconcile cash and accounts.
 Ability to calculate figures and amounts such as discounts, interest, commissions,

proportions, percentages, area, circumference, and volume.
 Ability to effectively present information and respond to questions from customers, and the

general public.
 Ability to establish and maintain effective working relationships and use good judgment,

initiative and resourcefulness with the public, department employees and other City officials.
 Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule

form.
 Ability to multi-task and perform with evolving priorities.
 Ability to read, analyze, and interpret general business periodicals, professional journals,

technical procedures, or governmental regulations.
 Ability to solve practical problems and deal with a variety of concrete variables in situations

where only limited standardization exists.
 Ability to use a personal computer and printer, programs including Microsoft Word and

Excel and Access, be able to navigate the web, program the telephone system, postage
machine and other office equipment.

 Ability to write reports, business correspondence, and procedure manuals.
 Knowledge of municipal record keeping best practices.
 Skill in handling customer service,  and ability to resolve/diffuse customer issues and

complaints.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

 Skill in writing and ability to produce grammatically correct and factual written reports,
records, and correspondence.

Working Conditions:  The work environment characteristics described here are representative
of those an employee encounters while performing the essential functions of this position.



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

The noise level in the work environment is usually moderate.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

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

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Utility Billing Clerk

Title: Part-time Utility Billing Clerk Department: Administration. (20 hrs/week avg.)

Supervisor: Treasurer FLSA Status: Part-time, Non-Exempt

Salary Range: $12.65 per hour Schedule: 20 hours per week scheduled between 8:00
am – 5:00 pm, Monday – Friday

This description represents a body of work typically performed in this position, but does not
necessarily represent all of the duties which may be assigned to the incumbent in the position.

The incumbent is responsible for performing miscellaneous duties as needed or assigned.

General statement of main duties: The Utility Billing Clerk serves as the primary customer
service contact for sewer utility billing. The Utility Billing Clerk will process receivables by
receipting payments in cash, check, electronic and credit card payments, maintain and submit
ACH files, prepare monthly billing records, submit addresses monthly to post office for
certification, print, prepare and mail approximately 1,700 sewer billings, maintain 30, 60, and 90
day logs for delinquent accounts, mail 30 day notices to residences, research addresses and mail
notices to landlords, prepare certified letters for 60 day notices, determine and prepare files for
disconnects and reconnects, file liens on foreclosures and landlord properties for delinquent
tenants, and prepare month end reports. Additionally, the position will back up front desk on
phones, water bills, park reservations and pedestrian traffic.

Minimum Qualifications: The Utility Billing Clerk shall have a high school diploma, or
equivalent, with experience in Microsoft Word, Excel and Outlook and ability to type at least 40
words per minute.  The Utility Billing Clerk must be: self-motivated; highly organized; have an
ability to learn quickly; have excellent clerical, written and verbal communication and customer
service skills; be capable of managing multiple responsibilities and deadlines; and have excellent
follow through.  Some college or a college degree and prior relevant experience preferred.

Essential Job Functions:
1. Process receivables by receipting payments in cash, check, electronic and credit card

payments.
2. Maintain and submit ACH files (daily)
3. Prepare monthly billing records (monthly)
4. Submit addresses monthly to post office for certification
5. Print, prepare and mail approximately 1,700 sewer billings (monthly)
6. Maintain 30, 60, and 90 day logs for delinquent accounts (daily)
7. Mail 30 day notices to residences (monthly)
8. Research addresses and mail notices to landlords (daily)
9. Prepare certified letters for 60 day notices (monthly)
10. Determine and prepare files for disconnects and reconnects (weekly)
11. File liens on foreclosures and landlord properties for delinquent tenants (monthly
12. Prepare month end reports (monthly)



13. Back up front desk on phones, water bills, park reservations and pedestrian traffic (daily)
14. Perform other related duties as assigned (as needed)

Primary Responsibilities:
 Answer phones and serve as the primary customer service contact for the Sewer related

questions.
 Process sewer receivables
 Prepare and mail sewer billings
 Prepare and mail late notices
 Determine and prepare disconnects and reconnects
 Prepare month end reports
 Perform related work and special assignments at the direction of the Treasurer.

Required Knowledge, Skills and Abilities:
 Ability to calculate figures and amounts such as discounts, interest, commissions,

proportions, percentages, area, circumference, and volume.
 Ability to effectively present information and respond to questions from customers, and the

general public.
 Ability to establish and maintain effective working relationships and use good judgment,

initiative and resourcefulness with the public, department employees and other City officials.
 Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule

form.
 Ability to multi-task and perform with evolving priorities.
 Ability to read, analyze, and interpret general business periodicals, professional journals,

technical procedures, or governmental regulations.
 Ability to solve practical problems and deal with a variety of concrete variables in situations

where only limited standardization exists.
 Ability to write reports, business correspondence, and procedure manuals.
 Knowledge of municipal record keeping best practices.
 Knowledge of record keeping best practices.
 Skill in handling customers.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

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

The noise level in the work environment is usually moderate.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.



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

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

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
City Clerk

Title: City Clerk Department: City Clerk’s Office

Supervisor: City Administrator FLSA Status: Exempt

Pay Grade: $50,440 - $64,200 Schedule: 8:00 a.m. – 5:00 p.m., Monday - Friday,
evening meetings and other hours as needed.

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned.

General statement of main duties: The City Clerk performs specialized clerical and
administrative work in the maintaining of official City records. The City Clerk prepares agendas,
packets, and other materials for meetings of the Board of Aldermen and maintains minutes of all
business conducted by the Board of Aldermen. The City Clerk oversees the primary customer
service function of City Hall including answering phones, processing incoming mail, ordering
office supplies, processing various licenses, and processing park shelter and sports field
reservations. The City Clerk is responsible for official public communications including, but not
limited to, website, social media, newsletter, and online streaming. The City Clerk manages the
information technology resources and oversees related contracts for service.

Minimum Qualifications: The City Clerk shall have a bachelor’s degree from an accredited
university or college and at least two years previous experience in municipal records
management or related duties. Maintaining certification as a notary public is a requirement.
Candidate must be a Missouri Registered City Clerk through the Missouri City Clerks and
Finance Officers Association (MoCCFOA) or obtain status within three years of hiring.
Certification or a willingness to pursue the Certified Municipal Clerk (CMC) certification from
the International Institute of Municipal Clerks (IIMC) is preferred. The position requires a valid
state driver’s license. Occasional lifting of up to 30 pounds is required.

Essential Job Functions:
1. Keep and preserve the common Seal of the City and all records and public documents.

(daily)
2. Administer official oaths and oaths of persons certifying to demands or claims against the

City. (as needed)
3. Administer oaths or affirmations to parties and witnesses in any case which the Board of

Alderman may deem necessary for the due examination of any account or claim
presented to be audited. (as needed)

4. Attend all meetings of the Board of Aldermen. (weekly)
5. Keep a true and correct record of the business transacted by the Board. (weekly)



6. Keep a true copy of the ordinances, resolutions, and proclamations of the City in a book
provided for that purpose, affix to the same the date of the passage and the date of
approval by the Mayor, and keep an index of the same. (weekly)

7. Prepare all commissions and official documents which the Mayor is required to issue and
attest the same and keep a register thereof. (weekly)

8. Keep all accounts, books, vouchers and papers relating to the revenue, debts and physical
affairs of the City. (daily)

9. Issue and countersign all City warrants or City bonds which have been ordered by the
Board of Aldermen and keep a register thereof, showing the number, date and amount
thereof, the names of the person or persons to whom and on what account issued and
when redeemed. (as needed)

10. Coordinates municipal elections, prepares all documents required by the county election
board, prepares and publishes election legal notices and delivers a certificate of election
attested by the City seal to all persons elected to public City office.

11. Keep a true and accurate record of all accounts between the City and all other officers,
persons, or bodies corporate, who may have the collection of any money for the City,
charging each with the amount which may be in his hands for collection, or with blank
licenses or certificates, and crediting him with all payments made unto the City
Treasury. (daily)

12. Record all official bonds in a book kept for that purpose. (as needed)
13. Keep a record of all contracts, agreements and similar obligations of the City,

appointments to boards and committees. (as needed)
14. Coordinate Finance Committee and Board of Aldermen meeting agendas and related

packet materials by reviewing submitted items, analyzing materials, recommending
changes, ensuring departments submit necessary material, and obtaining final approval
from the City Administrator. (weekly)

15. Administer the process for issuing all business licenses, liquor licenses, solicitor licenses,
dog tags, golf carts. (as needed)

16. Oversee the primary customer service function of the city including answering phones,
processing incoming mail, ordering office supplies, and processing park shelter and
sports field reservations. (daily)

17. Maintain and update printed and electronic copies of the Municipal Code of the City of
Parkville. (as needed)

18. Maintain the City’s system of organizing, filing and archiving of printed and electronic
City records. (daily)

19. Supervise Receptionists. (daily)
20. Coordinate meetings and travel arrangements for the Mayor and Board of Aldermen,

including expense reports. (as needed)
21. Oversee all public information aspects of the City of Parkville including, but not limited

to, press releases, website, social media, online streaming, and the community newsletter.
(daily)

22. Oversee the information technology resources of the City and manage any related
contracts for services. (daily)

23. Performs other related duties as assigned by State Statute, City ordinance, the Municipal
Code or by the City Administrator. (as needed)



24. Act as official record custodian for the City, responding to requests for information from
the public. (as needed)

25. Publish notices for bids, requests for proposals, request for qualifications and quotes,
receipt documents and open bids, requests for proposals, qualifications and quotes.

26. Serve as custodian of cemetery records.
27. Perform other related duties as assigned (as needed)

Primary Responsibilities:
 Communicate effectively with the City’s management team, employees, Mayor, Board of

Aldermen, and members of the public.
 Serves as the public information officer of the City.
 Plan and direct the maintenance, electronic storage, and safekeeping of all municipal

documents.
 Issue public notification of all official activities and meetings as required by state law.
 Prepare meeting agendas and packets of related information, and maintain minutes of all

meetings of the Board of Aldermen.
 Respond to requests for information from the public.
 Collaborate with other staff to assist in the development and implementation of goals,

objectives, policies, and priorities.
 Issue various permits and licenses, including but not limited to, business and liquor licenses.
 Serves as a notary public.
 Performs related work at the direction of the City Administrator.

Required Knowledge, Skills and Abilities:
 Ability to maintain a valid license to operate motor vehicles in the state of Missouri and the

skills and abilities to operate department vehicles safely within specified vehicle operating
procedures and departmental standards.

 Ability to calculate figures and amounts such as discounts, interest, commissions,
proportions, percentages, area, circumference, and volume.

 Ability to define problems, collect data, establish facts, and draw valid conclusions.
 Ability to effectively present information and respond to questions from groups of managers,

clients, customers, and the general public.
 Ability to effectively present information, respond to questions and effectively interact with

associates, clients, customers, managers, general public, public groups, public officials, and
City Council.

 Ability to establish and maintain effective working relationships and use good judgment,
initiative, and resourcefulness with the public, elected official, and other employees.

 Ability to interpret an extensive variety of technical instructions in mathematical or diagram
form and deal with several abstract and concrete variables.

 Ability to multi-task and perform with evolving priorities.
 Ability to read, analyze, and interpret general business periodicals, professional journals,

technical procedures, or governmental regulations.
 Ability to write reports, business correspondence, and procedure manuals.



 Knowledge of governmental regulations and resolutions and ordinances, statutes, regulations,
laws, legal codes, court procedures, precedents, executive orders, and agency rules that affect
the functions of municipal government.

 Knowledge of municipal record keeping best practices.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

 Skill in researching, analyzing, and interpreting complex written material.
 Skill in writing and ability to produce grammatically correct and factual written reports,

records, and correspondence.

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

The noise level in the work environment is usually moderate.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

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

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Community Development Director

Title: Community Development Director Department: Community Development

Supervisor: City Administrator FLSA Status: Exempt

Pay Range: $65,875 - $82,600 Schedule: 8:00 a.m. – 5:00 p.m., Monday -
Friday, weekend and evening hours as
needed

This description represents a body of work typically performed in this position but does not
necessarily represent all the duties which may be assigned to the incumbent in the position.
The incumbent is responsible for performing miscellaneous duties as needed or assigned.

General statement of main duties: The Community Development Director (CDD) oversees all
aspects of the Community Development Department (herein referred to as the department). The
CDD supervises department staff and oversees primary functions of the department, including
but not limited to near- and long-term planning, zoning, subdivision, economic development,
building permitting and inspections, code enforcement, floodplain management and line locating
functions.  The CDD makes recommendations to the City Administrator, Mayor and Board of
Aldermen, Planning and Zoning Commission, Board of Zoning Appeals and Board of Housing
Appeals regarding planning, zoning, building, development, code enforcement, policies,
procedures, codes and regulations as necessary to comply with city, state and federal regulations
and other applicable laws and to implement adopted plans, studies and goals of the City. The
CDD is a member of the senior management team and assists with the daily operation of city
activities and support services under the general supervision of the City Administrator.  The
CDD performs other duties as assigned by the City Administrator.

Minimum Qualifications: The Community Development Director shall be a graduate of an
accredited university or college, majoring in urban planning or a related field or shall have the
equivalent qualifications and experience in design, financial, administration and/or public
relations fields. A master’s degree is strongly preferred, but may be substituted with an
exceptional combination of education and experience.  A minimum of five years of progressive
experience in city management, planning and/or urban design is required. The American Institute
of Certified Planners (AICP) credential is strongly preferred. The position requires a valid state
driver’s license.

Essential Job Functions:
1. Perform supervisory functions of training, assigning work, scheduling, reviewing, and

evaluating performance. (daily)
2. Ensure compliance with city policies and procedures. (daily)
3. Manage and oversee the delivery of the City’s near- and long-term planning, zoning,

subdivision, building permitting and inspections, code enforcement, floodplain
management and line locating functions and programs. (daily)



4. Oversee all functions of the Planning and Zoning Commission, Board of Zoning
Adjustment and Board of Housing Appeals, including scheduling meetings, orienting and
training members, advising and reporting to each, ensuring necessary public notices,
postings and mailings and maintaining public records for each. (daily)

5. Review and act or direct action on department permits and applications and advise the
appropriate staff, commissions and boards as appropriate. (daily)

6. Advise and prepare written reports and presentation materials for the Board of Aldermen,
Planning and Zoning Commission, Finance Committee, Board of Zoning Adjustment and
Board of Housing Appeals on department matters and other matters as assigned. (weekly)

7. Provide leadership, coordination and support for economic development project, capital
improvement projects. TIF district, and grant projects as assigned.

8. Assist the City Administrator as needed with economic development negotiations and
contract preparations. (as needed)

9. Orient and train all department employees as appropriate to enhance job skills and
knowledge. (as needed)

10. Oversee implementation of the City of Parkville Master Plan, zoning code, subdivision
regulations, building codes and property maintenance codes. (as needed)

11. Review and recommend updates to the Parkville Master Plan. (annually)
12. Ensure notice issuance, document recording and conditions implementation post action

on all department and other applications as assigned.  (monthly)
13. Complete administrative tasks by preparing communications to the Mayor and Board of

Alderman and reviewing reports. (daily)
14. Prepare department budget requests and recommendations. (annually)
15. Prepare budget and budget analysis documents for the City Administrator and Board of

Alderman. (as needed)
16. Oversee and manage contracts and project implementation for the department and for

others as assigned by the City Administrator. (as needed)
17. Direct purchasing of department goods and services within budget appropriations and in

accordance with purchasing policies. (as needed)
18. Perform other related duties as assigned (as needed)

Primary Responsibilities:
 Communicate effectively with the City Administrator, Mayor and Board of Aldermen,

Planning and Zoning Commission, other boards and commissions, other employees and
members of the public.

 Perform direct supervision of the Building Official, Building Inspector, Department Assistant
and any other employees assigned to the department, including interns.

 Oversee all aspects of the City’s near- and long-term planning, zoning, subdivision,
economic development, building permitting and inspections, code enforcement, floodplain
management and line locating functions.

 Assist with preparation of the annual budget and ensure proper purchasing and financial
management of all funds and accounts assigned to the department.

 Research, analyze, and make recommendations regarding organizational projects, issues,
structures, programs and procedures.

 Perform other duties as may be assigned or required.



Required Knowledge, Skills and Abilities:
 Ability to maintain a valid license to operate motor vehicles in the state of Missouri and the

skills and abilities to operate department vehicles safely within specified vehicle operating
procedures and departmental standards.

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

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

 Ability to effectively present information, respond to questions and effectively interact with
associates, clients, customers, managers, general public, public groups, public officials, and
City Council.

 Ability to make effective and persuasive speeches and presentations on controversial or
complex topics to top management, public groups, and/or boards of directors.

 Ability to manage and supervise professional and clerical staff, including assignment of work
and review of the same.

 Ability to multi-task and perform with evolving priorities.
 Ability to perform assigned duties within broad parameters defined by general organizational

policies and accepted practices with limited direct oversight. End results determine
effectiveness of job performance.

 Ability to prepare complex reports in a timely and accurate manner.
 Ability to prepare effective written documentation and reports.
 Ability to read, analyze, and interpret the most complex documents.
 Ability to respond effectively to the most sensitive inquiries or complaints.
 Ability to study municipal operations and make recommendations for improvements.
 Ability to supervise maintenance of complex administrative records and prepare reports.
 Ability to work with mathematical concepts such as probability and statistical inference, and

fundamentals of plane and solid geometry and trigonometry.
 Ability to write speeches and articles using original or innovative techniques or style.
 Knowledge of economic and accounting principles and practices, the financial markets,

banking, and the analysis and reporting of financial data.
 Knowledge of general principles and practices of city government, public administration,

planning, community development, and administrative policies.
 Knowledge of governmental regulations and resolutions and ordinances, statutes, regulations,

laws, legal codes, court procedures, precedents, executive orders, and agency rules that affect
the functions of municipal government.

 Knowledge of municipal finance practices.
 Knowledge of principles, general practices, underlying laws and regulations pertaining to

local government, planning, zoning, and subdivision of property.
 Knowledge of research methods, techniques, and report preparation and presentation.
 Skill in budget preparation and presentation skills.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.



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

The noise level in the work environment is usually moderate.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

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

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Building Inspector

Title: Building Inspector Department: Community Development

Supervisor: Community Development Director FLSA Status: Full time, Non-Exempt

Salary Range: $38,323-$55,731 Schedule: 40 hours per week scheduled
between 7:00 am – 4:00 pm, Monday -
Friday

This description represents a body of work typically performed in this position, but does not
necessarily represent all of the duties which may be assigned to the incumbent in the position.

The incumbent is responsible for performing miscellaneous duties as needed or assigned.

General statement of main duties: The Building Inspector’s work is performed under the
general supervision of the Community Development Director.  This is responsible technical
work involving the inspection of buildings and building construction for conformity to municipal
and national building codes, city ordinances and other regulations.  Responsibilities also include
the inspection of residential properties, including rental and rehabilitated property and the
enforcement of housing codes. The inspector may be expected to give guidance and assistance to
less experienced employees.

Minimum Qualifications: The Building Inspector shall have a high school diploma, or
equivalent, with three years of experience in a trade or variety of trades or construction work at
the journeyman level; or equivalent combination of education and experience which would
provide the following knowledge, skills, and abilities:  Considerable knowledge of the principles
and practices of building construction; methods, materials, and techniques used in the
construction of large/small structures; and methods/techniques of building inspection.
Knowledge of legal procedures involved in enforcing building codes and ordinances.  Ability to
inspect work being performed; knowledge of the various codes to be enforced; and the ability to
determine adherence to code.  Ability to review, read, and interpret building construction details
and plans; keep records and prepare reports.  Ability to establish and maintain effective working
relationships with other employees, contractors, architects, owners and the general public.
Ability to accomplish inspections in crawl spaces; attics; at heights such as roofs, and on top of
elevator cars while they are moving; in areas with accessibly by the use of ladders; and in
trenches.  Possess certification in building codes from the International Code Council, or must
obtain certification within one year of hire date.  Ability to use a personal computer and related
software to enter and access building permits.  Ability to communicate effectively, both orally
and in writing.  Excellent work history and attendance record. Possess and maintain a valid
driver’s license and an excellent driving record. Some college or a college degree and prior
relevant experience preferred.

Essential Job Functions:



1. Drives to/from building sites to conduct inspections of residential and commercial
structures to determine compliance with municipal and national codes and to identify
defects in structural, electrical, mechanical, and plumbing systems and fixtures and in fire
prevention, environmental systems and general appearance.

2. Makes recommendations for repair of defects; recommends materials and methods of
installation; supervises rehabilitation of structures by on-site visits.

3. Reviews and approves building plans; inspects structures to ensure that construction,
alterations and repairs are completed according to approved building plans and
specifications are in compliance with building and safety codes and relevant ordinances,
issues a variety of permits.

4. Checks the methods and quality of building materials used for wood framing, plastering,
pouring of concrete, masonry, reinforcing steel, steel erection, and the like.

5. Navigates over rough terrain to inspect footing to verify that the foundation composition
and design and underlying soil will support the weight of the building without excessive
settlement.

6. Inspects site preparation of slab construction, including the type and placement of
reinforcements, thickness of materials, placement of expansion joints, and placement of
moisture barriers; inspects framing in progress and upon completion for adherence to
proper nailing techniques, use of proper sized materials, and adherence to various code
requirements.

7. Inspects methods and practices of installing stairways, handrails, bracing, and fire
escapes; inspects excavations, grading, cutting of slopes, earth fills, drainage, basements,
and swimming pools.

8. Consults with engineers, architects, developers, contractors, and owners regarding the
provisions of the codes, ordinances, laws, design criteria, and zoning requirements.

9. Provides calls to Missouri One Call for locates.
10. Uses personal computer to enter and access building permits information.
11. Accomplishes inspection in crawl spaces, attics; at heights such as roofs, on ladders, and

in trenches.
12. Searches real estate records to ascertain and verify property ownership; maintains records

and prepares reports on inspection activates; and enforces the provisions of the zoning
and sign ordinances.

13. Performs a final inspection of a completed building or dwelling, including driveways,
landscaping, and exterior materials such as siding and painting.

14. Perform other related duties as assigned (as needed)

Primary Responsibilities:
 Communicate effectively with the Director, department employees, members of Planning and

Zoning Commission, Board of Adjustment and members of the public.
 Assist with requests for public information.
 Collaborate with the Director and department staff to assist in the development and

implementation of goals, objectives, policies and priorities.
 Perform related work and special assignments at the direction of the Director.

Required Knowledge, Skills and Abilities:



 Ability to maintain a valid license to operate motor vehicles in the state of Missouri and the
skills and abilities to operate department vehicles safely within specified vehicle operating
procedures and departmental standards.

 Ability to apply concepts of basic algebra and geometry.
 Ability to calculate figures and amounts such as discounts, interest, commissions,

proportions, percentages, area, circumference, and volume.
 Ability to define problems, collect data, establish facts, and draw valid conclusions.
 Ability to effectively present information and respond to questions from groups of managers,

clients, customers, and the general public.
 Ability to establish and maintain effective working relationships and use good judgment,

initiative and resourcefulness with the public, department employees and other City officials.
 Ability to interpret an extensive variety of technical instructions in mathematical or diagram

form and deal with several abstract and concrete variables.
 Ability to multi-task and perform with evolving priorities.
 Ability to read, analyze, and interpret general business periodicals, professional journals,

technical procedures, or governmental regulations.
 Ability to write reports, business correspondence, and procedure manuals.
 Knowledge of modern office procedures, including skill in the use of office equipment and

technology.
 Knowledge of record keeping best practices.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

 Skill in researching, analyzing and interpreting written material.
 Skill in writing and ability to produce grammatically correct and factual written reports,

records, and correspondence.

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

The noise level in the work environment is usually moderate. Stressful situations may occur
when dealing with the public. While performing the duties of this job, the employee is
occasionally exposed to toxic or caustic chemicals. The employee is occasionally exposed to
moving mechanical parts and fumes or airborne particles. The employee is occasionally exposed
to outside weather conditions; risk of electrical shock, dampness, direct sunlight, dust, pollen,
insect stings, and animals.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

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



occasionally required to climb or balance; stoop, kneel, crouch, or crawl.  The employee must
occasionally lift and/or move up to 10 pounds.  Specific vision abilities required by this job
include close vision, peripheral vision, depth perception, and the ability to adjust focus.

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Building Official

Title: Building Official Department: Community Dev. Dept. (30 hrs/week
avg.)

Supervisor: Community Dev. Dir. FLSA Status: Full-time, Non-Exempt

Salary Range: $28.43 - $34.12 per hour Schedule: 30 hours per week scheduled between 7:00
am – 5:00 pm, Monday-Friday.

This description represents a body of work typically performed in this position, but does not
necessarily represent all of the duties which may be assigned to the incumbent in the position.

The incumbent is responsible for performing miscellaneous duties as needed or assigned.

General statement of main duties: The Building Official’s work is performed under the general
supervision of the Community Development Director.  This is advanced technical and
supervisory work involving the organization, direction and review of a program of inspections
for building and housing code compliance.  Supervision is exercised over Building Inspectors.

Minimum Qualifications: The Building Official shall have a Bachelor’s degree in architecture,
engineering, construction science or a related field with three to five years of experience in
building inspection experience or related or demonstrated equivalent combination of essential
directly related education, work, supervisory, and code enforcement experience which would
meet the minimum position qualifications by providing the following knowledge, skills, and
abilities: Considerable knowledge of all major types of building material and construction;
working knowledge of municipal building and zoning codes and related laws and ordinances;
demonstrated ability to read/interpret building construction plans, specifications, and to
recognize deviations from same in construction process; demonstrated ability to enforce codes
and regulations firmly, tactfully and impartially; demonstrated ability to express ideas clearly
and concisely, orally and in writing; and demonstrated ability to keep records and to prepare and
submit reports; considerable knowledge of effective supervisory practices and techniques. Must
possess Certified Building Official certification credentials from the International Code Council.
Ability to establish and maintain effective working relationships with other employees,
contractors, architects, owners, and the general public. Ability to communicate effectively, both
orally and in writing.  Excellent work history and attendance record. Possess and maintain a
valid driver’s license and an excellent driving record.

Essential Job Functions:
1. Plans, organizes, coordinates, schedules, assigns, and evaluates the work of Building

Inspectors; provides counseling and training as needed.
2. Formulates/recommends code revisions; supervises and evaluates plans and specifications for

new buildings or repair/alteration of existing buildings to ensure City building code
compliance.



3. Conducts inspections of residential and commercial structures to determine compliance with
municipal and national codes and to identify defects in structural, electrical, mechanical, and
plumbing systems and fixtures and in fire prevention, environmental systems, and general
appearance.

4. Provides plan review, reviews and approves building plans; inspects structures to ensure that
construction, alterations and repairs are completed according to approved building plans and
specifications and in compliance with building and safety codes and relevant ordinances;
issues a variety of permits.

5. Provides zoning review, administers the zoning regulations, conducts zoning regulation
research, and coordinates implementation of the subdivision regulations.

6. Prepares detailed reports as requested by staff and/or Council.
7. Consults with engineers, architects, developers, contractors and owners regarding the

provisions of the codes, ordinances, laws, design criteria and zoning requirements.
8. Maintains records and prepares reports on inspection activities.
9. Meets with media to explain unsafe buildings.
10. Attends meetings of various boards including the Board of Adjustment, Building

Construction Codes Commission and Planning and Zoning Commission when required.
11. Testifies in court or before appeals board regarding inspection matters.
12. Performs related duties as needed or assigned.

Primary Responsibilities:
 Communicate effectively with the Director, department employees, members of Planning and

Zoning Commission, Board of Adjustment and members of the public.
 Assist with requests for public information.
 Collaborate with the Director and department staff to assist in the development and

implementation of goals, objectives, policies and priorities.
 Perform related work and special assignments at the direction of the Director.

Required Knowledge, Skills and Abilities:
 Ability to maintain a valid license to operate motor vehicles in the state of Missouri and the

skills and abilities to operate department vehicles safely within specified vehicle operating
procedures and departmental standards.

 Ability to apply concepts of basic algebra and geometry.
 Ability to calculate figures and amounts such as discounts, interest, commissions,

proportions, percentages, area, circumference, and volume.
 Ability to define problems, collect data, establish facts, and draw valid conclusions.
 Ability to effectively present information and respond to questions from groups of managers,

clients, customers, and the general public.
 Ability to establish and maintain effective working relationships and use good judgment,

initiative and resourcefulness with the public, department employees and other City officials.
 Ability to interpret an extensive variety of technical instructions in mathematical or diagram

form and deal with several abstract and concrete variables.
 Ability to multi-task and perform with evolving priorities.
 Ability to read, analyze, and interpret general business periodicals, professional journals,

technical procedures, or governmental regulations.
 Ability to write reports, business correspondence, and procedure manuals.



 Knowledge of modern office procedures, including skill in the use of office equipment and
technology.

 Knowledge of record keeping best practices.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

 Skill in researching, analyzing and interpreting written material.
 Skill in writing and ability to produce grammatically correct and factual written reports,

records, and correspondence.

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

The noise level in the work environment is usually moderate. Stressful situations may occur
when dealing with the public. While performing the duties of this job, the employee is
occasionally exposed to toxic or caustic chemicals. The employee is occasionally exposed to
moving mechanical parts and fumes or airborne particles. The employee is occasionally exposed
to outside weather conditions; risk of electrical shock, dampness, direct sunlight, dust, pollen,
insect stings, and animals.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

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

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Code Enforcement Officer

Title: Code Enforcement Officer Department: Community Development

Supervisor: Community Development Director FLSA Status: Part time, Non-Exempt

Salary Range: $17.28-$24.11 per hour Schedule: 24 hours per week scheduled
between 8:00 am – 5:00 pm, Monday –
Friday, with hours outside these times as
needed. Must be available to attend
Municipal Court meetings on the first &
third Thursday of each month as needed
(Probation docket and Plea docket starts at
4:30 p.m.; Regular docket starts at 5:30
p.m.).

This description represents a body of work typically performed in this position, but does not
necessarily represent all of the duties which may be assigned to the incumbent in the position.

The incumbent is responsible for performing miscellaneous duties as needed or assigned.

General statement of main duties: The Code Enforcement Officer serves as the primary
customer service contact for zoning, subdivision and property maintenance code complaints and
enforcement. The Code Enforcement Officer will routinely inspect properties within the City for
code compliance, respond to code complaints, and take necessary actions to enforce the City’s
zoning, subdivision and property maintenance codes. The Code Enforcement Officer, with
support of other department staff, will follow all applicable laws and restrictions, adequately
document violations, notify appropriate parties, issue and/or post notices and orders, set
reasonable deadlines and conditions for compliance, inspect properties following those
deadlines,  prepare summaries, evidence, and statements of probable cause, work with city staff,
the police department, court staff, prosecutor, the municipal judge and others, and all other duties
as necessary to enforce the City’s zoning, subdivision and property maintenance codes. The
Code Enforcement Officer, with the support of the Building Official, Director and other
department staff, shall help promote code compliance through the City webpage, social media,
periodic updates to the Board of Aldermen, and coordination with partner jurisdictions and
entities, neighborhood and business associations, and others. The Code Enforcement Officer will
maintain related official records and will complete other duties as assigned.

Minimum Qualifications: The Code Enforcement Officer shall have a high school diploma, or
equivalent, with experience in Microsoft Word, Excel and Outlook and ability to type at least 40
words per minute. The Code Enforcement Officer must be: Self-motivated; highly organized;
have an ability to learn quickly; have excellent clerical, written and verbal communication and
customer service skills; be objective, fair, and impartial, and have excellent follow through in a
timely manner enforcing the provisions of the city’s zoning, subdivision and property



maintenance code. Some college or a college degree and prior experience with code enforcement
are preferred. Certification credentials by the International Code Council (ICC), American
Association of Code Enforcement (AACE), or any other approved organization as a Code
Enforcement Officer is strongly preferred. If applicant does not possess desired certification
credentials at time of hire, ability to obtain certification credentials through ICC, AACE or other
approved organization as a Code Enforcement Officer within one year of hiring is required. The
Code Enforcement Officer must possess a valid driver’s license.

Essential Job Functions:
1. Assist with drafting staff reports, policy reports, ordinances, minutes and other

department reports (as needed)
2. Respond to questions and complaints regarding zoning, subdivision and property

maintenance code violations (as received)
3. Inspect properties throughout the City for zoning, subdivision and property maintenance

code violations (on a regular schedule covering all properties within the City at least once
annually)

4. Inspect all streets and highways within the City for temporary sign violations and
document and remove those signs as appropriate (weekly)

5. Inspect and re-inspect properties where violations are found or reported (as needed)
6. Document found or reported violations (as needed)
7. Research and notify property owners, building owners, business owners, tenants, agents

and other associated parties as appropriate as to the violation, required mitigation and
conditions, orders, deadlines, and consequences (as needed)

8. Post, mail, publish required notices of violations as required (as needed)
9. Prepared subsequent notices, orders, statements of probable cause, evidence, and

summaries as necessary to enforce the codes (as needed)
10. Work with city staff, the police department, court staff, prosecutor, the municipal judge

and others as necessary to enforce the codes (as needed)
11. Attend court and testify regarding code cases (as needed)
12. Work with the Community Development Director to promote code compliance through

the City webpage, social media, newsletters, updates to the Director, and coordination
with partner jurisdictions and entities, neighborhood and business associations, and others
(routinely)

13. Assist the Community Development Director and department staff in reviewing the
zoning, subdivision and property maintenance codes and identifying needed clarification,
modification or changes as necessary to properly enforce these codes (as needed)

14. Maintain electronic and printed records of best available information, markings,
photographs, evidence and other records as necessary to adequately demonstrate
compliance and address disputes (as needed)

15. Attend and participate in department, City and outside training and education as
necessary to obtain and maintain the skills necessary to perform essential job duties (as
approved)

16. As qualified, provide backup inspection support for building inspector.
17. Perform other related duties as assigned (as needed)

Primary Responsibilities:



 Communicate effectively with the Director, department employees, prosecuting attorney,
municipal court staff and members of the public.

 Perform inspections as necessary to enforce the City’s zoning, subdivision and property
maintenance codes.

 Respond to inquiries, complaints and requests in an objective, fair and impartial manner.
 Investigate complaints and mediate resolutions in a timely and tactful manner.
 Prepare accurate and detailed documentation of investigation findings, and issue notices of

violations, statements of probable cause and other communications as necessary for code
enforcement.

 Maintain complex logs, records and files.
 Work with the police, municipal court staff, city prosecutor, and other city staff as necessary

to prosecute and mitigation code violations.
 Perform related work and special assignments at the direction of the Director.

Required Knowledge, Skills and Abilities:
 Ability to maintain a valid license to operate motor vehicles in the state of Missouri and the

skills and abilities to operate department vehicles safely within specified vehicle operating
procedures and departmental standards.

 Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers,
common fractions, and decimals.

 Ability to apply common sense understanding to carry out detailed but uninvolved written or
oral instructions.

 Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.
 Ability to deal with problems involving a few concrete variables in standardized situations.
 Ability to establish and maintain effective working relationships and use good judgment,

initiative and resourcefulness with the public, department employees and other City officials.
 Ability to follow and complete written and verbal assignments and to report updates as

appropriate; including preparing clear and concise reports.
 Ability to make oral presentations and testify in Municipal Court.
 Ability to multi-task and perform with evolving priorities.
 Ability to read and interpret documents such as safety rules, operating and maintenance

instructions, and procedure manuals.
 Ability to read, comprehend and apply City codes and regulations to ensure compliance.
 Ability to speak effectively before groups of customers or employees of organization.
 Ability to work independently, as necessary.
 Ability to write routine reports and correspondence.
 Knowledge of legal actions applicable to code enforcement compliance.
 Knowledge of pertinent codes, ordinances, laws and regulations pertaining to zoning,

nuisance abatement, property maintenance, building, health and safety, and related areas.
 Knowledge of procedures involved in the enforcement of codes and regulations including

methods and techniques of conducting and documenting field investigations.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.



 Skill in researching, analyzing and interpreting written material, maps, drawings,
photographs, codes, ordinances, regulations and other similar materials related to zoning,
nuisance abatement, and health and safety issues.

 Skill in writing and ability to produce grammatically correct and factual written reports,
records, and correspondence.

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

The noise level in the work environment is usually moderate. Stressful situations may occur
when dealing with the public. While performing the duties of this job, the employee is
occasionally exposed to toxic or caustic chemicals. The employee is occasionally exposed to
moving mechanical parts and fumes or airborne particles. The employee is occasionally exposed
to outside weather conditions; risk of electrical shock, dampness, direct sunlight, dust, pollen,
insect stings, and animals.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

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

SIGNATURE and APPROVAL

_____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________ __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Community Development Department Assistant

Title: Department Assistant Department: Community Development

Supervisor: Community Development Director FLSA Status: Part time, Non-Exempt

Salary Range: $13.25-$19.10 per hour Schedule: 25 hours per week scheduled
between 8:00 am – 5:00 pm, Monday –
Friday, with hours outside these times as
needed. Must attend an evening meeting the
second & fourth Tuesday of each month
with others as needed.

This description represents a body of work typically performed in this position, but does not
necessarily represent all of the duties which may be assigned to the incumbent in the position.

The incumbent is responsible for performing miscellaneous duties as needed or assigned.

General statement of main duties: The Department Assistant serves as the primary customer
service contact for the Community Development Department (the Department). The Department
Assistant provides primary clerical and administrative assistance to the Community
Development Director (the Director), including answering phones, processing department mail,
filing, processing various permits and licenses, coordinating department meetings and assisting
with public correspondence, research, reports, document preparation, and other similar duties as
assigned. The Department Assistant prepares agendas, packets and other materials for meetings
of the Planning and Zoning Commission and the Board of Zoning Adjustment and maintains
minutes of business conducted by both. The Department Assistant will also help maintain official
records for both bodies, as well as for the Department.

Minimum Qualifications: The Department Assistant shall have a high school diploma, or
equivalent, with experience in Microsoft Word, Excel and Outlook and ability to type at least 40
words per minute. The Department Assistant must be: Self-motivated; highly organized; have an
ability to learn quickly; have excellent clerical, written and verbal communication and customer
service skills; be capable of managing multiple responsibilities and deadlines; and have excellent
follow through. Some college or a college degree and prior relevant experience preferred.  The
Department Assistant must possess a valid driver’s license.

Essential Job Functions:
1. Answer department phone calls and answer basic questions or direct the call to the

appropriate staff (daily)
2. Check and distribute department mail (daily)
3. File and maintain electronic and printed records (daily)
4. Provide general clerical assistance, including typing, proof-reading, copying, scanning,

corresponding and similar to the Director (daily)



5. Communicate progress with the Director (daily)
6. Meet with the Director to coordinate schedules and duties (weekly)
7. Process applications and permits prior to and post approval (weekly)
8. Assist the Director with scheduling, billing, contract compliance and similar duties

(weekly)
9. Coordinate Planning and Zoning Commission and Board of Adjustment meetings

agendas and related packet materials (monthly)
10. Take roll and minutes at Planning and Zoning Commission and Board of Adjustment

meetings (monthly)
11. Research topics and issues and prepare summaries as directed, research policy issues. (as

needed)
12. Coordinate, setup for and clean up after Planning and Zoning Commission, Board of

Zoning Adjustment and department meetings (as needed)
13. Attend department meetings and take notes or minutes (as needed)
14. Assist with drafting staff reports, policy reports, ordinances, minutes and other

department reports (as needed)
15. Assist the City Clerk with covering the front desk in the absence of the receptionist and

over receptionist lunch periods and covering meetings (periodically as needed)
16. Prepare invoices for payment coding to appropriate account, and report expenses as

directed (as needed)
17. Attend and participate in department, City and outside training and education as

necessary to obtain and maintain the skills necessary to perform essential job duties (as
approved)

18. Perform other related duties as assigned (as needed)

Primary Responsibilities:
 Answer phones and serve as the primary customer service contact for the Community

Development Department, including code enforcement and line locating.
 Perform general clerical duties and assist the Director with scheduling, correspondence,

reports, research, filing and general organization.
 Communicate effectively with the Director, department employees, members of Planning and

Zoning Commission, Board of Adjustment and members of the public.
 Prepare meeting agendas and packets of related information and maintain minutes of all

meetings of the Planning and Zoning Commission and Board of Adjustment.
 Assist with requests for public information.
 Collaborate with the Director and department staff to assist in the development and

implementation of goals, objectives, policies and priorities.
 Perform related work and special assignments at the direction of the Director.

Required Knowledge, Skills and Abilities:
 Ability to maintain a valid license to operate motor vehicles in the state of Missouri and the

skills and abilities to operate department vehicles safely within specified vehicle operating
procedures and departmental standards.

 Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers,
common fractions, and decimals.



 Ability to apply common sense understanding to carry out detailed but uninvolved written or
oral instructions.

 Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.
 Ability to deal with problems involving a few concrete variables in standardized situations.
 Ability to establish and maintain effective working relationships and use good judgment,

initiative and resourcefulness with the public, department employees and other City officials.
 Ability to follow and complete written and verbal assignments and to report updates as

appropriate
 Ability to multi-task and perform with evolving priorities.
 Ability to read and interpret documents such as safety rules, operating and maintenance

instructions, and procedure manuals.
 Ability to speak effectively before groups of customers or employees of organization.
 Ability to work independently, as necessary
 Ability to write routine reports and correspondence.
 Knowledge of modern office procedures, including skill in the use of office equipment and

technology
 Knowledge of record keeping best practices
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

 Skill in researching, analyzing and interpreting written material, maps, drawings, codes,
photographs and other similar materials

 Skill in writing and ability to produce grammatically correct and factual written reports,
records, and correspondence.

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

The noise level in the work environment is usually moderate.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

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

SIGNATURE and APPROVAL



____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Community Development Department Assistant/
Code Enforcement Officer/Utility Line Locator

VACANT

Title: Community Development Department Department: Community Development
Assistant/Code Enforcement Officer/
Utility Line Locator

Supervisor: Community Development Director FLSA Status: Full time, Non-Exempt

Salary Range: $12.65 per hour Schedule: 40 hours per week scheduled
between 8:00 am – 5:00 pm, Monday –
Friday, with hours outside these times as
needed.  Must attend an evening meeting the
second Tuesday of each month with others
as needed.

This description represents a body of work typically performed in this position, but does not
necessarily represent all of the duties which may be assigned to the incumbent in the position.

The incumbent is responsible for performing miscellaneous duties as needed or assigned.

General statement of main duties: The position will have its time split between duties with
approximately 25 hours per week dedicated to Department Community Development Assistant,
10 hours per for Code Enforcement and 5 hours per week for Line Locating. These ratios are
subject to change with the needs of the Department and the City. The Department Assistant
serves as the primary customer service contact for the Community Development Department (the
Department). The Department Assistant provides primary clerical and administrative assistance
to the Community Development Director (the Director), including answering phones, processing
department mail, filing, processing various permits and licenses, coordinating department
meetings and assisting with public correspondence, webpage maintenance and social media,
research, reports, document preparation, and other similar duties as assigned.  The Department
Assistant prepares agendas, packets and other materials for meetings of the Planning and Zoning
Commission and the Board of Adjustment and maintains minutes of business conducted by both.
The Department Assistant will also help maintain official records for both bodies, as well as for
the Department.

The Code Enforcement Officer serves as the primary customer service contact for zoning,
subdivision and property maintenance code complaints and enforcement.  The Code
Enforcement Officer will routinely inspect properties within the City for code compliance,
respond to code complaints, and take necessary actions to enforce the City’s zoning, subdivision
and property maintenance codes.  The Code Enforcement Officer, with support of other
department staff, will follow all applicable laws and restrictions, adequately document violations,
notify appropriate parties, issue and/or post notices and orders, set reasonable deadlines and
conditions for compliance, inspect properties following those deadlines,  prepare summaries,



evidence, and statements of probable cause, work with city staff, the police department, court
staff, prosecutor, the municipal judge and others, and all other duties as necessary to enforce the
City’s zoning, subdivision and property maintenance codes.  The Code Enforcement Officer,
with the support of the Director and other department staff, shall help promote code compliance
through the City webpage, social media, periodic updates to the Board of Aldermen, and
coordination with partner jurisdictions and entities, neighborhood and business associations, and
others.  The Code Enforcement Officer will maintain related official records and will complete
other duties as assigned.

The Utility Line Locator serves as the primary customer service contact for requested sanitary
sewer and stormwater utility infrastructure locates in the City of Parkville.  The Utility Line
Locator, with support from Public Works and Community Development Department staff, will
respond to Missouri One Call System utility locate requests in a timely manner meeting the
associated deadlines for emergency and non-emergency locates.  The Utility Line Locator, with
the assistance from Public Works and Community Development Department staff, will provide
the best available information regarding the location, size, type and depth of City owned sanitary
sewer and stormwater utilities and mark and report the same.  The Utility Line Locator will
maintain necessary records and reports, and complete other duties as necessary to participate in
the Missouri One Call System and help maintain compliance for the same.

Minimum Qualifications: The Department Assistant/Code Enforcement Officer/Utility Line
Locator shall have a high school diploma, or equivalent, with experience in Microsoft Word,
Excel and Outlook and ability to type at least 40 words per minute.  The Department
Assistant/Code Enforcement Officer/Line Locator must be: self-motivated; highly organized;
have an ability to learn quickly; have excellent clerical, written and verbal communication and
customer service skills; be capable of managing multiple responsibilities and deadlines; and have
excellent follow through.  Some college or a college degree and prior relevant experience
preferred.  The Department Assistant/Code Enforcement Officer/Line Locator must possess a
valid driver’s license.

Essential Job Functions:
1. Answer department phone calls and answer basic questions or direct the call to the

appropriate staff (daily)
2. Check and distribute department mail (daily)
3. File and maintain electronic and printed records (daily)
4. Provide general clerical assistance, including typing, proof-reading, copying, scanning,

corresponding and similar to the Director (daily)
5. Communicate progress with the Director (daily)
6. Meet with the Director to coordinate schedules and duties (weekly)
7. Process applications and permits prior to and post approval (weekly)
8. Assist the Director with scheduling, billing, contract compliance and similar duties

(weekly)
9. Coordinate Planning and Zoning Commission and Board of Adjustment meetings

agendas and related packet materials (monthly)
10. Take roll and minutes at Planning and Zoning Commission and Board of Adjustment

meetings (monthly)



11. Research topics and issues and prepare summaries as directed. (as needed)
12. Coordinate, setup for and clean up after Planning and Zoning Commission, Board of

Adjustment and department meetings (as needed)
13. Attend department meetings and take notes or minutes (as needed)
14. Assist with drafting staff reports, policy reports, ordinances, minutes and other

department reports (as needed)
15. Assist the City Clerk with Board of Aldermen packet preparation, taking meeting minutes

and other related duties (as needed)
16. Assist the City Clerk with covering the front desk in the absence of the receptionist and

over receptionist lunch periods (periodically as needed)
17. Prepare invoices, and report expenses as directed (as needed)

18. With assistance from Public Works and Community Development Department Staff,
respond to questions and complaints regarding zoning, subdivision and property
maintenance code violations (as received)

19. Inspect properties throughout the City for zoning, subdivision and property maintenance
code violations (on a regular schedule covering all properties within the City at least once
annually)

20. Inspect primary streets and highways within the City for temporary sign violations and
document and remove those signs as appropriate (weekly)

21. Inspect all streets and highways within the City for temporary sign violations and
document and remove those signs as appropriate (monthly)

22. Inspect properties where violations are found or reported (as needed)
23. Document found or reported violations (as needed)
24. Research and notify property owners, building owners, business owners, tenants, agents

and other associated parties as appropriate as to the violation, required mitigation and
conditions, orders, deadlines, and consequences (as needed)

25. Post, mail, publish required notices of violations as required (as needed)
26. Re-inspect violations to determine compliance and document the same (as needed)
27. Prepared subsequent notices, orders, statements of probable cause, evidence, and

summaries as necessary to enforce the codes (as needed)
28. Work with city staff, the police department, court staff, prosecutor, the municipal judge

and others as necessary to enforce the codes (as needed)
29. Attend court and testify regarding code cases (as needed)
30. Work with the Community Development Director to promote code compliance through

the City webpage, social media, newsletters, updates to the Director, and coordination
with partner jurisdictions and entities, neighborhood and business associations, and others
(routinely)

31. Assist the Community Development Director and department staff in reviewing the
zoning, subdivision and property maintenance codes and identifying needed clarification,
modification or changes as necessary to properly enforce these codes (as needed)

32. Respond, with assistance from Public Works and Community Development Department
Staff, to questions regarding City sanitary sewer and stormwater utility infrastructure
locations and participation in the Missouri One Call System (as received)

33. Respond, with assistance from Public Works and Community Development Department
Staff,  to Missouri One Call System utility locate requests in a timely manner meeting the



associated deadlines for emergency and non-emergency locates during regular office
hours (as received)

34. Communicate with and coordinate with others responsible for responding to emergency
locates outside of regular office hours (the following day)

35. Ensure Missouri One Call System utility locate requests are addressed in a timely manner
meeting the associated deadlines for emergency and non-emergency locates outside of
regular office hours (only as assigned in extreme emergencies)

36. Ensure, with assistance from Public Works and Community Development Department
Staff, City sanitary sewer and stormwater utility infrastructure locations are researched as
necessary to report and mark the best available information regarding the location, size,
type and depth of City utilities (as requests are received)

37. With assistance from Public Works and Community Development staff as necessary, use
available line locating equipment, including wands, probes, manhole pullers and other
equipment made available by the City, to locate City sanitary sewer and stormwater
utility infrastructure to the best of the City’s ability (as needed to meet deadlines and
maintain compliance)

38. Mark/remark and report the best available information regarding the location, size, type
and depth of City utilities with flags, paint and other methods, and electronic reporting, in
compliance with the Missouri One Call System requirements (as needed to meet
deadlines and maintain compliance)

39. Check and report on requested locates in the online reporting system (as needed to meet
deadlines and maintain compliance)

40. Maintain records of best available information, markings, photographs, evidence and
other records as necessary to adequately demonstrate compliance and address disputes (as
needed)

41. Work with the Director and other staff to promote the need for line locates and
participation in the Missouri One Call System (routinely)

42. Attend and participate in department, City and outside training and education as
necessary to obtain and maintain the skills necessary to perform essential job duties (as
approved)

43. Perform other related duties as assigned (as needed)

Primary Responsibilities:
 Answer phones and serve as the primary customer service contact for the Community

Development Department, including code enforcement and line locating.
 Perform general clerical duties and assist the Director with scheduling, correspondence,

reports, research, filing and general organization.
 Communicate effectively with the Director, department employees, members of Planning and

Zoning Commission, Board of Adjustment and members of the public.
 Prepare meeting agendas and packets of related information and maintain minutes of all

meetings of the Planning and Zoning Commission and Board of Adjustment.
 Assist with requests for public information.
 Collaborate with the Director and department staff to assist in the development and

implementation of goals, objectives, policies and priorities.
 Perform inspections as necessary to enforce the City’s zoning, subdivision and property

maintenance codes.



 Prepare and issue notices of violations, statements of probable cause and other
communications as necessary for code enforcement.

 Work with the police, municipal court staff, city prosecutor, and other city staff as necessary
to prosecute and mitigation code violations.

 Ensure, with support from others, the city complies with all requirements necessary to
participate in the Missouri One Call System.

 Mark, with support from others as necessary, city sewer and storm sewer utilities, providing
the best available information.

 Report and communicate, with support from others as necessary, the best available
information regarding city sewer and storm sewer utilities, locate dates, and other pertinent
information using the Missouri One Call NTMS online reporting system.

 Perform related work and special assignments at the direction of the Director.

Required Knowledge, Skills and Abilities:
 Ability to maintain a valid license to operate motor vehicles in the state of Missouri and the

skills and abilities to operate department vehicles safely within specified vehicle operating
procedures and departmental standards.

 Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers,
common fractions, and decimals.

 Ability to apply common sense understanding to carry out detailed but uninvolved written or
oral instructions.

 Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.
 Ability to deal with problems involving a few concrete variables in standardized situations.
 Ability to establish and maintain effective working relationships and use good judgment,

initiative and resourcefulness with the public, department employees and other City officials.
 Ability to follow and complete written and verbal assignments and to report updates as

appropriate
 Ability to multi-task and perform with evolving priorities.
 Ability to read and interpret documents such as safety rules, operating and maintenance

instructions, and procedure manuals.
 Ability to read, comprehend, and apply City codes and regulations to ensure compliance
 Ability to speak effectively before groups of customers or employees of organization.
 Ability to work independently, as necessary
 Ability to write routine reports and correspondence.
 Knowledge of modern office procedures, including skill in the use of office equipment and

technology
 Knowledge of record keeping best practices
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

 Skill in researching, analyzing and interpreting written material, maps, drawings, codes,
photographs and other similar materials

 Skill in writing and ability to produce grammatically correct and factual written reports,
records, and correspondence.



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

The noise level in the work environment is usually moderate. Stressful situations may occur
when dealing with the public. While performing the duties of this job, the employee is
occasionally exposed to toxic or caustic chemicals. The employee is occasionally exposed to
moving mechanical parts and fumes or airborne particles. The employee is occasionally exposed
to outside weather conditions; risk of electrical shock, dampness, direct sunlight, dust, pollen,
insect stings, and animals.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

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

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Part-Time Planner

VACANT

Title: Planner Department: Community Development

Supervisor: Community Development Director FLSA Status: Non-Exempt

Pay Grade: $12.00 - $15.00 per hour Schedule: flexible schedule during normal
business hours up to 20 hours per week;
limited evening meetings as needed

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned.

General statement of main duties: The position of Planner is an entry-level position within
professional planning. The Planner shall serve as support staff to the Community Development
Director and shall provide research, administrative, analytical, and planning support for the
Community Development Department. The position is expected to perform work requiring
knowledge of urban planning and community development. The position involves professional-
level duties and judgment in addition to routine administrative tasks.

Minimum Qualifications: The Planner shall be a graduate of an accredited university or
college, majoring in urban planning or a similar field. A master’s degree in urban planning or
similar field is desirable, but not required. Alternatively, coursework in an urban planning
masters program or similar may be in progress. Coursework in site planning, land use, land use
law, and other similar courses is an advantage. The position requires a valid driver’s license.

Essential Job Functions:
1. Conducts research regarding city codes pertaining to zoning, land use, and subdivisions

and recommends policy actions and ordinances when appropriate. (daily)
2. Develops planning studies and reports in support of new and updated plans, programs

and regulations. (weekly)
3. Reviews or assists in the review of moderately difficult development applications and

site plans for conformance with codes, plans, and regulations. (monthly)
4. Prepares and presents detailed reports on staff recommendations to government bodies.

(as needed)
5. Researches and answers questions for city staff, elected officials, and the general public.

(daily)
6. Assists with review and quality control of written and presentation materials for Planning

Commission and Board of Aldermen meetings and other public meetings. (weekly)
7. Collects a variety of statistical data and prepares reports and maps on topics such as

census information, land use, tax base data, and occupancy rates. (weekly)



8. Evaluates or assists in the evaluation of rezonings, ordinance amendments, site plans,
special use permits, variances and other proposals. (daily)

9. Provides information to the public regarding development regulations. (as needed)
10. Assists in resolving citizen and customer issues. (as needed)
11. Communicates with consultants and other stakeholders in ongoing planning projects.

(weekly)
12. Keeps up to date on current developments in the planning and zoning field and

communicates pertinent or relevant information to the Community Development Director
and other staff as appropriate. (ongoing)

13. Perform other related duties as assigned (as needed)

Primary Responsibilities:
 Communicate effectively with members of the public, other employees, Planning & Zoning

Commission, and Board of Aldermen.
 Research, analyze, and make recommendations regarding applications for plats, conditional

use permits, signs, proposed ordinances, or similar applications and projects as directed by
the Community Development Director.

 Draft correspondence, staff reports, research memos, ordinances, charts, graphs, and other
documents as directed by the Community Development Director.

 Maintain excellent records of all work assignments.
 Coordinate with Platte County GIS on occasional projects as directed by the Community

Development Director.
 Perform other duties as may be assigned or required.

Required Knowledge, Skills and Abilities:
 Ability to maintain a valid license to operate motor vehicles in the state of Missouri and the

skills and abilities to operate department vehicles safely within specified vehicle operating
procedures and departmental standards.

 Ability to apply concepts of basic algebra and geometry.
 Ability to calculate figures and amounts such as discounts, interest, commissions,

proportions, percentages, area, circumference, and volume.
 Ability to effectively present information and respond to questions from groups of managers,

clients, customers, and the general public.
 Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule

form.
 Ability to multi-task and perform with evolving priorities.
 Ability to perform public speaking and public engagement.
 Ability to prepare effective written documentation, presentations, and reports.
 Ability to read, analyze, and interpret general business periodicals, professional journals,

technical procedures, or governmental regulations.
 Ability to solve practical problems and deal with a variety of concrete variables in situations

where only limited standardization exists.
 Ability to write reports, business correspondence, and procedure manuals.
 Knowledge of a relevant specialization such as transportation, land use, landscape

architecture, architecture, or affordable housing is desired.



 Knowledge of computer hardware and software programs, including Microsoft Office,
internet applications, and GIS.

 Knowledge of municipal operations, procedures, and services.
 Knowledge of principles and practices of research and data collection.
 Knowledge of the planning process and familiarity with land use laws.
 Knowledge of the principles and practices of community development and urban planning.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

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

The noise level in the work environment is usually moderate. Stressful situations may occur
when dealing with the public.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

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

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Treasurer

Title: Treasurer Department: Finance

Supervisor: Finance Director FLSA Status: Exempt
Pay Grade: N/A Schedule: 8:00 a.m. – 12:00 a.m., Monday - Friday,

with additional hours as needed, especially during
peak work periods (i.e. annual audit, budget)

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned.

General statement of main duties: The Treasurer administers all monetary funds, investments
and banking activities pertaining to the City’s General, Debt, Sewer Service funds, all reserved
funds and the George Fewson Project Fund.  The Treasurer signs all checks, and is a co-signer
for the Court.  The Treasurer oversees the City’s general ledger accounting system, and prepares
entries as needed to maintain accuracy.  The Treasurer prepares budget projections for revenues
and all debt issues as part of the budget process, and also calculates and proposes the tax levy for
the following year.  The Treasurer produces appropriate pro-rations for sales tax, TIF, and
property tax revenue.  The Treasurer produces financial and other reports as required.  The
Treasurer prepares and submits Federal tax deposits and State and Federal quarterly reports, and
reconciles them with year end W-2 and W-3 filings.  The Treasurer oversees the Sewer Billing
operations.

Minimum Qualifications: The Treasurer shall be a graduate of an accredited university or
college, having at least an emphasis in finance, accounting, mathematics or a similar field, or
comparable employment experience. A minimum of two years experience in municipal
accounting or public finance is required, including experience working with an accounting
software package.

Essential Job Functions:
1. Perform all bank transactions relating to maintaining sufficient and correct funds

balances in each account.  Invest funds in permitted interest bearing instruments, as funds
are available.  Verify that all City funds are covered by sufficient insurance or pledged
securities to cover the amounts in each account.

2. Verify accuracy of accounting system cash balances with balances as reported by the
bank.

3. Verify that all funds are held in bank accounts assigned to the City Fund corresponding to
each money’s intended purpose.

4. Keep and maintain original bank statements. (monthly)
5. Sign all checks and verify agreement between checks and invoices. (each bill-paying

ordinance) Cosign court checks.



6. Verify and approve all bond and bond fee payments.  Approve expenses relating
specifically to the Treasurer’s office. (as needed)

7. Perform the financial operations of the City using an established central accounting
system with commonly accepted governmental accounting principles. (daily)

8. Calculate and initiate all Federal Tax deposits, and maintain year-to-date accuracy of
those deposits.  (semi-weekly)

9. Prepare and submit Federal 941 and State Wage quarterly reports.  (quarterly)  Totals of
these must equal year-end W-2 and W-3 reports.

10. Calculate distributions of various taxes collected by state and county authorities for
distribution into correct revenue categories for the City.  This applies specifically to sales
and TIF taxes and property taxes.  Update the accounting system as needed. (monthly)

11. Revenue streams are tracked and projections of revenue are made, both for budget
purposes and to recognize revenue trends.  Tracking of revenue also ensures accuracy of
entries into the computer accounting system.

12. Oversees the City Sewer Department billing operations, maintains Missouri American
usage data files, calculates Riss Lake grinder pump payments, and payments to Kansas
City for Parkville customers on the Kansas City sewer system.

13. Prepares reports regarding sales tax and TIF receipts, the semi-annual financial report and
the annual TIF report to the State.  Assists in the preparation of the monthly financial
report.

14. Assists in the budget process by preparing revenue projections for the coming year.  Also
prepares the budgets for each of the City debt issues, and calculates any related tax levies.

15. Calculates and prepares tax property tax levy proposals based on the assessed valuation
and the State Auditor’s pro-forma calculations under state law.

16. Calculates and distributes sales tax and TIF revenues, to appropriate City funds.  Tracks
sales tax receipts and assist with compliance enforcement of sales tax remissions to State.

17. Assists with audit process by supplying auditor with information as requested.
18. Oversees the City restricted funds as needed, including the TIF, NID and Fewson Project

Funds.  The treasurer invests available funds and insures that computer system entries are
correct.

19. The treasurer is one of three managers for the Fewson Project Fund, and handles the
banking and record keeping functions for that fund.

20. The treasurer researches special projects that may arise.
21. The treasurer analyzes and attempts to find solutions for problems and errors that arise in

the accounting system.
22. Perform the duties of the City Treasurer as defined by the Municipal Code of the City of

Parkville. (daily)
23. Perform other related duties as assigned (as needed)

Primary Responsibilities:
A. Money Handling:

1. Arrange for all City funds to be held in City bank accounts so as to be available to
cover expenditures of the City.

2. Invest City funds, as available, in interest bearing accounts (CDs, T-Bills, Money
Market Accounts).  Cash flow needs are projected so that time deposits will be
available when needed.



3. Arrange for moneys to be placed in restricted funds as may be required by each of
those funds (TIFs, NIDs, Bond and Debt accounts).

4. Verify each month that all savings account balances agree with Incode balances.
Locate and correct errors when they occur.

5. Assign interest earnings to appropriate accounts and funds.  Pro-rate interest
earnings between funds, when required.

6. Maintain pledged securities for at banks with balances exceeding FDIC insurance.
7. Keep bank statement originals and verify bank account balances and activity.

(The Collector does the actual reconciliations.)
8. The treasurer does NOT normally physically handle cash or checks.

B. Banking:
1. Set up and maintain all bank accounts and investment accounts.
2. Assist with set up and maintenance of bonds and debt instruments.
3. Verify interest earnings paid by banking institutions.  Work with banks to correct

any errors that occur.

C. General Ledger:
1. Oversee General Ledger, prepare reports as needed, maintain accuracy of the

general ledger.
2. Prepare and enter journal entries related to bank transactions.
3. Troubleshoot errors when they occur.

D. Accounts Payable:
1. Sign all checks, verify agreement of payee and amount with invoice.
2. Approve all bond and bond fee payments, comparing the billed amount to that on

the bond schedules (mistakes have been found).
3. Approve other expenses that are related to my office, i.e., monthly sales tax

reports.

E. Payroll:
1. Prepare and execute the electronic payroll tax payments twice each month.
2. Prepare and submit quarterly IRS reports and Missouri wage reports.  These are

reconciled to the electronic payments in line 1.  The Incode reports are not in
finished form and require additional preparation prior to entering the information
on the final forms.  The quarterly reports are reconciled to the year-end W-3
reports.

F. Revenue:
1. The treasurer calculates the distribution of all interest earnings, sales taxes and

property taxes to the appropriate accounts and funds.  Journal entry reports are
prepared for the collector for each of these, including the sales tax amounts which
are due to the current and future TIF accounts.

2. Various categories of revenue are tracked, and records are kept comparing current
revenue with previous years so that revenue trends can be recognized, and
revenue projections made as needed.



3. The treasurer inspects revenue receipts to check that revenue has been properly
entered in the computer system.

G. Court:
1. The treasurer is a cosigner of checks for the court system.
2. Cash deposit amounts are verified each day by either the collector, the accounts

payable clerk or the treasurer.

H. Sewer System:
1. The treasurer oversees customer service for sewer customer billing and other

problems that may arise.
2. I download, format and maintain sewer usage and billing records provided by

Missouri American Water Company.  These records are used for customer
service, verifying that all customers are being correctly billed, for calculating the
amount to pay Riss Lake for grinder pump usage, and for generating data on
customer usage for setting rates.

3. The treasurer deals with the financial aspects regarding the sewer system debt
issues and the SRF debt issues.  The sewer CIP funds supply separate fund
sources for sewer system construction and upgrades that also require accounting
activity.

4. The treasurer maintains and prepares information for transmitting to Kansas City
Missouri for billing for wastewater usage by city residents who are tied into the
KCMO system.

I. Reporting:
1. Reports are prepared monthly on sales tax and TIF receipts and distribution.

Other revenue projection reports are prepared as needed.
2. Audit reports are sent to various banks and agencies according to bond

requirements.
3. The treasurer’s responsibilities include the preparation of a semi-annual financial

report, suitable for publication.

J. Budgeting:
1. The treasurer prepares revenue projections for the following year for the purpose

of budgeting the revenue for the coming year.
2. The treasurer provides and calculates all amounts needed to set the annual budgets

for each of the bond issues to which the City is subject.

K. Tax Assessment:
1. The treasurer calculates and proposes the tax assessment rate for the following

year.  Projections based on this calculation are included in the budgeting process.
2. The treasurer calculates the effect on future years of the state law known as SB

711 and coordinates proposed tax levies with the SB 711 effect on following
years tax levies.

L. Sales Tax:



1. Download and format sales tax reports from the state department of revenue.  The
TIF share is calculated.  Business trends are tracked to assist with projections of
future sales tax revenue.

2. Sales tax reports are compared from time to time with City merchant lists to
ensure that all businesses are collecting City sales taxes.

M. Audit:
1. Supply information to the auditors on banking accounts and prepare confirmation

letters to be sent to all financial institutions.
2. Prepare revenue accrual information.
3. Supply information regarding all debt issues and ongoing construction financing.
4. Supply Federal 941 tax information.
5. Supply tax levy information.
6. Prepare other information as may be needed, especially information that relates to

any of my activities.

N. Restricted Funds:
1. The treasurer oversees the several TIF, NID and other restricted funds, tracking

their activity and investing their funds.  Projections are prepared as needed.
Interest bearing funds are also tracked for arbitrage, where this might be a
concern.

2. The treasurer also tracks the Fewson Project fund, working with the bank on
investment decisions and other matters that may come up.

3. The treasurer verifies that the Incode accounting of these funds is correct.

O. Special Projects:
1. The treasurer is called upon from time to time to research and work on various

special projects that may arise.  The following list some of the more notable of the
last several years.

i. The Platte County Transportation Sales Tax issue.
ii. The SB 711 requirements and effect on the City tax levy.

iii. The telecommunications companies franchise tax issue.
iv. Research concerning the Burlington Northern Railroad dispute
v. Recalculation and resubmission of payroll taxes and corrected W-2 and

941 reports after discovery of errors in tax treatment regarding City
retirement plan for years 2009-11.

vi. Sewer billing conversion from Missouri American Water.

P. Trouble Shooting:
1. When problems occur the treasurer tracks down errors and attempts to provide

solutions so that the accounting is as accurate and clear as possible.

Q.  Perform other duties as may be assigned or required.

Required Knowledge, Skills and Abilities:



 Ability to calculate figures and amounts such as discounts, interest, commissions,
proportions, percentages, area, circumference, and volume.

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

 Ability to handle significant fiscal oversight and responsibility.
 Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule

form.
 Ability to maintain complex records and extensive data sets, and prepare related reports.
 Ability to multi-task and perform with evolving priorities.
 Ability to perform assigned duties within broad parameters defined by general organizational

policies and accepted practices with limited direct oversight. End results determine
effectiveness of job performance.

 Ability to prepare complex financial reports in a timely and accurate manner.
 Ability to read, analyze, and interpret general business periodicals, professional journals,

technical procedures, or governmental regulations.
 Ability to research and comprehend legal issues that relate to City finances.
 Ability to solve practical problems and deal with a variety of concrete variables in situations

where only limited standardization exists.
 Ability to use math skills related to accounting practices.
 Ability to work either independently or as a team player, as needed.
 Ability to write reports, business correspondence, and procedure manuals.
 Knowledge of accounting practices and financial policies.
 Knowledge of financial and investment management practices appropriate for municipalities
 Knowledge of principles and practices of municipal finance, fund accounting, and their

application using a sophisticated governmental accounting software package.
 Knowledge of research methods, techniques, and report preparation and presentation.
 Skill in budget preparation and presentation skills.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

 Skill in analytical and problem-solving skills relating to mathematical and accounting
problems.

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

The noise level in the work environment is usually moderate.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.



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

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Assistant Court Clerk

Title: Assistant Court Clerk Department: Municipal Court

Supervisor: Administrative Court Clerk FLSA Status: Part-Time, Non-Exempt

Pay Grade: $13.50-$19.53 per hour Schedule: 8:00 a.m. – 12:00 p.m.,       Monday -
Friday, court two evenings each month.

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned.

General statement of main duties: The Assistant Court Clerk (ACC) is responsible for a
variety of clerical tasks, accounting procedures and exhibits public relation skills related to court
operations.

Minimum Qualifications: The ACC shall have a high school diploma, or equivalent, and at
least two years previous experience in municipal court experience.  Certification as a Certified
Municipal Court Administrator is desired, but not required.

Essential Job Functions:
1. Report directly to the Municipal Judge in all matters pertaining to the work of the court.

(daily)
2. Attend scheduled evening court sessions (bi-monthly)
3. Prepare all court dockets, appeals, schedules and necessary forms required by the State of

Missouri. (daily)
4. Monitor and supervise all court probations, completion of offender education programs

and community service. (daily)
5. Coordinate and respond to incoming correspondence and attorney requests. Answer

questions from the public regarding pending cases and court procedures. (daily)
6. Review and enter all citations issued by the Parkville Police Department and/or the

Community Development Department (daily)
7. Receipt all fines, bond transactions, and reconcile funds each day, prepare deposits.

(daily)
8. Maintain a system to audit the disposition of Missouri Uniform Citations and Summons

books. (daily)
9. Send all conviction information to the Missouri Department of Revenue within 7 days.

(daily)
10. Process finger print cards (as needed)
11. Function as liaison between the Municipal Court Judge, the Municipal Prosecuting

Attorney and the Police Department (daily)



Primary Responsibilities:
 Communicate effectively as a representative of the Municipal Court
 Attend evening court sessions
 Prepare all court dockets, appeals, schedules, completion of offender education programs and

community service
 Coordinate and respond to incoming correspondence and attorney requests. Answer

questions from the public regarding issues of the Municipal Court
 Receipt all fines and bond transactions

Required Knowledge, Skills and Abilities:
 Ability to calculate figures and amounts such as discounts, interest, commissions,

proportions, percentages, area, circumference, and volume.
 Ability to communicate clearly, orally and written.
 Ability to effectively present information and respond to questions from groups of managers,

clients, customers, and the general public.
 Ability to establish and maintain effective working relationships and use good judgment,

initiative, and resourcefulness with the public, elected official, and other employees.
 Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule

form.
 Ability to maintain confidentiality.
 Ability to multi-task and perform with evolving priorities.
 Ability to perform complex clerical work requiring independent judgment and minimal

supervision.
 Ability to read, analyze, and interpret general business periodicals, professional journals,

technical procedures, or governmental regulations.
 Ability to solve practical problems and deal with a variety of concrete variables in situations

where only limited standardization exists.
 Ability to write reports, business correspondence, and procedure manuals.
 Knowledge of court policies, procedures and basic municipal laws.
 Knowledge of modern office procedures, including skill in the use of office equipment and

technology.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

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

The noise level in the work environment is usually moderate. Stressful situations may occur
when dealing with the public.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.



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

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

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Court Clerk

Title: Court Clerk Department: Municipal Court

Supervisor: Finance/Human Resources Director FLSA Status: Exempt

Pay Grade: $34,000-$52,298 Schedule: 8:00 a.m. – 5:00 p.m.,
Monday - Friday, court two evenings
each month.

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned.

General statement of main duties: The Court Clerk (CC) is responsible for supervision of all
aspects of the Municipal Court. The CC performs a variety of clerical tasks and accounting
procedures and exhibits public relation skills related to court operations.

Minimum Qualifications: The CC shall have a high school diploma, or equivalent, and at least
two years previous experience in a municipal court environment. A bachelor’s degree from an
accredited university or college is preferred. Maintaining certification as a notary public is a
requirement.  Certification as a Certified Municipal Court Administrator is desired, but not
required.

Essential Job Functions:
1. Report directly to the Municipal Judge in all matters pertaining to the work of the

court. (daily)
2. Attend scheduled evening court sessions. (bi-monthly)
3. Compile and distribute monthly, annual and semi-annual reports indicating activities

of the Court to the Board of Aldermen. (monthly)
4. Reconcile and maintain payable and receivable accounts. (daily)
5. Maintain monthly listing of all open items for bond accounts. (monthly)
6. Assign work and supervise data and court record entry by the Assistant Court Clerk to

ensure that items are prioritized and completed accurately and in a timely manner,
and that problems and concerns are resolved fairly. (daily)

7. Supervise the collection of all stays, restitution payments and fines and costs paid
through the Violation Bureau. (daily)

8. Prepare all court dockets, appeals, schedules and necessary forms required by the
State of Missouri. (daily)

9. Monitor and supervise the contractor for all court probations, completion of offender
education programs and community service. (daily)

10. Coordinate and respond to incoming correspondence and attorney requests. Answer
questions from the public regarding pending cases and court procedures. (daily)



11. Review and enter all citations issued by the Parkville Police Department and/or the
Community Development Department. (daily)

12. Receipt all fines, bond transactions, and reconcile funds each day, prepare deposits.
(daily)

13. Issue warrants, subpoenas and bond forfeiture notices. (as needed)
14. Maintain a system to audit the disposition of Missouri Uniform Citations and

Summons books. (daily)
15. Send all conviction information to the Missouri Department of Revenue within 7

days. (daily)
16. Help prepare the annual budget for the Municipal Court. (annually)
17. Produce intoxication-related traffic offense report and provide to Platte County. (bi-

annually)
18. Process finger print cards. (as needed)
19. Suspend and reinstate driver licenses. (as needed)
20. Maintain marriage records. (as needed)
21. Schedule marriage ceremonies. (as needed)
22. Respond to requests for court records. (as needed)
23. Function as liaison between the Municipal Court Judge, the Municipal Prosecuting

Attorney and the Police Department. (daily)
24. Ensure clients are released or arraigned within 48 hours for minor traffic violations

and 72 hours for non-minor traffic violations (as needed)
25. Facilitate arrangements with Platte County Jail for phone arraignments. (as needed)
26. Monitor Platte County prisoner list. (daily)
27. Perform other related duties as assigned (as needed)

Primary Responsibilities:
 Communicate effectively as a representative of the Municipal Court
 Attend evening court sessions
 Compile and distribute monthly court reports to Board of Aldermen
 Reconcile and maintain payable and receivable accounts
 Supervise Assistant Court Clerk
 Prepare all court dockets, appeals, schedules, completion of offender education programs and

community service
 Coordinate and respond to incoming correspondence and attorney requests. Answer

questions from the public regarding issues of the Municipal Court
 Receipt all fines and bond transactions

Required Knowledge, Skills and Abilities:
 Ability to calculate figures and amounts such as discounts, interest, commissions,

proportions, percentages, area, circumference, and volume.
 Ability to effectively present information and respond to questions from groups of managers,

clients, customers, and the general public.
 Ability to establish and maintain effective working relationships and use good judgment,

initiative, and resourcefulness with the public, elected official, and other employees.
 Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule

form.



 Ability to maintain confidentiality.
 Ability to multi-task and perform with evolving priorities.
 Ability to perform complex clerical work requiring independent judgment and minimal

supervision.
 Ability to read, analyze, and interpret general business periodicals, professional journals,

technical procedures, or governmental regulations.
 Ability to solve practical problems and deal with a variety of concrete variables in situations

where only limited standardization exists.
 Ability to write reports, business correspondence, and procedure manuals.
 Knowledge of court policies, procedures and basic municipal laws.
 Knowledge of modern office procedures, including skill in the use of office equipment and

technology.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

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

The noise level in the work environment is usually moderate. Stressful situations may occur
when dealing with the public.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

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

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Department Assistant

Title: Department Assistant Department: Police Department

Supervisor: Police Captain FLSA Status: Full-time, Non-Exempt

Salary Range: $27,560-$39,728 per year Schedule: 40 hours per week. 7:30 am – 4:00 pm,
Monday – Friday and other hours as needed.

This description represents a body of work typically performed in this position, but does not
necessarily represent all of the duties which may be assigned to the incumbent in the position.

The incumbent is responsible for performing miscellaneous duties as needed or assigned.

General statement of main duties: The Department Assistant (DA) performs a wide variety of
clerical and administrative duties including taking, referring and handling incoming messages;
maintaining manual and digital files; preparing and typing reports, records and correspondence; and
other duties as assigned.

Minimum Qualifications: The DA shall have a high school diploma, or equivalent, with experience
in Microsoft Word, Excel and Outlook and ability to type at least 40 words per minute.  The DA
must be: self-motivated; highly organized; have an ability to learn quickly; have excellent clerical,
written and verbal communication and customer service skills; be capable of managing multiple
responsibilities and deadlines; and have excellent follow through.  Some college or a college degree
and prior relevant experience preferred.

Essential Job Functions:
1. Answer department phone calls and answer questions or direct the call to the appropriate staff

(daily)
2. Check and distribute department mail (daily)
3. File and maintain electronic and printed records (daily)
4. Provide general clerical assistance, including typing, proof-reading, copying, scanning,

corresponding and similar to the department directors (daily)
5. Act as confidential assistant to the Police Chief and Captain (daily)
6. Maintain excellent public relations through communications with public and other

departments and agencies (daily)
7. Respond courteously to inquiries and provide information within scope of responsibility

(daily)
8. Initiate and complete regularly recurring reports and standard form letters (daily)
9. Enter warrants, complete validations, clear warrants in the Regional Justice Information

Services (Rejis) and the Missouri Uniform Law Enforcement systems (daily)
10. Track all training files for sworn personnel (weekly)
11. Mail all requests for reports to insurance companies and law firms (weekly)
12. Assist sworn personnel with training on Rejis and Mules systems (as needed)
13. Enroll new officers with Department of Public Safety (as needed)
14. Maintain personnel files, track vacation and sick time of staff, file all reports.
15. Perform other related duties as assigned (as needed)



Primary Responsibilities:
 Answer phones and serve as the primary customer service contact for the Police Department.
 Perform general clerical duties and assist department with scheduling, correspondence, reports,

research, filing and general organization.
 Perform related work and special assignments at the direction of supervisors.

Required Knowledge, Skills and Abilities:
 Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers,

common fractions, and decimals.
 Ability to apply common sense understanding to carry out detailed but uninvolved written or

oral instructions.
 Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.
 Ability to deal with problems involving a few concrete variables in standardized situations.
 Ability to establish and maintain effective working relationships and use good judgment,

initiative and resourcefulness with the public, department employees and other City officials.
 Ability to multi-task and perform with evolving priorities.
 Ability to read and interpret documents such as safety rules, operating and maintenance

instructions, and procedure manuals.
 Ability to speak effectively before groups of customers or employees of organization.
 Ability to write routine reports and correspondence.
 Knowledge of municipal record keeping best practices.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

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

The noise level in the work environment is usually moderate. Stressful situations may occur
when dealing with the public.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

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

SIGNATURE and APPROVAL



____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Captain

Title: Captain Department: Police

Supervisor: Chief of Police FLSA Status: Exempt

Pay Grade: $52,100 - $72,540 Schedule: 8:00 a.m. – 5:00 p.m., Monday - Friday,
evening meetings and other hours as needed

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned

General Statement of main duties: This is an administrative and supervisory position and on
occasion may be required to handle normal police duties.  Oversees operations/assignments to
ensure compliance and may act independently using operating procedures and precedents as
guidelines in assessing situations and in utilizing available resources to achieve departmental
objectives and the greater interest of the public.  Work is reviewed through oral and written
reports, observation, inspection, and conference.

Minimum Qualifications: The Captain must have completed all requirements and performance
standards for graduation from a policy academy. A four-year degree from an accredited college
or university in criminal justice or a related field is preferred, although significant military or
career experience may be substituted. The Captain must maintain a valid driver’s license.

Essential Job Functions:
1. Establishes procedures to monitor and/or regulate assignments or projects delegated to

subordinates; gives special instructions and determines and establishes priorities, sets
standards, provides proper assignments of personnel and appropriate allocation of
resources.  Receives and approves reports of personnel and maintains records of
activities.  Provides assistance to the chief of police in the general administration of the
department and may assume the responsibilities of the chief of police in his absence.
(daily)

2. Communicates with the chief of police and subordinates to ensure assigned command
activities and objectives are in harmony with mission, objectives, and operations of the
department. (daily)

3. Commands member performance directly and through subordinates to ensure efficient
and effective completion of department objectives.  Performs member’s evaluations,
coaches, counsels, and disciplines subordinates toward department goals and objectives.
(daily)

4. Ensures that a high level of efficiency and dedication is developed and maintained by
employees. (daily)



5. Cooperates with state and federal officers in the apprehension and detention of wanted
persons and with other agencies where activities of the police department are involved.
(as needed)

6. Promotes public relations, attends civic club meetings, school, city, and other public
gatherings to explain the goals, activities, and functions of the department.  Establishes
and maintains favorable public relations, communicates with the media and other external
agencies. (as needed)

7. Maintains department equipment, radios, computers, fleet, uniforms and  maintenance
and upkeep schedule.

8. Assists Chief with budgeting and monitoring of funds and expenditures.
9. May command force during emergencies, such as floods, fires, and civil unrest; performs

police duties as the situation dictates. (as needed)
10. Directs, coordinates, and personally participates when required by circumstances in any

or all department activities. (daily)
11. Complete reports, records, and documentation as required and monitor the activities of

subordinates as appropriate. (daily)
12. Responsible for maintaining and cleaning department-issued equipment and assigned

vehicles. (as needed)
13. Administers appropriate first aid as required. (as needed)
14. Reacts to situations utilizing appropriate levels of force as required and within the

department’s level of force options. (as needed)
15. Directs employee training and development; ensures that all certifications and training

requirements are maintained. (daily)
16. Meets with the City Administrator and city staff to coordinate assignments and

accomplish city goals. (as needed)
17. Maintains emergency operation procedures and training to ensure the safety of the

community during disasters and emergencies. (daily)
18. Perform other related duties as assigned (as needed)

Required Knowledge, Skills and Abilities:
To successfully perform the essential functions of this position, the incumbent must have
completed all requirements and performance standards for graduation from a police academy.
Additional knowledge and skill requirements include the following:

 Ability to apply concepts of basic algebra and geometry.
 Ability to calculate figures and amounts such as discounts, interest, commissions,

proportions, percentages, area, circumference, and volume.
 Ability to communicate clearly and concisely in a variety of situations using verbal, auditory,

visual, and writing skills.
 Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability

to interpret an extensive variety of technical instructions in mathematical or diagram form
and deal with several abstract and concrete variables.

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



 Ability to maintain a valid license to operate motor vehicles in the state of Missouri and the
skills and abilities to operate department vehicles safely within specified vehicle operating
procedures and departmental standards.

 Ability to meet the minimum physical requirements related to normal police activities as
specified and must be able to respond at all levels of the department’s level of force options.

 Ability to operate firearms as specified by the department’s firearm certification
requirements.

 Ability to plan and supervise the work of subordinates performing varied
operations/assignments connected with police activities and to maintain a high level of
discipline and morale.

 Ability to prepare and effectively present verbal and written information and material relating
to the activities of the department.

 Ability to project vocally to maintain order at disturbances, accidents, crime scenes, and over
other background noises as needed.

 Ability to provide effective leadership for and maintain harmonious relationships in the
department.

 Ability to read, analyze, and interpret general business periodicals, professional journals,
technical procedures, or governmental regulations.

 Ability to write clear, concise, and comprehensive reports.
 Ability to write reports, business correspondence, and procedure manuals.
 Knowledge of appropriate first aid principles and skill in their application.
 Knowledge of laws, state statutes, municipal ordinances, and departmental policies.
 Knowledge of modern law enforcement principles, procedures, techniques, and equipment;

considerable knowledge of applicable laws, ordinance, and department rules and regulations.
 Knowledge of the geography of the city and the location of important buildings/areas

requiring more than usual police attention.
 Skill in interpersonal communication, and ability to establish and maintain effective working

relationships with other city officials, state and federal authorities, civic leaders, and the
general public.

 Skill in operating a personal computer, laptop, other department office equipment; using
applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

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

While performing the duties of this position, the employee is exposed less than one third of the
time to conditions such moving mechanical parts; fumes or airborne particles; toxic or caustic
chemicals and outside weather conditions. Job duties require readiness to respond to situations
that may be life threatening or injurious; include exposure to dangerous chemicals or other toxic
substances, fire, serious physical confrontations, etc. The noise level in the work environment is
usually loud when in the field, moderate when in the office. This position is subject to being on
call or called out during emergency situations. This position may work nights, holidays, and



weekends. Position wears personal protective equipment such as gun, bulletproof vest, radio,
baton, Taser, duty belt, or prescribed uniforms.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this position, the employee is regularly required to stand and
walk, use hands to finger, grasp, handle, or feel; reach with hands and arms, and talk or hear. The
employee is occasionally required to sit; run; climb or balance and stoop, squat, bend, twist,
kneel, crouch, or crawl. Lifting, moving, pushing or pulling up to 50 pounds occurs, in
emergencies may be necessary to lift, move, push, or pull up to 100 pounds. Ability to move
heavy objects or persons, give chase on foot, and restrain persons within the course of proper
police procedures; work in confined areas; walk, sit or stand for long periods of time; possess the
physical strength and agility to defend self and others in a hostile or combative situation. Specific
vision abilities required by this job include close vision, color vision, depth perception, distance
vision, and ability to adjust focus. Vocal communication is required for expressing or
exchanging ideas by means of the spoken word. The worker may be exposed to bloodborne
pathogens and may be required to wear specialized personal protective equipment. Operation of
machines and motor vehicles or equipment, including weapons and standard issue police
equipment.

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Chief of Police

Title: Chief of Police Department: Police

Supervisor: City Administrator FLSA Status: Exempt

Pay Grade: $70,977 - $87,234 Schedule: 8:00 a.m. – 5:00 p.m., Monday - Friday,
evening meetings and other hours as needed

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned.

General statement of main duties: The Chief of Police is responsible for the direction and
coordination of the police department.  The Chief is responsible for the effective and efficient
operation of the police department through control of its activities by ensuring that public order
is maintained with laws and ordinances enforced, and by taking measures to prevent crimes and
protect lives and property.  The Chief of Police promulgates rules, regulations, and codes for the
department, coordinates and administers daily activity through the chain of command and/or
through direct involvement, and directs activities of preparing the police budget. The Chief of
Police coordinates the internal investigation of members of the department for alleged wrong
doing and takes the appropriate action based upon the facts of the investigation.  The Chief of
Police is responsible for the appointment, promotion, and transfer of law enforcement members.
This position must work with considerable independence in carrying on day-to-day police
functions and confers with the City Administrator and Board of Aldermen as needed.

Minimum Qualifications: The Chief of Police must have completed all requirements and
performance standards for graduation from a policy academy. The incumbent must have
previous experience in law enforcement leadership and a minimum of five years executive
experience in a governmental police agency. A four-year degree from an accredited college or
university in criminal justice or a related field is preferred, although significant military or career
experience may be substituted. The Chief must maintain a valid driver’s license.

Essential Job Functions:
1. Directs the overall operation of the Police Department and, with the assistance of

command staff, formulates policies and regulations governing the activities of the police
department. (daily)

2. Directs all issues pertaining to morale and performance and ensures that all standards and
policies are met. (daily)

3. Prepares and reviews department budget; administers compliance with established
guidelines. (weekly)

4. Directs employee training and development; ensures that all certifications and training
requirements are maintained. (weekly)



5. Meets with the City Administrator and city staff to coordinate assignments and
accomplish city goals. (weekly)

6. Serve as a resource to other city departments for technical expertise or support on cross-
departmental issues. (as needed)

7. Maintains emergency operation procedures and training to ensure the safety of the
community during disasters and emergencies, provides planning and leadership for
disaster preparedness and catastrophic events. (monthly)

8. Ensures that a high level of efficiency and dedication is developed and maintained by
employees. (daily)

9. Cooperates with state and federal officers in the apprehension and detention of wanted
persons and with other agencies where activities of the police department are involved.
(as needed)

10. Attends civic club meetings, school, city, and other public gatherings to explain the goals,
activities, and functions of the department.  Establishes and maintains favorable public
relations, communicates with the media and other external agencies. (weekly)

11. Explains, justifies and defends Police Department programs, policies, and activities to the
City Administrator, Mayor, Board of Aldermen, and general public; negotiates and
resolves sensitive and controversial issues. (monthly)

12. Represents the Police Department to other city departments, elected officials and outside
agencies; coordinates Police Department activities with those of other departments,
outside agencies and organizations such as Platte County and the South Platte County
Fire District. (as needed)

13. Develops and evaluates programs and policies for implementing policing strategies. (as
needed)

14. Provides staff assistance to the City Administrator; prepare and present staff reports and
other necessary correspondence for the Board of Aldermen and committee meeting
packets. (as needed)

15. Commands force during emergencies, such as floods, fires, and civil unrest; performs
police duties as the situation dictates (as needed).

16. Directs, coordinates, and personally participates when required by circumstances in any
or all department activities. (as needed)

17. Completes reports, records, and documentation as required and monitors the activities of
subordinates as appropriate. (daily)

18. Ensures maintenance and cleaning of department-issued equipment and assigned
vehicles. (as needed)

19. Administers appropriate first aid as required. (as needed)
20. Reacts to situations utilizing appropriate levels of force as required and within the

department’s level of force options. (as needed)
21. Attend and participate in professional group meetings; stay abreast of new trends and

innovations in the field of municipal policing. (as needed)
22. Supervises subordinate staff in accordance with the departmental organization chart.

(daily)
23. Performs other duties as assigned by State Statute, Municipal Code, or the City

Administrator. (as needed)



Primary Responsibilities:
 Plans and direct the development and implementation of Police Department goals, objectives,

policies and priorities for each division.
 Communicates effectively with the City’s management team, employees, Mayor, Board of

Aldermen, and members of the public.
 Exercising technical expertise and sound managerial judgment in the oversight of delivery of

policing services.
 Collaborate with other staff to assist in the development and implementation of goals,

objectives, policies, and priorities.
 Performs related work at the direction of City Administrator.

Required Knowledge, Skills and Abilities:
 Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical

situations.
 Ability to communicate clearly and concisely in a variety of situations using verbal, auditory,

visual, and writing skills.
 Ability to define problems, collect data, establish facts, and draw valid conclusions.
 Ability to effectively present information, respond to questions and effectively interact with

associates, clients, customers, managers, general public, public groups, public officials, and
City Council.

 Ability to interpret an extensive variety of technical instructions in mathematical or diagram
form and deal with several abstract and concrete variables.

 Ability to make effective and persuasive speeches and presentations on controversial or
complex topics to top management, public groups, and/or boards of directors.

 Ability to meet the minimum physical requirements related to normal police activities as
specified and must be able to respond at all levels of the department’s level of force options.

 Ability to multi-task and perform with evolving priorities.
 Ability to operate firearms as specified by the department’s firearm certification

requirements.
 Ability to plan and supervise the work of subordinates performing varied

operations/assignments connected with police activities and to maintain a high level of
discipline and morale.

 Ability to project vocally to maintain order at disturbances, accidents, crime scenes, and over
other background noises as needed.

 Ability to provide effective leadership for and maintain harmonious relationships in the
department.

 Ability to read, analyze, and interpret the most complex documents.
 Ability to respond effectively to the most sensitive inquiries or complaints.
 Ability to work with mathematical concepts such as probability and statistical inference, and

fundamentals of plane and solid geometry and trigonometry.
 Ability to write clear, concise, and comprehensive reports.
 Ability to write speeches and articles using original or innovative techniques or style.
 Knowledge of economic and accounting principles and practices, the financial markets,

banking, and the analysis and reporting of financial data.



 Knowledge of governmental regulations and resolutions and ordinances, statutes, regulations,
laws, legal codes, court procedures, precedents, executive orders, and agency rules that affect
the functions of municipal government.

 Knowledge of laws, state statutes, municipal ordinances, and departmental policies.
 Knowledge of modern law enforcement principles, procedures, techniques, and equipment;

considerable knowledge of applicable laws, ordinance, and department rules and regulations.
 Knowledge of modern office procedures, including skill in the use of office equipment and

technology.
 Knowledge of municipal finance practices.
 Knowledge of the geography of the city and the location of important buildings/areas

requiring more than usual police attention.
 Knowledge of the standards by which the quality of police service is evaluated and also

knowledge in the use of police records and statistics for police administration and future
planning.

 Skill in interpersonal communications, ability to establish and maintain effective working
relationships with other city officials, state and federal authorities, civic leaders, and the
general public.

 Skill in operating a personal computer, laptop, other department office equipment; using
applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

 Skill in writing and ability to produce grammatically correct and factual written reports,
records, and correspondence.

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

While performing the duties of this position, the employee is exposed less than one third of the
time to conditions such moving mechanical parts; fumes or airborne particles; toxic or caustic
chemicals and outside weather conditions. Job duties require readiness to respond to situations
that may be life threatening or injurious; include exposure to dangerous chemicals or other toxic
substances, fire, serious physical confrontations, etc. The noise level in the work environment is
usually loud when in the field, moderate when in the office. This position is subject to being on
call or called out during emergency situations. This position may work nights, holidays, and
weekends. Position wears personal protective equipment such as gun, bulletproof vest, radio,
baton, Taser, duty belt, or prescribed uniforms.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this position, the employee is regularly required to stand and
walk, use hands to finger, grasp, handle, or feel; reach with hands and arms, and talk or hear. The



employee is occasionally required to sit; run; climb or balance and stoop, squat, bend, twist,
kneel, crouch, or crawl. Lifting, moving, pushing or pulling up to 50 pounds occurs, in
emergencies may be necessary to lift, move, push, or pull up to 100 pounds. Ability to move
heavy objects or persons, give chase on foot, and restrain persons within the course of proper
police procedures; work in confined areas; walk, sit or stand for long periods of time; possess the
physical strength and agility to defend self and others in a hostile or combative situation. Specific
vision abilities required by this job include close vision, color vision, depth perception, distance
vision, and ability to adjust focus. Vocal communication is required for expressing or
exchanging ideas by means of the spoken word. The worker may be exposed to bloodborne
pathogens and may be required to wear specialized personal protective equipment. Operation of
machines and motor vehicles or equipment, including weapons and standard issue police
equipment.

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________ __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Detective Sergeant

Title: Detective Sergeant Department: Police

Reports To: Captain FLSA Status: Non Exempt

Pay Grade: $42,906 - $55,147 Schedule: 8:00 a.m. – 5:00 p.m., Monday - Friday,
evening meetings and other hours as needed

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned

General Statement of main duties: The primary function of this position is to investigate all
crimes by establishing appropriate witnesses and suspects and maintaining knowledge on all
factual requirements based upon all Federal, State, County and Municipal criminal laws and
ordinances.  Activities include establishing crime scenes and the collection of evidence;
interviewing of victims, suspects and witnesses; preparation of detailed investigative reports and
case files; and testifying in court proceedings.  A secondary function of this position is to assist
the Captain with the administration of the Police Department and act as a patrol or scene
supervisor when needed.

Minimum Qualifications: The Detective Sergeant must have completed all requirements and
performance standards for graduation from a policy academy. A four-year degree from an
accredited college or university in criminal justice or a related field is preferred, although
significant military or career experience may be substituted. The Detective Sergeant must
maintain a valid driver’s license.

Essential Job Functions:
1. Investigate criminal acts such as homicides, sexual assaults, armed robberies, home

invasions, property crimes and other incidents. (as needed)
2. Examination of crime scenes. (as needed)
3. Collection and use of forensic evidence to solve crimes. (as needed)
4. Crime scene management to include noting, marking, and photographing location of

objects found. (as needed)
5. Preserve, process, and analyze items of evidence obtained from crime scenes and suspects,

(as needed)
6. Maintain records of evidence and prepare all requirements for court cases providing

efficient responses to all charges and procedures. (daily)
7. Interview informants, suspects, and witnesses to ascertain alibis, clues, time frames, and

possible suspects. (as needed)
8. Obtain all court dispositions and updating case file information. (as needed)



9. Present findings in court proceedings as an expert witness. (as needed)
10. Maintain and manage the property/evidence room to include location, documentation,

preservation, release, conversion, and destruction of all items of evidence, develops and
updates all procedures and protocols for evidence handling (daily)

11. Prepares detailed, written reports of all crimes and accidents investigated. (as needed)
12. Prepare and file all charges and court cases to formalize all procedures. (as needed)
13. Analyze completed police reports to determine additional information and investigative

work needed. (as needed)
14. Prepare and serve search and arrest warrants. (as needed)
15. Coordinate with various outside agencies to exchange information and coordinate

activities. (as needed)
16. Coordinate with various laboratory personnel concerning evidence sources and tests

performed. (as needed)
17. Notify or request additional assistance from police personnel, medical examiner and

Prosecutor’s Office. (as needed)
18. Attend roll call, firearms training, Department meetings, and in-service training programs.

(as needed)
19. Participates in hiring process, provides testing, interviews, and background checks.
20. Safely engages in the use of firearms in emergency situations. (as needed)
21. Reviews/approves all criminal offense reports. (as needed)
22. Assist with scheduling and payroll. (daily)
23. Supervisor during special events and as needed in the field. (as needed)
24. When necessary may be required to assume the duties, activities and tasks of the Captain.

(as needed)
25. Performs all other duties as assigned. (as needed)

Required Knowledge, Skills and Abilities:

To successfully perform the essential functions of this position, the incumbent must have a high
school diploma or equivalent and completed all requirements and performance standards for
graduation from a police academy.  Additional knowledge and skill requirements include the
following:

 Ability to apply concepts of basic algebra and geometry.
 Ability to calculate figures and amounts such as discounts, interest, commissions,

proportions, percentages, area, circumference, and volume.
 Ability to communicate clearly and concisely in a variety of situations using verbal, auditory,

visual, and writing skills.
 Ability to define problems, collect data, establish facts, and draw valid conclusions.
 Ability to effectively present information and respond to questions from groups of managers,

clients, customers, and the general public.
 Ability to interpret an extensive variety of technical instructions in mathematical or diagram

form and deal with several abstract and concrete variables.
 Ability to maintain a valid license to operate motor vehicles in the state of Missouri and the

skills and abilities to operate department vehicles safely within specified vehicle operating
procedures and departmental standards.



 Ability to meet the minimum physical requirements related to normal police activities as
specified and must be able to respond at all levels of the department’s level of force options.

 Ability to operate firearms as specified by department’s firearm certification requirements.
 Ability to project vocally to maintain order at disturbances, accidents, crime scenes, and over

other background noises as needed.
 Ability to read, analyze, and interpret general business periodicals, professional journals,

technical procedures, or governmental regulations.
 Ability to understand and carry out verbal and written orders.
 Ability to write clear, concise, and comprehensive reports.
 Ability to write reports, business correspondence, and procedure manuals.
 Knowledge of appropriate first aid principles and skill in their application.
 Knowledge of laws, state statutes, municipal ordinances, and departmental policies.
 Knowledge of modern law enforcement principles, procedures, techniques, and equipment;

considerable knowledge of applicable laws, ordinance, and department rules and regulations.
 Knowledge of photography.
 Knowledge of scientific methods of crime detection, and criminal identification.
 Knowledge of the geography of the city and the location of important buildings and areas

requiring more than usual police attention.
 Skill in obtaining facts and interviewing suspects, witnesses and victims.
 Skill in analytics and good intuition. Both help in solving crimes.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

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

While performing the duties of this position, the employee is exposed less than one third of the
time to conditions such moving mechanical parts; fumes or airborne particles; toxic or caustic
chemicals and outside weather conditions; more than two thirds of the time this position is in the
office or a protected environment. Job duties require readiness to respond to situations that may
be life threatening or injurious; include exposure to dangerous chemicals or other toxic
substances, fire, serious physical confrontations, etc. The noise level in the work environment is
usually loud when in the field, moderate when in the office. This position is subject to being on
call or called out during emergency situations. This position may work nights, holidays, and
weekends. Position wears personal protective equipment such as gun, bulletproof vest, radio,
baton, Taser, duty belt, or prescribed uniforms.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.



While performing the duties of this position, the employee is regularly required to stand and
walk, use hands to finger, grasp, handle, or feel; reach with hands and arms, and talk or hear. The
employee is occasionally required to sit; run; climb or balance and stoop, squat, bend, twist,
kneel, crouch, or crawl. Lifting, moving, pushing or pulling up to 50 pounds occurs, in
emergencies may be necessary to lift, move, push, or pull up to 100 pounds. Ability to move
heavy objects or persons, give chase on foot, and restrain persons within the course of proper
police procedures; work in confined areas; walk, sit or stand for long periods of time; possess the
physical strength and agility to defend self and others in a hostile or combative situation. Specific
vision abilities required by this job include close vision, color vision, depth perception, distance
vision, and ability to adjust focus. Vocal communication is required for expressing or
exchanging ideas by means of the spoken word. The worker may be exposed to bloodborne
pathogens and may be required to wear specialized personal protective equipment. Operation of
machines and motor vehicles or equipment, including weapons and standard issue police
equipment.

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Police Officer

Title: Police Officer Department: Police

Reports To: Sergeant FLSA Status: Non Exempt

Pay Grade: $38,000 - $49,157         Schedule: One of three shifts 7:00 a.m. – 3:00 p.m., 3:00
p.m. – 11:00 p.m. or 11:00 p.m. – 7:00 a.m., and
other hours as needed.

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned

General Statement of main duties: This is general duty police work in protecting life and
property and in enforcing laws and ordinances.  The police officer is responsible for patrolling a
specified area for the purpose of maintaining law and order and protecting life and property.
Incumbents must exercise sound and independent judgment in emergency situations where
danger to life and property may be involved.  All assignments involve responsibility for tactful
and courteous treatment of the public and conscientious and efficient performance of duties.
Work is reviewed by inspection and through both oral and written reports to a sergeant and/or
commanding officer.

Minimum Qualifications:
At least twenty-one (21) years of age at the time of employment
High school diploma or GED or equivalent
Missouri Class A POST Certification; or be able to obtain at time of appointment
A valid Missouri driver's license or be able to obtain before appointment

Essential Job Functions:
1. Provide for public safety by maintaining order, responding to emergencies, protecting

people and property, enforcing criminal laws, and promoting good community relations.
(daily)

2. Patrols assigned area.  Investigates offenses and any suspicious conditions, makes arrests,
recovers property, transports prisoners to appropriates facilities, and makes out proper
reports; testifies in court as required. (daily)

3. Enforces traffic and parking regulations, directs traffic, investigates and prepares reports
of traffic accidents and incidents. (daily)

4. Administers appropriate first aid as required. (as needed)
5. Reacts to situations utilizing appropriate levels of force as required and   within the

department’s level of force options. (as needed)



6. Completes reports and performs office duties as assigned.  Collects bond monies,
maintains files, and operates appropriate office equipment. (as needed)

7. Responsible for maintaining and cleaning department issued equipment and assigned
vehicles. (as needed)

8. Provides business and residential patrol courtesy checks.
9. Promotes community and public relations by participating in special events and

programs.
10. Performs related duties as assigned or as the situation dictates.  (as needed)
11. Performs duties as to not pose a direct threat to the health and safety of citizens or other

individuals in the work place. (daily)
12. When necessary may serve as field training officer, serve on internal training teams, and

special assignments.
13. When necessary may be required to assume the duties, activities and tasks of a sergeant.

(as needed)

Required Knowledge, Skills and Abilities:

To successfully perform the essential functions of this position, the incumbent must have a high
school diploma or equivalent and completed all requirements and performance standards for
graduation from a police academy.  Additional knowledge and skill requirements include the
following:

 Ability to apply concepts of basic algebra and geometry.
 Ability to calculate figures and amounts such as discounts, interest, commissions,

proportions, percentages, area, circumference, and volume.
 Ability to communicate clearly and concisely in a variety of situations using verbal, auditory,

visual, and writing skills.
 Ability to effectively present information and respond to questions from groups of managers,

clients, customers, and the general public.
 Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule

form.
 Ability to maintain a valid license to operate motor vehicles in the state of Missouri and the

skills and abilities to operate department vehicles safely within specified vehicle operating
procedures and departmental standards.

 Ability to meet the minimum physical requirements related to normal police activities as
specified and must be able to respond at all levels of the department’s level of force options.

 Ability to operate firearms as specified by department’s firearm certification requirements.
 Ability to project vocally to maintain order at disturbances, accidents, crime scenes, and over

other background noises as needed.
 Ability to read, analyze, and interpret general business periodicals, professional journals,

technical procedures, or governmental regulations.
 Ability to solve practical problems and deal with a variety of concrete variables in situations

where only limited standardization exists.
 Ability to understand and carry out verbal and written orders.
 Ability to write clear, concise, and comprehensive reports.
 Ability to write reports, business correspondence, and procedure manuals.



 Knowledge of appropriate first aid principles and skill in their application.
 Knowledge of laws, state statutes, municipal ordinances, and departmental policies.
 Knowledge of the geography of the city and the location of important buildings and areas

requiring more than usual police attention.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

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

While performing the duties of this position, the employee is exposed less than one third of the
time to conditions such moving mechanical parts; fumes or airborne particles; toxic or caustic
chemicals and outside weather conditions; more than two thirds of the time this position is in the
office or a protected environment. Job duties require readiness to respond to situations that may
be life threatening or injurious; include exposure to dangerous chemicals or other toxic
substances, fire, serious physical confrontations, etc. The noise level in the work environment is
usually loud when in the field, moderate when in the office. This position is subject to being on
call or called out during emergency situations. This position may work nights, holidays, and
weekends. Position wears personal protective equipment such as gun, bulletproof vest, radio,
baton, Taser, duty belt, or prescribed uniforms.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this position, the employee is regularly required to stand and
walk, use hands to finger, grasp, handle, or feel; reach with hands and arms, and talk or hear. The
employee is occasionally required to sit; run; climb or balance and stoop, squat, bend, twist,
kneel, crouch, or crawl. Lifting, moving, pushing or pulling up to 50 pounds does generally
occur, in emergencies may be necessary to lift, move, push, or pull up to 100 pounds. Ability to
move heavy objects or persons, give chase on foot, and restrain persons within the course of
proper police procedures; work in confined areas; walk, sit or stand for long periods of time;
possess the physical strength and agility to defend self and others in a hostile or combative
situation. Specific vision abilities required by this job include close vision, color vision, depth
perception, distance vision, and ability to adjust focus. Vocal communication is required for
expressing or exchanging ideas by means of the spoken word. The worker may be exposed to
bloodborne pathogens and may be required to wear specialized personal protective equipment.
Operation of machines and motor vehicles or equipment, including weapons. The worker may be
exposed to bloodborne pathogens and may be required to wear specialized personal protective
equipment. Operation of machines and motor vehicles or equipment, including weapons and
standard issue police equipment.



SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Patrol Sergeant

Title: Patrol Sergeant Department: Police

Reports To: Captain FLSA Status: Non Exempt

Pay Grade: $42,906 - $55,147         Schedule: One of three shifts 7:00 a.m. – 3:00 p.m., 3:00
p.m. – 11:00 p.m. or 11:00 p.m. – 7:00 a.m., and
other hours as needed.

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned

General Statement of main duties: This is a first-line supervisory position responsible for
protecting life and property and in enforcing laws and ordinances.  The patrol sergeant is
responsible for supervising the patrol of a specified area, as well as performing police duties, for
the purpose of maintaining law and order and protecting life and property.  Supervises, coaches
and counsels subordinates toward maximum performance of assigned duties and departmental
objectives.   Incumbents must also exercise sound and independent judgment in emergency
situations where danger to life and property may be involved.  All assignments involve
responsibility for tactful and courteous treatment of the public and conscientious and efficient
performance of duties.  Work is reviewed by inspection and through both oral and written reports
to a commanding officer.

Essential Job Functions:

1. Supervises subordinate officers, assigns duties for general patrol and specific traffic
conditions and takes action to monitor results, establish procedures to monitor and/or
regulate delegated assignments or projects.  Supervises and approves investigation of
incidents, and inspects equipment and appearance. (daily)

2. Supervises and patrols assigned area.  Investigates offenses and any suspicious
conditions, makes arrests, recovers property, transports prisoners to appropriates
facilities, and makes out proper reports; testifies in court as required.  Identifies problems
and possible causes, evaluates courses of action and develops alternate solutions.  Keeps
commanding officers informed of significant events. (daily)

3. Coordinates and participates in the enforcement of traffic and parking regulations, directs
traffic, investigates and prepares reports of traffic accidents and incidents. (daily)

4. Develops, and counsels subordinate officers toward successful performance of
assignments and attainment of department objectives utilizing appropriate interpersonal
styles and methods in dealing with people. (daily)



5. Provide for public safety by maintaining order, responding to emergencies,
protecting people and property, enforcing criminal laws, and promoting good community
relations. (daily)

6. Administers appropriate first aid as required. (as needed)
7. Reacts to situations utilizing appropriate levels of force as required and within the

department’s level of force options. (as needed)
8. Completes reports and performs office duties as assigned.  Collects bond monies,

maintains files, and operates appropriate office equipment. (as needed)
9. Responsible for maintaining and cleaning department issued equipment and assigned

vehicles. (as needed)
10. Provides business and residential patrol courtesy checks.
11. Promotes community and public relations by participating in special events and

programs.
12. When necessary may serve as field training officer, serve on internal training teams, and

special assignments.
13. Handles special project assignments from the Captain or Chief.
14. Serves as leader for coordinating public relations and community relations as assigned.
15. Performs related duties as assigned or as the situation dictates.  (as needed)
16. Performs duties as to not pose a direct threat to the health and safety of citizens or other

individuals in the work place. (daily)
17. When necessary may be required to assume the duties, activities and tasks of a Captain.

(as needed)

Required Knowledge, Skills and Abilities:
To successfully perform the essential functions of this position, the incumbent must have a high
school diploma or equivalent and completed all requirements and performance standards for
graduation from a police academy.  Additional knowledge and skill requirements include the
following:
 Ability to apply concepts of basic algebra and geometry.
 Ability to calculate figures and amounts such as discounts, interest, commissions,

proportions, percentages, area, circumference, and volume.
 Ability to communicate clearly and concisely in a variety of situations using verbal, auditory,

visual, and writing skills.
 Ability to effectively present information and respond to questions from groups of managers,

clients, customers, and the general public.
 Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule

form.
 Ability to maintain a valid license to operate motor vehicles in the state of Missouri and the

skills and abilities to operate department vehicles safely within specified vehicle operating
procedures and departmental standards.

 Ability to meet the minimum physical requirements related to normal police activities as
specified and must be able to respond at all levels of the department’s level of force options.

 Ability to observe situations analytically, impartially, and objectively and to record them
clearly and completely; must use sound logic and independent judgment to react quickly and
appropriately in dangerous and emergency situations.

 Ability to operate firearms as specified by department’s firearm certification requirements.



 Ability to project vocally to maintain order at disturbances, accidents, crime scenes, and over
other background noises as needed.

 Ability to read, analyze, and interpret general business periodicals, professional journals,
technical procedures, or governmental regulations.

 Ability to solve practical problems and deal with a variety of concrete variables in situations
where only limited standardization exists.

 Ability to understand and carry out verbal and written orders.
 Ability to write clear, concise, and comprehensive reports.
 Ability to write reports, business correspondence, and procedure manuals.
 At least five years of total experience in Law Enforcement, Armed Security in a public

environment, management or combination of all three.
 At least two years of full-time service with the Parkville, Missouri Police Department.
 Knowledge of appropriate first aid principles and skill in their application.
 Knowledge of laws, state statutes, municipal ordinances, and departmental policies.
 Knowledge of the geography of the city and the location of important buildings and areas

requiring more than usual police attention.
 Satisfactory rating or higher on most recent evaluation.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

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

While performing the duties of this position, the employee is exposed less than one third of the
time to conditions such moving mechanical parts; fumes or airborne particles; toxic or caustic
chemicals and outside weather conditions; more than two thirds of the time this position is in the
office or a protected environment. Job duties require readiness to respond to situations that may
be life threatening or injurious; include exposure to dangerous chemicals or other toxic
substances, fire, serious physical confrontations, etc. The noise level in the work environment is
usually loud when in the field, moderate when in the office. This position is subject to being on
call or called out during emergency situations. This position may work nights, holidays, and
weekends. Position wears personal protective equipment such as gun, bulletproof vest, radio,
baton, Taser, duty belt, or prescribed uniforms.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this position, the employee is regularly required to stand and
walk, use hands to finger, grasp, handle, or feel; reach with hands and arms, and talk or hear. The



employee is occasionally required to sit; run; climb or balance and stoop, squat, bend, twist,
kneel, crouch, or crawl. Lifting, moving, pushing or pulling up to 50 pounds does generally
occur, in emergencies may be necessary to lift, move, push, or pull up to 100 pounds. Ability to
move heavy objects or persons, give chase on foot, and restrain persons within the course of
proper police procedures; work in confined areas; walk, sit or stand for long periods of time;
possess the physical strength and agility to defend self and others in a hostile or combative
situation. Specific vision abilities required by this job include close vision, color vision, depth
perception, distance vision, and ability to adjust focus. Vocal communication is required for
expressing or exchanging ideas by means of the spoken word. The worker may be exposed to
bloodborne pathogens and may be required to wear specialized personal protective equipment.
Operation of machines and motor vehicles or equipment, including weapons. The worker may be
exposed to bloodborne pathogens and may be required to wear specialized personal protective
equipment. Operation of machines and motor vehicles or equipment, including weapons and
standard issue police equipment.

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Sergeant

Title: Sergeant Department: Police

Reports To: Captain FLSA Status: Non Exempt

Pay Grade: $42,906-$55,147 Schedule: One of three shifts 7:00 a.m. –
3:00 p.m.; 3:00 p.m. – 11:00 p.m. or 11:00 p.m. –
7:00 a.m., and other hours as needed.

Job Objectives:
This is a first-line supervisory position responsible for protecting life and property and in
enforcing laws and ordinances.  The sergeant is responsible for supervising the patrol of a
specified area, as well as performing police duties, for the purpose of maintaining law and order
and protecting life and property.  Supervises, coaches and counsels subordinates toward
maximum performance of assigned duties and departmental objectives.   Incumbents must also
exercise sound and independent judgment in emergency situations where danger to life and
property may be involved.  All assignments involve responsibility for tactful and courteous
treatment of the public and conscientious and efficient performance of duties.  Work is reviewed
by inspection and through both oral and written reports to a commanding officer.

Essential Job Functions:
1. Supervises subordinate officers, assigns duties for general patrol and specific traffic

conditions and takes action to monitor results, establish procedures to monitor and/or
regulate delegated assignments or projects.  Supervises and approves investigation of
incidents, and inspects equipment and appearance.

2. Supervises and patrols assigned area.  Investigates offenses and any suspicious
conditions, makes arrests, recovers property, transports prisoners to appropriates
facilities, and makes out proper reports; testifies in court as required.  Identifies problems
and possible causes, evaluates courses of action and develops alternate solutions.  Keeps
commanding officers informed of significant events

3. Coordinates and participates in the enforcement of traffic and parking regulations, directs
traffic, investigates and prepares reports of traffic accidents and incidents.

4. Develops, and counsels subordinate officers toward successful performance of
assignments and attainment of department objectives utilizing appropriate interpersonal
styles and methods in dealing with people.

5. Provide for public safety by maintaining order, responding to emergencies,
protecting people and property, enforcing criminal laws, and promoting good community
relations.

6. Administers appropriate first aid as required.
7. Reacts to situations utilizing appropriate levels of force as required and within the

department’s level of force options.
8. Completes reports and performs office duties as assigned.  Collects bond monies,

maintains files, and operates appropriate office equipment.



9. Responsible for maintaining and cleaning department issued equipment and assigned
vehicles.

10. Provides business and residential patrol courtesy checks.
11. Promotes community and public relations by participating in special events and

programs.
12. When necessary may serve as field training officer, serve on internal training teams, and

special assignments.
13. Handles special project assignments from the Captain or Chief.
14. Serves as leader for coordinating public relations and community relations as assigned.
15. Performs related duties as assigned or as the situation dictates.
16. Performs duties as to not pose a direct threat to the health and safety of citizens or other

individuals in the work place.
17. When necessary may be required to assume the duties, activities and tasks of a Captain.

Required Knowledge, Skills and Abilities:
To successfully perform the essential functions of this position, the incumbent must have a high
school diploma or equivalent and completed all requirements and performance standards for
graduation from a police academy.  Additional knowledge and skill requirements include the
following:

 Ability to apply concepts of basic algebra and geometry.
 Ability to calculate figures and amounts such as discounts, interest, commissions,

proportions, percentages, area, circumference, and volume.
 Ability to communicate clearly and concisely in a variety of situations using verbal, auditory,

visual, and writing skills.
 Ability to effectively present information and respond to questions from groups of managers,

clients, customers, and the general public.
 Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule

form.
 Ability to maintain a valid license to operate motor vehicles in the state of Missouri and the

skills and abilities to operate department vehicles safely within specified vehicle operating
procedures and departmental standards.

 Ability to meet the minimum physical requirements related to normal police activities as
specified and must be able to respond at all levels of the department’s level of force options.

 Ability to observe situations analytically, impartially, and objectively and to record them
clearly and completely; must use sound logic and independent judgment to react quickly and
appropriately in dangerous and emergency situations.

 Ability to operate firearms as specified by department’s firearm certification requirements.
 Ability to project vocally to maintain order at disturbances, accidents, crime scenes, and over

other background noises as needed.
 Ability to read, analyze, and interpret general business periodicals, professional journals,

technical procedures, or governmental regulations.
 Ability to solve practical problems and deal with a variety of concrete variables in situations

where only limited standardization exists.
 Ability to understand and carry out verbal and written orders.
 Ability to write clear, concise, and comprehensive reports.



 Ability to write reports, business correspondence, and procedure manuals.
 Knowledge of appropriate first aid principles and skill in their application.
 Knowledge of laws, state statutes, municipal ordinances, and departmental policies.
 Knowledge of the geography of the city and the location of important buildings and areas

requiring more than usual police attention.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

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

While performing the duties of this position, the employee is exposed less than one third of the
time to conditions such moving mechanical parts; fumes or airborne particles; toxic or caustic
chemicals and outside weather conditions; more than two thirds of the time this position is in the
office or a protected environment. Job duties require readiness to respond to situations that may
be life threatening or injurious; include exposure to dangerous chemicals or other toxic
substances, fire, serious physical confrontations, etc. The noise level in the work environment is
usually loud when in the field, moderate when in the office. This position is subject to being on
call or called out during emergency situations. This position may work nights, holidays, and
weekends. Position wears personal protective equipment such as gun, bulletproof vest, radio,
baton, Taser, duty belt, or prescribed uniforms.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this position, the employee is regularly required to stand and
walk, use hands to finger, grasp, handle, or feel; reach with hands and arms, and talk or hear. The
employee is occasionally required to sit; run; climb or balance and stoop, squat, bend, twist,
kneel, crouch, or crawl. Lifting, moving, pushing or pulling up to 50 pounds does generally
occur, in emergencies may be necessary to lift, move, push, or pull up to 100 pounds. Ability to
move heavy objects or persons, give chase on foot, and restrain persons within the course of
proper police procedures; work in confined areas; walk, sit or stand for long periods of time;
possess the physical strength and agility to defend self and others in a hostile or combative
situation. Specific vision abilities required by this job include close vision, color vision, depth
perception, distance vision, and ability to adjust focus. Vocal communication is required for
expressing or exchanging ideas by means of the spoken word. The worker may be exposed to
bloodborne pathogens and may be required to wear specialized personal protective equipment.
Operation of machines and motor vehicles or equipment, including weapons. The worker may be
exposed to bloodborne pathogens and may be required to wear specialized personal protective



equipment. Operation of machines and motor vehicles or equipment, including weapons and
standard issue police equipment.

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________ __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Crew Leader (Did not interview, this is vacant)

Title: Crew Leader Department: Public Works

Supervisor: Director of Operations FLSA Status: Non-exempt

Pay Grade: $36,424-$53,418 Schedule: Full-time; Variable

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned.

General statement of main duties:
The Crew Leader is responsible for overseeing the general operations and daily duties for the
Operations Division of Public Works, under the direction of the Director of Operations.  The
employee will serve as a mentor to new and subordinate employees and train Laborers and
Skilled Laborers. The employee must have the ability to provide supervision of other
employees and be responsible for completed work.

Minimum Qualifications:
High School Diploma or GED
Valid Driver’s License and good driving record
Knowledge of duties described

Essential Job Functions:
1. Supervises and participates in repair of asphalt, concrete, gravel, and dirt surfaced

streets, alleys, and sidewalks; installs, repairs and maintains drainage structures such as
culverts, storm sewers, catch basins, head walls, and appurtenances.  (Daily)

2. Ability to operate an asphalt roller, backhoe, skid loader, other loaders, and flatbed
dump trucks in transporting personnel, materials, and supplies.  (Daily)

3. Performs ice control and snow plowing/removal activities.  (Seasonally)
4. Operates tractors for mowing operations and may use small lawn tractors or self-

propelled deck mowers and weed eating type mowers.  (Weekly)
5. Operates jackhammers, air compressors, chisel drills and other related pneumatic

equipment.  (Weekly)
6. Assists with traffic control during maintenance projects and at other times as needed.

(Monthly)
7. Prepares and maintains work record activities and assists the Director of Operations in

other record keeping and data collection. (Daily)
8. Remains on alert 24 hours for snow removal and other activities.  (Daily)
9. Prepare agenda items and present topics at monthly safety meetings.  (Monthly)



10. Cross-over laborer work to as needed in Parks, Sewer, and Nature Sanctuary Divisions as
directed by the Director of Operations or Public Works Director.  (Monthly)

11. Perform other related duties as assigned (as needed)

Required Knowledge, Skills and Abilities:
 Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers,

common fractions, and decimals.
 Ability to apply common sense understanding to carry out detailed but uninvolved written or

oral instructions.
 Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.
 Ability to control and maneuver 1-ton dump truck, spreader and plow for snow and ice

removal operations.
 Ability to deal with problems involving a few concrete variables in standardized situations.
 Ability to lead the efforts of other employees of the operations division.
 Ability to learn basic wiring and electrical concepts and follow safe working practices.
 Ability to read and interpret documents such as safety rules, operating and maintenance

instructions, and procedure manuals.
 Ability to speak effectively before groups of customers or employees of organization.
 Ability to sufficiently lift and maneuver objects, to climb and to walk over rugged terrain.
 Ability to use good judgment and decision making abilities.
 Ability to work without supervision and be able to make decisions in the Director of

Operation’s absence.
 Ability to write routine reports and correspondence.
 Knowledge and experience in types and levels of maintenance and repair functions

performed in the public works operations.
 Knowledge and skill in asphalt patching, curb and gutter repair and replacement, and

stormwater pipe repair and replacement.
 Knowledge and skill in maintaining athletic fields, and installation and maintenance of

playground equipment as well as the ongoing inspection of equipment.
 Knowledge of power tools and heavy equipment operation.
 Knowledge to use heavy equipment such as backhoe and skid loader.
 Skill in communicating and work effectively with co-workers and the public.
 Skills in various areas of construction.

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



While performing the duties of this job, the employee is regularly exposed to toxic or caustic
chemicals. The employee is regularly exposed to moving mechanical parts and fumes or airborne
particles. The employee is regularly exposed to outside weather conditions; risk of electrical
shock, dampness, direct sunlight, dust, pollen, insect stings, and animals, The noise level in the
work environment is usually loud. Work will be done on streets, trafficways and right-of-ways.
Irregular and overtime hours may be required.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this job, the employee is regularly required to stand; walk; use
hands to finger, handle, or feel and reach with hands and arms. The employee is occasionally
required to sit; climb or balance; stoop, kneel, crouch, or crawl and talk or hear. The employee
must regularly lift and/or move up to 50 pounds and/or move up to 75 pounds with or without
assistance.  Specific vision abilities required by this job include close vision, distance vision,
color vision, peripheral vision, depth perception and ability to adjust focus. Laborer will work on
and around mechanical or motorized equipment including tractors and moving vehicles.

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Public Works Contracts Specialist/Department Assistant

Title: Full-time Contracts Specialist

Department: Public Works Dept. (30 hrs./week avg.)

Supervisor: Public Works Director FLSA Status: Full-time, Non-Exempt

Salary Range:------ Schedule: 30 hours per week scheduled between 8:00
am – 5:00 pm, Monday – Friday, with hours outside
these times as needed.  Evening meeting the second
Wednesday of each month and others as needed.

This description represents a body of work typically performed in this position, but does not
necessarily represent all of the duties which may be assigned to the incumbent in the position.

The incumbent is responsible for performing miscellaneous duties as needed or assigned.

General statement of main duties:

The Contracts Specialist serves as the primary customer service contact for the Public Works
Department (the department).  The Contracts Specialist prepares, reviews, issues and monitors bid
documents; reviews and evaluates bid proposals; prepares, reviews and issues contract documents;
and ensures that contracted parties comply with contract provisions as directed by staff.  Provides
assistance regarding contract administration to Public Works personnel and other City departments;
and consultants and contractors doing business with the City.

The Contracts Specialist uses professional and technical skills in preparation of contracts and project
bids for consulting services, construction of new buildings; renovation, remodeling, or repair of
existing facilities; or for capital improvement projects for streets, thoroughfares, storm water,
streetlights, street maintenance, repair and rehabilitation, and major traffic maintenance contracts.
Work involves compiling and maintaining standardized and specialized bid and contract documents;
preparing construction bid packages from plans and specifications; monitoring performance and
compliance with existing construction and/or service contracts.

The Contracts Specialist provides primary clerical and administrative assistance to the Public Works
Director, including answering phones, processing department mail, filing, processing various
permits, coordinating department meetings and assisting with public correspondence,  research,
reports, document preparation, and other similar duties as assigned.  The Contracts Specialist
prepares packets and other materials for meetings of the Community Land and Recreation Board and
maintains minutes of business conducted. The Contracts Specialist will also help maintain official
records. The Contracts Specialist will be cross-trained to temporarily fill the role of City Clerk in the
absence of the Clerk and to assist with duties as assigned and may assist other departments as
assigned. The Contracts Specialist will fill in as the Receptionist as needed to answer phones and
direct to the appropriate department, process payments for building permits, business licenses, right
of way permits, dog tags and golf carts and reserve park shelters and process payments.



Minimum Qualifications:

The Contracts Specialist shall have a high school diploma with additional college-level courses in
business administration, accounting, contracts or related subjects or equivalent work experience.
Five years of progressively responsible contract administration experience, or an equivalent level of
experience.  The Contracts Specialist must be proficient in Microsoft Word, Excel and Outlook and
ability to type at least 40 words per minute; must be: self-motivated; highly organized; have an
ability to learn quickly; have excellent clerical, written and verbal communication and customer
service skills; be capable of managing multiple responsibilities and deadlines; and have excellent
follow through.

Essential Job Functions:

1. Executes the Public Works contracting program through completion of contracting documents for
engineering services, construction and purchase of materials, ensuring compliance with insurance
and bonding requirements, reviewing and facilitation approval of payment requests, coordinating
with legal staff on contract law issues, and assisting project managers with change orders, work
authorizations and purchase orders.

2. Schedules and participates in formal bid openings for sealed bidding procurement; prepares bid
tabulations and analyzes bids to determine responsiveness to the solicitations; assists Public
Works Director or other Department Director in evaluating bidder responsibility based on
previous contract performance; and monitors performance of contracted parties.  Prepares
contracts to be executed upon award by Board of Aldermen, City Administrator, or Public Works
Director.

3. Reviews contractor pay estimates and miscellaneous contract invoices and verifies accuracy of
calculations before obtaining Department approval for payment.

4. Provides follow-up contract review and monitoring to ensure vendor compliance.
5. Obtains tax-exempt numbers from State and forwards to appropriate contractors; and obtains

insurance and endorsements from contractors, consultants, and architects for Department
projects.

6. Submits Prevailing Wage Project Notifications and monitors Prevailing Wage Reports from
contractors.

7. Creates new and revises existing standardized agreements/contracts for various types of work as
needed.

8. Analyzes requirements for complex contracts and recommends the appropriate method of
procurement (sealed bids or quotes); writes the Invitation for Bids or Request for Proposal; or
Request for Qualifications; forwards solicitation package to a Plan Room or to City’s website.

9. Assists Staff to determine compliance with contract requirements, terms and conditions, prepares
and submits notification of deficiencies to companies under contract with the City.

10. Maintains electronic and hard copy files and current standardized bid documents.
11. Answer department phone calls and answer basic questions or direct the call to the appropriate

staff.
12. Check and distribute department mail.
13. File and maintain electronic and printed records.
14. Provide general clerical assistance, including typing, proof-reading, copying, scanning,

corresponding and similar to the department director
15. Communicate progress with the department director.
16. Meet with the department director to coordinate schedules and duties.
17. Assist department director with scheduling, billing, contract compliance and similar duties.



18. Coordinate Community Land and Recreation Board meetings agendas and related packet
materials (monthly).

19. Take roll and minutes at Community Land and Recreation Board meetings (monthly).
20. Research topics and issues and prepare summaries as directed. (as needed)
21. Coordinate, setup for and clean up after department meetings (as needed)
22. Attend department meetings and take notes or minutes (bi-monthly)
23. Assist with drafting policy reports, ordinances and minutes (as needed)
24. Assist the City Clerk with Board of Aldermen packet preparation, taking meeting minutes and

other related duties (as needed)
25. Perform other related duties as assigned (as needed)
26. Communicate effectively with other department directors, department employees, members of

other Boards, and members of the public.
27. Assist with requests for public information.
28. Collaborate with department head to assist in the development and implementation of goals,

objectives, policies and priorities.
29. Perform related work and special assignments at the direction of the department director.

Required Knowledge, Skills and Abilities:
 Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers,

common fractions, and decimals.
 Ability to apply common sense understanding to carry out detailed but uninvolved written or

oral instructions.
 Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.
 Ability to deal with problems involving a few concrete variables in standardized situations.
 Ability to read and interpret documents such as safety rules, operating and maintenance

instructions, and procedure manuals.
 Ability to speak effectively before groups of customers or employees of organization.
 Ability to write routine reports and correspondence.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

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

The noise level in the work environment is usually moderate.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this job, the employee is regularly required to stand; sit, walk, use
hands to finger, handle, or feel; reach with hands and arms and talk or hear. The employee is
occasionally required to climb or balance; stoop, kneel, crouch, or crawl.  The employee must



occasionally lift and/or move up to 10 pounds.  Specific vision abilities required by this job
include close vision, peripheral vision, depth perception, and the ability to adjust focus.

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Director of Operations

Title: Director of Operations Department: Public Works

Supervisor: Public Works Director FLSA Status: Exempt

Pay Grade: $50,440-$70,038 Schedule: Full-time; Variable

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned.

General statement of main duties:
Director of Operations plans, directs, manages, and oversees the daily operations of the
Operations Division, including Streets and Parks.  The director coordinates projects with the
Nature Sanctuary, and Sewer Divisions.  Provides support to the Public Works Director.  The
director is responsible for scheduling street and parks maintenance projects.  The director is
required to have ability to provide supervision of other employees and responsibilities for
completed work.

Minimum Qualifications:
The Director of Operations should have knowledge of general municipal public works operations
and management skills including communication, budgeting, project oversight, employee
supervision, and problem solving.  At a minimum, the director should possess a High School
Diploma or GED.  The director should possess a valid Driver’s License and good driving record.

Essential Job Functions:
1. Selects, trains, motivates, and evaluates the Operations Division personnel. (Daily)
2. Plans, directs, and supervises and participates in repair of asphalt, concrete, gravel, and

dirt surfaced streets, alleys, and sidewalks; installs, repairs and maintains drainage
structures such as culverts, storm sewers, catch basins, head walls, and appurtenances,

3. Oversees sign repair and installation. (Daily)
4. Supervises general maintenance, cleaning and mowing of the city parks, designated

buildings, parking lots, and designated Right-of-Ways, and Nature Santuary. (Daily)
5. Supervises park construction projects. (Monthly)
6. Supervises the street maintenance projects, which includes mill and overlay, curb and

sidewalk, and street striping programs. (Seasonal)
7. Assists director with preparation of bid specifications for equipment, construction or

repair.
8. Assesses quality of City streets for annual maintenance program.  (Annually)
9. Oversees the maintenance of Operations Division vehicles and equipment.  (Daily)
10. Prepares and maintains documents related to record keeping and data collection.



(Daily)
11. Participates in the preparation of the Transportation, Streets, and Parks Budgets.

(Annually)
12. Oversees and monitors the spending of the Transportation, Streets, and Parks Budgets.

(Daily)
13. Supervises emergency snow removal operations for streets, city owned parking lots,

and related sidewalks. (Seasonally)
14. Perform other related duties as assigned (as needed)

Required Knowledge, Skills and Abilities:
 Ability sufficient to lift and maneuver objects, to climb and to walk over rugged terrain.
 Ability to apply concepts of basic algebra and geometry.
 Ability to calculate figures and amounts such as discounts, interest, commissions,

proportions, percentages, area, circumference, and volume.
 Ability to communicate and work effectively with co-workers and the public.
 Ability to control and maneuver 1-ton dump truck, spreader and plow for snow and ice

removal operations.
 Ability to define problems, collect data, establish facts, and draw valid conclusions.
 Ability to effectively present information and respond to questions from groups of managers,

clients, customers, and the general public.
 Ability to establish and maintain effective working relationships and use good judgment,

initiative, and resourcefulness with the public, elected official, and other employees.
 Ability to follow all safety rules and regulations of the department to which assigned.
 Ability to interpret an extensive variety of technical instructions in mathematical or diagram

form and deal with several abstract and concrete variables.
 Ability to read, analyze, and interpret general business periodicals, professional journals,

technical procedures, or governmental regulations.
 Ability to write reports, business correspondence, and procedure manuals.
 Knowledge and experience in types and levels of maintenance and repair functions

performed in the public works operations.
 Knowledge and skill in asphalt patching, curb and gutter repair and replacement, and

stormwater pipe repair and replacement.
 Knowledge and skill in maintaining athletic fields, and installation and maintenance of

playground equipment as well as the ongoing inspection of equipment.
 Knowledge of operation of heavy equipment and tools necessary to perform daily operations.
 Knowledge of principles of supervision, training and performance evaluations.
 Knowledge of traffic control requirements as outlined in the Manual for Uniform Traffic

Control Devices (MUTCD).
 Skill in analyzing programs, policies and operational needs.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

Working Conditions:  The work environment characteristics described here are representative
of those an employee encounters while performing the essential functions of this position.



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

While performing the duties of this job, the employee is regularly exposed to toxic or caustic
chemicals. The employee is regularly exposed to moving mechanical parts and fumes or airborne
particles. The employee is regularly exposed to outside weather conditions; risk of electrical
shock, dampness, direct sunlight, dust, pollen, insect stings, and animals, The noise level in the
work environment is usually loud. Work will be done on streets, trafficways and right-of-ways.
Irregular and overtime hours may be required. This position is subject to call out.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this job, the employee is regularly required to stand; walk; use
hands to finger, handle, or feel and reach with hands and arms. The employee is occasionally
required to sit; climb or balance; stoop, kneel, crouch, or crawl and talk or hear. The employee
must frequently lift and/or move up to 25 pounds, and on occasion lift and/or move up to 75
pounds with or without assistance.  Specific vision abilities required by this job include close
vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust
focus. Employee will work on and around mechanical or motorized equipment including tractors
and moving vehicles.

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Construction Inspector

Title: Construction Inspector Department: Public Works

Supervisor: Public Works Director FLSA Status: Part-Time, Non-exempt

Pay Grade: $20-$30 per hour Schedule: 25 hours per week scheduled
between

(Hourly rate based on experience) 8:00 am – 5:00 pm, Monday – Friday, with
hours outside these times as needed.

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned.

General statement of main duties:
The Construction Inspector conducts inspections of public infrastructure.  The Construction
Inspector oversees grading operations; public street construction; public storm sewer
construction; public sanitary sewer construction; public sidewalk construction; erosion control
methods; and Right-of-Way permits.  The Construction Inspector oversees on-site material
testing for compliance with the public improvement construction standards.  The Construction
Inspector prepares inspection reports, documenting the field conditions and construction
observations associated with construction and testing.  The Construction Inspector investigates
citizen’s complaints; such issues may include drainage, construction, maintenance, and erosion
control.  The Construction Inspector assists in emergency operation, such as snow removal, as
required.

Minimum Qualifications:
The Construction Inspector shall have a high school diploma, or equivalent.  Courses in
construction or engineering technology and prior construction and/or inspection experience
preferred.  The Construction Inspector must possess a valid driver’s license.
Knowledge of duties described

Essential Job Functions:
1. Inspects residential sidewalk construction associated with subdivisions.  Check placement of

sidewalk forms and visually inspects the subgrade prior to placement of concrete.
2. Inspects public storm sewer construction including bedding material placement, pipe

installation, and storm structure installation.
3. Inspects installation of erosion control measures for code compliance on public and private

development projects.  Verify that the measures comply with the approved plans and that all
necessary erosion control is in place prior to commencement of grading operations.  Inspects
the erosion control measures for maintenance needs and inadequacies throughout the duration
of the project construction.



4. Observes materials testing for public infrastructure construction associated with public
improvement projects.  Observes random testing of subgrade compaction, asphalt base and
surface compaction, and required concrete tests.

5. Inspects work performed within the City’s Right-of-Way.  Inspections may include street
cuts, street restoration, sod and grade restoration, utility repair, and sidewalk repair.

6. Investigates citizen complaints associated with construction projects.
7. Observes the street construction including subgrade preparation, pavement placement, and

curb & gutter installation.
8. Performs curb, sidewalk, and driveway inspections prior to certificate of occupation.
9. Observes the grading operations including compaction, moisture content, stabilization

construction, and overall site grading.
10. Gathers information required for material and testing documentation for the project file.

Collects the material testing results and certifications.
11. Documents all pertinent information associated with the construction activities of each

project.
12. Prepares daily inspection reports and weekly summary reports for each project.
13. Performs enforcement actions as necessary.  Actions could include rejection of non-

compliant material and/or construction methods.
14. Assist in emergency operations, including snow removal, as required.
15. Attend pre-construction meetings to discuss proper construction methods and materials

testing requirements for each development project.
16. Perform other related duties as assigned.
17. Perform other related duties as assigned (as needed)

Primary Responsibilities:
 Inspect privately-funded public improvement projects.
 Prepare inspection reports that include important project information, such as field conditions,

construction methods, and materials testing for each project.
 Communicate effectively with the contractor and subcontractors.
 Assist with investigating citizen complaints.
 Perform related work and special assignments at the direction of the department director.

Required Knowledge, Skills and Abilities:
 Ability to apply concepts of basic algebra and geometry.
 Ability to calculate figures and amounts such as discounts, interest, commissions,

proportions, percentages, area, circumference, and volume.
 Ability to effectively present information and respond to questions from groups of managers,

clients, customers, and the general public.
 Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule

form.
 Ability to make decisions in the Director’s absence.
 Ability to read, analyze, and interpret general business periodicals, professional journals,

technical procedures, or governmental regulations, blueprints, engineering plans and
documents, contracts.

 Ability to read, comprehend, and apply City codes and regulations to ensure compliance.
 Ability to reading and interpreting of construction plans.



 Ability to solve practical problems and deal with a variety of concrete variables in situations
where only limited standardization exists.

 Ability to write reports, business correspondence, and procedure manuals.
 Knowledge in surveying techniques.

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

While performing the duties of this job, the employee is regularly exposed to toxic or caustic
chemicals. The employee is regularly exposed to moving mechanical parts and fumes or airborne
particles. The employee is regularly exposed to outside weather conditions; risk of electrical
shock, dampness, direct sunlight, dust, pollen, insect stings, and animals, The noise level in the
work environment is usually loud. Work will be done on streets, trafficways and right-of-ways.
Irregular and overtime hours may be required. This position may be subject to call out. Work on
and around mechanical or motorized equipment including mowers and vehicles.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this job, the employee is regularly required to stand; walk; use
hands to finger, handle, or feel and reach with hands and arms. The employee is occasionally
required to sit; climb or balance; stoop, kneel, crouch, or crawl and talk or hear. The employee
must regularly lift and/or move up to 10 pounds and/or move up to 25 pounds with or without
assistance.  Specific vision abilities required by this job include close vision, distance vision,
color vision, peripheral vision, depth perception and ability to adjust focus.

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Laborer

Title: Laborer Department: Public Works

Supervisor: Director of Operations FLSA Status: Non-exempt

Pay Grade: $27,040-$35,582 Schedule: Full-time; Variable

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned.

General statement of main duties:
Laborer is responsible for public works related maintenance duties and possesses the
knowledge to use some heavy equipment like a rubber tire backhoe and skid loader.

Minimum Qualifications:
High School Diploma or GED
Valid Driver’s License and good driving record
Knowledge of duties described

Essential Job Functions:
1. Participates in repair of asphalt, concrete, gravel, and dirt surfaced streets, alleys, and

sidewalks; installs, repairs and maintains drainage structures such as culverts, storm
sewers, catch basins, head walls, and appurtenances.  (Daily)

2. Performs all general mowing and trimming maintenance of city parks, designated
buildings and Right-of Ways (Daily)

3. Removes trash and debris from city parks and lots, parking lots (Daily)
4. Ability to learn to operate an asphalt roller, a rubber tired backhoe, skid loader, or other

rubber tire loaders, and flatbed dump trucks in transporting personnel, materials, and
supplies place to place as well as performs ice control and snow plowing/removal
activities. (Daily)

5. Operates tractors for mowing operations and may use small lawn tractors or self-
propelled deck mowers and weed eating type mowers.  (Weekly)

6. Performs daily inspection of and maintenance of machinery and vehicle maintenance.
(Daily)

7. Operates jackhammers, air compressors, chisel drills and other related pneumatic
equipment.  (Weekly)

8. Remains on alert 24 hours for snow removal and other activities.  (Daily)
9. Assist in set up operations for meetings. (Monthly)
10. Cross-over laborer work to as needed in Parks, Sewer, and Nature Sanctuary Divisions as



directed by the Director of Operations or Public Works Director.  (Monthly)
11. Performs set-up and tear-down for events and festivals.  (Monthly)
12. Performs regular inspection of streets and parks. (Daily)
13. Performs playground inspection and maintenance.  (Monthly)
14. Performs park maintenance i.e. trail resurfacing, fountain, buildings.  (Weekly)
15. Performs park construction projects i.e. electrical, concrete, plumbing & grading.

(Monthly)
16. Perform tree pruning of trees in City Parks and rights-of-way.  (Monthly)
17. Participates in City clean-up events.  (Annually)
18. Follows all workzone safety guidelines at all times wearing high visibility apparel,

differentiate the worker from vehicles, signs, drums; personnel identifies routes and
marks workzone for safe enter and exit; both overhead and underground utilities are
marked to prevent contact by equipment and workers.

19. Perform other related duties as assigned (as needed)

Required Knowledge, Skills and Abilities:
 Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers,

common fractions, and decimals.
 Ability to apply common sense understanding to carry out detailed but uninvolved written or

oral instructions.
 Ability to communicate and work effectively with co-workers and the public.
 Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.
 Ability to control and maneuver 1-ton dump truck, spreader and plow for snow and ice

removal operations.
 Ability to deal with problems involving a few concrete variables in standardized situations.
 Ability to follow safe working practices.
 Ability to read and interpret documents such as safety rules, operating and maintenance

instructions, and procedure manuals.
 Ability to speak effectively before customers or employees of organization.
 Ability to work without supervision and be able to make decisions in the Streets Director’s

absence.
 Ability to write routine reports and correspondence.
 Knowledge of power tools and heavy equipment operation.
 Skills in various areas of construction.

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



While performing the duties of this job, the employee is regularly exposed to toxic or caustic
chemicals. The employee is regularly exposed to moving mechanical parts and fumes or airborne
particles. The employee is regularly exposed to outside weather conditions; risk of electrical
shock, dampness, direct sunlight, dust, pollen, insect stings, and animals, The noise level in the
work environment is usually loud. Work will be done on streets, trafficways and right-of-ways.
Irregular and overtime hours may be required. This position is subject to call out.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this job, the employee is regularly required to stand; walk; use
hands to finger, handle, or feel and reach with hands and arms. The employee is occasionally
required to sit; climb or balance; stoop, kneel, crouch, or crawl and talk or hear. The employee
must regularly lift and/or move up to 50 pounds and/or move up to 75 pounds with or without
assistance.  Specific vision abilities required by this job include close vision, distance vision,
color vision, peripheral vision, depth perception and ability to adjust focus. Laborer will work on
and around mechanical or motorized equipment including mowers and vehicles. Irregular and
overtime hours may be required.

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Skilled Laborer

Title: Skilled Laborer Department: Public Works

Supervisor: Director of Operations FLSA Status: Non-exempt

Pay Grade: $30,814-$42,550 Schedule: Full-time; Variable

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned.

General statement of main duties:
Skilled Laborer position is responsible for public works related maintenance duties and possesses
the knowledge to use some heavy equipment like a rubber tire backhoe and skid loader. The
employee must be responsible for completed work.

Minimum Qualifications:
High School Diploma or GED
Valid Driver’s License and good driving record
Knowledge of duties described

Essential Job Functions:
1. Supervises and participates in repair of asphalt, concrete, gravel, and dirt surfaced

streets, alleys, and sidewalks; installs, repairs and maintains drainage structures such as
culverts, storm sewers, catch basins, head walls, and appurtenances.  (Daily)

2. Ability to operate an asphalt roller, a rubber tired backhoe, skid loader, or other rubber
tire loaders, and flatbed dump trucks in transporting personnel, materials, and supplies
place to place as well as performs ice control and snow plowing/removal activities.
(Daily)

3. Operates tractors for mowing operations and may use small lawn tractors or self-
propelled deck mowers and weed eating type mowers.  (Weekly)

4. Operates jackhammers, air compressors, chisel drills and other related pneumatic
equipment. (Weekly)

5. Assists with traffic control during maintenance projects and at other times as needed.
(Monthly)

6. Prepares and maintains work record activities and assists the Director of Operations in
other record keeping and data collection.  (Weekly)

7. Remains on alert 24 hours for snow removal and other activities.  (Seasonally)
8. Assist in set up operations for meetings.  (Monthly)



9. Cross-over laborer work to as needed in Parks, Sewer, and Nature Sanctuary Divisions
as directed by the Director of Operations or Public Works Director.  (Monthly)

10. Performs all general mowing and trimming maintenance of city parks, designated
buildings and Right-of Ways (Daily)

11. Removes trash and debris from city parks and lots, parking lots (Daily)
12. Performs daily inspection of and maintenance of machinery and vehicle maintenance.

(Daily)
13. Performs set-up and tear-down for events and festivals.  (Monthly)
14. Performs regular inspection of streets and parks. (Daily)
15. Performs playground inspection and maintenance.  (Monthly)
16. Performs park maintenance i.e. trail resurfacing, fountain, buildings.  (Weekly)
17. Performs park construction projects i.e. electrical, concrete, plumbing & grading.

(Monthly)
18. Perform tree pruning of trees in City Parks and rights-of-way.  (Monthly)
19. Participates in City clean-up events.  (Annually)
20. Follows all workzone safety guidelines at all times wearing high visibility apparel,

differentiate the worker from vehicles, signs, drums; personnel identifies routes and
marks workzone for safe enter and exit; both overhead and underground utilities are
marked to prevent contact by equipment and workers.

21. Perform other related duties as assigned (as needed)

Required Knowledge, Skills and Abilities:
 Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers,

common fractions, and decimals.
 Ability to apply common sense understanding to carry out detailed but uninvolved written or

oral instructions.
 Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.
 Ability to control and maneuver 1-ton dump truck, spreader and plow for snow and ice

removal operations.
 Ability to deal with problems involving a few concrete variables in standardized situations.
 Ability to learn basic wiring and electrical concepts and follow safe working practices.
 Ability to read and interpret documents such as safety rules, operating and maintenance

instructions, and procedure manuals.
 Ability to speak effectively before groups of customers or employees of organization.
 Ability to work without supervision and be able to make decisions in the Streets Director’s

absence.
 Ability to write routine reports and correspondence.
 Knowledge of power tools and heavy equipment operation.
 Skills in various areas of construction.

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



While performing the duties of this job, the employee is regularly exposed to toxic or caustic
chemicals. The employee is regularly exposed to moving mechanical parts and fumes or airborne
particles. The employee is regularly exposed to outside weather conditions; risk of electrical
shock, dampness, direct sunlight, dust, pollen, insect stings, and animals, The noise level in the
work environment is usually loud. Work will be done on streets, trafficways and right-of-ways.
Irregular and overtime hours may be required. This position is subject to call out.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this job, the employee is regularly required to stand; walk; use
hands to finger, handle, or feel and reach with hands and arms. The employee is occasionally
required to sit; climb or balance; stoop, kneel, crouch, or crawl and talk or hear. The employee
must regularly lift and/or move up to 50 pounds and/or move up to 75 pounds with or without
assistance.  Specific vision abilities required by this job include close vision, distance vision,
color vision, peripheral vision, depth perception and ability to adjust focus. Laborer will work on
and around mechanical or motorized equipment including mowers and vehicles. Irregular and
overtime hours may be required.

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Public Works Director

Title: Public Works Director Department: Public Works

Supervisor: City Administrator FLSA Status: Exempt

Pay Range: $68,882 - $84,675 Schedule: 8:00 a.m. – 5:00 p.m., Monday - Friday,
evening meetings and other hours as needed

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position. The incumbent is responsible for performing miscellaneous duties as needed or

assigned.

General statement of main duties: The Public Works Director plans, directs, manages and
oversees the activities, projects and operations of the Public Works Department including the
operations division (streets and parks maintenance), sewer division (treatment and collection).
Responsibilities also include flood management, engineering, traffic engineering, facility
maintenance (remote sites), and maintenance and construction of public improvements. The
Director coordinates assigned activities with other city departments and outside agencies and
provides highly responsible and complex administrative support to the City Administrator.

Minimum Qualifications: The Public Works Director should have knowledge of general
municipal public works operations and management skills including communication, budgeting,
project oversight, employee supervision, and problem solving; a bachelor’s degree in civil
engineering, construction management, public administration, or a related field; and a minimum
of ten (10) years of progressively responsible experience. An exceptional combination of
education and type of experience may be substituted in lieu of the minimum experience
requirement. Status as a licensed Professional Engineer in the State of Missouri is not mandatory,
but strongly preferred. The Director serves as a member of the City’s senior management team
and must have exceptional leadership and management abilities. The Director must maintain a
valid driver’s license.

Essential Job Duties and Responsibilities:
1. Assume full management responsibility for all Public Works Department services and

activities including maintenance, construction, and engineering of parks, streets, bridges,
storm sewers, sanitary sewer collection, sanitary sewer treatment, traffic control plans,
facility maintenance, recycling, and household hazardous waste, and recommend and
administer policies and procedures for these activities. (daily)

2. Establish, within city policy and budget, appropriate service and staffing levels; monitor and
evaluate the efficiency and effectiveness of service delivery methods and procedures;
allocate resources accordingly. (weekly)



3. Plan, direct and coordinate, through subordinate level supervisory and managerial personnel,
the Public Works Department goals and improvement projects; assign projects and goals with
varying responsibility; review and evaluate work methods and procedures; meet with staff to
identify and resolve problems. (daily)

4. Assess and monitor work load, administrative and support systems, and internal reporting;
identify opportunities for improvement; direct and implement changes. (weekly)

5. Select, train, motivate and evaluate Public Works Department personnel; provide or
coordinate staff training; work with employees to correct deficiencies; implement discipline
and termination procedures. (weekly)

6. Serve as a resource to other city departments for technical engineering expertise, including
performing commercial and residential development plan reviews of proposed grading,
paving, drainage, sanitary sewers, and erosion control plans, and plats. Oversee and/or
perform the inspection of these improvements. (weekly)

7. Coordinate with other city departments and divisions, such as Parkville Nature Sanctuary and
special events, for maintenance and technical expertise. (weekly)

8. Oversee and participate in the development and administration of the Public Works
Department budget; approve the forecast of funds needed for staffing, equipment, materials
and supplies; approve expenditures and implement budgetary adjustments as appropriate and
necessary. (weekly)

9. Explain, justify and defend Public Works Department programs, policies, and activities to the
City Administrator, Mayor, Board of Aldermen, and general public; negotiate and resolve
sensitive and controversial issues. (monthly)

10. Represent the Public Works Department to other city departments, elected officials and
outside agencies; coordinate Public Works Department activities with those of other
departments, outside agencies and organizations such as Platte County and the Mid-America
Regional Council (MARC). (as needed)

11. Develop and evaluate programs and policies for implementing City projects needs and goals.
(as needed)

12. Assess and monitor the City’s infrastructure to recommend the adequate level of
maintenance, both for existing infrastructure and new developments. (quarterly)

13. Provide staff assistance to the City Administrator; prepare and present staff reports and other
necessary correspondence for the Board of Aldermen and committee meeting packets.
(weekly)

14. Attend and participate in professional group meetings; stay abreast of new trends and
innovations in the field of public works administration. (as needed)

15. Promptly respond to and resolve difficult and sensitive citizen inquiries and complaints. (as
needed)

16. Serve as the City’s right-of-way administrator; review and process applications for private
use of the public right-of-way and make recommendations regarding the same. (as needed)

17. Make applications to the Mid-America Regional Council, Platte County, and other granting
agencies for grant funds to assist with eligible project costs; administer grant award contracts.
(as needed)

18. Prepare National Pollutant Discharge Elimination System (NPDES) renewal permits and
annual reports. (annually)

19. Participate in disaster planning and mitigation including flood control and health department
epidemic control activities. (as needed)



20. Supervise the Operations Manager, Construction Inspector, Department Assistant, and
Interns. (daily)

21. Oversee contract personnel, including but not limited to contract city engineer and sewer
plant operator, and ensure compliance with professional services agreements. (daily)

22. Performs other related duties as assigned by State Statute, City ordinance, the Municipal
Code or by City Administrator. (as needed)

Primary Responsibilities:
 Plans and direct the development and implementation of Public Works Department goals,

objectives, policies and priorities for each division.
 Communicates effectively with the City’s management team, employees, Mayor, Board of

Aldermen, and members of the public.
 Exercises technical expertise and sound managerial judgment in the maintenance and

development of city infrastructure and physical assets.
 Demonstrates high-level leadership capability to identify and solve problems, direct and

motivate staff, and maintain momentum on projects and schedules.
 Collaborate with other staff to assist in the development and implementation of goals,

objectives, policies, and priorities.
 Performs related work at the direction of City Administrator.

Required Knowledge, Skills and Abilities:
 Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical

situations.
 Ability to define problems, collect data, establish facts, and draw valid conclusions.
 Ability to effectively present information, respond to questions and effectively interact with

associates, clients, customers, managers, general public, public groups, public officials, and
City Council.

 Ability to establish and maintain effective working relationships and use good judgment,
initiative, and resourcefulness with the public, elected official, and other employees.

 Ability to follow all safety rules and regulations of the department to which assigned.
 Ability to interpret an extensive variety of technical instructions in mathematical or diagram

form and deal with several abstract and concrete variables.
 Ability to make effective and persuasive speeches and presentations on controversial or

complex topics to top management, public groups, and/or boards of directors.
 Ability to operate in a fast-paced environment and to produce results with a high-volume

workload of diverse tasks.
 Ability to perform with evolving priorities and to effectively communicate changing needs

and timelines.
 Ability to read, analyze, and interpret the most complex documents.
 Ability to respond effectively to the most sensitive inquiries or complaints.
 Ability to work with mathematical concepts such as probability and statistical inference, and

fundamentals of plane and solid geometry and trigonometry.
 Ability to write speeches and articles using original or innovative techniques or style.
 Knowledge of construction techniques involving roads, bridges, retaining walls, drainage

systems, flood control and sanitary sewers.



 Knowledge of economic and accounting principles and practices, the financial markets,
banking, and the analysis and reporting of financial data.

 Knowledge of governmental regulations and resolutions and ordinances, statutes, regulations,
laws, legal codes, court procedures, precedents, executive orders, and agency rules that affect
the functions of municipal government.

 Knowledge of municipal finance practices.
 Knowledge of operational characteristics, services and activities of a comprehensive public

works program.
 Knowledge of principles of supervision, training and performance evaluations.
 Skill in analyzing programs, policies and operational needs.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

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

The noise level in the work environment is usually moderate. Stressful situations may occur
when dealing with the public. Director must be able to work in various outdoor climate
conditions as needed to perform on-site inspections. This position is subject to call out.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

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

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Nature Sanctuary Assistant Director

Title: Nature Sanctuary Assistant Department: Public Works

Supervisor: Nature Sanctuary Director FLSA Status: Part-Time; Non-Exempt

Pay Grade: $13.00 per hour Schedule: Flexible; approximately 7-8 hours per
week

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned.

General statement of main duties: The Nature Sanctuary Assistant will assist the Nature
Sanctuary Director with routine maintenance of trails, signs, sheds, bridges, boardwalks, etc. The
Assistant will help plan, prepare for and conduct special events such as Day Camp and Ghost
Stories. The Assistant will conduct guided hikes and work days for youth and adult volunteers.
The Assistant will assist Director and coordinate weed control.

Minimum Qualifications: The Nature Sanctuary Assistant shall have a high school diploma, or
equivalent. Experience in conservation biology, natural resource management, or a related field
is preferred. Must maintain a valid Missouri state driver’s license.

Essential Job Functions:
1. Assist Director to ensure proper maintenance of Nature Sanctuary properties and trails.

Maintenance needs include trash removal, fallen trees, removing hazardous rocks/roots
from trails, replacing trail materials, sign repairs, removing vandalism, picking up litter,
etc. (weekly)

2. Routinely inspects trails for safety hazards and arranges for needed repairs. (weekly)
3. Plans, prepares for and conducts special events (quarterly)
4. Conducts guided hikes and work days for youth and adult volunteers and visitors. (daily)
5. Assists Director with weed control. (daily)
6. Assists visitors to Nature Sanctuary properties and ensure enforcement of applicable

rules. (daily)
7. Communicates with the public about Nature Sanctuary properties and programs through

efforts including, but not limited to, posting activity schedules, stocking maps/brochures,
placing signs and postings. (daily)

8. Supervises volunteers, in accordance with City policies. (weekly)
9. Perform other related duties as assigned (as needed)

Primary Responsibilities:



 Assists Director to ensure proper land management of Nature Sanctuary properties through
coordination with other City departments and oversight of volunteers.

 Assists Director to coordinate the work and recognition of volunteers.
 Assists Director to ensure adequate maintenance and security for Nature Sanctuary

properties.
 Assists Director to organize special events.
 Assists Director to conduct guided hikes and work days for youth and adult volunteers and

visitors
 Assists Director with weed control

Required Knowledge, Skills and Abilities:
 Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers,

common fractions, and decimals.
 Ability to apply common sense understanding to carry out detailed but uninvolved written or

oral instructions.
 Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.
 Ability to deal with problems involving a few concrete variables in standardized situations.
 Ability to establish and maintain effective working relationships and use good judgment,

initiative, and resourcefulness with the public, elected officials, volunteers, and other
employees.

 Ability to read and interpret documents such as safety rules, operating and maintenance
instructions, and procedure manuals.

 Ability to recruit and train volunteers.
 Ability to speak effectively before groups of customers or employees of organization.
 Ability to spend significant time outdoors in sunny, hot, humid, or rainy conditions.
 Ability to use standard yard work tools such as rake, shovel, wheelbarrow, etc.
 Ability to write routine reports and correspondence.
 Knowledge of natural resource management and the ability to learn specific land

management principles for Nature Sanctuary properties.
 Knowledge and skill in maintaining trees, trails, and facilities.
 Knowledge of modern office procedures, including use of voice mail and email.

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

While performing the duties of this job, the employee is regularly exposed to toxic or caustic
chemicals. The employee is regularly exposed to moving mechanical parts and fumes or airborne
particles. The employee is regularly exposed to outside weather conditions; risk of electrical
shock, dampness, direct sunlight, dust, pollen, insect stings, and animals, The noise level in the
work environment is usually loud.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.



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

While performing the duties of this job, the employee is regularly required to stand; walk; use
hands to finger, handle, or feel and reach with hands and arms. The employee is occasionally
required to sit; climb or balance; stoop, kneel, crouch, or crawl and talk or hear. The employee
must regularly lift and/or move up to 50 pounds and/or move up to 75 pounds with or without
assistance.  Specific vision abilities required by this job include close vision, distance vision,
color vision, peripheral vision, depth perception and ability to adjust focus. Majority of work
hours will be spent outdoors on-site at Nature Sanctuary properties.

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Nature Sanctuary Director

Title: Nature Sanctuary Director Department: Public Works

Supervisor: Assistant to City Administrator FLSA Status: Hourly

Pay Grade: $13.00- $16.00 per hour Schedule: Flexible; approximately 20 hours per
week

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned.

General statement of main duties: The Nature Sanctuary Director oversees the maintenance
and programming of the Parkville Nature Sanctuary, the White Alloe Creek Conversation Area,
and the Sullivan Nature Sanctuary. The Director manages finances and donations, responds to
public needs for information, and coordinates with volunteers and other City departments to
ensure the upkeep of properties managed by the Nature Sanctuary. The Director coordinates and
oversees volunteer work and organizes special events.

Minimum Qualifications: The Nature Sanctuary Director shall have a high school diploma, or
equivalent. Experience and/or a bachelor’s degree in conservation biology, natural resource
management, or a related field is preferred. Must maintain a valid Missouri state driver’s license.

Essential Job Functions:
1. Ensures proper maintenance of Nature Sanctuary properties and trails by arranging for

contract, city, or volunteer services. Maintenance needs include trash removal, fallen
trees, removing hazardous rocks/roots from trails, replacing trail materials, sign repairs,
removing vandalism, picking up litter, etc. (daily)

2. Routinely inspects trails for safety hazards and arranges for needed repairs. (weekly)
3. Prepares written reports at least quarterly for the Assistant to the City Administrator and

designated Board of Aldermen liaison regarding Nature Sanctuary operations. (quarterly)
4. Organizes monthly meetings of the Parkville Nature Sanctuary Volunteer Committee,

including posting an agenda, preparing advanced materials, and taking meeting minutes.
(monthly)

5. Administers the Parkville Nature Sanctuary budget and makes necessary purchases in
accordance with City of Parkville policies. (daily)

6. Plans and implements fundraising events. (as needed)
7. Collects donations and fees and ensures proper accounting for the same. (weekly)
8. Solicits and coordinates donated services to support the Nature Sanctuary. (daily)
9. Support and coordinate with Friends of the Parkville Nature Sanctuary to accomplish

projects.
10. Coordinates with the Missouri Department of Conservation related to the land and

resource management of the White Alloe Creek Conservation Area. (as needed)



11. Recruits, schedules, supervises, and recognizes volunteers. (daily)
12. Assists visitors to Nature Sanctuary properties and ensure enforcement of applicable

rules. (daily)
13. Communicates with the public about Nature Sanctuary properties and programs through

efforts including, but not limited to, posting activity schedules, stocking maps/brochures,
offering media interviews, answering phones and emails, and maintaining the website.
(daily)

14. Supervises volunteers and subordinate staff, as applicable. (daily)
15. Perform other related duties as assigned (as needed)

Primary Responsibilities:
 Oversees the administrative and clerical needs of the Nature Sanctuary such as managing the

budget, preparing reports, responding to emails and phone calls, and coordinating meetings
of the volunteer committee.

 Ensures proper land management of Nature Sanctuary properties through coordination with
other City departments and oversight of volunteers.

 Coordinates the work and recognition of volunteers.
 Advertises Nature Sanctuary programs and oversees all public relations efforts.
 Ensures adequate maintenance and security for Nature Sanctuary properties.
 Organizes special events.
 Maintains regular communication with the Assistant to the City Administrator regarding

Nature Sanctuary activities and needs.

Required Knowledge, Skills and Abilities:
 Ability to apply concepts of basic algebra and geometry.
 Ability to calculate figures and amounts such as discounts, interest, commissions,

proportions, percentages, area, circumference, and volume.
 Ability to effectively present information and respond to questions from groups of managers,

clients, customers, and the general public.
 Ability to establish and maintain effective working relationships and use good judgment,

initiative, and resourcefulness with the public, elected officials, volunteers, and other
employees.

 Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule
form.

 Ability to read, analyze, and interpret general business periodicals, professional journals,
technical procedures, or governmental regulations.

 Ability to recruit and train volunteers.
 Ability to solve practical problems and deal with a variety of concrete variables in situations

where only limited standardization exists.
 Ability to spend significant time outdoors in sunny, hot, humid, or rainy conditions.
 Ability to use standard yard work tools such as rake, shovel, wheelbarrow, etc.
 Ability to write reports, business correspondence, and procedure manuals.
 Knowledge and skill in maintaining trees, trails, and facilities.
 Knowledge of modern office procedures, including use of voice mail and email.



 Knowledge of natural resource management and the ability to learn specific land
management principles for Nature Sanctuary properties.

 Skill in writing and ability to produce grammatically correct and factual written reports,
records, and correspondence.

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

While performing the duties of this job, the employee is regularly exposed to toxic or caustic
chemicals. The employee is regularly exposed to moving mechanical parts and fumes or airborne
particles. The employee is regularly exposed to outside weather conditions; risk of electrical
shock, dampness, direct sunlight, dust, pollen, insect stings, and animals, The noise level in the
work environment is usually loud.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this job, the employee is regularly required to stand; walk; use
hands to finger, handle, or feel and reach with hands and arms. The employee is occasionally
required to sit; climb or balance; stoop, kneel, crouch, or crawl and talk or hear. The employee
must regularly lift and/or move up to 50 pounds and/or move up to 75 pounds with or without
assistance.  Specific vision abilities required by this job include close vision, distance vision,
color vision, peripheral vision, depth perception and ability to adjust focus. Majority of work
hours will be spent outdoors on-site at Nature Sanctuary properties.

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Parks Laborer

Title: Laborer Department: Public Works

Supervisor: Parks Superintendent FLSA Status: Non-exempt

Pay Grade: $27,040-$35,582 Schedule: Full-time; Variable

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned.

General statement of main duties:
Parks Laborer position is responsible for the maintenance and development of the park system
within the City of Parkville. This position will also assist the Street Department for snow
removal and ice control operations.

Minimum Qualifications:
High School Diploma or GED
Valid Driver’s License and good driving record
Knowledge of duties described

Essential Job Functions:
1. Performs all general mowing and trimming maintenance of city parks, fields, designated

buildings and Right-of Ways
2. Removes trash and debris from city parks and lots
3. Performs machinery and vehicle maintenance and keeps maintenance logs
4. Snow plowing at the direction of the Public Works Director
5. Performs set-up and tear-down for events and festivals
6. Performs playground inspection and maintenance
7. Performs park maintenance i.e. trail resurfacing, fountain, buildings, benches, shelters
8. Performs park construction projects i.e. electrical, concrete, plumbing & grading
9. Performs tree pruning
10. Assist Street Department with Spring and Fall cleanup, sweeping, leaf removal
11. Emergency callouts
12. Perform other related duties as assigned (as needed)

Required Knowledge, Skills and Abilities:
 Ability sufficient to lift and maneuver objects, to climb and to walk over rugged terrain.
 Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers,

common fractions, and decimals.



 Ability to apply common sense understanding to carry out detailed but uninvolved written or
oral instructions.

 Ability to communicate and work effectively with co-workers and the public.
 Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.
 Ability to control and maneuver 1-ton dump truck, spreader and plow for snow and ice

removal operations.
 Ability to deal with problems involving a few concrete variables in standardized situations.
 Ability to learn basic wiring and electrical concepts and follow safe working practices.
 Ability to read and interpret documents such as safety rules, operating and maintenance

instructions, and procedure manuals.
 Ability to speak effectively before groups of customers or employees of organization.
 Ability to work without supervision and be able to make decisions in the Superintendent’s

absence.
 Ability to write routine reports and correspondence.
 Knowledge of power tools and heavy equipment operation.
 Skills in various areas of construction.

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

While performing the duties of this job, the employee is regularly exposed to toxic or caustic
chemicals. The employee is regularly exposed to moving mechanical parts and fumes or airborne
particles. The employee is regularly exposed to outside weather conditions; risk of electrical
shock, dampness, direct sunlight, dust, pollen, insect stings, and animals, The noise level in the
work environment is usually loud. Work will be done on streets, trafficways and right-of-ways.
Irregular and overtime hours may be required. This position is subject to call out.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this job, the employee is regularly required to stand; walk; use
hands to finger, handle, or feel and reach with hands and arms. The employee is occasionally
required to sit; climb or balance; stoop, kneel, crouch, or crawl and talk or hear. The employee
must regularly lift and/or move up to 50 pounds and/or move up to 75 pounds with or without
assistance.  Specific vision abilities required by this job include close vision, distance vision,
color vision, peripheral vision, depth perception and ability to adjust focus. Laborer will work on
and around mechanical or motorized equipment including tractors and moving vehicles.

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date



____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Parks Seasonal Laborer

Did not interview this position – are the essential duties correct?

Title: Seasonal Laborer Department: Public Works

Supervisor:  Parks Superintendent FLSA Status: Non-exempt

Pay Grade: $13.00 per hour Schedule: Monday-Friday, hours TBD
Weekends, if required

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned.

General statement of main duties:
The seasonal laborer is responsible for public works related maintenance duties.

Minimum Qualifications:
High School Diploma or GED
Valid Driver’s License and good driving record
Knowledge of duties described
Must be dependable and flexible
Willing to work weekends

Essential Job Functions:
1. Participates in repair of asphalt, concrete, gravel, and dirt surfaced streets, alleys, and

sidewalks; installs, repairs and maintains drainage structures such as culverts, storm
sewers, catch basins, head walls, and appurtenances.  (Daily)

2. Performs all general mowing and trimming maintenance of city parks, designated
buildings and Right-of Ways (Daily)

3. Removes trash and debris from city parks and lots (Daily)
4. Ability to learn to operate an asphalt roller, a rubber tired backhoe, skid loader, or other

rubber tire loaders, and flatbed dump trucks in transporting personnel, materials, and
supplies place to place as well as performs ice control and snow plowing/removal
activities. (Daily)

5. Operates tractors for mowing operations and may use small lawn tractors or self-
propelled deck mowers and weed eating type mowers.  (Weekly)

6. Performs machinery and vehicle maintenance.  (Daily)
7. Operates jackhammers, air compressors, chisel drills and other related pneumatic

equipment.  (Weekly)
8. Assist in set up operations for meetings. (Monthly)



9. Cross-over laborer work to as needed in Parks, Sewer, and Nature Sanctuary Divisions as
directed by the Director of Operations or Public Works Director.  (Monthly)

10. Performs set-up and tear-down for events and festivals.  (Monthly)
11. Performs inspection of the park amenities. (Daily)
12. Performs playground inspection and maintenance.  (Monthly)
13. Performs park maintenance i.e. trail resurfacing, fountain, buildings.  (Weekly)
14. Performs park construction projects i.e. electrical, concrete, plumbing & grading.

(Monthly)
15. Perform tree pruning of trees in City Parks and rights-of-way.  (Monthly)
16. Perform general landscaping and weed control.  (Weekly)
17. Participates in City clean-up events.  (Annually)
18. Perform other related duties as assigned (as needed)

Required Knowledge, Skills and Abilities:
 Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers,

common fractions, and decimals.
 Ability to apply common sense understanding to carry out detailed but uninvolved written or

oral instructions.
 Ability to communicate and work effectively with co-workers and the public.
 Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.
 Ability to deal with problems involving a few concrete variables in standardized situations.
 Ability to read and interpret documents such as safety rules, operating and maintenance

instructions, and procedure manuals.
 Ability to speak effectively before groups of customers or employees of organization.
 Ability to work without supervision.
 Ability to works well with other employees and interdepartmental and public relations.
 Ability to write routine reports and correspondence.
 Skill in various areas of construction.

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

While performing the duties of this job, the employee is regularly exposed to toxic or caustic
chemicals. The employee is regularly exposed to moving mechanical parts and fumes or airborne
particles. The employee is regularly exposed to outside weather conditions; risk of electrical
shock, dampness, direct sunlight, dust, pollen, insect stings, and animals, The noise level in the
work environment is usually loud. Work will be done on streets, trafficways and right-of-ways.
Irregular and overtime hours may be required.

Physical Requirements: The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.



While performing the duties of this job, the employee is regularly required to stand; walk; use
hands to finger, handle, or feel and reach with hands and arms. The employee is occasionally
required to sit; climb or balance; stoop, kneel, crouch, or crawl and talk or hear. The employee
must regularly lift and/or move up to 50 pounds and/or move up to 75 pounds with or without
assistance.  Specific vision abilities required by this job include close vision, distance vision,
color vision, peripheral vision, depth perception and ability to adjust focus. Laborer will work on
and around mechanical or motorized equipment including mowers and vehicles. Irregular and
overtime hours may be required.

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date



CITY OF PARKVILLE JOB DESCRIPTION
Parks Superintendent

Title: Parks Superintendent Department: Public Works

Supervisor: Director of Operations FLSA Status: Non-exempt

Pay Grade: $42,888-$55,065 Schedule: Full-time; Variable

This description is meant to represent a body of work typically performed in this position but
does not necessarily represent all the duties which may be assigned to the incumbent in the
position.  The incumbent is responsible for performing miscellaneous duties as needed or

assigned.

General statement of main duties: The Parks Superintendent plans, directs, manages, and
oversees the daily operations of the park system.  The superintendent is responsible for the
maintenance and development of the park system.  The superintendent must have the ability to
provide supervision of other employees and be responsible for completed work in the parks
system.

Minimum Qualifications:
High School Diploma or GED, degree preferred
Valid Driver’s License and good driving record
Knowledge of duties described

Essential Job Functions:
1. Assist with selection, training, motivation, and evaluation of the employees responsible

for maintaining the park system.  (Daily)
2. Supervises and performs general maintenance of the city parks, fields, designated

buildings, benches, shelters, and designated Right-of Ways.  (Daily)
3. Supervises park construction projects.  (Monthly)
4. Performs inspection of the park amenities. (Daily)
5. Performs playground inspection and maintenance.  (Monthly)
6. Oversees machinery and vehicle maintenance and keeps maintenance logs of park

equipment.  (Daily)
7. Snow plowing at the direction of the Director of Operations. (Seasonal)
8. Oversees set-up and tear-down for events and festivals in the park. (Monthly)
9. Coordinates the efforts of set-up and on-site assistance for special events in the park at

the direction of the Assistant to the City Administrator. (Monthly)
10. Provides staff support to Park Advisory Board.
11. Provides input into long term planning, development, and maintenance of the city park

system.



12. Perform other related duties as assigned (as needed)

Required Knowledge, Skills and Abilities:
 Ability to maintain a valid license to operate motor vehicles in the state of Missouri and the

skills and abilities to operate department vehicles safely within specified vehicle operating
procedures and departmental standards.

 Ability to apply concepts of basic algebra and geometry.
 Ability to calculate figures and amounts such as discounts, interest, commissions,

proportions, percentages, area, circumference, and volume.
 Ability to communicate and work effectively with co-workers and the public.
 Ability to control and maneuver 1-ton dump truck, spreader and plow for snow and ice

removal operations.
 Ability to define problems, collect data, establish facts, and draw valid conclusions.
 Ability to effectively present information and respond to questions from groups of managers,

clients, customers, and the general public.
 Ability to establish and maintain effective working relationships and use good judgment,

initiative, and resourcefulness with the public, elected official, and other employees.
 Ability to interpret an extensive variety of technical instructions in mathematical or diagram

form and deal with several abstract and concrete variables.
 Ability to read, analyze, and interpret general business periodicals, professional journals,

technical procedures, or governmental regulations.
 Ability to write reports, business correspondence, and procedure manuals.
 Knowledge and experience in types and levels of maintenance and repair functions

performed in the public works operations.
 Knowledge and skill in asphalt patching, curb and gutter repair and replacement, and

stormwater pipe repair and replacement.
 Knowledge and skill in maintaining athletic fields, and installation and maintenance of

playground equipment as well as the ongoing inspection of equipment.
 Knowledge of power tools and heavy equipment operation.
 Knowledge of principles of supervision, training, and performance evaluations.
 Knowledge of vegetation selection, installation, and maintenance.
 Skill in operating a personal computer, laptop, other department office equipment; using

applicable department software, using Microsoft products, using web-based systems, and
performing data entry.

 Skill in various areas of construction.
 Skill to analyze programs, policies, and operational needs.

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

While performing the duties of this job, the employee is regularly exposed to toxic or caustic
chemicals. The employee is regularly exposed to moving mechanical parts and fumes or airborne
particles. The employee is regularly exposed to outside weather conditions; risk of electrical



shock, dampness, direct sunlight, dust, pollen, insect stings, and animals, The noise level in the
work environment is usually loud. Work will be done on streets, trafficways and right-of-ways.
Irregular and overtime hours may be required. This position is subject to call out.

Physical Requirements:  The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this job, the employee is regularly required to stand; walk; use
hands to finger, handle, or feel and reach with hands and arms. The employee is occasionally
required to sit; climb or balance; stoop, kneel, crouch, or crawl and talk or hear. The employee
must frequently lift and/or move up to 25 pounds, and on occasion lift and/or move up to 75
pounds with or without assistance.  Specific vision abilities required by this job include close
vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust
focus. Employee will work on and around mechanical or motorized equipment including tractors
and moving vehicles.

SIGNATURE and APPROVAL

____________________________________ __________________________________
Employee Signature/Date Supervisor Signature/Date

____________________________________            __________________________________
Department Head Signature/Date Finance/HR Director Signature/Date

____________________________________
City Administrator Signature/Date
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