CITY OF ALBUQUERQUE

REQUEST FOR BID

THE CITY OF ALBUQUERQUE, PURCHASING OFFICE IS REQUESTING OFFERS FOR THE FOLLOWING SERVICES:

REQUEST NUMBER: RFB2007-141-JR
TITLE: TEMPORARY WORKER SERVICES
OPENING DATE: JUNE 6, 2007 (1:30 PM)

FOR ADDITIONAL INFORMATION CONTACT:

JOE RAEL, SENIOR BUYER, (505) 768-3344

CITY OF ALBUQUERQUE PURCHASING OFFICE
ALBUQUERQUE/BERNALILLO COUNTY GOVERNMENT CENTER
POST OFFICE BOX 1293

ONE CIVIC PLAZA

ALBUQUERQUE, NEW MEXICO 87103

THE CITY CLERK OF THE CITY OF ALBUQUERQUE WILL RECEIVE SEALED OFFERS FOR THE SERVICES
DESCRIBED IN THIS REQUEST AT:

OFFICE OF THE CITY CLERK

CITY OF ALBUQUERQUE

POST OFFICE BOX 1293

ONE CIVIC PLAZA

ALBUQUERQUE, NEW MEXICO 87103

HAND CARRIED OFFERS WILL BE RECEIVED AT THE OFFICE OF THE CITY CLERK, ALBUQUERQUE/BERNALILLO
COUNTY GOVERNMENT BUILDING, 11TH FLOOR, 1 CIVIC PLAZA, ALBUQUERQUE, NM.

OFFERS WILL BE RECEIVED UNTIL 1:30 PM JUNE 6, 2007
NOTE: USE OF THE MAIL SERVICE IS AT YOUR OWN RISK FOR PROPER DELIVERY.

OFFERS WILL BE OPENED PROMPTLY AT 1:30 PM AT:
ALBUQUERQUE/BERNALILLO COUNTY GOVERNMENT CENTER
7TH FLOOR CONFERENCE ROOM
ONE CIVIC PLAZA
ALBUQUERQUE, NEW MEXICO
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GENERAL INFORMATION AND REQUIREMENTS
REQUEST NUMBER: RFB2007-141-JR

ALL OFFERORS ARE RESPONSIBLE FOR READING AND UNDERSTANDING ALL INFORMATION CONTAINED IN THIS
REQUEST. OFFERORS ARE RESPONSIBLE FOR CHECKING TO ASSURE THAT NO PAGES ARE MISSING. PLEASE CHECK
THIS PACKAGE UPON RECEIPT. IF ANY PAGES ARE MISSING PLEASE CONTACT THE BUYER NAMED ON THE COVER PAGE.

THE FOLLOWING INFORMATION AND FORMS ARE REQUIREMENTS FOR A CONTRACT. PLEASE PROVIDE WITH BID.

OFFEROR COMPLIANCE FORM

COMPLETE ALL APPLICABLE INFORMATION, INCLUDING YOUR FEDERAL TAX IDENTIFICATION NUMBER, AND
RETURN IT WITH YOUR OFFER.

PRICING DETAIL FORM(S)
COMPLETE ALL PRICING DETAIL; INCLUDING UNIT, EXTENDED AND GROUP PRICES (THIS IS VERY IMPORTANT).

OFFEROR COMMENTS FORM
IF APPLICABLE, COMPLETE, SIGN AND RETURN WITH YOUR OFFER.

EXCLUSION OF LOCAL OR STATE PREFERENCE

DUE TO THE FUNDING SOURCE(S) OF THIS PROCUREMENT, LOCAL OR STATE PREFERENCE WILL NOT BE
CONSIDERED FOR THIS REQUEST.

DBE COMPLIANCE STATEMENT, IF APPLICABLE, SIGNED WITH COMPLETE INFORMATION AS REQUIRED. “FEDERAL
FUND USE”.

CERTIFICATION REGARDING DEBARMENT, “FEDERAL FUND USE” REQUIREMENT.

LOBBYING CERTIFICATION, “FEDERAL FUND USE” REQUIREMENT.
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OFFEROR COMPLIANCE FORM

REQUEST NUMBER: RFB2007-141-JR FOR FURTHER INFORMATION
OPENING DATE: JUNE 6, 2007 CALL JOE RAEL
AT (505) 768-3344
DELIVERY DATE: FOB POINT: VARIOUS
(PLEASE SPECIFY)
REQUISITION ALBUQUERQUE, NM
BID BOND AMOUNT: $0.00 PERFORMANCE BOND AMOUNT: ~ $0.00
BID BOND PERCENT: 0% PERFORMANCE BOND: 0%

IF APPLICABLE, BID AND PERFORMANCE BOND INFORMATION CAN BE FOUND IN THE SUPPLEMENTAL TERMS
AND CONDITIONS.

DISCOUNT: PLEASE INDICATE YOUR FIRM'S DISCOUNT FOR PROMPT PAYMENT:
(THE MINIMUM ACCEPTABLE PERIOD IS 20 CALENDAR DAYS)

20 CALENDAR DAYS: Y%
30 CALENDAR DAYS: %
OTHER: CALENDAR DAYS: Y%

A 5% LOCAL PREFERENCE IS NOT AVAILABLE FOR THIS BID.

A STATE RESIDENT PREFERENCE IS NOT AVAILABLE FOR THIS BID.

COMPLIANCE AGREEMENT

I, THE UNDERSIGNED, HAVE READ AND EXAMINED THE GENERAL TERMS, CONDITIONS, ANY
SUPPLEMENTAL TERMS AND CONDITIONS, AND THE SPECIFICATIONS OF THIS REQUEST AND AGREE TO
COMPLY WITH ALL OF THEM.

SIGNATURE: DATE: / /
NAME: TITLE:
(PRINT OR TYPE)
COMPANY NAME: EIN:
ADDRESS:
CITY: STATE: ZIP:
PHONE: ( ) - FAX: ( ) -

DIRECT DEPOSIT PAYMENT TRANSFERS ARE STRONGLY ENCOURAGED.
TO ACCESS FORMS VISIT WWW.CABQ.GOV/ONLINESVCS/VENDORS/VENDORACH.HTML.
E-MAIL ADDRESS




GROUP
NO.

ITEM
NO.

QUANTITY/UNIT
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PRICING DETAIL FORM
REQUEST NUMBER: RFB2007-141-JR
UNIT
ITEM DESCRIPTION PRICE

5,500.00 HR
ESTIMATED

IN ACCORDANCE WITH THE ENCLOSED
SPECIFICATIONS, TERMS AND CONDITIONS,
FURNISH THE CITY WITH THE FOLLOWING:

TEMPORARY WORKER SERVICES IN THE
CATEGORIES INDICATED BELOW ON AN AS
NEEDED BASIS. THE HOURS LISTED FOR ALL BID
ITEMS ARE TWO YEAR ESTIMATES. THE LOWER
ESTIMATED HOURS (8 OR BELOW) ARE FOR JOB
SPECIFICATIONS THAT ARE NOT TYPICALLY
USED ON A PARTICULAR CONTRACT BUT CAN BE
SHOULD THE NEED ARISE. THE HOURLY RATE
(UNIT PRICE) FOR ALL BID ITEMS MUST INCLUDE
ALL APPLICABLE TAXES AND ALL OTHER COSTS
ASSOCIATED WITH PROVIDING THIS SERVICE TO
THE CITY.

CONSTRUCTION CLASSIFICATIONS DUTIES ARE
STRICTLY PROHIBITED ON THIS CONTRACT AS
STATED IN THE "STATE OF NEW MEXICO ARTICLE
13A, EMPLOYEE LEASING". ANY JOB
SPECIFICATIONS THAT MAY CONTAIN
CARPENTRY, PLUMBING OR CONSTRUCTION
SHOULD AUTOMATICALLY BE DISREGARDED AS
AN ELEMENT OF THE JOB DESCRIPTION FOR THE
PURPOSES OF THIS CONTRACT.

THE JOB DESCRIPTIONS BELOW ARE
REPRESENTATIVE OF THE DUTIES AND
EXPERIENCE REQUIRED OF A PARTICULAR TITLE
AND GRADE. AS THERE MAY BE MANY
VARIATIONS WITHIN CURRENT CITY JOB
SPECIFICATIONS THAT VARY FROM DEPARTMENT
TO DEPARTMENT, SOME POSITIONS LISTED ARE
GENERAL DESCRIPTIONS AND OTHERS ARE
VERY SPECIFIC BUT THE EMPHASIS UNLESS
NOTED, SHOULD BE ON THE LEVEL OF
EXPERTISE, EXPERIENCE, AND KNOWLEDGE
NEEDED TO SUCCESSFULLY PERFORM AT THAT
LEVEL.

PLEASE NOTE: THERE ARE FIVE GROUPS
ADDRESSED WITHIN THE SCOPE OF THIS
PROCUREMENT. MULTIPLE AWARDS MAY
RESULT FOR ONE OR MORE GROUPS,
DEPENDENT UPON "ALL OR NONE" LOW
RESPONSIVE BID WITHIN A GROUP.

ACCOUNTANT I

TOTAL PRICE

CITY JOB CODE: 7A01AA
CITY JOB GRADE: M13

5,300.00 HR
ESTIMATED

ACCOUNTANT Il

CITY JOB CODE: 7A02AA
CITY JOB GRADE: M14
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PRICING DETAIL FORM
REQUEST NUMBER: RFB2007-141-JR

TOTAL PRICE

GROUP  ITEM UNIT
NO.  NO. QUANTITY/UNIT  ITEM DESCRIPTION PRICE
1 3 1,800.00 HR  ANIMAL HEALTH TECHNICIAN
ESTIMATED  CITY JOB CODE: 3802AM
CITY JOB GRADE: B28
1 4 210000 HR  ASSOCIATE PROJECT COORDINATOR
ESTIMATED ~ CITY JOB CODE: 7X02AA
CITY JOB GRADE: M13
1 5  4,000.00 HR  BUILDING INSPECTOR
ESTIMATED  CITY JOB CODE: N/A
CITY JOB GRADE: N/A
1 6 8.00 HR  COMMUNICATION CENTER SPECIALIST
ESTIMATED  CITY JOB CODE: CFOOAA
CITY JOB GRADE: C28
1 7 300.00 HR  CONSTRUCTION INSPECTOR Il
ESTIMATED ~ CITY JOB CODE: 6G03AA
CITY JOB GRADE: M13
1 8 700.00 HR  COUNCIL POLICY ANALYST
ESTIMATED ~ CITY JOB CODE: 7N11CA
CITY JOB GRADE: M18
1 9 27500 HR  DATABASE ADMINISTRATOR II
ESTIMATED  CITY JOB CODE: 7H201A
CITY JOB GRADE: 110
1 10 1,500.00 HR  ENGINEER
ESTIMATED ~ CITY JOB CODE: 8K0OPA
CITY JOB GRADE: E16
1 11 1,950.00 HR  ENGINEERING ASSISTANT
ESTIMATED ~ CITY JOB CODE: 5K00AA

CITY JOB GRADE: M14
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PRICING DETAIL FORM
REQUEST NUMBER: RFB2007-141-JR

TOTAL PRICE

GROUP ITEM UNIT
NO. NO. QUANTITY/UNIT ITEM DESCRIPTION PRICE
1 12 1.00 HR ENGINEERING ASSOCIATE
ESTIMATED CITY JOB CODE: 7KO0AA
CITY JOB GRADE: M15
1 13 1.00 HR ENGINEERING TECHNICIAN
ESTIMATED CITY JOB CODE: 5K04AA
CITY JOB GRADE: M12
1 14 1,800.00 HR EXECUTIVE ASSISTANT
ESTIMATED CITY JOB CODE: 7NOOEA
CITY JOB GRADE: E14
1 15 1.00 HR EH INTERN INSTRUCTOR/COORDINATOR
ESTIMATED CITY JOB GRADE: N/A
CITY JOB CODE: N/A
1 16 1,200.00 HR FISCAL MANAGER
ESTIMATED CITY JOB CODE: 8LOOSA
CITY JOB GRADE: E18
1 17 400.00 HR FISCAL OFFICER
ESTIMATED CITY JOB CODE: 7L00AA
CITY JOB GRADE: M16
1 18 900.00 HR FORENSIC SCIENTIST, BIOLOGY (DNA)
ESTIMATED CITY JOB CODE: 6WO08AA
CITY JOB GRADE: M16
1 19 100.00 HR GIS SPECIALIST
ESTIMATED CITY JOB CODE: 7HO0AA
CITY JOB GRADE: M13
1 20 5,000.00 HR GRAPHICS COORDINATOR
ESTIMATED CITY JOB CODE: 6E02AA

CITY JOB GRADE: M14
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PRICING DETAIL FORM
REQUEST NUMBER: RFB2007-141-JR

TOTAL PRICE

GROUP  ITEM UNIT
NO.  NO. QUANTITY/UNIT  ITEM DESCRIPTION PRICE
1 21 1,000.00 HR  INFORMATION SYSTEMS SPECIALIST
ESTIMATED ~ CITY JOB CODE: N/A
CITY JOB GRADE: N/A
1 22 12,000.00 HR  INFORMATION SYSTEMS TECHNICIAN
ESTIMATED ~ CITY JOB CODE: 7H12AA
CITY JOB GRADE: I7
1 23 1,000.00 HR  INFORMATION TECHNOLOGY SPECIALIST
ESTIMATED  CITY JOB GRADE: N/A
CITY JOB CODE: N/A
1 24 200.00 HR  LEGAL SECRETARY
ESTIMATED ~ CITY JOB CODE: 5U00AA
CITY JOB GRADE: E12
1 25 500.00 HR  MARKETING MANAGER
ESTIMATED  CITY JOB CODE: 7FO5AA
CITY JOB GRADE: M16
1 26 400.00 HR  MARKETING SPECIALIST
ESTIMATED ~ CITY JOB CODE: 6FO1AA
CITY JOB GRADE: M14
1 27 800.00 HR  MECHANIC |
ESTIMATED ~ CITY JOB CODE: 1V07AA
CITY JOB GRADE: B28
1 28 1,700.00 HR  OPERATION MAINTENANCE
ESTIMATED ~ SUPERINTENDENT
CITY JOB CODE: 8V012SA
CITY JOB CODE: E16
1 29 1,900.00 HR  PARK INSPECTOR
ESTIMATED ~ CITY JOB CODE: N/A

CITY JOB GRADE: N/A
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PRICING DETAIL FORM
REQUEST NUMBER: RFB2007-141-JR

TOTAL PRICE

GROUP ITEM UNIT
NO. NO. QUANTITY/UNIT ITEM DESCRIPTION PRICE
1 30 8.00 HR PERSONNEL OFFICER
ESTIMATED CITY JOB CODE: 7R05CA
CITY JOB GRADE: E15
1 31 6,000.00 HR PRINCIPAL PLANNER
ESTIMATED CITY JOB CODE: 7X07AA
CITY JOB GRADE: M17
1 32 1.00 HR PRODUCTION CONTROL ADMINISTRATOR
ESTIMATED CITY JOB GRADE: 7H25AA
CITY JOB CODE: 7H25AA
1 33 400.00 HR PROGRAM DATA ANALYST
ESTIMATED CITY JOB CODE: 7N60AA
CITY JOB GRADE: M14
1 34 28,000.00 HR PROGRAM SPECIALIST
ESTIMATED CITY JOB CODE: 7510AA
CITY JOB GRADE: M14
1 35 5,500.00 HR PROGRAMMER ANALYST
ESTIMATED CITY JOB CODE: 7HO7AA
CITY JOB GRADE: 17
1 36 3,200.00 HR PROJECT COORDINATOR
ESTIMATED CITY JOB CODE: 7X44AA
CITY JOB GRADE: M15
1 37 8.00 HR PROPERTY AND EVIDENCE TECHNICIAN
ESTIMATED CITY JOB CODE: 5N80AG
CITY JOB GRADE: M12
1 38 500.00 HR PUBLIC INFORMATION OFFICER
ESTIMATED CITY JOB CODE: 7F03AA

CITY JOB GRADE: M15
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PRICING DETAIL FORM
REQUEST NUMBER: RFB2007-141-JR

TOTAL PRICE

GROUP  ITEM UNIT
NO.  NO. QUANTITY/UNIT  ITEM DESCRIPTION PRICE
1 39 300.00 HR  RADIO SYSTEMS SPECIALIST
ESTIMATED  CITY JOB CODE: 3J07AA
CITY JOB GRADE B34
1 40  7,000.00 HR  RECREATION ASSISTANT
ESTIMATED ~ CITY JOB CODE: CPOOAA
CITY JOB GRADE: C23
1 41 800.00 HR ~ RESEARCH ANALYST
ESTIMATED  CITY JOB CODE: N/A
CITY JOB GRADE: N/A
1 42 100.00 HR  SENIOR ENGINEER
ESTIMATED  CITY JOB CODE: 8KO1PA
CITY JOB GRADE: E17
1 43 1.00 HR  SYSTEM ANALYST Il
ESTIMATED ~ CITY JOB CODE: 7TH11IA
CITY JOB GRADE: 19
1 44 2,000.00 HR  SYSTEMS PROGRAMMER I
ESTIMATED ~ CITY JOB CODE: 7H33AA
CITY JOB GRADE: 18
1 45 700.00 HR ~ TECHNICAL PRODUCTION SPECIALIST
ESTIMATED  CITY JOB CODE: 6J03AA
CITY JOB GRADE: M12
1 46 23,000.00 HR  THEATER LIGHT ENGINEER
ESTIMATED  CITY JOB CODE: N/A
CITY JOB GRADE: N/A
1 47 8700.00 HR  VETERINARY TECHNICIAN |
ESTIMATED  CITY JOB CODE: 6B00QM

CITY JOB GRADE: M12

GROUP 1 ITEM #1 - 47 WILL BE
AWARDED AS "ALL OR NONE" FOR THE GROUP
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PRICING DETAIL FORM
REQUEST NUMBER: RFB2007-141-JR

TOTAL PRICE

GROUP  ITEM UNIT
NO.  NO. QUANTITY/UNIT  ITEM DESCRIPTION PRICE
GROUP TOTAL PRICE
2 48 4,000.00 HR  ACCOUNTING ASSISTANT
ESTIMATED  CITY JOB CODE: CAO5AA
CITY JOB GRADE: C28
2 49 16,000.00 HR  ADMINISTRATIVE SERVICES OFFICER
ESTIMATED  CITY JOB CODE: 7NO4AAA
CITY JOB GRADE: M14
2 50  13,000.00 HR  ADMINISTRATIVE SUPERVISOR
ESTIMATED  CITY JOB CODE: 4NOOAA
CITY JOB GRADE: M13
2 51 6,200.00 HR  AGENT I, CALL CENTER
ESTIMATED  CITY JOB CODE: UNC
CITY JOB GRADE: UNCM18
2 52 40000 HR  BOARD MEETING ASSISTANT
ESTIMATED  CITY JOB CODE: N/A
CITY JOB GRADE: N/A
2 53 500.00 HR  CALL CENTER SUPERVISOR
ESTIMATED  CITY JOB CODE: N/A
CITY JOB GRADE: N/A
2 54 8.00 HR  CASHIERII
ESTIMATED  CITY JOB CODE: N/A

CITY JOB GRADE: N/A




PAGE 11
PRICING DETAIL FORM
REQUEST NUMBER: RFB2007-141-JR

TOTAL PRICE

GROUP ITEM UNIT
NO. NO. QUANTITY/UNIT ITEM DESCRIPTION PRICE
2 55 14,000.00 HR CASHIER I
ESTIMATED CITY JOB CODE: N/A
CITY JOB GRADE: N/A
2 56 8.00 HR EDUCATION ASSISTANT
ESTIMATED CITY JOB CODE: 7105AA
CITY JOB GRADE: M14
2 57 4,500.00 HR EMERGENCY COMMUNICATIONS
ESTIMATED OPERATOR
CITY JOB CODE: CF03AM
CITY JOB GRADE: C33
2 58 150.00 HR INVENTORY SYSTEMS SPECIALIST
ESTIMATED CITY JOB CODE: N/A
CITY JOB GRADE: N/A
2 59 100.00 HR PARK ATTENDANT
ESTIMATED CITY JOB CODE: N/A
CITY JOB GRADE: N/A
2 60 3,000.00 HR PLANNER
ESTIMATED CITY JOB CODE: 7X05AA
CITY JOB GRADE: M15
2 61 500.00 HR RECEPTIONIST
ESTIMATED CITY JOB CODE: N/A
CITY JOB GRADE: N/A
2 62 140,000.00 HR SENIOR ADMINISTRATIVE ASSISTANT
ESTIMATED CITY JOB CODE: 7NO1AA
CITY JOB GRADE: M13
2 63 500.00 HR STOCK CLERK
ESTIMATED CITY JOB CODE: N/A

CITY JOB GRADE: N/A
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PRICING DETAIL FORM
REQUEST NUMBER: RFB2007-141-JR

TOTAL PRICE

GROUP ITEM UNIT
NO. NO. QUANTITY/UNIT ITEM DESCRIPTION PRICE
2 64 200.00 HR WEB WRITER
ESTIMATED CITY JOB CODE: N/A
CITY JOB GRADE: N/A
GROUP 2 ITEMS #48 - 64 WILL BE
AWARDED AS "ALL OR NONE" FOR THE GROUP.
GROUP TOTAL PRICE
3 65 200.00 HR CATALOGUER
ESTIMATED CITY JOB CODE: N/A
CITY JOB GRADE: N/A
3 66 12,000.00 HR DEAD ANIMAL COLLECTION ASSISTANT |
ESTIMATED CITY JOB CODE: N/A
CITY JOB GRADE: N/A
3 67 1.00 HR FIELD COLLECTOR
ESTIMATED CITY JOB CODE: N/A
CITY JOB GRADE: N/A
3 68 46,000.00 HR GARDENERI
ESTIMATED CITY JOB CODE: N/A
CITY JOB GRADE: N/A
3 69 1,700.00 HR GARDENER I
ESTIMATED CITY JOB CODE: N/A

CITY JOB GRADE: N/A




GROUP
NO.

ITEM
NO.

QUANTITY/UNIT
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PRICING DETAIL FORM
REQUEST NUMBER: RFB2007-141-JR
UNIT
ITEM DESCRIPTION PRICE

70

90,000.00 HR
ESTIMATED

GENERAL SERVICE WORKER

TOTAL PRICE

CITY JOB CODE: 1VO6AA
CITY JOB GRADE: B19

THIS CITY POSITION HAS BEEN MODIFIED
FOR THE PURPOSE OF THIS CONTRACT.
ALL REFERENCES TO LIGHT
CONSTRUCTION DUTIES, CARPENTRY,
AND HEAVY ROAD CONSTRUCTION HAVE
BEEN DELETED TO COMPLY WITH
"STATE OF NEW MEXICO, ARTICLE 13 A,
EMPLOYEE LEASING."

71

28,500.00 HR
ESTIMATED

HOUSING GENERAL SERVICES WORKER

CITY JOB CODE: N/A
CITY JOB GRADE: N/A

THIS POSITION HAS BEEN MODIFIED FOR
THE PURPOSE OF THIS CONTRACT. THE
ATTACHED JOB DESCRIPTION IS
REPRESENTATIVE OF THE DUTIES AND
LEVEL OF SKILLS AND EXPERIENCE
REQUIRED OF THIS TITLE AND GRADE.

72

3,700.00 HR
ESTIMATED

LEAD CART COORDINATOR

CITY JOB CODE: N/A
CITY JOB GRADE: N/A

73

13,000.00 HR
ESTIMATED

LEAD GARDENER

CITY JOB CODE: N/A
CITY JOB GRADE: N/A

74

13,300.00 HR
ESTIMATED

LEAD GENERAL SERVICE WORKER

CITY JOB CODE: 2V11AA
CITY JOB GRADE: B23

THIS CITY POSITION HAS BEEN MODIFIED
FOR THE PURPOSE OF THIS CONTRACT.
ALL REFERENCES TO LIGHT
CONSTRUCTION DUTIES, CARPENTRY,
AND HEAVY ROAD CONSTRUCTION HAVE
BEEN DELETED TO COMPLY WITH "STATE
OF NEW MEXICO, ARTICLE 13 A,
EMPLOYEE LEASING."
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PRICING DETAIL FORM
REQUEST NUMBER: RFB2007-141-JR

TOTAL PRICE

GROUP  ITEM UNIT
NO. ~ NO. QUANTITY/UNIT  ITEM DESCRIPTION PRICE
3 75  53,000.00 HR  LIBRARY SHELVER
ESTIMATED ~ CITY JOB CODE: UD90AA
CITY JOB GRADE: NONE
3 76 2,100.00 HR  PARK MAINTENANCE CREW SUPERVISOR
ESTIMATED  CITY JOB GRADE: 4V13AA
CITY JOB CODE: 4V13AA
3 77 12,000.00 HR  PARKING ATTENDANT
ESTIMATED ~ CITY JOB CODE: N/A
CITY JOB GRADE: N/A
3 78  28,000.00 HR ~ RECYCLE ASSISTANT
ESTIMATED ~ CITY JOB CODE: N/A
CITY JOB GRADE: N/A
3 79 15000.00 HR  RESIDENT PARK ATTENDANT (RPA)
ESTIMATED ~ CITY JOB CODE: RPA PROGRAM
CITY JOB GRADE: UNCLASSIFIED
TEMPORARY
3 80  30,000.00 HR  SOLID WASTE CART COORDINATOR
ESTIMATED  CITY JOB CODE: N/A
CITY JOB GRADE: N/A
3 81  13,200.00 HR  TRUCK DRIVER
ESTIMATED ~ CITY JOB CODE: 2V21AJ
CITY JOB GRADE: B23
3 82 1.00 HR  VAULT PULLER
ESTIMATED  CITY JOB CODE: 1800A

CITY JOB GRADE: B15
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PRICING DETAIL FORM

REQUEST NUMBER: RFB2007-141-JR

TOTAL PRICE

GROUP ITEM UNIT
NO. NO. QUANTITY/UNIT ITEM DESCRIPTION PRICE
3 83 8,000.00 HR WAREHOUSE WORKER
ESTIMATED CITY JOB CODE: 2003AA
CITY JOB GRADE: B26
GROUP 3 ITEMS #65 -83 WILL BE
AWARDED AS "ALL OR NONE” FOR THE GROUP.
GROUP TOTAL PRICE
4 84 3,500.00 HR COMMERCIAL DRIVERS ASSISTANT
ESTIMATED CITY JOB CODE: N/A
CITY JOB GRADE: N/A
4 85 1.00 HR COOK ASSISTANT
ESTIMATED CITY JOB CODE: 1MOOAA
CITY JOB GRADE: B20
4 86 8,000.00 HR KITCHEN AIDE
ESTIMATED CITY JOB CODE: 1M0O1AC
CITY JOB GRADE: B13
4 87 1.00 HR MEAL SITE WORKER
ESTIMATED CITY JOB CODE: N/A
CITY JOB GRADE: N/A
4 88 70,000.00 HR MECHANICS HELPER
ESTIMATED CITY JOB CODE: 1V08AA
CITY JOB GRADE: B22
4 89 100.00 HR PROCESSOR TRAINER
ESTIMATED CITY JOB CODE: N/A
CITY JOB GRADE: N/A
4 90 15,000.00 HR TIRE REPAIRER
ESTIMATED CITY JOB CODE: 2V16AA

CITY JOB GRADE: B25

GROUP 4 ITEMS #84 -90 WILL BE

AWARDED AS "ALL OR NONE” FOR THE GROUP.
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PRICING DETAIL FORM
REQUEST NUMBER: RFB2007-141-JR

TOTAL PRICE

GROUP ITEM UNIT
NO. NO. QUANTITY/UNIT ITEM DESCRIPTION PRICE
GROUP TOTAL PRICE
5 91 350.00 HR ACTOR I
ESTIMATED CITY JOB CODE: N/A
CITY JOB GRADE: N/A
5 92 17,200.00 HR ANIMAL HANDLER
ESTIMATED CITY JOB CODE: 1B0O1AM
CITY JOB GRADE: B23
5 93 20,000.00 HR AQUARIUM TECHNICIAN
ESTIMATED CITY JOB CODE: N/A
CITY JOB GRADE: N/A
5 94 400.00 HR COLLECTION PROJECT COORDINATOR
ESTIMATED CITY JOB CODE: 7X44AA
CITY JOB GRADE: M15
5 95 30,000.00 HR EVENTS ASSISTANT
ESTIMATED CITY JOB CODE: N/A
CITY JOB GRADE: N/A
5 96 45,000.00 HR EVENTS CREW MEMBER
ESTIMATED CITY JOB CODE: N/A
CITY JOB GRADE: N/A
5 97 4,500.00 HR EXHIBIT DESIGN COORDINATOR
ESTIMATED CITY JOB CODE: N/A

CITY JOB GRADE: N/A
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PRICING DETAIL FORM
REQUEST NUMBER: RFB2007-141-JR

TOTAL PRICE

GROUP  ITEM UNIT
NO.  NO. QUANTITY/UNIT  ITEM DESCRIPTION PRICE
5 98 20.00 HR  LIBRARY ASSOCIATE/SUBSTITUTE
ESTIMATED  LIBRARIAN |
CITY JOB CODE: N/A
CITY JOB GRADE: N/A
5 99 8.00 HR  LIBRARY ASSOCIATE/SUBSTITUTE
ESTIMATED  LIBRARIAN Il
CITY JOB CODE: N/A
CITY JOB GRADE: N/A
5 100  5500.00 HR  LIBRARY ASSOCIATE/SUBSTITUTE
ESTIMATED  LIBRARIAN Ill
CITY JOB CODE: N/A
CITY JOB GRADE: N/A
5 101 9500.00 HR  LIBRARY ASSOCIATE/SUBSTITUTE
ESTIMATED  LIBRARIAN IV
CITY JOB CODE: N/A
CITY JOB GRADE: N/A
5 102 8000.00 HR  LIBRARY ASSOCIATE/SUBSTITUTE
ESTIMATED ~ LIBRARIAN V
CITY JOB CODE: N/A
CITY JOB GRADE: N/A
5 103 100.00 HR  MUSEUM PREPARATOR
ESTIMATED ~ CITY JOB CODE: 6E01AA
CITY JOB GRADE: M11
THIS POSITION HAS BEEN MODIFIED FOR
THE PURPOSE OF THIS CONTRACT. THE
ATTACHED JOB DESCRIPTION IS A
REPRESENTATION OF THE DUTIES AND
LEVEL OF SKILL AND EXPERIENCE
REQUIRED OF THIS TITLE AND GRADE.
5 104  1,700.00 HR  MUSEUM TOUR COORDINATOR
ESTIMATED ~ CITY JOB CODE: N/A

CITY JOB GRADE: N/A
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PRICING DETAIL FORM
REQUEST NUMBER: RFB2007-141-JR
GROUP ITEM UNIT
NO. NO. QUANTITY/UNIT ITEM DESCRIPTION PRICE TOTAL PRICE

5 105 18,500.00 HR SENIOR ZOOKEEPER

ESTIMATED CITY JOB CODE: 3BO0AA
CITY JOB CODE: B29

5 106 8,500.00 HR SHOOTING RANGE SAFETY OFFICER

ESTIMATED CITY JOB CODE: N/A
CITY JOB GRADE: N/A

5 107 2,400.00 HR VOLUNTEER PROGRAM COORDINATOR

ESTIMATED CITY JOB CODE: 7N13AA
CITY JOB GRADE: M14

5 108 3,200.00 HR WRANGLER

ESTIMATED CITY JOB CODE: N/A
CITY JOB GRADE: N/A

5 109 200.00 HR ZOOKEEPERIII

ESTIMATED CITY JOB CODE: 1BO0A
CITY JOB GRADE: B20

5 110 3,300.00 HR PC SUPPORT SPECIALIST

ESTIMATED CITY JOB CODE: N/A
CITY JOB GRADE: N/A

GROUP 5 ITEMS #91-110 WILL BE
AWARDED AS "ALL OR NONE" FOR THE GROUP.

GROUP TOTAL PRICE =============

IN THE EVENT THAT ADDITIONAL JOB TITLES ARE REQUIRED ON
THIS CONTRACT, THE CITY WILL NEGOTIATE THE HOURLY RATE
WITH THE AWARDED VENDOR(S). FOR THE PURPOSES OF
DESIGNATING A MAXIMUM AMOUNT FOR NEGOTIATING SUCH
RATES, INDICATE THE PERCENTAGE OF MARKUP OVER
CONTRACTOR'S COST.

% GROUP 1, CITY PROVIDES REFERRALS
% GROUP 1, NO REFERRALS PROVIDED
% GROUP 2, CITY PROVIDES REFERRALS

% GROUP 2, NO REFERRALS PROVIDED
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PRICING DETAIL FORM
REQUEST NUMBER: RFB2007-141-JR

____% GROUP 3, CITY PROVIDES REFERRALS
____ % GROUP 3, NO REFERRALS PROVIDED
___ % GROUP 4, CITY PROVIDES REFERRALS
____ % GROUP 4, NO REFERRALS PROVIDED
___ % GROUP 5, CITY PROVIDES REFERRALS

% GROUP 5, NO REFERRALS PROVIDED

A CERTIFICATE OF INSURANCE WILL BE REQUIRED OF THE
AWARDED VENDOR(S).

AS PER CITY POLICY AND PROCEDURES, AWARDED VENDOR(S)
MAY FILL JOB REQUESTS ONLY AFTER RECEIVING PROPER
WRITTEN AUTHORIZATION, OR CURRENT CITY APPROVED
MODIFICATION TO THIS REQUIREMENT.

PROSPECTIVE BIDDERS ARE TO FILL OUT THE ATTACHED SPREADSHEET (APPENDIX I).
THE CITY WILL USE THE INFORMATION PROVIDED AS PART OF THE

TABULATION AND AWARD PROCESS. THE DIFFERENCE BETWEEN THE

AMOUNT PAID TO THE EMPLOYEE AND THE BILL RATE WILL BE ADDED

TO THE HOURLY BILL RATE AMOUNT RECORDED BY THE BIDDER

IN THE “UNIT PRICE” FIELD ON THE PRICING DETAIL FORMS. THIS TOTAL

WILL BE THE BASIS OF AWARDING THE LOWEST RESPONSIVE BIDDER.

PROSPECTIVE BIDDERS ARE NOT TO ARTIFICIALLY INFLATE THE EMPLOYEE
PAY RATE BY ADDING NON-VOLUNTARY FEES. RATE OF PAY MUST REFLECT
ACTUAL GROSS EARNINGS BY THE EMPLOYEE.

LAST ITEM REQUESTED



APPENDIX |

SUPPLEMENTAL HOURLY RATE VS. BILL RATE WORKSHEET
INSTRUCTIONS

RFB2007-141-JR
TEMPORARY WORKER SERVICES

The worksheet as follows is required in order for the City to evaluate the bids. As indicated, award
of lowest bid will be determined on the lowest sum of the City Bill Rate plus the differential in the
Employee Pay Rate and the City Bill Rate. The Excel file used to create the worksheet is also
attached to the Purchasing Division Website (http://www.cabg.gov/vendor/solicitations.html) along
side the bid PDF file for your use if so desired.

The following are instructions in the use of the worksheet manually or electronically. Submit the
completed worksheet in hard copy with your bid.

1) For each line item, enter the EMPLOYEE HOURLY PAY RATE. This is the hourly rate
amount your company pays the employee for filling that position.

2) For each line item, enter the VENDOR BILL RATE TO THE CITY. This is the hourly rate
your company will bill the City for filling that position. Note: This is the amount you will
enter on the unit price column of the “Pricing Detail Form” for the related bid item found
on pages 4 through 18 of this bid.

If you are using the Excel form electronically, the rest of the form will be computed automatically
and there is no need for additional data entry on this form. If you are filling the form out manually,
continue through the following steps.

3) For each line item, enter the DIFFERENCE BETWEEN PAY RATE AND BILL RATE by
subtracting the amount from the line entry in the EMPLOYEE HOURLY PAY RATE
column from the line entry in the VENDOR BILL RATE TO THE CITY column.

4) For each line item, enter the AMOUNT TO BE EVALUATED FOR BID by adding the
amount from the DIFFERENCE BETWEEN PAY RATE AND BILL RATE column from the
line entry in the VENDOR BILL RATE TO THE CITY column.

Be sure to complete steps for all items within the group. Failure to bid all items in a group may
cause group bid to be considered non-responsive.

If you have any questions regarding this form or process, contact Senior Buyer Joe Rael
@ 505-768-3344 or by email; jgrael@cabq.gov.
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budgeting.

8. Monitor and balance various accounts verifying availability of funds and classification of
expenditures; research and analyze transactions to resolve problems.

9. Serve as liaison for City departments; attend and participate in a variety of group meetings and
seminars.

10. Receive, sort and prepare checks for verification; distribute to appropriate department for approval;
void checks with confirmed errors.

11. Perform all duties related to reimbursement for employee travel; verify and sign for airline tickets;
release itinerary to travel liaison.

SUPPLEMENTAL FUNCTIONS:
1. Recommend changes in policies and procedures for more uniform recording of information.
2. Maintain office inventory and order supplies as needed.

3. Perform related duties and responsibilities as required.

MINIMUM EDUCATION AND EXPERIENCE REQUIREMENTS:

Related education and experience may be interchangeable on a year for year basis. Exception: The
six (6) required credit hours in accounting are not interchangeable.

Bachelor's degree from an accredited college or university with major course work in accounting,
business administration, finance or a related field, to include six (6) credit hours in accounting, plus two
(2) years of accounting experience.

PREFERRED KNOWLEDGE, SKILL AND ABILITY:
Knowledge of:

Basic principles and practices of fiscal record-keeping and reporting
Basic principles and techniques of accounting

Advanced principles of business mathematics

Basic governmental accounting principles

Modem office methods, procedures and computer equipment

Basic methods and techniques of research and analysis

Principles and procedures of financial record-keeping and reporting
Methods and techniques of cash handling

Skill and Ability to:

Maintain a variety of financial records and files

Accurately tabulate, record, and balance assigned transactions

Operate a variety of computerized equipment including various software and mainframe programs
Learn the operations, activities and services of a fixed-asset program

Understand and follow oral and written instructions

Prepare clear and concise financial reports

http://eweb.cabq.gov/cityapps/HRDPosSpecs.nsf/84cb9f05£3 1f74ce87256tbf00642c2£/£50...  3/27/2007
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6. Follow accepted procedures for processing animals into and out of the Clinic.

7. Assist in the identification of sick, injured or diseased animals; take precautions to prevent the spread
of disease to other animals or humans; recommend veterinary care; administer first aid, medications or
other treatment.

8. Perform, or assist in the performance of, humane animal euthanasia procedures; assist in selection of
or concurrence with euthanasia decisions; verify designated animals to be euthanized; ensure safe and
humane handling of animals during procedure.

9. Clean clinic and laboratory equipment; clean, disinfect and sterilize surgical supplies and equipment.
10. Interact with the public regarding treatment protocols and answer questions.

11. Work with volunteers and assist in the development and implementation of a foster program.

12. Coordinate with Kennel Supervisor and Animal Handlers for the scheduling of surgery and medical
examination of animals.

13. Perform the more technical and complex tasks of the work unit including the maintenance and
security of Class II and III controlled substances.

14. Participate in the education and training of Animal Care staff, volunteers and the public in animal
health and shelter related issues.

SUPPLEMENTAL FUNCTIONS:

1. Attend and participate in professional group meetings; stay abreast of new trends and innovations in
the field of humane animal handling and veterinary technology.

2. Perform related duties and responsibilities as required.

MINIMUM EDUCATION AND EXPERIENCE REQUIREMENTS:

Related education may be substituted for experience on a year for year basis.

High school diploma or GED and completion of training from an American Veterinary Medical
Association accredited program, plus one (1) year of Veterinary Technician experience.

ADDITIONAL REQUIREMENTS: (Licenses, Certifications, etc.):

Veterinary Technician certificate (1-year program)

Ability to obtain Euthanasia certification from an approved course within six (6) months from date of
hire

Possession of, or ability to obtain, a valid New Mexico Driver's License and a City of Albuquerque
Operator's Permit (COP)

PREFERRED KNOWLEDGE, SKILL AND ABILITY:

Knowledge of:

Humane and basic animal health, animal behavior, breed identification, basic obedience, house training

http://eweb.cabq.gov/cityapps/HRDPosSpecs.nsf/baef073137¢3db8c87256fbf00621521/d2...  3/27/2007
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and related issues pertaining to animals

Medical, physical and behavioral care of domestic animals, livestock, wildlife and exotic animals
Animal physiology and anatomy (especially dogs and cats)

Methods and techniques used in the security and control of Class II and III controlled substances
Occupational hazards and standard kennel safety practices

Modern office procedures, methods and equipment, including computers

Pertinent Federal, State and local codes, laws and regulations

Skill and Ability to:

Recognize symptoms and health problems of animals

Communicate clearly and concisely, both orally and in writing

Effectively deal with a variety of stress conditions (animal and human)

Communicate effectively

Perform physical activities and maneuvers necessary to accomplish assigned tasks and to control or
immobilize animals

Perform basic veterinary procedures

Assist in humanely restraining animals for various procedures

Understand and follow oral and written instructions

Work independently in the absence of supervision

Compassionately interact with animals in ways to minimize their stress

Operate computer programs and perform related tasks. Learn and operate facility-computerized
programs, (i.e. Chameleon, etc.)

Follow technical procedures performing humane euthanasia of animals by approved methods without
supervision

Establish and maintain effective working relationships with those contacted in the course of work
Maintain physical condition appropriate to the performance of assigned duties and responsibilities
Maintain effective audio/visual discrimination and perception to the degree necessary for the successful
performance of assigned duties

Maintain mental capacity that allows the capability of making sound decisions and demonstrating
intellectual capabilities

WORKING CONDITIONS:

Environmental:
Animal shelter environment; exposure to a variety of domestic and wild animals, animal body fluids,

waste and infectious materials; outdoor and or inclement weather conditions; may be exposed to hostile
or abusive members of the public; exposure to noise. Must be able to work weekends, nights and
holidays

Physical:

Essential and marginal functions may require maintaining physical condition necessary for moderate to
heavy lifting; bending, stooping, kneeling, crawling; sitting or standing for prolonged periods; walking;
operating motorized equipment

http://eweb.cabq.gov/cityapps/HRDPosSpecs.nsf/baef073137c3db8c87256fbf0062£52£/d2...  3/27/2007
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Position Title: Associate Project Coordinator

Status: Approved
Position Grade Date Category
' Code

Position Program
Specification

7TX02AA M13 Dec2001 Construction/Capital Improvements

Position Description:

Class specifications are intended to present a descriptive list of the range of
duties performed by employees in the class. Specifications are not intended to
reflect all duties performed within the job.

DEFINITION

To provide technical and professional assistance to the Project Coordinator in
overseeing assigned projects; and to provide information and assistance to the
community, City officials and the public regarding construction, landscape or
architectural projects.

SUPERVISION RECEIVED AND EXERCISED

Receive direction from higher level supervisory or management staff.
ESSENTIAL AND MARGINAL FUNCTION STATEMENTS--Essential and other important
responsibilities and duties may include, but are not limited to, the following:
Essential Functions:

1. Perform technical and professional project work on assigned construction,
landscape or architectural projects; research, collect and analyze data;

prepare staff and special reports; prepare a variety of documents and

correspondence on assigned activities.

2. Participate in the decision making process for projects and committees;
coordinate activities with other departments and agencies as needed.

3. Review, analyze and comment on proposals; develop and produce publications
for internal and community use.

4. Prepare work programs and schedules for projects; ensure timely completion
of projects according to schedule.

3. Meet with civic, business and governmental groups to explain policies, plans
and procedures related to assigned projects.

6. Oversee site preparation, project acceptance forms and other required
documents and correspondence.

7. Review plans, specifications, contracts and proposals to ensure compliance
with authorized project scope.

hitp://eweb.cabq.gov/ywtempla.nsf/PosSpecsPrintForm?OpenForm&Subject=Associate%...

9/10/2004
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8. Participate in budget development for assigned projects.

9. Attend and participate in professional group meetings; stay abreast of new
trends and innovations in the assigned project field.

Marginal Functions:
1. Serve as liaison for assigned project area with other City departments.

2. Perform related duties and responsibilities as required.

QUALIFICATIONS
Knowledge of:

Basic principles of construction and architectural design.

Basic operations, services and activities of capital implementation programs.
Basic principles and practices of planning.

Basic procedures, methods and techniques of budget preparation and control.
Principles of business letter writing and basic report preparation.

Planning issues, policies, procedures and applications.

Pertinent Federal, State, and local laws, codes and safety regulations.

Ability to:

Coordinate and direct assigned construction, landscape or architectural
projects.

Elicit community and organizational support for assigned projects.

Analyze and compile technical and statistical information.

Read and interpret construction documents.

Prepare and present clear and concise technical reports.

Allocate limited resources in a cost effective manner.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in
the course of work

including the general public.

Maintain mental capacity which allows the capability of making sound decisions
and demonstrating

intellectual capabilities.

Maintain physical condition appropriate to the performance of assigned duties
and responsibilities.

Maintain effective audio/visual discrimination and perception to the degree
necessary for the

successful performance of assigned duties.

Experience and Training Guidelines

Any combination of experience and training that would likely provide the
required knowledge and abilities is qualifying. A typical way to obtain the
knowledge and abilities would be:

Experience:

One (1) year of project implementation experience.

Training:

Bachelor's degree with major course work in architecture, landscape
architecture, design and drafting or a related field.

License or Certificate

http://eweb.cabq.gov/ywtempla.nsf/PosSpecsPrintForm?OpenForm&Subject=Associate%...

9/10/2004
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Possession of, or ability to obtain, valid New Mexico driver's license and a
City Operator's permit.

WORKING CONDITIONS

Environmental Conditions:

Office environment; exposure to computer screens.

Physical Conditions:

Essential and marginal functions may require maintaining physical condition
necessary for walking, standing or sitting for prolonged periods of time.

http://eweb.cabq.gov/ywtempla.nsf/PosSpecsPrintForm?OpenForm&Subject=Associate%... 9/10/2004
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Building Inspector
Responsibilities are to:

Provide technical rehabilitation services from initial inspection to project
completion.

Conduct field inspections of substandard properties

Prepare property condition reports

Work write-up specification and floor plans for rehabilitation of structures
Prepare cost estimates for the work to be done

Review construction proposals from contractors and monitor construction
work on a regular basis.

NO HANDS ON THIS POSITION IS TO MONITOR CONSTRUCTION
EFFORTS ONLY.

Experience:

o Minimum of 10 years actual construction experience as a
construction business owner and supervisor with primary emphasis
in residential framing, remodeling and additions

o Extensive experience in running subcontractors and framing crews
and in working on projects as a lead carpenter and framing
subcontractor

o Experience in reading blue prints and drawing plans
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PositionTitle: Communication Center Specialist

Status: Approved
Position Grade Date Category
Code
) CF00AA C28 Nov2006 Transit/Transportation/Streets
City of Albuquerque
Job
Description

Job descriptions are intended to present a general list of tasks/duties pe;forme:z' by empl:)yees within
this job classification. Job Descriptions are not intended to reflect all duties performed within the job.

POSITION SUMMARY:

To ensure the delivery of services of assigned department or division through radio communication; to
operate equipment necessary for communication; and to dispatch services as needed and appropriate for
the operation of assigned department or division.

SUPERVISION RECEIVED AND EXERCISED:

Receives general supervision from higher level supervisory or management staff.

ESSENTIAL FUNCTIONS: (Essential functions may include, but are not limited to the functions
listed below)

1. Receive all incoming calls through various forms of communications equipment including a two-way
radio, switchboard, TDD (Telephone Device for the Deaf) telephone system and a multi-channel
dispatch console; transmit and record all radio communications.

2. Respond to requests and relay emergency and non-emergency calls to appropriate personnel for
service; assign and schedule pickup and deliveries.

3. Monitor program compliance with laws, rules and regulations related to provision of communications
and related services; follow guidelines as set by the FCC (Federal Communications Commission).

4. Maintain daily logs and records of all calls received and personnel dispatched; maintain computerized
records of pertinent information as assigned by department.

5. Respond to public inquiries in a courteous manner; provide information within the area of
assignment; resolve complaints in an efficient and timely manner.

6. Maintain an operating communications line with law enforcement and emergency agencies including
fire, ambulance and aquatic rescue.

7. Follow established emergency procedures as assigned by department or division; obtain information

and advise from supervisors, police rescue personnel or other emergency services; relay pertinent
information to supervisors or emergency personnel.

http://eweb.cabq.gov/cityapps/HRDPosSpecs.nsf/fa34182478b3081987256fbf0063c98b/9e... 3/27/2007
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8. Supervise the use, care and operation of communications equipment of assigned department or
division; inform appropriate personnel for maintenance assistance.

9. Operate various forms of communication equipment; record and access information accurately to and
from computer as needed.

SUPPLEMENTAL FUNCTIONS:

1. Ensure adherence to safe work practices and procedures.

2. Perform related duties and responsibilities as required.

MINIMUM EDUCATION AND EXPERIENCE REQUIREMENTS:

Related education and experience may be interchangeable on a year for year basis.

High school diploma or GED plus three (3) years general office experience to include one (1) year radio
dispatching and/or two-way radio operation experience.

PREFERRED KNOWLEDGE, SKILL AND ABILITY:
Knowledge of:

Basic operations, services and activities of a communications dispatch program
Federal Communications Commission (FCC) established rules and regulations
English usage, spelling, grammar and punctuation

Operate various forms of communications equipment

Modern office procedures, methods and equipment including computers
Pertinent Federal, State and local laws, codes and regulations

Skill and Ability to:

Operate various forms of communications equipment

Respond to emergency situations quickly and calmly and in accordance with department policies and
procedures

Evaluate and prioritize assignments, work on multiple assignments simultaneously under pressure
Maintain records, files and logs

Interpret and explain City policies and procedures

Type at a speed necessary for successful job performance

Respond to requests and inquiries from the general public

Understand and follow oral and written instructions

Communicate clearly and concisely, both orally and in writing

Operate office equipment including computers and supporting word processing and spreadsheet
applications

Establish and maintain effective working relationships with those contacted in the course of work
Maintain mental capacity which allows the capability of making sound decisions and demonstrating
intellectual capabilities )

Maintain physical condition appropriate to the performance of assigned duties and responsibilities
Maintain effective audio/visual discrimination and perception to the degree necessary for the successful
performance of assigned duties

WORKING CONDITIONS:

http://eweb.cabq.gov/cityapps/HRDPosSpecs.nsf/fa34182478b3081987256tbf0063c98b/%¢... 3/27/2007
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Environmental:
Office environment; exposure to computer screens

Physical:
Essential and marginal functions may require maintaining physical condition necessary for sitting for

prolonged periods

http://eweb.cabq.gov/cityapps/HRDPosSpecs.nsf/fa34182478b3081987256fbf0063c98b/9e... 3/27/2007
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Position Title: Construction Inspector Il

Status: Approved

PositionGrade Date = Category

- eI G SRS S T R
Job Oct Construction/Capital

6G03AA M13 2006 Improvement Program

Description

Job descriptions are intended to present a general list of tasks/duties performed by
employees within this job classification. Job Descriptions are not intended to reflect all
duties performed within the job.

POSITION SUMMARY:

To inspect the work of contractors on a variety of construction relative to assigned area of
responsibility including, but not limited to, traffic control, streets, sidewalks,
curbs/gutters, driveway pads, water, wastewater, sewer and storm drainage projects; to
ensure compliance with plans, specifications, contracts and ordinances; and to maintain
records and prepare reports on projects inspected.

DISTINGUISHING CHARACTERISTICS:

Construction Inspector I1I
This is the advanced journey level class in the Construction Inspector series. Positions at

this level are distinguished from other classes within the series by the level of
responsibility assumed and the complexity of duties assigned. Employees perform the
most difficult and responsible types of duties assigned to classes within this series
including performing functional and technical lead over lower level inspection staff.
Employees at this level are required to be fully trained in all procedures related to
assigned area of responsibility.

SUPERVISION RECEIVED AND EXERCISED:

Construction Inspector III

Receives direction from higher level supervisory or management staff.
Exercise functional and technical lead over lower level inspection staff.

ESSENTIAL FUNCTIONS: (Essential functions may include, but are not limited to the
Sfunctions listed below)

Construction Inspector I11



Page 42

1. May ensure enforcement of the sidewalk ordinance through certified notification;
ensure excavation work meets specification requirements through laboratory and field
documentation.

2. Conduct final and warranty inspections and submit corrections, remedies or
deficiencies to the project Engineer.

3. Inspect a variety of construction projects relative to assigned area of responsibility;
perform plan checking functions; ensure compliance with applicable rules and
regulations; interpret City approved plans.

4. Inspect and monitor new installation of all types of construction for compliance with
specifications; inspect all materials brought to construction sites.

5. Provide accurate documentation of all construction inspection work completed
including; a daily log; source books that verify the quantities of work performed daily;
documentation for change orders; justifications for changes to construction contracts;
environmental permit records and the structure packages including the project testing
frequency reports; work order close-out documents and reimbursement requests.

6. Coordinate construction activities with other agencies; act as a liaison between
contractor and project manager on construction inspection issues.

7. Respond to requests and complaints from citizens regarding construction projects.
8. Perform various tests at construction sites including but not limited to asphalt,
concrete, soil and water for compliance with applicable specifications; coordinate all

testing with City and private labs as needed.

9. Verify traffic control placement for correctness and safety; coordinate with barricade
inspectors as needed.

10. Inspect the work of contractors and builders to insure contract compliance with pre-
approved drainage specifications and plans, regulations and ordinances for arroyos,
pavement, concrete work, water, sewer, waste water, drainage, buildings and other
structures; issue violation notices, or citations as required.

11. Investigate complaints received from the general public and various businesses;
determine corrective action to be taken within established regulations and ordinances.

12. Report field changes that may require design changes; review material test reports.

SUPPLEMENTAL FUNCTIONS:
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Construction Inspector III

1. Attend meetings, seminars and training programs.
2. Perform related duties and responsibilities as required.

3. Comply with local, state and federal safety program requirements.

MINIMUM EDUCATION AND EXPERIENCE REQUIREMENTS:
Related education and experience may be interchangeable on a year Jor year basis.

Construction Inspector III

Associate's degree in building and construction trades, engineering or a related field, plus
four (4) years of construction inspection experience to include one (1) year direct
supervisory or technical lead experience in an administrative capacity.

ADDITIONAL REQUIREMENTS: (Licenses, Certifications, etc.):

Possession of a valid New Mexico Driver's License.

Possession of, or ability to obtain, a valid City Operator's Permit (COP) within six (6)
months.

Depending on position, may require New Mexico Water Quality Collection System III
Certification.

PREFERRED KNOWLEDGE, SKILL AND ABILITY:

Knowledge of:

Construction Inspector III

Principles of supervision, training and performance evaluation
Modern construction principles, practices and terminology
Soil compaction and density testing

Methods and techniques of traffic control

Operational characteristics of City storm drainage systems
Methods and techniques of storm drainage inspection

Basic mathematical principles

Occupational hazards and standard safety practices
Fundamental engineering and physics principles

Principles and techniques of materials testing

Pertinent Federal, State and local laws, codes and regulations
In addition to the qualifications for Construction Inspector I:
Operational characteristics, services and activities of a construction inspection program
Soils and properties used in the support of pavements

Skill and Ability to:
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Construction Inspector II1

Enforce applicable regulations with firmness and tact

Supervise, direct and coordinate the work of lower level staff

Select, supervise, train and evaluate staff

Prepare clear and concise reports

Make appropriate corrections in construction zones

Read and interpret technical drawings and specifications

Know pertinent Federal, State and local laws, codes and regulations

Inspect storm drainage systems for compliance with applicable drainage ordinances and
regulations

Perform field surveys on commercial and residential sites

Respond to requests and inquiries from the general public

Maintain records and prepare basic reports

Understand and follow oral and written instructions

Work independently in the absence of supervision

Communicate clearly and concisely, both orally and in writing

Establish and maintain effective working relationships with those contacted in the course
of work

Maintain mental capacity which allows the capability of making sound decisions and
demonstrating intellectual capabilities

Maintain physical condition appropriate to the performance of assi gned duties and
responsibilities

Maintain effective audio/visual discrimination and perception to the degree necessary for
the successful performance of assigned duties

In addition to the qualifications for Construction Inspector I:

Perform complex mathematical computations quickly and accurately

Read and interpret complex drawings and specifications

Apply technical knowledge and follow proper inspection techniques

WORKING CONDITIONS:

Environmental:

Office and construction site environment; travel from site to site; exposure to computer
screens, heat, cold, inclement weather conditions; work around heavy construction
equipment

Physical:
Essential and marginal functions may require maintaining physical condition necessary

for walking, standing or sitting for prolonged periods of time; operating motorized
equipment and vehicles
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Job Title: Council Policy Analyst
Job Code: 7N11CA  Job Grade: M18
Job Description and Duties:

* Provide professional staff assistance and analysis to the City Council and
individual Counselors regarding policy and budgetary issues.

* Research, analyze, and develop budget and policy proposals for citywide
issues.

¢ Determine operational feasibility and accuracy of various programs brought
to the Council.

¢ Provide highly responsible and complex administrative support to the
Associate Director of the City Council.
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PositionTitle: Database Administrator i
Status: Approved
Position Grade Date Category
Code
Nov 2006 Information
TH20IA 10 Services/Graphics/Geographic
Job Information Systems

Description

Job des;iptions are intended to present a Eeneral list of tasks/duties performed by employees within
this job classification. Job Descriptions are not intended to reflect all duties performed within the job.

POSITION SUMMARY:

To create database structures that consolidate the conceptual, lo gical and physical models of data stored
by the City; to improve the quality, accuracy and integrity of information and data resources; to develop
and maintain an enterprise-level, inter-departmental data model consisting of a subject data model and a
conceptual entity relationship model; implement policies and standards for data modeling, conceptual
database design, as well as data naming and meta data documentation standards; install, maintain,
monitor and tune database management systems to ensure optimal performance; and to perform a variety
of technical tasks relative to assigned area of responsibility.

DISTINGUISHING CHARACTERISTICS:
Database Administrator II

This is the full journey level class in the Database Administrator series. Employees perform the most
difficult and responsible types of duties assigned to classes within this series. Employees at this level
may assume major project management responsibilities. They are required to be fully trained in all
procedures related to the assigned area of responsibility

May serve as project lead.
Database Administrator I1
Receive general direction from higher level supervisory or management staff.

ESSENTIAL FUNCTIONS: (Essential functions may include, but are not limited to the functions
listed below)

Database Administrator II

1. Develop and modify database models based on logical models, designs and requirements;
document and communicate changes.

2. Participate in systems analysis, design and implementation: advise and consult with
application programmers during systems analysis. .

3. Develop City-wide standards and preferred methodologies for use of the City's database
management system environment and associate application development.

4. Install and maintain software for standard database management systems and data
administration support; establish procedures for database operation, control and recovery.
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5. Monitor database performance and fine tune for optimal performance; respond to system
problems that may affect the database.

6. Develop and maintain an inter-departmental enterprise-level data model in a central
repository.

7. Coordinate, review, and approve all logical and physical data models.

g. Transforrn or assist in the transformation of logical data models to physical database
esigns.

SUPPLEMENTAL FUNCTIONS:
Database Administrator 11

1. Attend and participate in professional group meetings; stay abreast of new trends and
innovations in the field of information systems.

MINIMUM EDUCATION AND EXPERIENCE REQUIREMENTS:

Related education and experience may be interchangeable on a year for year basis.

Database Administrator 11

Master's degree from an accredited college or university with major course work in information systems
computer science or a related field, plus five (5) years of database administration or computer
programming experience

PREFERRED KNOWLEDGE, SKILL AND ABILITY:

Knowledge of:
Database Administrator I

Advanced principles and practices of database administration

Principles and practices of project management

Methods and techniques of applications development and common development languages
Principles and practices of software installation

Methods and techniques of data modeling and conceptual database design

Operational characteristics of applicable database management system, information systems and
mainframe environments

Advanced methods and techniques of database design and administration

Principles of project management

Develop and modify database models based on City needs.

Perform various database administration functions.

Develop standards and methodologies for use of the City's database management system.
Develop and maintain data and entity relationship models. -

Evaluate, implement, maintain and train others in the use of data modeling tools.

Participate in systems analysis, design and implementation.

Monitor and troubleshoot database performance.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.
Maintain physical condition appropriate to the performance of assigned duties and responsibilities.
Assume major project management responsibilities assigned.

b
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WORKING CONDITIONS:

Environmental:

Office environment; exposure to computer screens.

Physical:
Essential and marginal functions may require maintaining physical condition necessary for sitting for

prolonged periods of time; extensive use of computer keyboard.

http://paseo.cabq.gov/cityapps/HRDPosSpecs.nsf/By+Status/Approved+Documents/FE82... 3/27/2007
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Job Title: Environmental Health Intern Instructor/Coordinator
Job code: N/A
Job Description and Duties:

¢ Provide coordination and protect the public health through active programs
directed and reducing insect populations.

¢ Perform specialized training activities for new environmental health staff,
including but not limited to insect identification an taxonomy in a laboratory
and field setting.
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PositionTitle: Engineer

Status: Approved
Position Grade Date Category
Code

S8KOOPA E16 Nov 2006 Engineering/Architectural/Survey

Job
Description

Job descriptions are intended to present a general list of tasks/duties performed by employees within
this job classification. Job Descriptions are not intended to reflect all duties performed within the job.

POSITION SUMMARY:

To perform a variety of professional engineering duties in support of assigned area of responsibility
including either project management of assigned Capital Implementation Programs or construction plans
review; to ensure compliance with applicable rules and regulations; and to perform a variety of tasks
relative to assigned area of responsibility.

E 1 CE D
Receive general supervision from higher level supervisory or management staff
May exercise supervision over technical staff and/or assigned consulting staff

ESSENTIAL FUNCTIONS: (Essential functions may include, but are not limited to the functions
listed below)

1. Manage, direct and review engineering projects and activities within an engineering division within
the assigned department.

2. Perform a variety of professional engineering duties in support of assigned area of responsibility
including either project management of assigned Capital Implementation Programs or construction plans
review.

3. Maintain CIP projects schedules and report the status of construction projects to higher-level
supervisory staff.

4. Review storm drainage plans and reports for CIP construction; ensure compliance with applicable
rules, regulations and ordinances; receive and investigate drainage complaints; conduct investigations to
determine source of drainage problem and provide solutions.

5. Develop, implement and oversee the progress of various engineering projects including construction,
transportation, utility, drainage and traffic engineering. Investigate and resolve construction complaints.

6. Coordinate construction projects with consultants to determined drainage design and solutions to
various construction problems.
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7. Research and review plats, easements, covenants, reports and plans for private and public drainage
projects or assigned projects.

8. Provide support for needed infrastructure improvements for underdeveloped properties through the
Special Assessment District.

9. Receive and respond to complaints or inquiries from the public regarding proposed current or
completed special Assessment Districts. ‘

10. Prepare a variety of technical, analytical and administrative reports within the assigned area of
responsibility.

11. Serve as staff on a variety of boards commissions and committees; prepare and present staff reports
and other necessary correspondence.

12. Attend and participate in professional group meetings; stay abreast of new trends and innovations in
the field of engineering.

13. Respond to and resolve difficult and sensitive citizen inquires and complaints.
14. Supervise the work of assigned consulting staff,

15. Oversee and evaluate the operation and maintenance of a computerized traffic signal system;
evaluate signal timing for various intersections.

16. Monitor and test various pump flows at well sites; evaluate water level trends; ensure compliance
with established water level guidelines.

17. Maintain all traffic signal system computers; monitor installation and operation of new software;
trouble shoot system problems.

18. Ensure a safe work environment exists within all construction.

19. Inspect, approve and/or correct work zone barricades for traffic control and pedestrian activities;
coordinate the placement of signs around construction sites.

20. Perform various research and data collection duties within assigned area; prepare analytical and
statistical reports anon operations and activities.

SUPPLEMENTAL FUNCTIONS:

1. Attend and participate in professional group meetings; stay abreast of new trends and innovations in
the field in engineering.

2. Perform related duties and responsibilities as required.

MINIMUM EDUCATION AND EXPERIENCE REQUIREMENTS:

Related education and experience may be interchangeable on a year for year basis.

Bachelor's degree in civil engineering or a related field, plus five (5) years of professional engineering
experience.
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ADDITIONAL REQUIREMENTS: (Licenses, Certifications, etc. ):

Possession of a valid New Mexico Driver's License

Possession of, or ability to obtain, a City Operator's Permit (COP) within 6 months from date of hire.
Possession of, or ability to obtain, a Professional Engineer license issued by the state of New Mexico
within one (1) year from date of hire.

PREFERRED KNOWLEDGE, SKILL AND ABILITY:
Knowledge of:

Principles and practices of professional engineering

Principles and practices of construction

Methods and techniques of contract negotiation

Methods and techniques used to review and approve various engineering plans and specifications
Principles of business letter writing and analytical report preparation

Pertinent Federal, State and local codes, laws and regulations

Regulations, codes, ordinances and best practices in the field of traffic engineering

Regulations, codes, ordinances and best practices in the field of engineering

Skill and Ability to:

Perform a variety of professional engineering duties in support of assigned area of responsibility
Oversee assigned project construction activities

Review a variety of engineering plans and specifications for compliance with applicable codes and
regulations

Determine solutions to assigned construction project problems

Prepare a variety of clear and concise analytical reports

Utilize computer programs and software relevant to assigned area

Respond to requests and inquiries from the general public

Communicate clearly and concisely, both orally and in writing

Establish and maintain effective working relationships with those contacted in the course of work
Maintain physical condition appropriate to the performance of assigned duties and responsibilities

WORKING CONDITIONS:

Environmental;
Field and office environment; travel from site to site; exposure to noise, dust, grease, smoke, fumes,
gases; work around heavy construction equipment

Physical:
Essential and marginal functions may require maintaining physical condition necessary for walking,
standing or sitting for prolonged periods of time; operating motorized vehicles
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”PositionTitle: Engineering Assistant

Status: Approved
[[Position Grade Date Category
Code

3
o g3

City of querque
Job
Description

SK0OOAA Mi14 Oct 2006 Engineering/Architectural/Survey

Job descriptions are intended to present a general lis%sks*/duties performed by employees within
this job classification. Job Descriptions are not intended to reflect all duties performed within the Jjob.

POSITION SUMMARY:

To perform a variety of professional engineering duties in support of assigned area of responsibility
including either project management of assigned Capital Implementation Programs or construction plans
review; to ensure compliance with applicable rules and regulations; and to perform a variety of tasks
relative to assigned area of responsibility.

SUPERVISION RECEIVED AND EXERCISED;

Receive general supervision from higher level supervisory or management staff,

May exercise supervision over technical staff and/or assigned consulting staff.

ESSENTIAL FUNCTIONS: (Essential functions may include, but are not limited to the functions
listed below)

1. Manage, direct and review engineering projects and activities within an engineering division of the
Public Works department.

2. Perform a variety of professional engineering duties in support of assigned area of responsibility
including either project management of assigned Capital Implementation Programs or construction plans
TEVIEW.

3. Maintain CIP projects schedules and report the status of construction projects to higher-level
supervisory staff.

4. Review storm drainage plans and reports for CIP construction; ensure compliance with applicable
rules, regulations and ordinances. Receive and investigate drainage complaints; conduct investigations
to determine source of drainage problem and provide solutions.

5. Develop, implement and oversee the progress of various engineering projects including construction,
transportation, utility, drainage and traffic engineering. Investigate and resolve construction complaints.

6. Coordinate construction projects with consultants to determined drainage design and solutions to
various construction problems.
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7. Research and review plats, easements, covenants, reports and plans for private and public drainage
projects.

8. Provide needed infrastructure improvements for underdeveloped properties through the Special
Assessment District.

9. Receive and respond to complaints or inquiries from the public regarding proposed current or
completed special Assessment Districts.

10. Prepare a variety of technical, analytical and administrative reports within the assigned area of
responsibility.

11. Serve as staff on a variety of boards commissions and committees; prepare and present staff reports
and other necessary correspondence.

12. Attend and participate in professional group meetings; stay abreast of new trends and innovations in
the field of engineering.

13. Respond to and resolve difficult and sensitive citizen inquires and complaints.
14. Supervise the work of assigned consulting staff.

15. Oversee and evaluate the operation and maintenance of a computerized traffic signal system;
evaluate signal timing for various intersections.

16. Monitor and test various pump flows at well sites; evaluate water level trends; ensure compliance
with established water level guidelines.

17. Maintain all traffic signal system computers; monitor installation and operation of new software;
trouble shoot system problems.

18. Ensure a safe work environment exists within all construction.

19. Inspect, approve and/or correct work zone barricades for traffic control and pedestrian activities;
coordinate the placement of signs around construction sites.

20. Perform various research and data collection duties within assigned area; prepare analytical and
statistical reports anon operations and activities.

MINIMUM EDUCATION AND EXPERIENCE REQUIREMENTS:

Related education and experience may be interchangeable on a year for year basis.

Bachelor's degree from an accredited college or university with major course work in Civil Engineering
or related field. Two (2) years of professional engineering experience desirable

ADDITIONAL REQUIREMENTS: (Licenses, Certifications, etc. ):

Possession of, or ability to obtain, an appropriate, valid New Mexico driver's license
Possession of EIT (Engineer in Training) certificate
Possession of, or ability to obtain, a City Operator's Permit (COP) within 6 months from date of hire
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PREFERRED KNOWLEDGE, SKILL AND ABILITY:
Knowledge of:

Principles and practices of construction
Principles of business letter writing and analytical report preparation
Pertinent Federal, State and local codes, laws and regulations

Skill and Ability to:

Oversee assigned project construction activities.

Review a variety of engineering plans and specifications for compliance with applicable codes and
regulations.

Determine solutions to assigned construction project problems.

Prepare a variety of clear and concise analytical reports.

Utilize computer programs and software relevant to assigned area

Respond to requests and inquiries from the general public.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.
Maintain physical condition appropriate to the performance of assigned duties and responsibilities.

WORKING CONDITIONS:

Environmental:
Field and office environment; travel from site to site; exposure to noise, dust, grease, smoke, fumes,

gases; work around heavy construction equipment

Physical:
Essential and marginal functions may require maintaining physical condition necessary for walking,

standing or sitting for prolonged periods of time; operating motorized vehicles
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PositionTitle: Engineering Associate

Status: Approved
Position Grade Date Category
Code

7K00AA M15 Dec 2005 Engineering/Architectural/Survey

Job
Description

Job descriptions are intended to preser;t a general list of tasks/duties performed by employees within
this job classification. Job Descriptions are not intended to reflect all duties performed within the job.

POSITION SUMMARY:

To perform a variety of professional engineering duties in support of assigned area of responsibility
including either project management of assigned Capital Implementation Programs or construction plans
review; to ensure compliance with applicable rules and regulations; and to perform a variety of tasks
relative to assigned area of responsibility.

PERVISI E RCISED:
Receive general supervision from higher level supervisory or management staff
May exercise supervision over technical staff and/or assigned consulting staff
ESSENTIAL FUNCTIONS: (Essential functions may include, but are not limited to the Sfunctions
listed below)
1. Manage, direct and review engineering projects and activities within an engineering division of the
Public Works department.
2. Perform a variety of professional engineering duties in support of assigned area of responsibility
including either project management of assigned Capital Implementation Programs or construction plans

review,

3. Maintain CIP projects schedules and report the status of construction projects to higher-level
supervisory staff.

4. Review storm drainage plans and reports for CIP construction; ensure compliance with applicable
rules, regulations and ordinances. Receive and investigate drainage complaints; conduct investigations
to determine source of drainage problem and provide solutions.

5. Develop, implement and oversee the progress of various engineering pfojects including construction,
transportation, utility, drainage and traffic engineering. Investigate and resolve construction complaints.

6. Coordinate construction projects with consultants to determined drainage design and solutions to
various construction problems.
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7. Research and review plats, easements, covenants, reports and plans for private and public drainage
projects.

8. Provide needed infrastructure improvements for underdeveloped properties through the Special
Assessment District.

9. Receive and respond to complaints or inquiries from the public regarding proposed current or
completed special Assessment Districts.

10. Prepare a variety of technical, analytical and administrative reports within the assigned area of
responsibility.

11. Serve as staff on a variety of boards commissions and committees; prepare and present staff reports
and other necessary correspondence.

12. Attend and participate in professional group meetings; stay abreast of new trends and innovations in
the field of engineering.

13. Respond to and resolve difficult and sensitive citizen inquires and complaints.
14. Supervise the work of assigned consulting staff.

15. Oversee and evaluate the operation and maintenance of a computerized traffic signal system;
evaluate signal timing for various intersections.

16. Monitor and test various pump flows at well sites; evaluate water level trends; ensure compliance
with established water level guidelines.

17. Maintain all traffic signal system computers; monitor installation and operation of new software;
trouble shoot system problems.

18. Ensure a safe work environment exists within all construction.

19. Inspect, approve and/or correct work zone barricades for traffic control and pedestrian activities;
coordinate the placement of signs around construction sites.

20. Perform various research and data collection duties within assigned area; prepare analytical and
statistical reports anon operations and activities.

MINIMUM EDUCATION AND EXPERIENCE REQUIREMENTS:
Related education and experience may be interchangeable on a year for year basis.

Bachelor's degree from an accredited college or university with major course work in Civil Engineering
or related field, plus two (2) years of professional engineering experience:

ADDITIONAL REQUIREMENTS: (Licenses, Certifications, etc. ):

Possession of or ability, to obtain, a valid New Mexico drivers license
Possession of or ability, to obtain, a City Operators Permit within 6 months from date of hire
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Possession of EIT (Engineer in Training) certificate

PREFERRED KNOWLEDGE, SKILL AND ABILITY;

Knowledge of:

Principles and practices of construction

Methods and techniques of contract negotiation

Principles of business letter writing and analytical report preparation
Pertinent Federal, State and local codes, laws and regulations

Skill and Ability to:

Oversee assigned project construction activities

Review a variety of engineering plans and specifications for compliance with applicable codes and
regulations

Determine solutions to assigned construction project problems

Prepare a variety of clear and concise analytical reports and clearly written business letters

Utilize computer programs and software relevant to assigned area

Respond to requests and inquiries from the general public in a friendly courteous manner
Communicate clearly and concisely, both orally and in writing

Establish and maintain effective working relationships with those contacted in the course of work
Maintain physical condition appropriate to the performance of assigned duties and responsibilities

WORKING CONDITIONS:

Environmental:
Field and office environment; travel from site to site; exposure to noise, dust, grease, smoke, fumes,
gases; work around heavy construction equipment

Physical:
Essential and marginal functions may require maintaining physical condition necessary for walking,

standing or sitting for prolonged periods of time; operating motorized vehicles
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PositionTitle: Engineering Technician

Status: Approved
Position Grade Date Category
Code

SK04AA M12 Nov 2006 Engineering/Architectural/Survey

Job
Description

Job descriptions are intended to present a general list of tasks/duties performed by employees within
this job classification. Job Descriptions are not intended to reflect all duties performed within the job.

POSITION SUMMARY:

To perform a variety of engineering technician duties in support of an assigned area including
conducting inspections; to collect technical data, evaluate processes and recommend corrective actions;
to assist in the preparation of construction plans, reports, maps and graphs; and to perform a variety of
technical tasks relative to assigned area of responsibility.

N EIVED
Receive general supervision from higher level technical staff.

Exercise functional and technical lead over lower level technical staff.

ESSENTIAL FUNCTIONS: (Essential functions may include, but are not limited to the functions
listed below)

1. Perform a variety of engineering technician duties in support of an assigned area; conduct field
inspections of various systems and connections;issue permits as necessary.

2. Assist and participate in collecting technical data on operations; enter data into computer system;
evaluate processes and recommend corrective actions.

3. Prepare a variety of technical reports, maps and graphs on operations and activities within assigned
area.

4. Assist and participate in conducting various engineering and research studies; may review design and
complete drawing plans for DRC.

5. Participate in trouble shooting various information and operating systems and design functions.

6. May track (via computer) DRC submittals including plans, subdivision improvement agreements.
Sidewalk deferrals licenses and agreements and various documents.

7. Respond to public inquiries in a courteous manner, provide information within the area of
assignment; resolve complaints in an efficient and timely manner.
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8. Investigate customer complaints and inquiries.

UPPLEMENT TIONS:

1. Attend and participate in professional group meetings; stay abreast of new trends and innovations in
the field of engineering.

2. Provide technical assistance to engineering staff as required.

3. Lead, plan, train and review the work of staff responsible for performing a variety of technical
engineering duties.

4. Perform related duties and responsibilities as required.

MIN M EDUCATION AND EXPERIENCE REQUIREMENTS:
Related education and experience may be interchangeable on a year for year basis.

Associate's degree in engineering, GIS/CADD technology or a related field, plus three (3) years of
technical engineering and inspection experience to include one (1) year technical lead or supervisory
experience in an administrative capacity.

ADDITIONAL REQUIREMENTS: (Licenses, Certifications, etc.):

Possession of, or ability to obtain, a New Mexico driver's license and a city operator's permit (COP).
Possession of, or ability to obtain, an appropriate, valid Water Utility Operator Level IV certificate
issued by the State of New Mexico within one (1) year of employment.

PREFERRED KNOWLEDGE, SKILL AND ABILITY:
Knowledge of;

Basic principles and practices of street classification and conditions
Methods and techniques used in engineering inspection work
Principles and procedures of AGIS system

Principles and procedures of data collection

Principles of technical report preparation

Pertinent Federal, State and local laws, codes and regulations

Skill and Ability to:

Perform a variety of engineering technician duties in support of an assigned area

Conduct a variety of technical field inspections

Collect and analyze technical data and recommend corrective actions

Operate well and pump diagnostic equipment

Participate in conducting various engineering studies

Prepare a variety of clear and concise technical reports

Respond to requests and inquiries from the general public

Communicate clearly and concisely, both orally and in writing

Establish and maintain effective working relationships with those contacted in the course of work
Maintain mental capacity which allows the capability of making sound decisions and demonstrating
intellectual capabilities
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Maintain physical condition appropriate to the performance of assigned duties and responsibilities
Maintain effective audio/visual discrimination and perception of the degree necessary for degree
necessary for the successful performance of assigned duties

WORKING CONDITIONS:

Environmental:
Office and field environment; travel from site to site; exposure to noise, dust, grease, smoke, fumes,

gases; may work on slippery or uneven surfaces or in confined spaces; exposure to computer screens

Physical:
Essential and marginal functions may require maintaining physical condition necessary for walking,

standing or sitting for prolonged periods of time; operating motorized vehicles
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""""""" PositionTitle: Executive Assistant
g Status: Approved
| Position Grade Date Category
v -' Code
TNOOEA  E14 Dec 2006 All Department
City of Albuquerque e cpartments
Job
Description

Job descriptions are intended to present a general list of tasks/duties performed by employees within
this job classification. Job Descriptions are not intended to reflect all duties performed within the Jjob.

POSITION SUMMARY:

Perform a variety of highly responsible, confidential and complex secretarial and administrative duties
for a department director; to coordinate and participate in office support functions in support of the
department's goals and objectives; and to provide information and assistance to the public regarding
departmental policies and procedures.

IVED E D:
Receives general direction from a department director.

May exercise direct supervision over administrative staff

ESSENTIAL FUNCTIONS: (Essential Junctions may include, but are not limited to the Sfunctions
listed below)

1. Perform complex administrative, secretarial and clerical duties in support of assigned department
director; recommend improvements in work flow, procedures and use of equipment and forms.

2. Maintain a calendar of activities, meetings and various events for assigned director; schedule
meetings and coordinate activities with other City divisions and departments, the public and outside
agencies; make travel arrangements as required.

3. Screen office and telephone callers; respond to complaints and requests for information on
regulations, procedures, systems and precedents relating to assigned responsibilities.

4. Coordinate the preparation of various reports, memoranda and correspondence of a technical or
confidential nature.

5. Oversee and review the work of administrative staff; provide training as necessary; provide
information on office procedures; respond to and resolve inquiries.

6. Oversee and coordinate activities related to the development and administration of the department
annual budget; monitor expenditures; implement adjustments.

7. Serve as liaison for the assigned director with other City departments, divisions and outside agencies;
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negotiate and resolve sensitive and controversial issues.

8. Review, research and summarize a variety of fiscal, statistical and administrative information
including department payroll; prepare related reports and correspondence.

9. Attend meetings and serve as recording secretary as assigned; distribute information to appropriate
staff as necessary.

SUPPLEMENTAL FUNCTIONS:

1. Maintain inventory of office supplies; obtain estimates for ordering purposes; order supplies as
needed.

2. May initiate department personnel actions including position releases, hiring, resignations and
terminations; develop hiring guidelines; advise hiring supervisors on successful hiring procedures.

3. Perform related duties and responsibilities as required.

MINIMUM EDUCATION AND EXPERIENCE REQUIREMENTS:

Related education and experience may be interchangeable on a year Jfor year basis.

Associate's degree in Business or related field, plus five (5) years experience in office administration
including one (1) year of direct supervisory or technical lead in an administrative capacity.

PREFERRED KNOWLEDGE, SKILL AND ABILITY:
Knowledge of:

Modern office procedures, methods and equipment including computers
Electronic spreadsheet and word processing software

Principles of business letter writing and basic report preparation
Principles and practices of municipal budget preparation

Principles of supervision, training and performance evaluation

Pertinent Federal, State and local laws, codes and regulations

Skill and Ability to:

Independently perform the most difficult secretarial and administrative support services

Perform responsible and difficult secretarial work involving the use of independent Jjudgment and
personal initiative

Independently prepare a variety of reports and correspondence

Operate office equipment including computers and supporting word processing and spreadsheet
applications

Select, supervise, train and evaluate staff

Work independently in the absence of supervision

Communicate clearly and concisely, both orally and in writing

Establish and maintain effective working relationships with those contacted in the course of work
Maintain mental capacity which allows the capability of making sound decisions and demonstrating
intellectual capabilities

Maintain physical condition appropriate to the performance of assigned duties and responsibilities
Maintain effective audio-visual discrimination and perception needed for making observations,
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communicating with others, reading, writing and operating assigned equipment

WORKING CONDITIONS:

Environmental:
Office environment; €xposure to computer screens.

Physical:
Essential and marginal functions may require maintaining physical condition necessary for sitting,

walking or standing for prolonged periods of time.
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PositionTitle: Fiscal Manager
Status: Approved
Position Grade Date Category
Code
8LOOSA E18 Nov Accounting/Finance/Budget/Audit
2006

Job
Description

Job descriptions are intended to present a general list of tasks/duties performed by employees within
this job classification. Job Descriptions are not intended to reflect all duties performed within the job.

POSITION SUMMARY:

To plan, direct, manage and oversee activities and operations within an assigned department or division
related to finance and accounting management, or budget and grant administration; to coordinate
assigned activities with other divisions, departments and outside agencies; and to provide highly
responsible and complex administrative support to assigned supervisory or management staff.

SUPERVISION RECEIVED AND EXERCISED:

Receive administrative direction from assigned supervisory or management staff.

Exercise direct supervision of management and lower level staff.

ESSENTIAL FUNCTIONS: (Essential Junctions may include, but are not limited to the Junctions
listed below) '

1. Assume full management responsibility for division services and activities related to finance
and accounting management, including revenue estimating, cash flow management, financial
reporting, legislation administration, and contract and grant preparation; recommend and
administer policies and procedures.

2. Manage the development and implementation of division goals, objectives, policies and
priorities for each assigned service area.

3. Establish, within departmental policy, appropriate service and staffing levels; monitor and
evaluate the efficiency and effectiveness of service delivery methods and procedures; allocate
resources accordingly.

4. Plan, direct and coordinate, through subordinate level staff, the assigned division's work
plan; assign projects and programmatic areas of responsibility; review and evaluate work
methods and procedures; meet with key staff to identify and resolve problems.

5. Assess and monitor work load, administrative and support systems, and internal reporting
relationships; identify opportunities for improvement; direct and implement changes.

6. Oversee a variety of financial activities including the preparation of reports, reconciliation of
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various ledgers and management of all cash control functions.

7. Perform accounting functions including preparation or review of journal vouchers, accruals,
expense transactions and reconciliations.

8. Analyze and interpret financial reports of department expenditures; determine trends and
prepare projections; advise higher level staff on using financial data for decision making.

9. Monitor Federal and State grant and general fund monies: request reimbursement of funds
from participating fund agencies.

10. Monitor and audit professional and technical contracts; initiate renewals including terms
with vendors, purchase orders and payment procedures.

11. Select, train, motivate and evaluate division personnel; provide or coordinate staff training;
work with employees to correct deficiencies; implement discipline and termination procedures.

12. Oversee and participate in the development and administration of the division budget;
approve the forecast of funds needed for staffing, equipment, materials and supplies; approve
expenditures and implement budgetary adjustments as appropriate and necessary.

13. Explain, justify and defend division programs, policies and activities; negotiate and resolve
sensitive and controversial issues.

14. Represent the assigned division to other divisions, departments, elected officials and
outside agencies; coordinate assigned activities with those of other divisions, departments and
outside agencies and organizations.

15. Provide staff assistance to assigned supervisory or management staff; participate on a

variety of boards, commissions and committees; prepare and present staff reports and other
necessary correspondence.

SUPPLEMENTAL FUNCTIONS:

1. Attend and participate in professional group meetings; stay abreast of new trends and
innovations in the field of fiscal management.

2. Respond to and resolve difficult and sensitive citizen inquiries and complaints.
3. Perform related duties and responsibilities as required.

M EDUCATION AND EXPERIENCE UIREMENTS:
Related education and experience may be interchangeable on a year Jor year basis.

Bachelor's degree from an accredited college or university with major course work in accounting,

business administration or related field, plus seven (7) years fiscal management experience to include
four (4) years direct supervisory experience in a management and/or administrative capacity.

PREFERRED KNOWLEDGE, SKILL AND ABILITY:
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Knowledge of:

Operations, services and activities of a municipal financial management program
Principles and practices of accounting and auditing

Methods and techniques of accounting, statistics and financial analysis

Methods and techniques of budget forecasting

Principles and practices of municipal budget preparation and administration
Modem office procedures, methods and equipment including computers
Principles and practices of program development and administration

Principles of supervision, training and performance evaluation

Pertinent Federal, State and local laws, codes and regulations

Skill and Ability to:

Provide financial analysis for an assigned department

Implement financial management for the City

Perform complex accounting and financial functions

Monitor Federal and State grant and general fund monies

Plan, organize, direct and coordinate the work of lower level staff

Select, supervise, train and evaluate staff

Delegate authority and responsibility

Analyze various accounting transactions

Analyze and assess programs, policies and operational needs and make appropriate adjustments
Develop and administer division goals, objectives and procedures

Prepare administrative and financial reports

Prepare and administer large and complex budgets

Analyze problems, identify alternative solutions, project consequences of proposed actions and
implement

recommendations in support of goals

Interpret and apply Federal, State and local policies, laws and regulations

Communicate clearly and concisely, both orally and in writing

Establish and maintain effective wor ing relationships with those contacted in the course of work
Maintain mental capacity which allows the capability of making sound decisions and demonstrating
intellectual capabilities

Maintain physical condition appropriate to the performance of assigned duties and responsibilities
Maintain effective audio-visual discrimination and perception needed for making observations,
communicating with others, reading, writing and operating assigned equipment

WORKING CONDITIONS:

Environmental:
Office environment; exposure to computer screens

Physical:

Essential and marginal functions may require maintaining physical condition necessary for sitting or
standing for prolonged periods.
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PositionTitle: Fiscal Officer

Status: Approved
Position Grade Date Category
Code
00 M16 Dec2006 A i i /B ;
City of Albuquerque TLO0AA ec ccounting/Finance/Budget/Audit
Job
Description

Job descriptions are intended to present a general list of tasks/duties performed by employees within
this job classification. Job Descriptions are not intended to reflect all duties performed within the Jjob.

POSITION SUMMARY:

Provide and coordinate fiscal support and analysis functions to an assigned department; to oversee the
assigned department's purchasing functions; to coordinate operations related to finance, accounting
management, budget and grant administration; and to perform a variety of technical tasks relative to
assigned area of responsibility.

Receive general supervision from higher level management or supervisory staff.
Exercise direct supervision over supervisory, professional, technical and clerical staff

ESSENTIAL FUNCTIONS: (Essential functions may include, but are not limited to the functions
listed below)

1. Provide and coordinate fiscal support and analysis to an assigned department; assist in planning,
developing and coordinating fiscal year budgets; prepare forecasts for assigned operating budgets;
monitor and analyze expenditures.

2. Recommend and assist in the implementation of goals and objectives; establish schedules and
methods for providing fiscal analysis services; implement policies and procedures.

3. Prepare financial status reports for all operating fund programs; display budget expenditures,
balances, projections and relevant financial information.

4. Prepare various financial statements; analyze and identify problems related to the financial activities
of the assigned department; perform short and long-term financial planning.

5. Oversee the assigned department's purchasing functions; audit and authorize payments to vendors;
audit change orders and determine and authorize funding for same.

6. Research and approve all purchase order adjustments; revise orders according to contract obligations;
research invoices for problems in billing.

7. Calculate funding for supplemental agreements; determine source of funds and authorize increase to
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encumbrance; authorize additional services to outside consultants; determine additional funding sources.

8. Initiate, research and authorize reimbursement to the City from State and Federal agencies; maintain
files for auditing purposes.

9. Design and monitor cost accounting systems and procedures; coordinate with information systems
staff on various system problems, enhancements or upgrades.

10. Oversee assigned department accounts receivable procedures; analyze and audit accounts receijvable
forms.

11. Prepare accounts receivable billing in compliance with contracts, amortization schedules and other
regulations; maintain accounts receivable logs, files and records.

12. Plan, direct, coordinate and review the work plan for finance staff; assign work activities, projects
and programs; review and evaluate work products, methods and procedures; meet with staff to identify
and resolve problems.

13. Plan, direct and manage long and short-term financial planning and daily financial activities
including bond sales and meetings with underwriters.

14. Perform rate analysis review; analyze rates and charges; determine revenue requirement; adjust rates
and charges as necessary.

15. Select, train, motivate and evaluate finance personnel; provide or coordinate staff training; work
with employees to correct deficiencies; implement discipline and termination procedures.

16. Serve as the liaison for financial activities with other City departments, divisions and outside
agencies; negotiate and resolve sensitive and controversial issues.

SUPPLEMENTAL FUNCTIONS:

1. Provide back up support to staff as required.
2. Perform related duties and responsibilities as required.

MINIMUM EDUCATIO D EXPERIENCE REQUIREMENTS:
Related education and experience may be interchangeable on a Yyear for year basis.

Bachelor's degree from an accredited college or university with major course work in accounting,
business administration or a related field, plus five (5) years of fiscal management experience to include
two (2) years direct supervisory experience in a management and/or administration capacity.

PREFERRED KNOWLEDGE. SKILL AND ABILITY:
MMH
Knowledge of:

Principles and practices of financial analysis and budget forecasting
Principles and practices of purchasing

Principles and practices of accounting

Principles and practices of accounting including GASB, FASB and GAAP
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