ORDINANCE 2026-02

AN ORDINANCE OF THE CITY OF ALEXANDRIA, IN CAMPBELL COUNTY,
KENTUCKY, AMENDING SECTION 37.02 OF THE CITY OF ALEXANDRIA
CODE OF ORDINANCES, THE JOB DESCRIPTIONS, CLASSIFICATIONS,
AND SALARY RANGES, AND THE CITY’S PERSONNEL AND PAY
CLASSIFICATION PLAN; INCLUDING AMENDING THE SALARY RANGES
FOR CITY POLICE DEPARTMENT EMPLOYEES, EFFECTIVE FROM JULY
1,2026 TO JUNE 30, 2029.

BE IT ORDAINED BY THE CITY OF ALEXANDRIA, CAMPBELL COUNTY, KENTUCKY, AS
FOLLOWS:

SECTION 1. Section 37.02 of the City of Alexandria Code of Ordinances, the Job Descriptions,
Classifications, and Salary Ranges, and the City's Personnel and Pay Classification Plan; including amending
the Salary Ranges For City Police Department Employees, Effective from JULY 1, 2026 to JUNE 30, 2029 —
are hereby amended as set forth in Exhibits ‘A’ and ‘B’ to this Ordinance, which are attached hereto and
incorporated herein by reference.

SECTION 2. This Ordinance shall be effective on July 1, 2026, after its adoption, approval, and
publication according to laws; this Ordinance may be published by Summary.

SECTION 3. All Ordinances or parts of any Ordinances in conflict therewith, to the extent of such conflict,
if any, are hereby repealed.

SECTION 4. The foregoing ordinance was introduced by Council Member Tom Baldridge, was read,
passed and adopted by Council of the City of Alexandria, Kentucky, meeting in regular sessions on the 7th
day of May, 2026, and on the 21st day of May, 2026, with (o Yes votes, O No votes, and ()

Abstentions, and was thereafter approved by the Mayor and ordered published in Summary according to
law.

APPROVED:

7 T £t o
MAﬁﬁ/AN DY SCHABELL

CITY LLERK STEPHANIE TARTER

published: 7/ A, 204l
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Job Descriptions, Classifications
and Salary Ranges

City of Alexandria, KY

Job Descriptions and Pay Classifications adopted by Ord 2023-04 on 4/20/2023 &
EO 2022-01 on 3/16/2023; Ord 2023-11 10/19/2023; Ord 2024-02 04/04/2024
Updated: 8/28/25 - ORD 2025-12; 12/31/25 - ORD 2025-10
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SALARY RANGES FOR ALEXANDRIA CITY EMPLOYEES

Effective 8/28/2025 (Draft 26)

NUMBER OF ANNUAL SALARY RANGE

POSITIONS ENTRY MAX
ADMINISTRATIVE ANNUAL | HOURLY | ANNUAL | HOURLY
CITY ADMINISTRATOR 1 70,000 33.65 130,000 | 62.50
CITY CLERK 1 50,000 24.04 95,000 45.67
TREASURER 1 50,000 24.04 95,000 45.67
ACCOUNTING CLERK 0 27,000 12.98 45,000 21.63
ZONING ADMINISTRATOR 0 45,000 21.63 80,000 38.46
CODE ENFORCEMENT 1 35,000 16.83 65,000 31.25
ASSISTANT CITY CLERK 1 45,000 21.63 70,000 33.65
ADMINISTRATIVE CLERK 1 24,000 11.54 50,000 24.04
FACILITIES & OPERATIONS SPECIALIST 1 20,800 10.00 50,000 24.04
RECREATION DIRECTOR 1 45,000 21.63 80,000 38.46
RECREATION PROGRAMMER 1 25,000 12.02 45,000 21.63
COMMUNITY CENTER, MANAGER 1 20,000 9.62 40,000 19.23
COMMUNITY CENTER, WORKER 6 15,000 129 40,000 19.23
TOTAL 16
PUBLIC WORKS
SUPERINTENDENT 1 65,000 31.25 99,000 47.60
FOREMAN 1 55,000 26.44 80,000 38.46
MECHANIC 0 45,000 21.63 80,000 38.46
LABORER 3 45,000 21.63 68,000 32.69
LABORER (Seasonal) 1 31,200 15.00 41,600 20.00
TOTAL 6
POLICE DEPARTMENT
CHIEF 1 85,000 40.87 120,000 | 57.69
ASSISTANT CHIEF 1 75,000 36.06 105,000 | 50.48
LIEUTENANT 0 90,000 43.27 102,460 | 49.26
SERGEANT 2 82,000 39.42 95,000 45.67
POLICE DETECTIVE SERGEANT 1 68,000 32.69 90,000 43.27
POLICE DETECTIVE 0 52,000 25.00 85,000 40.87
PATROL OFFICER (MORE THAN 10 YEARS) 1 68,000 32.69 85,000 40.87
PATROL OFFICER (5-10 YEARS) 3 60,000 28.85 74,000 35.58
PATROL OFFICER (1-4 YEARS) 6 52,000 25.00 69,500 33.41
CONTRACT OFFICER 1 68,000 32.69 85,000 40.87
POLICE RECRUIT 1 46,000 22.12 46,000 22.12
HNVYESHGATOR 0 38,000 1827 665060 2885
SCHOOL RESOURCE OFFICER 2 45,000 21.63 65,000 31.25
SOCIAL WORKER 1 55,000 24.44 80,000 38.46
OFFICE MANAGER 0 40,000 19.23 70,000 33.65
OFFICE CLERK 2 40,000 19.23 65,000 31.25
TOTAL 22
GRAND TOTAL 42

Salary ranges are base salaries only and do not include other pay such as overtime,
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equipment/medical/training stipends. The annuat salaries are based on a 40-hour work week.

ADMINISTRATION

CLASS TITLE: City Administrator

CHARACTERISTICS OF THE CLASS: Serves as the Chief Operating Officer of the City. Workis
performed under the administrative direction of the Mayor. Keep the Mayor and Council fully
informed, in a timaly manner, of any situation that could affect the operations of the City.

ESSENTIAL FUNCTIONS:

* & & * * 9 9

Plan, organize, coordmate and evaluate the administrative functions of a municipal
government; :

Responsible work in directing and assisting the executive and legislative authority of a cityin
planning, organizing, coordinating and evaluating all administrative activities and functions;
Establish and maintain effective working relationships with other city employees and officers,
government agencies and the general public;

Prepare and implement a city operating and capital budget;

Negotiate and monitor contracts with vendors for the providing of various seivices;

Apply federal, state, local laws and ordinances to the operation of a municipal government
including matters of building and zoning;

Effectively supervise city employees inthe performance, scheduling and evaluation of
departmental activities, and provides adequate training as needed;

Assist the executive authority in planning, organizing, supervising, coordinating, and evaluating
all activities and functions ofthe city;

Formulate policy and procedure recommendations to city council;

Serve as Personnel Administrator, recommend personnel actions, including employment
promotions, salary increases, suspension, dismissal, etc;

Perform Economic Development activities to encourage the retention and attrectlon of
business withinthecity; o :

Work in a safe manner obser\nng all safety rutes and pose no direct threat or injury to another,
Respond to, and direct, cmzen inquiries and complaints in accordance with established KRS;
Perform methematlcal celeulatlons in order to complete the administrative and financial tasks
ofthle position;. _

Perform research aotlwtles m reference to policy formulation;

Repreeent city executive and/or legislative personnel at meetings and public functlons
Assists department heads with program implementation and administration;

Supervise the accurate preparatlon, retention, and maintanance of payroll and operating
records; o : .

Prepare and deliver orel and wrltten reports as reguested;

Serve as a liaison with the media;

Qversdes City purchasing procedures;

Plan and recomimends the purchase ofsupplles and equipment for the city;

Administer grant programs for the city;

Provide suppott for all City meetings;

Serve as city representative to various organizations such as the Chamber of Commerce and
any other duty as assigned by the Mayor. '



SPECIAL KNOWLEDGE, SKILLS AND ABILITIES

L ]

L 2

Knowladge of the principles and practices of public administration with emphasis on
planning, implementation, executicn, and evaluation of policies and programs.
Knowledge of federal, state, and local laws, administrative regulations, and ordinances
relating to local government operations and reporting requirements.

Knowledge of executive and legislative policies, procedures and practices.

Ability to prepare and/or supervise the preparation of reports and forward to required
agencies on atimely basis.

Ability to establish and maintain effective working relatienships with employees, public and
privats officials, and tha general public.

Ability to communicate effectively, orally and in writing.

Ahility to develop and administer a municipal budget.

Ability to oversee the supervision of city employees in the performance of departmental
activities, and provide adequate training as needed,

Must be bondable

Possess, or the ahility to obtain, a valid Kentucky vehicle operator’s license.

TRAINING AND EXPERIENCE: Prefer graduation from a four-year college or university (Masters
preferred) with a degree in public administration, business, or related field, supplemented by
considerable progressively responsible experience in public management; or any combination of
education, training, and experience which provides the desired knowledge, skills, and abilities.

LEGAL REQUIREMENTS: An individualin this class must meet the reguirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regards to a person in this classification.

Kentucky Wage and Hour Overtime Status: Exempt

The above is intended to describe the general content of and the
requirements for the performance of this job. Itis notto be
construed as an exhaustive statement of duties, reqguirements,
or responsibilities.



CLASS TITLE: City Clerk

CHARACTERISTICS OF THE CLASS: Serves as the official record keeper in maintaining complete
and accurate documentation of city records. Possessor of the Official Seal of the City. Supervisor
of the administrative staff within the agreed upon budget. Keep the Mayor fully informed, in a
timely manner, of any situation that could affect the operations of the City. Work performed under
the administrative direction of the City Administrator/Mayor.

ESSENTIAL FUNCTIONS:

Perform mathematical calculations in order to complete the administrative tasks of this
position;

Act as principal tax and fee collector for the city;

Serves as clerk to the City Council.

Must exercise the records management skills necessary to accurately maintain all official
documents of the City;

Communicate accurately with other city employees and officers, government agencies, and
general public;

Apply federal, state, local laws and ordinances;

Responsible for the possession of city seal pursuant to KRS 83A.085;

Maintain all city records pursuant to KRS 61.870 to KRS 61.884, and assist city in fulfilling all
open meeting requirements of KRS 61.805 to KRS 61.850;

Must be able to perform the duties and function of the Administrative Clerk and Assistant City
Clerk position as necessary;

Work in a safe manner observing all safety rules and pose no direct threat or injury to another.
Respond to, and direct, citizen inquiries and complaints;

Effectively supervise administrative staff in the performance of activities;

Attend all City Council meetings in order to prepare and maintain minutes and agendas for the
council;

Prepares general correspondence for the Administrator, Mayor, and Council, etc.;
Prepares and maintains all executive orders, ordinances, resolutions, municipal orders,
proclamations, and other official documents for passage and publication;

Quickly and accurately perform general office tasks such as typing, filing, and computer-entry;
Supervise, schedule, train and evaluate the Assistant City Clerk and all other clerical
personnel on the administrative staff;

Plan for and recommend the purchase of necessary supplies and equipment for the
department;

Assist the City Administrator with the oversight of city purchasing procedures;

Prepare local and federal reports;

Maintain permit records;

Maintain business license records;

Serves as the local ABC (Alcoholic Beverage Control) Administrator;

SPECIAL KNOWLEDGE, SKILLS AND ABILITIES

Ability to plan and coordinate the activities of the administrative department;
Ability to assist in the preparation and administration of a municipal budget; ability to maintain
records efficiently and accurately;



e Ability to establish and maintain effective working relationships with other city employees and
officers, government agencies, and the general public;

s [Knowledge of federal, state, and local laws and ordinances, including those related to
municipal administration;

s Ability to accurately perform mathematical calculations in order to complete the

administrative tasks of this position;

Knowledge of municipal administrative tasks, and how to apply them to municipal operations;

Ability to perform general office tasks such as typing, filing, and computer-entry;

Preparation of accurate reports;

Ability to effectively supervise employees, and provide adeguate training as needed;

Must be bondable;

Must possess, or ability to obtain, a valid Kentucky vehicle operator’s license;

Must be able to obtain the designation of Notary Public from the State of Kentucky;

Must hold or be willing to obtain designhation as Certified Kentucky Municipal Clerk (CKMC)

TRAINING AND EXPERIENCE: Prefer graduation from a four {4) year college or university,
supplemented by considerable progressively responsible, experience in an administrative, financial,
accounting, or government office with supervisory experience or any combination of education,
training, and experience which provides the necessary knowledge, skills, and abilities.

LEGAL REQUIREMENTS: An individual in this class must meet the requirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regards to a person in this classification.

Kentucky Wage and Hour Overtime Status: Non-Exempt

The above is intended to describe the general content of and the
requirements for the performance of this job. It is not to be
construed as an exhaustive statement of duties, requirements,
or responsihilities.



CLASS TITLE: Treasurer

CHARACTERISTICS OF THE CLASS: Responsible for the financial activities of the City. Keep the
Mayor fully informed, in a timely manner, of any situation that could affect the operations of the
City. Work performed under the administrative direction of the City Administrator/Mayor.

ESSENTIAL FUNCTIONS:

Perform mathematical calculations in order to complete the administrative tasks of this
position;

Must exercise the records management skills necessary to accurately maintain all official
financial documents for the city;

Communicate accurately with other city employees and officers, government agencies, and
general public;

Apply federal, state, local laws and ordinances;

Issue checks and pays all invoices, bills, and accounts;

Prepare financial statements, and audit preparation;

Analyze financial records to forecast future financial position and budget requirements;
Administer payroll and prepare federal, state, city tax reports, and all other reports associated
with payroll;

Work in a safe manner observing all safety rules and pose no direct threat or injury to another.
Evaluate needs for procurement of funds and investments of surplus;

Advise management on investments and loans for short and long range financial planning;
Aid departments in preparation of budgets and make comparisons of expenditures to actual
budget;

Audit purchases for authority and compliance with city's purchasing procedure prior to
payment of invoices;

Administers employee benefits programs, including enrollment, eligibility verification, and
coordination with providers to ensure compliance and effective service delivery;

Leads onboarding processes for new hires, including orientation, documentation, and
coordination with departments to support a smooth transition into employment;

Performs a broad range of human resources functions, including policy administration,
employee relations support, and maintenance of personnel records in accordance with KRS;
Advise all members of city governmenton financial and payrollissues for the City;

Develop policies and procedures for account collection;

Quickly and accurately performs general office tasks;

Assist the City Administrator with the oversight of City financial procedures and any other
duties as assigned.

SPECIAL KNOWLEDGE, SKILLS AND ABILITIES

Ability to plan and coordinate the activities of the finance department;

Ability to assist in the preparation and administration of a municipal budget;

Ability to maintain records efficiently and accurately;

Ability to learn, comprehend, and effectively use any "state-of-the-art" municipal accounting
computer systems;

Ability to establish and maintain effective working relationships with other city employees and
officers, government agencies, and the general public;

Knowledge of federal, state, and local laws and ordinances, including those related to
municipal finance;

Ability to accurately perform mathematical calculations in order to complete the
administrative tasks of this position;



¢ Considerable knowledge of municipal finance and accounting procedures, and how to apply
them to municipal operations;

e Ability to perform general office tasks such as typing, filing, and computer data-entry;

* Ability to communicate accurately with other city employess and officers, government

agencies, contractors, and general public;

Ahility to accurately prepare reports;

Ability to provide adequate training as needed.

Must be bondable;

Must possess, or able to obtain, a valid Kentucky vehicle operator’s licanse;

TRAINING AND EXPERIENCE: Prefer graduation from a four (4) year college or university, with a
degree in accounting, finance, business, or related field, supptemented by considerable progressively
responsible experience in a financial, accounting, or government office or any combination of
education, training, and/or expertence which provides tha necessary knowledge, skilis, and abilities.

LEGAL REQUIREMENTS: An individual in this class must meet the requirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regards to a person in this classification.

Kentucky Wage and Hour Overtime Status: Non-Exempt

The above is intended te describe the general content of and the
reguirements for the performance of this job. It is notto be
construed as an exhaustive statement of duties, requirements,
or responsibilities.



CLASS TITLE: Accounting Clerk

CHARACTERISTICS OF THE CLASS: Responsible for the accounting activities of the City. Keep the
City Clerk fully informed, in a timely manner, of any situation that could affect the operations of the
City. Work performed under the administrative direction of the Mayor.

ESSENTIAL FUNCTIONS:

Perform mathematical calculations inorder to complete the administrative tasks of this
position; _

Must exercise the records management skills necessary to accurately maintain all official
financial documents for the city;

'Applyfederal state, local laws and ordinances,;

Issue checks and pays all invoices, bllls and accounts;

Prepare financial statements, and audit preparation;

Administer payroll and prepare federal, state, city tax reports, and all other reports associated
with payroll;

Work In a safe manner observing all safety rules and pose no direct threat or injury to anothat.
Aid departments in preparation of budgets and make comparisons of expenditures to actual
budget;

Audit purchases for authority and compllance with city's purchasing procedure prior to
payment of invoices;

- SPECIAL KNOWLEDGE, SKILLS AND ABILITIES .

Ability to assist in the preparation and admmlstrat[on of a mun|ctpal budget

Ability to maintain records efficiently and accurately,

Ability to learn, comprehend, and effectively use any "state-of-the-art” municipal accounting
computer systems;

Knowledge of fedetal, state, and locallaws and ordinances, as related to municipat finance;
Ability to accurately perform mathematical calculations in order to complete the
administrative tasks of this position;

Considerable knowledge of municipal finance and accounting procedures, and how to apply
them to municipal operations;

Ability to accurately prepare reports;

Must be bondable;

Must possess, o able to obtain, a valid Kentucky vehicle operator’s license;

TRAINING AND EXPERIENCE: Five (5) years accounting experience with at least a general knowledge
of governmental accounting. Experience with QuickBooks is required.

LEGAL REQUIREMENTS: An individual in this class must meet the reguirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regards to a person in this classification.

The above is intended to describe the general content of and the
requirements for the performance of this job. Itis not to be
construed as an exhaustive statement of duties, requirements,
or responsibilities.
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CLASS TITLE: Zoning Administrator

CHARACTERISTICS OF THE CLASS: Administers and enforces zoning codes and ordinances.
Work is performed under the general supervision of the City Administrator, or the Mayor, if the
position of City Administrator is not filled,

ESSENTIAL FUNCTIONS:

Accurately administer and enforcement all applicable codes and ordinances relating to use
of private property;

Investigate citizen complaints regarding zoning violations, and develop enforcement
actions/resolutions;

Must be able to establish and maintain effective working relationships with the other city
departments, contractors, huilders, boards/commissions, and the general public;

Must be able to function in environment where diversity of opinions and positions oftan
exist;

Issue official interpretations for application of zoning ordinancs;

Maintain department records including lot plats, subdivision plans, improvement drawings
and related information;

Coordinate activities with other city departments as required;

Review, issue and enforce all permits for the city;

Serve as primary staff person to assigned city boards and commissions;

Work with the staff in devaloping and implementing annual capital improvement program
forthe city,;

SPECIAL KNOWLEDGE, SKILLS AND ABILITIES:

Ability to read, understand and interpret technical plans and specifications and issue
permits consistent with applicable codes, ordinances and policy manuals;

Knowledge of madern building construction practices, methods, materials and equipment;
Working lknowledge of principles and practices of architecture and engineering as applied
to the enforcement of zoning codes, laws and ardinances;

Thorough knowledge of zoning codes and related laws and ordinances.

Woaorking knowledge of electric, mechanical and plumbing codes;

Ability to enforce applicable codes and ordinances with firmness and tact;

Ability to perform general office tasks such as typing, filing and computer entry;
Cemplstion of all required training and certification upon appointment;

Must be bondable;

Possess, or the ability to obtain, a valid Kentucky vehicle operator’s license;

Ahility to communicate effectively, crally and in writing;

Ability to accurafe[y prepare reports on a timely basis.

TRAINING AND EXPERIENCE: Prefer graduation from a four (4} year college or university with a
degree in Building Technology, Construction Management, Enginesring or related degree
supplemented by experience in construction technology, code enforcement or related field; or any
ather combination of education, training and experience which provides the desired knowledge,
skills and abilities;
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LEGAL REQUIREMENTS: An individual in the class must meet the requirements of all applicable
Kentucky Revised Statutes, and local ordinances, wnth regard to an employee in this classification.

Kentucky Wage and Hour Overtime Status: Non-Exempt

The above is intended to describe the general content of and the
requirements for the performance of this job, Itis notto be
construed as an exhaustive statement of duties, requirements,
orresponsibilities.

3
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CLASS TITLE: Code Enforcement Officer

STATUS: Part-Time

CHARACTERISTICS OF THE CLASS: Violation enforcement for the City’s zoning codes and
ordinances. Keep the Mayor fully informed, in a timely manner, of any situation that could affect
the operations of the City. Work is performed under the administrative direction of the City

Administrator/Mayor.

ESSENTIAL FUNCTIONS: _

¢ Performs the duties and respaonsibilities as outlined in KRS and City Ordinances;

¢ Responds to and investigates citizen complaints regarding zoning violations, and develop
enforcament actions/resolutions;
Once a week patrol city to identify code violations;
Issue orders for compliance, warnings, and/or citations;
May assist city Zoning efforts with permit issuance/identification and violation processing;
Must be able to establish and maintain effective working relationships with the other city
dspartments, contractors, builders, boards/commissions, and the general public;
Must be able to function in enviranment where diversity of opinions and positions often
exist;
Maintain records such as complaint log, viotation notices, etc.
Coordinate activities with other city departments as required;
Availability to attend meetings upon request;
Performs other duties as necessary.

L] . & & 2
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SPECIAL KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of property maintenance/zoning codes and related laws and ordinances;
Ability to enforce violations with firmness and tact;

Ability to perform general office tasks;

Completion of all reguired training and certification upon appointment;

Possess, or the ability to obtain, a valid Kentucky vehicle operator’s license;

Ability to communicate effectively, orally and in writing;

¢ Ability to accurately prepare reports on a timely basis.

TRAINING AND EXPERIENCE: Prefer High School diploma or equivalency, supplemented by related
experience or any combination of education, training, and experience which provides the necessary
knowledge, skills, and ahilities.

LEGAL REQUIREMENTS: An individual in the class must meet the requirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regard to an employee in this classification,

Kentucky Wage and Hour Overtime Status: Non-Exempt
The ahove is intended to describe the general content of and
the requirements for the performance of this joh. Itis not to

be construed as an exhaustive statement of duties,
requirements, or responsibilities.
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CLASS TITLE: Assistant City Clerk

CHARACTERISTICS OF THE CLASS: Performs duties as assigned by the City Clerk. Assumes the
duties and responsibilities of the City Clerk in his/her absence. This position receives supervision
from the City Clerk.

ESSENTIAL FUNCTIONS:
s Assist with tax and fee collection for the city;
e Accurately perform basic mathematicat calculations in order to complete the administrative
tasks of this position;
+ Must exercise the reading and writing ekllls necessary to accurately assistin maintaining all
official records of the city and its administration;
s Communicate accurately with other city employees and officers, government agenmes, and
the general public;
¢ Apply federal, state, local laws and ordinances;
e Perform general office tasks;
¢ Workin a safe manner observing all safety rules and pose no direct threat or injury o another;
e Assistthe city clerk in preparing tax bills for printing, mailing and distribution;
Assist in processing and recording tax and fee payments;
Responds to, and directs, citizens inguiries and complaints;
Prepares general correspondence for Mayor, Gouncil, and City Clerk;
Assists the City Clerk in maintaining all city records pursuant to KRS 61.870 to KRS 61.884 and
assists City Clerk in fulfilling all open meeting regquirements of KRS 61.805 to KRS 61.850;
e Assists City Clerk in preparing and implementing a department budget;
¢ Assist City Clerk in preparing hid notification for publication;
e May order necessary supplies and equipment;
¢ Assists City Clerk in preparing bills for collection of CIty fees, licenses, etce.
» May have to fill in for the Supervisor.. g

SPECIAL KNOWLEDGE, SKILLS AND ABILITIES -
e Ability to maintain records efficiently and accurately; :
¢ Ability to establish and maintain effective working relatlonships with other city employees and
officers, government agencies, and the general public;
s Knowledge of the geography of the jurisdiction;
¢ Basic knowledge of federal, state, and local laws and ordinances; .
‘e Ability to accurately perform mathematical calculations in order to complete the
administrative and accounting procedures; :
¢ Ability to perform general office tasks such as typing, filing, and computer~entry,
+ Ability to use modern office machines such as: personal computer, photocopler dlCtathf’l
and/or transcription equipment, etc.; - S
+ Ability to communicate accurately with other ¢ity employees and officers, government
agencies, contractors, and the general public; including the accurate preparation of reports;
s  Ability to perform work according to the direction of all city ordinances, personnel policy
manual, Kentlicky Revised Statutes, and other nécessary guidelines.
s Mustbe bondabie and possess a valid driver license. -
TRAINING AND EXPERIENCE: Préfor High Schaol diploma and prefer prior clerk experience or three
progressive years responsible experience in clerical work involving frequent contact with the public, or
any combination of education, training and experience which provides equivalent preparation for the
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duties of the position. Should hold Certified Kentucky Municipal Clerk’s Certificate or be willing to
work toward obtaining such certificatior.

LEGAL REQUIREMENTS: An individual in this class must meet the requirements of all applicable
Kantucky Revised Statutes, and local ardinances, with regards to a person in this classification.

Kentucky Wage and Hour Overtime Status: Non-Exempt
The above is intended to describe the general content of and
the requirements for the performance of this job. Itis notto

be consirued as an exhaustive statement of duties,
requirements, or responsibilities.
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CLASS TITLE: Administrative Clerk

CHARACTERISTICS OF THE CLASS: Performs duties as assigned by the City Clerk. Duties are .
performed under the supervision of the City Clerk.

ESSENTIAL FUNCTIONS:

L 2
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Responsible for receiving and processing calls and messages, and performing clerical and
secretariat duties for the city

Communicate accurately with other city employees, officers, government agencies, and the
general public;

Quickly and accurately perform general oﬁ‘lce tasks such as typing, filing, mail processing, and
computer-entry;

Organize and maintain administrative records,

Manage several work assignments simultaneously;

Appear for work and complete assigned tasks within a reasonable period of time;

Worlk in a safe manner observing all safety rules and pose no direct threat or injury to anothar;
Receives and directs citizen complaints;

Assists in purchase and maintenance of supplies;

Assists with Communications related functions of the Administration;

Operates standard office equipment;

Assists City Clerk in performance of duties as necessary,

Performs any othertasks assigned by the City Clerk;

SPECIAL KNOWLEDGE, SKILLS AND ABILITIES

»

L]

Ability to read, write, and speak effectively, including the accurate preparation of reports;
Ability to establish and maintain accurate communication and effective working relationships
with other city employees, officers, government agencies, contractors, and the general public;
Knowledge of basic administrative and accounting procedures;

Ability to perform general office tasks such as typing, filing, mail processing, and computer-
entry;

Ability to use modern office machines such as: personal computer, photocopier, facsimile
aquipment, dictation and/or transcription equipment, etc.

May have to fillin for the Supervisor.

TRAINING AND EXPERIENCE: Prefer graduation from high school, or equivalency, supplemented by
experience in office work or any combination of education, training, and experience which provides
the necessary knowledge, skills, and abilities. Experience inthe City’s standard personal computing
packages.

LEGAL REQUIREMENTS: An individual in this class must meet the requirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regards to a person in this classification.

Kentucky Wage and Hour Overtime Status: Non-Exempt

The above is intended to describe the general content of and
the requirements for the performance of this job. Itis notto
be construed as an exhaustive statement of duties,
requirements, or responsibilities.
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CLASS TITLE: Facilities & Operations Specialist

Status: Part-Time; no more than 20 hours a week.

CHARACTERISTICS OF THE CLASS: Under general Supervision of the City Clerk, or their designee,
keeps facilities in clean and orderly condition. Performs heavy cleaning duties, such as cleaning
floors, washing walls and glass, removing rubbish, general/routine maintenance of the city building
and will notify management of need for repairs. Secondarily, this position may be asked to cover
tasks found in the Community Center Worker job description should primary work be completed.

ESSENTIAL FUNCTIONS:

e Service, clean, and supply all facilities, including restrooms. Focus should remain on the
City Building, but may include Public Works garage or Parks when applicable and asked.

e Clean building floors by sweeping, mopping, scrubbing, and vacuuming. May include
polishing floors or coordinating contractors to do so. Steam-clean or shampoo carpets, as
needed.

e (Gather and empty trash.

e Follow procedures for the use of chemical cleaners and power equipment to prevent
damage to facilities and fixtures.

e Clean windows and mirrors, dust furniture, walls, stairwells, and fixtures which may
include up to arms reach while on a ladder no more than 4 feet. Greater distances are
required to comply with OSHA requirements.

e Requisition supplies or equipment needed for maintenance and custodial activities.

e Maymove heavy furniture, equipment, or supplies.

e Monitor building security and safety by performing tasks such as locking doors after
operating hours and checking equipment to ensure hazards are not created.

e Performs related work as required. Additional duties may represent tasks typically
performed by those similar to the Community Worker Job Description.

PHYSICAL DEMANDS, SPECIAL KNOWLEDGE, SKILLS AND ABILITIES

e The employee may be required to sit for an extended period of time, walk and stand; talk or
hear; use hands to finger, handle, feel, or operate objects, tools or controls, reach with
hands and arms; operate equipment that produce vibrations, perform repetitive
movements of hands or wrist; crouch crawl; have the ability to move safely over uneven
terrain.

e Ability to lift 25/50 pounds regularly and possibly 100 if using equipment/tools designed to
assistinits carry and transport.

e Mustbe able to wear personal protective gear, as appropriate.

e Ability to safely climb ladders.

* Ability to read, write, and speak effectively, including the accurate preparation of reports or
requests;

e Ability to establish and maintain accurate communication and effective working
relationships with other city employees, officers, government agencies, contractors, and
the general public;

e Manage several work assignments simultaneously;

e Ability to perform general office tasks and modern office machines;

e Possess or have the ability to obtain, a valid Kentucky vehicle operator’s license.
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TRAINING AND EXPERIENCE: Prefer graduation from high school, or equivalent. Three (3) months
related experience or equivalent. Ability to understand and follow instructions. Ability to read,
write, communicate and perform manual labor for extended periods of time. Appreciation of
preventative maintenance. Demonstrated dependability and integrity.

Kentucky Wage and Hour Overtime Status: Non-Exempt
The above is intended to describe the general content of and the requirements for the

performance of this job. Itis notto be construed as an exhaustive statement of duties,
requirements, or responsibilities.
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CLASS TITLE: Recreation Director

GCHARACTERISTICS OF THE CLASS: This is a skilled and responsible management position that is
responsible for planning, coordinating, and supervising the year-round activities of the City’s parks,
community center facilities and other recreational programs. This person must have a flexible
working schedule to meet deadlines. Work performad under the administrative direction of the
Mayor.

ESSENTIAL JOB FUNCTIONS:

» Supervises employees of the Community Center and oversees the activities of Park and
Recreation Volunteer Board;

s Attends the Park and Recreation meetings as well as other meetings as directed by the
Mayor;

s Prepares and administers a program budget; prepare monthly activities reports and
financial reports as required;

* Assists Mayor in formulation of policy and procedure recommendations and adjustments
to the Park and Community Center regulations;

+ Performs resgarch, prepares reports, conducts special projects as assigned by the Mayor;

» Promotes recregtional and community programs through advertisements, social media,
etc.;

¢ Plans, coordinates, schedules and manages city recreational activities, classes and
programs to meet community, recreational needs;

« Accurately maintains necessary documents regarding the operation and maintenance of
park and Community Center facilities;

» Oversees the operation, maintenance and inventory of all recreational and community
program eguipment;

s Advisas the Public Works Superintendent regarding maintenance needs of the Community
Center; i

s Responds to citizen complaints, inguiries and is the liaison between other community
groups and crganizations for coordination of activities;

+ Plans for and recommends the purchase of necessary supplies and equipment pertaining
to the Park and Community Center activities, improvements and maintenance needs;

e Agsists and supervises employees, in the conduct of city recreational programs including
instructional and officiating duties as necessary;

s Applies for and administers grant projects;

e Works in a safe manner, cbserving all safety rules, and poses no significant risk to the
health and safety of others;

+ May be called in at any time for unschedulaed or emergency work activities;

& And perform other duties as assigned by the Mayor.

SPECIAL KNOWLEDGE, SKILLS AND ABILITIES:

s [Knowledge of the contents and provisions of City Parsonnel Policies and Procedures

» [Knowledge of recreation techniques and methods, and how to apply them to all phases of
community and recreation program administration;

s Knowledge of budget and financial principles;

s Ability to effactively develop, promote and implement well rounded recreational and
community programs;

¢ Ability to supervise employees and several volunteers engaged in varied tasks
simultaneously;
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Ability to manage outside vendors;

Ability to safely operate and maintain all departmental equipment and to train others in
same;

Ability to communicate and execute instructions effectively, both orally and in writing;
Ability to deal courteously with and relate to the general public;

Ability to establish and maintain effective working relationships with other city agencies
and departments, city officers and employees and the general public;

Knowledge of contemporary office practices, procedures and equipment;

Skilled in using modern computing systems and department specific applications.
Possess ability to: be dependable, cooperative and maintain a positive attitude; be
resourceful; prioritize and accomplish assigned goals and objectives; manage time
effectively; maintain important records and communication accurately, efficiently and
confidentially; exercise integrity, patience, courtesy, diplomacy and tactfulness; use good
Judgment and common sense; maintain professional conduct, demeanor and appearance
when representing the City; effectively supervise subordinates.

SPECIAL REQUIREMENTS:

Knowledge of first aid and appropriate safety measures pertinent to the Department’s
operations;

Must be able to be bonded;

Possess a valid driver’s license and remain insurable to operate City vehicles.

PHYSICAL AND ENVIRONMENTAL DEMANDS:

Must have ability to ambulate and climb ladders; to operate a vehicle; must be able to lift at
least 25 lbs; able to set up for Community Center events; work outside in various weather
conditions; . :

Must have ability to operate standard office equipment including: copier, computer, fax
machine, etc.,

Must possess hearing and speaking abilities sufficient to hold conversation with other
individuals both in person, and over atelephone and/or radio; :

MINIMUM QUALIFICATIONS

Possess a bachelor’s degree in Recreationat/Public Admimstrat:on or related field,
supplemented by experience in recreation/program management with supervisory
experience in parks and recreation management; OR, any combination of education,
training and experience which provides the knowledge, skills and abilities to effectively
perform the duties of the position. -

LEGAL REQUIREME'NTS: Ah individuel in this class must meet the reguirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regards to a person in this classification.

Kentucky Wage and Hour Overtime Status: N QnuE)iemgt

The above is mtended to descnbe the generat content of and
the requirements for the performance ofthis job. Itis notto
be construed as an exhausﬂve statement of dunes,
requirements, or respons;bmtles
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CLASS TITLE: Recreation Programmer

CHARACTERISTICS OF THE CLASS:; Performs duties as assigned by the Recreation Director.
Duties are performed under the supervision of the Recreation Director.

ESSENTIAL FUNCTIONS:

@ & & @

Assists Director with the supervision, management and programming of the Recreation
department,

Plans and/cr assists with planning short and long-range programs, fundraisers, and special
events for all ages.

Assists with program registrations and phone coverage, as needed.

Assists and contributes to marketing of programs and events for department through
creatian/distribution of flyers, brechures, digital sign files, website updates and social
media.

Requires flexibility of night and weaekend hours based on the season.

Assists with maintenance of Community Center and Community Parks as nheeded

Acts on behalf of the Recreation Director in his or her ahsence.

Participates in meetings with City boards as needed.

Supervises programs or facilities that are typical for the Community centar and Alexandria
Community Park.

Chaperones and drives department run trips as needed.

Ordering of department supplies for programs, events, and facility

Additional administrative duties as assigned.

Assists with the recruitment of velunteers and/or seasonal staff,

Ability to learn and implement office procedures related to Department, City, State, and
Federal policies, rules, procedures, codes, and ordinances.

PREPARATION, KNOWLEDGE, SKILLS & ABILITIES:

Interest in implementing of a wide variety of recreational activities and recreational needs
for a variety of people of all ages.

Experience and functional knowledge of Word, Excel and the abtllty to learn moderately
complex softwara programs, (knowladge of drawing programs such as Adohe
IlWustrator/Photoshop a plus).

Ability to communicate effectively, bath verbally and in writing, and to make effective public
presentations.

Ability to work with the general public in a respectful, tactful manner.

WORKING CONDITIONS/PHYSICAL DEMANDS:

Periods of ocutside work, subject to all weather conditions and extremes,

May spend periods in the office, on telephone, or operating other office machines, requiring
eye-hand coordination and finger dexterity. Work may involve sitting, stooping, walking and
standing.

May be required to lift objects such as files, supplies and equipment weighing up to 50
pounds

May be required to push chair racks {weighing more than 50 pounds) and set up/clean up
tables/chair, etc. for events.

Periodic nights and weekends required, as needed.

21



TRAINING AND EXPERIENCE: Prefer graduation from high school, or equivalency, supplemented
by experience in department programming development, or any combination of education,
training, and experience which provides the necessary knowledge, skills and abilities.

LEGAL REQUIREMENTS: An individual in this class must meet the requirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regards to a person in this classification.

Kentucky Wage and Hour Overtime Status: Non-Exempt
The ahove statements are intended to describe the general
nature and tevel of work being performed by people assigned

to do this job. The above is not intended to be an exhaustive
list of all responsibilities and duties required.
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CLASS TITLE: Community Center Manager

CHARACTERISTICS OF THE CLASS: Supervisar of the staff within the agreed upon hudgst. Keep
the Mayor and Council informed, in a timely manner, of any situation that could affect the
operations of the City. Work parformed under the admtinistrative diraction of the City
Administrator/Mayor.

ESSENTIAL FUNCTIONS:

Responsible for receiving and processing all calls;

Responsible for employea scheduling;

Responsible for coordinating and implementation of all events at the Community Center and
other facilitias;

Oversees all marketing for the facility;

Communicate accurately with other city employees, officers, government agencies, and the
general public;

Perform general office tasks such as typing, filing, mail processing, and computer-entry;
Flexibility in working hours to provide access to the Community Center for public and private
events.

Responsible for the general upkeep of the Center;

Maximize public access to the use of the Center;

Crganize and maintain records;

Appear for work and complete assigned tasks within a reasanable period of time;

Worlcin a safe manner ochserving all safety rules and pose no direct threat or injury to another;
Receive and process citizen inquiries regarding facilities rental/availability;

Operates standard office equipment;

Responsible to provide City Administrator/Mayor and Council required quarterly reports on
revenues, expenses and other Community Center activity;

Performs other duties as assigned;

SPECIAL KNOWLEDGE, SKILLS AND ABILITIES

Ability to read, write, and speak effectively, including the accurate preparation of reports;
Ability to establish and maintain accurate communication and sffective working relationships
with other city employees, officers, government agencies, cantractors, and the general public;
Manage several work assignments simultaneously;

Knowledge of basic administrative skills;

Basic knowiedge of event planning;

Ability to perform general office tasks;

Ability to use modern office machines;

Possess or the ability to obtain, a valid Kentucky vehicle operator’s license,

TRAINING AND EXPERIENCE: Prefer graduation from high school, or equivalency, supplemented by
experience in facilities management, or any combkination of education, training, and experience which
provides the necessary knowledge, skills, and abilities.
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LEGAL REQUIREMENTS: An individual in this class must meet the requirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regards to a person in this classification.

Kentucky Wage and Hour Overtime Status: Non-Exempt

The above is intended to describe the general content of and

the requirements for the performance of this job. Itis notto

be construed as an exhaustive statement of duties, o
requirements, or responsibilities,
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CLASS TITLE: Community Center Worker

CHARACTERISTICS OF THE CLASS: Performs duties as assigned by the Community Center
Manager. Duties are performed under the supervision of the Community Center Manager.

ESSENTIAL FUNCTIONS:

L ]
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Assists in receiving and processing all calls;

Assists in coordinating and implementation of all events at the Community Center and other
facilities;

Communicate accurately with other city employees, officers, government agencies, and the
general public;

Quickly and accurately perform general office tasks such as typing, filing, mail processing, and
computer-entry;

Flexibility in working hours to provide access to the Community Center for public and private
evaents,

Assists in the general upkeep of the Center;

Maximize public access to the use of the Center;

Organize and maintain records;

Work in a safe manner cbserving all safety rules and pose no direct threat or injury to another;
Receive and process citizen inquiries regarding facility’s rental/availability;

Operates standard office equipmeant;

Performs other duties as assignad;

May have to fill in for the Supervisor.

SPECIAL KNOWLEDGE, SKILLS AND ABILITIES

Ability to read, write, and speak effectively, including the accurate preparation of reports;
Ability to establish and maintain accurate communication and effective working relationships
with other city employees, officers, government agencies, contractors, and the general public;
Manage several work assignments simultaneously;

Knowledge of basic administrative skills;

Basic knowledge of event planning;

Abhility to perform general office tasks;

Ability to use modern office machines;

Possess or the ability to obtain, a valid Kentucky vehicle operator’s license.

TRAINING AND EXPERIENCE: Prefer graduation from high school, or equivalency, supplemented by
experience in customear service, or any combination of education, training, and experience which
provicles the necessary knowledge, skills, and ahilities.

LEGAL REQUIREMENTS: An individual in this class must meet the requirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regards to a person in this classification.

Kentucky Wage and Hour Overtime Status: Nen-Exempt

The above is intended to describe the general content of and
the requirements for the performance of this job. It is notto
be construed as an exhaustive statement of duties,
requirements, or responsibilities.
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PUBLIC WORKS

CLASS TITLE: Superintendent of Public Works

CHARACTERISTICS OF THE CLASS: Responsible for maintaining the integrity of all infrastructures.
Supetrvisor of the Public Waorks staff within the agreed upon budget. Keep the Mayor fully informed,
in a timely manner, of any situation that could affect the operations of the City. Work performed
under thé administrative direction of the Gity Administrator/Mayor.

ESSENTIAL FUNCTIONS:

Establish and maintain effective working relationships with other city departments and
employees, other local and state agencies and the general public;

Communicate accurately and promptly with employees, customers and the general pubtic;
Ability'to plan, supervise, coordinate and evaluate all services and programs performed
within department;

Ahility to prepare and administer departmental budget and oversee all procurement and
payroll functions.

Required working knowledge in areas relating to public infrastructure malntenanoe SNnow
removal, capital onstruction, workplace safety standatds, egliipment '
operation/maintenance, building and zoning administration and facility maintenance;
Must have the ability to work with citizen boards and commissions as assigned;

Perform all department administrative duties including but not limited to scheduling,
payroll, purchasing, safety, fleet maintenance, facility maintenance and personnel
management;

Provide advice and direction to subordinate staff as required;

Meéts with citizens te investigate problems and complaints;

Coordinates capital improvement program and related actlwtlee wrth C|ty Englneer and

- othercontracted service providers; :

Attends meetings and represents the city as requrred : :

Performs manual labor duties, for extencded periods of time; outdoors and often under
adverse weather conditions, including but not limited to snow removal .

Performs site inspections; : : o

Lift objects in excess of 50 pounds, or as the job requires; :
Ability to operate equipment, hand tools, machinery and heavy equrpment such as
backhoe, street sweeper, air compressor, and other equrpment as needed to perform
tasks; : :

- Knowledge of traffic regulatlons safety regulatmns and the geography of the city;

Have some mechanical ability; : :
Performs other duties, assignments and specral pro;ects as drrected bythe Clty
Admlnlstratlve Officer orthe Mayor

SPECIAL KNOWLEDGE, SKILLS AND ABILITIES

Considerable knowledge of construction and building practicés, eéspecially as they relate
pubtic infrastructure maintenance; '

Working knowledge of general engmeermg prmcrples bui!dmg oonstructron technology and
the provision of essential publlo sarvices;

The ability to communlicate effectively with staff and the pubtic both orally'and in writing;
Ability to interpret statutes, policies, codes, plans and technical information is important;
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o Must be able to obtain any certification as required to maintain control and supervision of
workers provided as a service from the state or county;

¢ Must be able to address personnel issues and conflicts within department;

+ The capacity to firmly and fairly deliver city services and consistently adhere to required
laws and ordinances;

¢ Possession of, or the ability to obtain, a valid Kentucky vehicle operator’s license;

o Completion of all required training and certification upon appointment or within a time
period agreed upon by the City Administrative Officer or Mayor, and the employee.

TRAINING AND EXPERIENCE: Prefer graduation from a four-year college or university with a degree
in engineering, construction management, public administration or related filed supplemented by
appropriate experience in managing persennsl, programs and special projects; or any combination
of education, training, and experience which provides then desired knowledge, skills, and abilities.
Public sector experience, especially at the local level, is preferred but not required for this position.

LEGAL REQUIREMENTS: An individual in this class must mest the requirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regards to a person in this classification.

Kentucky Wage and Hour Overtime Status: Noen-Exempt
The above is intended to describe the general content of and
the requirements for the performance of this job. Itis notto

be construed as an exhaustive statement of duties,
requirements, or responsibilities.
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CLASS TITLE: Public Works Foreman

CHARACTERISTICS OF THE CLASS: This is skilled and supervisory work in the maintenance,
repair, and minor construction of streets, public buildings, and city vehicles. Individuals in this
class supervise and participate in the performance of a variety of duties, ranging from simple
manual labor to tasks that involve the operation of motorized equipmeant as well as light and heavy
power tools. Work is usually performed outdoors, under the general guidance and supervision of
the Public Works Superintendent.

ESSENTIAL FUNCTIONS:

ASSi'g'h's Wbrk,'tr'ains, and supervises workers in the performance of pu blic works duties;
Maintains and repl'éces sections of concrete streets;

MQWS and trims grass; performs maintenance duties at city owned facilities;

Plows and salts city streets during inclement weather; '

'Digs and backfills trenches; Digs out holes with manual or automatic digging tools;

Patches asphalt "potholes";

Operates street-sweeper;

Assists in painting crosswalks and other traffic markings;

Installation of traffic signs;

Operates dump truck, backhoe, tractor, or other heavy equipment as required by job
duties; : - :

Maintenance of public vehicles and light and heavy power tools;

Lifts objects in excess of 25 pounds several times a day;

Assists the Public Works Superintendeant in the performance of administrative duties;
Recommends the purchase of necessary supplies/tools to the Public Works
Superintendent;

Oversees the proper storage and security of supplies, tools, and equipment utilized by the
department.

Will have on call duties as assigned. Ability to respond to call back within 30 minutes.
Cleans public works building;

Parforms related duties as necessary.

KNOWLEDGE, SKILLS, AND ABILITIES:

Read and understand all City manuals such as Personnel Policy, Zoning Regs, etc.;

Ahility to read and interpret construction drawings and plans and perform site inspections
based on plan review and city policies;

Ability to effectively supervise the activities of several workers engaged in various tasks,
manual iabor duties, for extended periods of time, often under adverse weather conditions;
Ability to lift objects in excess of 25 pounds several times & day, or as the job requires;
Ability to work in high places with dangerous machinery and sharp tools;

Ability to safely operate, and train workers in the safe operation of, heavy equipment such
as: back hoe, dump truck, tractor, bulldozer, etc.; Ability to safely operate, and train
workers in the safe opearation of, large and small power tools such as: jack hammer, chain
saw, drill, etc,; :

Ability to perform a task using manual tools such as hand saw, post hole digger,
sledgehammer, etc.;

Ability to supervise the complation of work tasks without close supervision;

Extensive knowledge of occupational hazards and proper safety precautions;
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+ Extensive knowledge of the basic principles concerning construction, maintenance, and
repair of buildings, roads, landscapes, and infrastructures;

o Ability to write and speak effectively, including the accurate preparation of reports.

¢ Ability to establish and maintain effective working relationships with other governments
and agencies, city officers and employees, and general pubiic,

TRAINING AND EXPERIENCE: An associate degree or graduation from an applicable trade school
is preferred or 10 years comparable experience in lieu of a degree supplemented by significant
experience in the performance of various manual labor duties, repair, and maintenance activities;
A demonstrated proficiency in the operation and maintenance of commonly used power tools and
heavy machinery implements; Significant experience in paving, and concrete finishing techniques;
Experience in the responsible supervision of employees; or any combination of experience and
training which provides the desired knowladge, skills, and abilities.

NECESSARY SPECIAL REQUIREMENTS: Possession of a valid vehicle operator’s license and a
commercial driver’s license (CDL); Possession of, or the ability to obtain any license(s} deemed
appropriate or necessary for the successful completion of job tasks. Able to respond to a call-back
within 30 minutes.

LEGAL REQUIREMENTS: An individual in this class must meat the requirements of all applicable
Kentucky Revised Statutes, and local ordinancas, with regards to a person in this classification.

Kentucky Wage and Hour Overtime Status: Non-Exempt
The above is intended to describe the general content of and
the requirements for the performance of this job. Itis notto

be construed as an exhaustive statement of duties,
requirements, or responsibiiities.
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CLASS TITLE: Pubtic Works Mechanic

CHARACTERISTICS OF THE CLASS: Performs the dutiés as assigned by the Superintendent of
Public Works. Works under the direct supervision of the Supetintendent of Public Works.

ESSENTIAL FUNCTIONS:

]
4

Ability to diagnose and complete repairs to all city equipment and automobiles.

Abitity to liftin excess of 50 pounds and maneuver to access restricted spaces.

Performs required maintenance on all vehicles and equipment of the city,

May rebuild engines; replace clutches, brakes and tires,

Repairs leaf machine, air compressor, and other specialized equipment.,

Oversees and maintains all necessary mechanical equipment and supplies.

Performs welding and electrical repairs.

Perfaorms body and paintwork on vehicles as required,

Establish and maintain effective working relationships with other city employees and
officers, government agencies, and the general public.

Performs manual labor duties, for extended perlods of time, outdoors and often under
adverse weather conditions,

Ability to operate eguipment, hand tools, machinery and heavy equipment such as
backhoe, street sweeper, air compressor and other equipment as needed to perform
tasks.

Loads trucks and operates spreader,

Performs roadway maintenance and construction to include but not limited to: Operate air
compressor to remove concrete from streets and sidewalks, pours concrete, lays blacktop,
assists in pipe line repairs, clean out storm sewers and catch basins and removes roadway
debris, patches and repairs streets, sweeps streets,

Mows grass in and around parks, rights-of- Way and city buildings.

Passession of, or the ability to obtain upon appomtment avalid Kentucky operator’s
license and a commercial drivers’ license (CDL).

Passession of, or the ability to obtain, any license {s) desmed appropriate or necessary for
the successful completion of job tasks.

Performs any other task as assigned by the Superintendent.

May have to fill in for the Supervisor.

SPECIAL KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of mechanical practices, methods, materials, and equipment;

Ability to perform heavy manual labor for extended periods, often under adverse weather
conditions;

Ability to follow specific oral or written instructions;

Ability to establish and maintain effective working relationships with employees and city
officials

Knowledge of traffic regulations, safety regulations, and the geography of the city;
Mechanical abitity;

Ability to operate heavy trucks and equipment;

Must be able to obtain any certification as required to maintain control and supervision of
workers provided as a service from the state or county;

Passession of, or the ability to obtain within a reasonable psriod of time, a valid State of
Kentucky operator's license and gualffy for automobile insurance coverage with the City's
insurance carrier;
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TRAINING AND EXPERIENCE: Prefer High School diploma or its equivalency, supplemented by
extensive experience in auto mechanics; or any combination of education, training and experience
which provides the desired knowledge, skills, and abilities

LEGAL REQUIREMENTS: An individual in this class must meet the requirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regards to a person in this classification.

Kentucky Wage and Hour Overtime Status: Non-Exempt
The above is intended to describe the general content of and
the requirements for the performance of this job. It is notto

be construed as an exhaustive statement of duties,
requirements, or responsibilities.
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CLASS TITLE: Public Works Laborer

CHARACTERISTICS OF THE CLASS: Performs the duties as assigned by the Superintendent of
Public Works. Works under the direct supervision of the Superintendent of Public Works.

ESSENTIAL FUNCTIONS:

Performs manual labor duties, for extended periods of time, outdoors and often under
adverse weather conditions, including but not limited to snow removal;

Lift objects in excess of 50 pounds several times a day, or as the job requires;

Ability to operate equipment, hand tools, machinery and heavy equipment such as
backhoe, street sweeper, air compressor, and other equipment as neaded to perform
tasks; - .

Establish and maintain effective working relationships with other city employees and
officers, government agencies, and the general public;

lLoads trucks and operates spreader;

Performs roadway maintenance and construction to include but not limited to: Operates
air compressar to remove concrete from strests and sidewalks, pours concrete, lays
blacktop, assists in pipe line repairs, clean out storm sewers and catch basins, removes
roadway debris, patches and repairs streets, sweeps streets, etc.

Mows grass in and around parks, right-of-ways and city huildings;

Possession of, or the ability to obtain upon appointment, a valid Kentucky operator’s
license and a commercial drivers’ license (CDL), and qualify for automobile insurance
coverage with the City's insurance carrier; : :
Possession of, or the ability to obtain, any license {s) deemed appropriate or necessary for
tha successful completion of job tasks;

Performs any other task as assigned by the Superintendent.

May have to fill in for the Supervisor.

SPECIAL KNOWLEDGE, SKILLS AND ABILITIES

Ability to understand and follow oral and written instructions;

Knowledge of traffic regulations, safety regulations, and the geography of the city;
Mechanical ability;

Ability to operate heavy trucks and equipment;

Must be able to obtain any certification as required to maintain control and supervision of
workers provided as a service from the state or county.

TRAINING AND EXPERIENCE: Prefer High School diploma or its equivalency, supplemented by
some experience in operating heavy equipment and general manual labor; or any combination of
education, training and experience which provides the desired knowledge, skills, and abilities.

LEGAL REQUIREMENTS: An individual in this class must meet the requirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regards to a person in this classification.

Kentucky Wage and Hour Overtime Status: Non-Exempt

The above is intended to describe the general content of and
the requirements for the performance of this job. Itis hotto
be consirued as an exhaustive statement of duties,
requirements, or responsibilities.
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Class Title: Public Works Laborer (Seasonal)

Timeframe: Part-Time (April - October)
CHARACTERISTICS OF THE CLASS:

ESSENTIAL FUNCTIONS: Performs the duties as assigned by the Superintendent of Public Works
and Recreation Director. Report to the Superintendent of Public Works.

Clean and maintain the restrooms.

Pick up litter and empty trash cans in and around the park.

Be able to work in inclement weather such as hot and cold temperatures.

Be able to lift 50 pounds on a regular basis

Perform manual labor for extended periods of time.

Establish and maintain effective working relationships and communications with other city
employees and the public

Pick up debris (sticks, leaves)

Mow grass and weed eat around the park

Assist the public works crew on projects within the park.

Help the recreation director with setting up/take down for events.

May require some weekend/holiday hours.

General knowledge of hand tools, mowers, trimmers, chainsaw, and other power
equipment as needed.

Be able to drive city vehicles i.e. pickup truck, gator side x side, small tractor
Performs any other task as assigned by the Superintendent of Public Works

SPECIAL KNOWLEDGE, SKILLS AND ABILITIES

Ability to understand and follow oral and written instructions;

Knowledge of traffic regulations, safety regulations, and the geography of the city;
Mechanical ability;

Ability to operate heavy trucks and equipment;

Must be able to obtain any certification as required to maintain control and supervision of
workers provided as a service from the state or county.

TRAINING AND EXPERIENCE: Prefer High School diploma or its equivalency, supplemented by
some experience in operating heavy equipment and general manual labor; or any combination of
education, training and experience which provides the desired knowledge, skills, and abilities.

LEGAL REQUIREMENTS: An individual in this class must meet the requirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regards to a person in this classification.

Kentucky Wage and Hour Overtime Status: Non-Exempt

The above is intended to describe the general content of and
the requirements for the performance of this job. Itis notto
be construed as an exhaustive statement of duties,
requirements, or responsibilities.
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POLICE DEPARTMENT

CLASS TITLE: Police Chief

CHARACTERISTICS OF THE CLASS: This is skilled work in the administration, supervision,
command and technical oversight of the police department. The incumbentis responsible for the
administration, budgeting, planning, coordinating, and supervising the activities of the palice
department. Departmental work involves maintaining taw and order through patrol, criminal
investigation, crime prevention, and public education. The incumbent works under the supervision
by the Mayor of the City of Alexandria, being guided primarily by Federal and State Law. The
incumbent is responsible for overseeing the departments work in the protection of life, property
and civil rights through the enforcement of laws and ordinances, The incumbentis also
rasponsible for maintaining law and order and for administrating police related activities including
patrol, investigation, and crime prevention.

ESSENTIAL FUNCTIONS:
» Ability to oversee the administrative activities of the police department such as scheduling,
budgeting, and training.
e Work during inclement weather, and at varied hours of the day.
¢ Communicate accurately with other city employees and officers, government agencies,
and the general pubtic regarding accidents, crimes, and emergency response situations.
e Abilityto apply federal, state, local laws and ordinances to accident, crimes and
emergency response situations.
¢ Ability to effectively supervise all departmental employees in the performance of
departmental activities and provide adequate training as needed.
» Prepare and implement a departmental budget; Plan and coordinate ([aw enforcement
activities that enforce federal, state, and local laws.
¢ Plans and coordinates effective programs and investigations in order to enforce federal,
state and local laws.
» Prepares and administers a departmental budget; prepares financial reports as reguired.
¢ Prepares a monthly activities report for the City Council.
+ Accurately maintains necessary documents regarding the operation of the department,
including arrest, evidence, and administrative records.
Formulates policy and procedure recommendations for the Mayor & city council.
Responds to citizen complaints and inquiries. :
Schedules and evaluates all workers in the police department.
Maintains time and work sheets for all department workers;
¢ Plans for and recommends the purchase of necessary supplies and equipment for the
department. :
* Oversees the proper maintenance and inventory of all departmental eguipment.
s Supervises the investigation of all felonies committed within the jurisdiction.
» [nsures the training of all officersin the proper use of firearms.
e Administrates thetraining of officers in the proper use of enforcement eqmpment such as
Breathalyzer and radar. .
+ Plans and supervises the implementation of commumty education programs
s Administrates and supervisas the patrol duties of the police department often during
inclement weather and varied hours of the day.
s Participates in approved law enforcement training courses.
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Knowledge of first-aid,
Ability to operate a motor vehicle at high speed, or in a dangerous situation.
Possession of, or the akility to obtain, a valid Kentucky Operators License,

SPECIAL KNOWLEDGE, SKILLS AND ABILITIES

Considerable knowledge of basic administrative procedures and how to apply them on a
departmental basis.

Ability to effectively suparvise gll departmental employees in the performance of
departmental activities.

Considerable knowledge of police methods, practices, and procedures, with the ability to
apply knowledge or proper procedures to specific situations.

Considerable knowledge of proper procedures regarding the collection and
maintenance of evidence.

Considerable knowledge regarding the use of departmental equipment including the safe
care and use of firearms, radar, and Breathalyzer.

Ability to analyze situations and act quickly and efficiently.

TRAINING AND EXPERIENCE:

Graduation from a four-year college with a degree in police administration, criminal justice,
or retated field, or supplemented by considerable experience in the field of law
enforcement with progressively responsible supervisory experience.

Must quallfy for certification and licensing under the Kentucky Law Enforcement Council,
Police Officer Professional Standards Act.

Graduation from the Basic Training Course at the Department of Criminal Justice Training,
including complation of Police Chiefs Command Decision Course.

Any combination of training and experience, which provides the dasired knowledge, skills,
and abilities.

Must maintain 40 hours of annual continued training, as mandated by the Kentucky Law
Enforcement Council. This training should include Command Level training.

LEGAL REQUIREMENTS: An individual in this class must meet the requirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regards to a person in this classification.

Kantucky Wage and Hour Overtime Status: Exempi

The above is intended to describe the general content of and
the requirements for the performance of this job. Itis notto
be construed as an exhaustive statement of duties,
requirements, or responsibilities.
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CLASS TITLE: Assistant Police Chief

CHARACTERISTICS OF THE CLASS: This is very skilled and responsible work in the protection of
lite and property through the enforcement of laws and ordinances. Theincumbent is responsible
for maintaining law and order, for protacting life and property, and for performing other police
related activities including patrol, investigation, and crime prevention. This position would assist
the Police Chief in the responsible supetvision of the department. Receives moderate supervision
and direction from the Chief of Police. '

ESSENTIAL FUNCTIONS:

Physically apprehend criminals using mechanical or non-mechanical means.

Safely care for and use necessary law enforcement equrpment in the performance of
duties, to include: firearms, radar Breathalyzer.

Work during inclement weather and at varied hours of the day.

Communicate accurately with other officers, government agencies, and the general public
regarding accidents, crimes and emergency résponse situations.

Ability to apply federal, state, local laws and ordinances to effectively supervise other
patrolmen. '

Serve as Officer in Charge in the absence of Police Chief.

Ability to assist Police Chief with administrative tasks such as scheduling, budgeting and
training. '

Must satisfactorily complete the Department of Crrmrnal Justice Basic Tralning aswell as
subsequent 40 hours of annual command level training.

Patrol cities on footand in crurser/motorcycle, often during inclement weather and varied
hours of the day.

Enforces federal, state and local laws and ordlnancee

Responde to emergency calls and takes proper action.

Assists Police Ch|ef if completing ad ministrative duties such as echeduling, budgeting and
training. .

Gathers and mepects evrdence foruse in legal proceedings, mterwews wrtneeeee prepares
detailed accurate reports of all findings. :

Safely operates and trams other to operate, detectron equrpment such as Breathalyzer and
radar as part of enforcement duties.

Assists Police Chief in training other patrol personnelin the proper use and care of
firearms.

Participates in approved law enforcement training courses., _

Serves as representative of the polrce in connection with school and community public
education programs. R : - o

Assists in emergency situations, includmg admlmstermg f|rst ald

Reports information detailing the facts of crimes, accidents, emergency response
situations, and other situations respended to during shift of duty.

As required, performs all the functions of a police sergeant, and police-officer as necessary.
Ability to establish and maintain effective working relationships with other city employees
and officers, government agencies, and the general public.

Knowledge of the geography of the jurisdiction,

SPECIAL KNOWLEDGE, SKILLS AND ABILITIES

Significant knowledge of federal, state, and local laws and ordinances.
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Ability to prepare reports accurately; knowledge of basic administrative procedures, and
how to apply them on a department-wide basis,

Ability to analyze situations and act quickly and efficiently.

Significant knowledge of police methods, practices, and procedures, with the ability to
apply knowledge or proper procedurss to specific situations.

Significant knowledge of proper procedures regarding the collection of evidence.
Signiticant knowledge regarding the use of departmental equipment including the safe care
and use of firearms, radar, and Breathalyzer.

Ability to properly train patrol personnelin the safe cares and use of departmental
equipment including firearms, radar and Breathalyzer.

Knowledge of first-aid.

Ability to operate a motor vehicle at high speed, or in a dangerous situation.

Possession of or the ability to obtain a valid Kentucky Operators License.

TRAINING AND EXPERIENCE:

Graduation from a standard high school, or the equivalency, supplemented by significant
experience in the field of law enforcement, including supervisory experience.,

Must qualify for certification and licensing under the Kentucky Law Enforcement Council,
Police Officer Professional Standards Act.

Graduation from the Department of Criminal Justice Training Basic Academy; or any
combination of training and experience, which provides the desired knowledge, skills, and
abilities.

Minimum of two years of college is preferred.

Must maintain 40 hours of annual continued training, as mandated by the Kentucky Law
Enforcement Council. This training should include Command Level training.

LEGAL REQUIREMENTS: An individual in this class must meet the requirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regards to a person in this classification.

Kentucky Wage and Hour Overtime Status: Non-Exempt

The above is intended to describe the general content of and
the requirements for the performance of this job. Itis notto
be construed as an exhaustive statement of duties,
requirements, or responsiblilities.
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CLASS TITLE: Police Lieutenant

CHARACTERISTICS OF THE CLASS: This is very skilled and responsible work in the protection of
life and property through the enforcement of laws and ordinances. The incumbentis responsible
for maintaining law and order, for protecting life and property, and for performing other police
related activities including patrol, admrnrstratlon mvestlgatlon and crime preventlon This
position would assist the Police Chief in the responsible supervision of the department ‘Recsives
moderate supervision and direction from the Chref of Pollce and direct supervision from the
Assistant Chief of Police.

ESSENTIAL FUNCTIONS:

Phyercally apprehend criminals using mechanical or non- -mechanical means.

Safely caré for and usé necessary law enforcement equipmentin the performance of
duties, to include: firearms, radaf Breathalyzer.

Work during inclement weather and at varied hours of the day.

Communicate accurately with other officers, government agencies, and the pubtro
regarding accidents, crimes and emergency response situations.

Ability to apply federal, state, tocal laws and ordinances too effeotrvely supervises other
patrolmen.

Serve as Officer in Charge in the absence of Police Chief / Assistant Chief of Police.
Abllrty to assist Police Chief / Assistant Chief of Polroe with administrative tasks such as
scheduling, budgetlng and training.

Must satisfactorily complete the Department of Criminal Justice Basic Training as well as
subsequent 40 hours of annual training to include APS and CIED.

Patrol cities on foot and in oruuser!motorcycle often dunng inclement weather and varied
hours of the day.

Enforces federal, state and locat laws and ordinances,

:Responds to emergency calls and takes proper action,
Assists Police Chief / Assistant Chief of Police if completlng administrative dutres such as

scheduling, budgeting and training.

Gathers and inspects evidence for use in tegal proceedlngs interviews wrtnesses prepares
detailed accurate repaorts of all fmdmgs

Safely operates and trains other to operate, deteotlon eqmpment such as Breathalyzer and
radar as part of enforcement duties.

Assists Police Chief / Assistant Chief of Potlce in trammg other patrot personnel inthe
proper use and care of firearms.

Participates in approved law enforcement training courses.

Serves as representative of the police in connection with school and community public
education programs.

Assists in emergencies, including administering first aid.

Reports information detailing the facts of crimes, accidents, emergency response
situations, and other situations responded to during shift of duty.

As required, performs all the functions of a police sergeant, and police officer as necessary.
Ability to establish and maintain effective working relationships with other city employees
and officers, government agencies, and the public.

Knowledge of the geography of the jurisdiction.

SPECIAL KNOWLEDGE, SKILLS AND ABILITIES

Significant knowladge of federal, state, and local laws and ordinances.
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Ability to prepare reports accurately; knowisdge of basic administrative procedures, and
how to apply them on a department-wide basis,

Ability to analyze situations and act quickly and efficiently.

Significant knowledge of police methods, practices, and procedures, with the ability to
apply knowledge or proper procedures to specific situations.

Significant knowledge of proper procedures regarding the collection of evidence.
Significant knowledge regarding the use of departmental equipment including the safe
cares and use of firearms, radar, and Breathalyzer.

Ability to properly train patrol personnel in the safe care and use of departmental
equipment including firearms, radar and Breathalyzer.

Knowledge of first aid.

Ability to operate a motor vehicle at high speed, or in a dangerous situation.
Possession of or the ability to obtain a valid Kentucky Operators License.

TRAINING AND EXPERIENCE:

Graduation from a standard high school, or the equivalency, supplemented by significant
experience in the field of law enforcement, including supervisory experience.

Must qualify for certification and licensing under the Kentucky Law Enforcement Council,
Police Officer Professional Standards Act.

Graduation from the Department of Criminal Justice Training Advanced Police Supervision;
or any combination of training and experience which provides the desired knowledge, skills,
and abilities.

Minimum of two years of college is praferred,

Must maintain 40 hours of annual continued training, as mandated by the Kentucky Law
Enforcement Council, This training should include Command Level training obtained
within one year of appointment or promotion to the rank.

LEGAL REQUIREMENTS: An individual in this class must meet the requirements of all-applicable
Kentucky Revised Statutes, and local ordinances, with regards to a person in this classification.

Kentucky Wage and Hour Overtime Status: Non-Exempt

The above is intended to describe the general content of and
the requirements for the performance of this job. It is notto
be construed as an exhaustive statement of duties,
requirements, or responsibilities.
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CLASS TITLE: Police Sergeant

CHARACTERISTICS OF THE CLASS: This is skilled and responsible work in the protection of life
and property through the enforcement of lLaws and ordinances. Anemployee in this class is
rasponsible for maintaining law and order, for protecting life and property, and for performing other
police related activities including patrol, investigation, and crime prevention. The incumbent will
assist the Police Lt. Col. and Police Chief in the responsible supervision of the department.
Receives moderate to close supervision fromthe Lt. Col. and Chief of Police and direct supervision
from the Lieutenant,

ESSENTIAL FUNCTIONS:
s Physically apprehend criminals using mechanical or non-mechanical means.
s Safely care for and use necessary law enforcement equipment in the performance of
duties, to include: firearms, radar, breathalyzer,
s  Work during inclament weather, and at varied hours of the day.
» Communicate accurately with other officers, government agencies, and the general public
regarding accidents, crimes and emergency response situations.
o Ability to apply federal, state, locat laws and ordinances to accidents, crimes, and
emergency response situations.
e Ability to effectively supervise other patrolmen, in the routine performance of their duties,
¢ Must satisfactbrily complete the Department of CriminalJustice Training Basis Academy,
as well as subsequent 40 hours of annual training.
» Patrol cities on foot and in cruiser/motorcycle, often during inclement weather and varied
houys of the day,

Enforces federal, state, and local laws and ordinances.

Responds to emergency calls and'takes proper action.

Physicelly apprehend criminals using mechanical or non-mechanical means.

Safely care for and use flrearms in the performance of the law enforcement duties.

Supervises preliminary investigations of all felonies committed within the city’s limits.

Assists with the daily supervision of the patrol officers.

Serve as Officer in Charge in the absence of the Police Lieutenant and Police Chief.

o Safely operates, and assists in training others o operate, detection equipment such as
Breathalyzer and radar as part of enforcement duties,

e Assists in training other patrol personnel in the proper use and care of flrearms.

¢ Participates in approved law enforcement training courses..

s Serves as representative of the police in connection with school and community public
education programs.

» Assistsin emergency situations, including administering first-aid.

s Oversees the completion of police officer reports detailing the facts of crimes, accidents,
emergency response situations, and other situations, responded to during each shift of
duty.

e Asrequired, performs all the functions of a police officer.

* & #» & =

TRAINING AND EXPERIENCE:
e Graduation from a standard high school, or the equivatency, supplemented by significant
experience in the field of law enforcement, including supervisory experience.
; e Must gualify for certification and licensing under the Kentucky Law Enforcement Council,
Police Officer Professional Standards Act.
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Graduation from the Department of Criminal Justice Training Basic Academy; or any
combination of training and experience, which provides the desired knowledge, slills, and
abilities.

Must maintain 40 hours of annual continued training, as mandated by the Kentucky Law
Enforcement Council. This training should include Supervisory Level training.

Two years of college is preferred.

KNOWLEDGE, SKILLS, AND ABILITIES:

Ability to establish and maintain effective working relationships with other city employees
and officers, government agencies, and the genearal public.

Knowledge of the geography of the jurisdiction.

Intermediate knowledge of federsl, state, and local laws and ordinances.

Ability to prepare reports accurately.

Ability to analyze situations and act quickly and efficiently.

Intermediate knowledge of police methods, practices and procedures, with the ability to
apply knowledge or proper procedures to specific situations.

Knowledge of proper procedures regarding the collection of evidence.

Knowledge regarding the use of departmental eguipment including the safe cares and use
of firearms, radar and Breathalyzer.

Ability to properly train patrol personnel in the safe cares and use of departmental
equipment including firearms, radar and Breathalyzer.

Ability to prepare reports accurately.

Knowledge of first-aid.

Abhility to operate a motor vehicle at high speed, or in a dangerous situation.

Possession of, or the ability to obtain, a valid Kentucky Operators License.

LEGAL REQUIREMENTS: An individual in this class must meet the requirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regards to a person in this classification.

Kentucky Wage and Hour Overtime Status: Non-Exempt

The above is intended to describe the general content of and
the requirements for the performance of this job. [Itis notto
he construed as an exhaustive statement of duties,
requirements, or responsibilities.
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CLASS TITLE: Police Detective Sergeant

CHARACTERISTICS OF THE CLASS: This is advanced supervisory and investigative police work
involving the enforcement of laws and crdinances, the protection of life and property, and the
supervision of subordinate officers engaged in criminal investigations. The Police Detective
Sergeant serves as a first-line supervisor, directing the work of detectives and other officers inthe
investigation of crimes. This role requires the application of advanced investigative techniques,
coordination with other law enforcement agencies, and the ability to lead and manage complex
investigations. Work is performed under the general supetvision of a Lieutenant, Assistant Chief, or
other designated commanding officer.

ESSENTIAL FUNCTIONS:

« Supervises, trains, and evaluates detectives and officers assigned to investigative units.

« Oversees and coordinates major criminal investigations, ensuring proper procedures are
followed and that cases are thoroughly documented.

« Oversee the managemeant of the property and evidente room to ensure items are properly
logged, stored, and destroyed thro ugh regular audits. '

» Reviews reports, case files, and evidence logs for accuracy and completeness.

« Responds to majot crime scenes and assumes control of investigative operations as
needed,

¢ Ensures the preper collection, handling, and preservation of physical evidence.

o Interviews witnesses, victims, and suspects; may assist in interrogations and suspect
apprehensions.

» Works cooperatively with other law enforcement agencies, prosecutors and courts.

» Assists in the development and im plementatlon of crime preventron strategias and
community policing efforts.

e Provides guidance on investigative techniques and procedures inciudlng search and
saizure laws, suspect rights, and use of force, . :

» Prepares and delivers courtroom testimony and supervises subordmates in court
preparation.

» Enforces departmental policies and procedures and ensures compliance with applicable
laws. :

» Participates in internal investigations, personnel evaluations, and performance reviews.

s Serves as Officer in Charge (QIC) in the absence of a higher-ranking supetvisor.

» Prepares detailed written and oral reports, and ensures subordinates maintain accurate
documentation.

+ Maintains readinass to respond to emergencles or critical incidents, including during
irregular hours or adverse weather conditions.

« Assists with community education and engagement initiatives.

TRAINING AND EXPERIENCE:
« High school diploma or GED eguivalent required; Associate’s of Bachelor’s degree in
Criminal Justice or a related field is preferred.
» Successful graduation from the Department of Criminal Justice Training Basic Academy.
« Must meet certification and licensing requirements under the Kentucky L.aw Enforcement
Council and the Police Officer Professionat Standards Act.
+  Minimum of five (5) years of progressively responsible law enforcement experience,
including at least two (2) years in criminal investigations.
Previous supervisory or leadership experience is highly desirable.
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Must maintain annual compliance with all mandated in-service and investigative training,
including 40 haurs of continuing education.

KNOWLEDGE, SKILLS, AND ABILITIES:

Strong leadership and supervisory abilities with experience managing personnel and
investigative caseloads,

Advanced knowledge of police procedures, criminal law, and investigative techniques.
Proficiency in the use and supsrvision of law enforcement equipment and crime scene
tools.

Thorough understanding of evidence handling, crime scene processing, and
documentation standards.

Ability to evaluate and prioritize multiple investigations effectively.

Excellent written and verbal communication skills.

Ability to establish and maintain cooperative relationships with officers, other agencies,
community members, and prosecutors.

Knowledge of federal, state, and local laws, as well as departmental policies and court
rulings affecting law enforcement operations.

Skilled in conducting interviews and interrogations.

Ability to worl in high-stress anvironments, including emergency and critical incident
situations.

Passessicn of, or the ability to obtain, a valid Kentucky Operator’s License.

LEGAL REQUIREMENTS: Must meet all legal requirements as established by Kentucky Revised
Statutes and local ordinances applicable to {aw enforcement officers and supervisors.

Kentucky Wage and Hour Overtime Status: Non-Exempt

This description reflects the principal duties and responsibilities
of the position and is not intended to be a comprehensive listing
of every task performed.
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CLASS TITLE: Police Detective

CHARACTERISTICS OF THE CLASS: This is skilled and responsible work in the protection of live
and property through the enforcement of laws and ordinances. The incumbent is responsible for
maintaining law and order, for protecting life and property, and for performing other police related
activities including patrol, criminal investigation, and crime prevention. Recelves immediate
supetrvision and direction from the Assistant Chief of Police, or the Officer in Charge.

ESSENTIAL FUNCTIONS:

a & @ & @

Physically apprehend criminals using mechanical or non-mechanical means.

Safely care for and use necassary law enforcement equipment in the performance of

duties.

Work during inclement weather, and at varied hours of the day.

Communicate aceurately with other officers, government agencies, and the general public

regarding accidents, crimes, and emergency response situations.

Must be able to satisfactorily complete the Department of Criminal Justice Training

Academy, as well as subsequent 40 hours of annual training.

Enforces federal, state, and local laws and ordinances.

Responds to emergency calls and takes proper action when needed.

Testifies in court when necessary,

Serves legal documents for the court,

Secures the scene of crimes and accidents, conductlng f:>rel|m|r1<';1r'yr mvestlgatlon gathering

evidence, and interviewing witnessés. )

Assists [n emergency situations, including administering first-aid.

Reports detailed information detailing the facts of emergencies, crimes, accidents, and

other situations responded to during assigned shift of duty.

Appearsasa representatlve ofthe pollce |n connectlons W|th school and community public
education programs N

Participates in approved law enforcement tramlng courses _

Responsible for processing all crime scenes under his control.

TRAINING AND EXPERIENCE:

Graduation from a standard high school, or the equivalency, supplemented by significant
experience in the field of law enforcement, including investigative experience.

Must qualify for certification and licensing under the Kentucky Law Enforcement Councll,
Police Officer Professional Standards Act,

Graduation from the Department of Criminal Justice Training Basic Academy. Or any
combination of training and experience, which provides the desired knowledge, skills, and
ahilities.

Must maintain 40 hours of annual continued training, as mandated by the Kentucky Law
Enforcement Council. This training should include investigative and crime scene training.
Two years of college is preferred.

KNOWLEDGE, SKILLS, AND ABILITIES:

Ability to establish and maintain effective working relationships with other police
departments and agencies, city/county officers and employees, buitding contractors, and
the general public,

Knowledge of the geography of the jurisdiction.

Knowledge of federal, state, and local laws and ordinances.
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¢ Knowledge of police methods, practices and procedures, with the ability to apply
knowledge to specific situations,

¢ Basic knowledge or proper procedures regarding the collection of evidence.

+ Knowledge of how to use departmental equipment,

s Ability to prepare reports accurataly,

s Knowledge of first-aid.

s Ability to operate a motor vehicle at high speed, or in a dangerous situation.

s Ability to deal courteously with the general public.

* Possession of, or the ability to obtain, a valid Kentucky Operators License.

LEGAL REQUIREMENTS: An individual in this class must mest the requirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regards to a person in this classification.

Kentucky Wage and Heur Overtime Status: Non-Exempt

The abeove is imtended to describe the general content of and
the requirements for the performance of this job. ftis notto
be construed as an exhaustive statement of duties,
requirements, or responsibilities.
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CLASS TITLE: Police Officer

CHARACTERISTICS OF THE CLASS: This is skilled responsible work in the protection of life and
property through the enforcement of laws and ordinances. Anemployee in this class is responsible
for maintaininglaw and order, for protecting life and property, and for performing other police
related activities including patrol, investigation, and crime prevention. Receives close supervision
from the pollce sergeant, police l|eutenant and pollce chiaf,

ESSENTIAL FUNCTIONS:
& Physically apprehend criminal using mechanical or non- mechanicalmeans
i . Safely carefor and use necessary law enforcement equipment in the performance of
5 duties, to include: firearms, radar, Breathalyzer.
: s  Work during inclement weather, and at varled hours of the dey
¢ Communicate accurately with other officers, government agencies, and the general public
regarding accidents, crimes, and emergency response situations,
s Applyfederal, state, and local laws and ordmences to accidents, crimes, and emergency
response situations.
s Must satisfactorily complete the Department of Criminal Justice Training Basic Academy,
as well as subsequent 40 hours of annual training,
« Patrol city onfoot and in cruiser/motorcycle, often during inclement weather and variad
hours of the day. '
s Enforces federal, state, andlocallaws and ordinances.
« Responds to emergency calls and takes proper action.
¢ Prevents and discovers citations for traffic violations.
: Testifies in court when necessary,
Serves legal documents for the court. :
Controls traffic at school crossings, accidents, flres parades.
Secures the scene of crimes, and accidents, conducting preliminary investigation,
gathering evidence, and interviewing witnesses.
" s Assists in emergency situations, and other situations responded to during shift of duty.
: s Provides security and funeral escoris when needed.
» Operates detection equipment such as Breathalyzer and radar as part of enforcement
duties,
s Serves as representative of the police in connection with school and community public
education programs.
s Participates in approved law enforcement training courses.

TRAINING AND EXPERIENCE:

s Graduation from a standard high school, or the equivalency, supplemented by significant
experience in the field of law enforcement.

o Must qualify for certification and licensing under the Kentucky Law Enforcement Council,
Police Officer Professional Standards Act.

+ Graduation from the Department of Criminal Justice Training Basic Academy; or any
combinaticn of training and experience, which provides the desired knowledgs, skills, and
abilities.

¢ Mustmaintain 40 hours of annual continued training, as mandated by the Kentucky Law
Enforcement Council. This training should include Supervisory Level training.

e Two years of college is preferred.
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KNOWLEDGE, SKILLS, AND ABILITIES:

*
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Ability to establish and maintain effective working relationships with other city employses
and officers, government agencies, and the general public.

Knowladge of the geography of the jurisdiction.

Knowledge of federal, state, and local laws and ordinances.

Ability to prepare reports accurately; Ability to analyze situations and act quickly and
efficiently.

Knowledge of police methods, practices, and procedures, with the ahility to apply
knowledge and proper procedures to specific situations.

Basic knowledge of proper procedures regarding the collection of evidance.
Knowledge of how to use departmental equipmentincluding the safe care and use of
firearms, radar and Breathalyzer.

Ability to prepare reports accurately.

Knowvledge of first-aid.

Ability to operate a motor vehicle at high speed, or in a dangerous situation,.
Passession of, or the ahility to obtain, a valid Kentucky Operators License.

LEGAL REQUIREMENTS: An individual in this class must mest the requirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regards to a person in this classification.

The above is infended to describe the general content of and the
requirements for the performance of this job. Itis notto be
construed as an exhaustive statement of duties, requirements,
or responsibilities.
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CLASS TITLE: Police Administrative Supervisor

CHARACTERISTICS OF THE CLASS: This is a non-sworn position responsible for the
administration, direction and coordination of activities within the police administrative office of a
city government. The duties of this position are usually performed under the close supervision of
the Assistant Chief and Chief of Police.

ESSENTIAL FUNCTIONS: _
» Oversees the process of the department’s police records.
e Ability to organize and maintain administrative records.
s Ability to type generalcorrespondence executive orders, proclamatrons munrmpalorders,
and other documents quickly and accurately.
¢ Communicate accurately with other city employees and offloers govern ment egenmes
and the general public.
* Ability to preofread documents for errors in grammar, format, or spelling.
Ability to manage several work assignments simultaneously.
Responds to, and directs, citizen complaints and inquiries to appropriate individuals.
Prepares, assembles, and distributes office mail.
Memtelns office-filing system including correspondence, purchase i invoices, citizen
complaints, computer records, etc.
Recommends improvements for office procedures.
Responds to changing conditions,
Assists in preparing financial reports.
Ability to effectively supervise police administrative personnel inthe delly routine
performance of duties. : :
+ Directs initial training of police admlnlstratlve personnel and recommends appropriate
training and continuing education.
¢ Must complete performance evaluations for police administrative personnel.
* Performs duties deemed necessary by Assistant Chief or Chief of Police.

TRAINING AND EXPERIENCE:
¢ Graduation from a standard high school, or the equivalency, supplemented by significant
experience in office procedures.
Two years of college is preferred or equivalent work experience.
Minimum 3-5 years in police records field.
Needs to attend supervisory training through DOCIT.
Needs to attend MDT certification.

KNOWLEDGE, SKILLS, AND ABILITIES:

e Demonstrated skill in the use of modern office equipment such as personal computer,
typewriter, photocopier, etc.

e Must be an excellent typist.

e Ability to organize and maintain clerical records.

» Knowledge of modern office procedures.

» Communicate accurately with other city employees and officers, government agencies,
and the general public.

e Ability to proofread documents for errors in grammar, format, or spelling.

» Ability to manage several work assignments simultaneously.
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s Ability to prepare reports accurately.

* Ability to analyze situations and act quickly and efficiently.

» Intermediate knowledge of police office methods, practices and procedures, with the
ability to apply knowledge or proper procedures to specific situations.

LEGAL REQUIREMENTS: An individual in this class must meet the requirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regards to a person in this classification.

Kentucky Wage and Hour Overtime Status: Non-Exempt
The above is intended to describe the general content of and
the requirements for the performance of this job. Itis notto

be construed as an exhaustive statement of duties,
requirements, or responsibitities.
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CLASS TITLE: School Resource Officer (SRO)

CHARACTERISTICS OF THE CLASS: This is skilled responsible work in the protection of life and
property through the enforcement of laws and ordinances. An employee in this class is responsible
for maintaining law and order, protecting life and property, and performing other police-related
activities; but not limited to patrol, investigation, and crime prevention. Receives close
supervision from the police lieutenant and contracted school administration.

ESSENTIAL FUNCTIONS:

e To prevent juvenile delinquencies through close contact with students and school personnel.

e To establish liaison with school principals, faculty, and student population.

e To establish and maintain liaison between School Security personnel and other officers
patrolling the campus.

e Monitor Parking Lot before, during, and after school hours.

¢ Toinform the students of their rights and responsibilities as lawful citizens.

e To provide liaison between students and social agencies that provide needed services.

e Toactas a liaison resource to the principal in investigating criminal law violations occurring in
the school or on school property.

e To assist administration and faculty in formulating criminal justice programs.

e Toformulate educational crime prevention programs to reduce the opportunity for crimes
against persons and property in the schools.

e To participate in the Parent-Teacher-Association and /or Parent Teacher- Organization
meetings as requested.

e To participate in campus activities, student organizations, and athletic events when invited and
feasible. This will be at the SRO's discretion.

e Tobe aware at all times of the responsibility to improve the image of the uniformed law
enforcement officer in the eyes of the students and the community.

e To protect the lives and property of the citizens and school students.

e Toenforce Federal, State, and Local criminal laws and ordinances.

e To assist school officials with the enforcement of Board of Education Policies and
Administrative Regulations regarding student conduct. An SRO shall not be responsible for
school discipline matters that are the responsibility of school administrator or employees.

e Walk hallways throughout the school day.

e Monitor the cafeteria during lunch.

e Assistwith removing student(s) from class, and escort student(s) out of classes/building when
requested.

e Meet with the Director of Pupil Personnel when necessary and conduct and assist with Home
Visits.

e Attend School Resource Officer Meetings.

e Assist with getting School Buses out of Parking Lot at dismissal.

e Assist with school projects with students.

e Monitoring and reviewing school cameras.

e Attend Dances when requested, (Prom, Snowball)

TRAINING AND EXPERIENCE:

e Graduation from a standard high school, or equivalency, supplemented by significant
experience in the field of law enforcement.
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Must qualify for certification and licensing under the Kentucky Law Enforcement Council, Police
Officer Professional Standards Act.

Graduation from the Department of Criminal Justice Training Basic Academy; or any
combination of training and experience, which provides the desired knowledge, skills, and
abilities.

School Resource Officer 1 or the ability to obtain that certification within 1 year.

Must maintain 40 hours of annual continued training, as mandated by the Kentucky Law
Enforcement Council.

Two years of college is preferred.

SPECIAL KNOWLEDGE, SKILLS, AND ABILITIES:

Ability to establish and maintain effective working relationships with other city employees and
officers, government agencies, and the general public.

Knowledge of the geography of the jurisdiction.

Knowledge of federal, state, and local laws and ordinances.

Ability to prepare reports accurately; Ability to analyze situations and act quickly and
efficiently.

Knowledge of police methods, practices, and procedures, with the ability to apply knowledge
and proper procedures to specific situations.

Basic knowledge of proper procedures regarding the collection of evidence.

Knowledge of how to use departmental equipment.

Ability to prepare reports accurately.

Knowledge of first-aid.

Ability to operate a motor vehicle at high speed, or in a dangerous situation.

Possession of or the ability to obtain, a valid Kentucky Operators License.

Ability to work in cooperation with school administration, staff, students, and parents.

HAZARDOUS DUTY PENSION CONSIDERATIONS: This position meets the qualifications for
Hazardous Duty Pension Classification under KRS 61.592 (1) (b) in the following manner:

L]

This position meets the definition of Police Officer found in KRS 61.315(1)

This position is required to have Peace Officer Professional Standards and Certification.

This position is required to carry a firearm.

This position faces a high degree of danger or peril through the use of force needed to make an
arrest or by threats made against the authority the badge represents.

This position is exposed to infectious diseases or blood borne pathogens as a result of working
in close physical contact with the general public.

This position requires a high degree of physical conditioning in order to make an arrest,
apprehend suspects, and deal with the physical and mental stress associated with the duties
of this position.

LEGAL REQUIREMENTS: An individual in this class must meet the requirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regards to a person in this classification.

Kentucky Wage and Hour Overtime Status: Non-Exempt
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CLASS TITLE: Police Administrative Clerk

CHARACTERISTICS OF THE CLASS: This is an important secretarial and clerical position in the
support of the administrative department of a city government. The duties of this position are
usually performed under moderate supervision of the Chief of Police or their designee.

ESSENTIAL FUNCTIONS:

Organize and maintain administrative records.

Type general carrespondence and other documents guickly and accurately.
Communicate accurately with other city employees and officers, government agencies,
and the general public.

Proofread documents and police reports for grammar spelling, accuracy, completeness,
etc.

Able to manage several work assignments slmultaneouely

Operate a multi-line phone system and direct callsto appropriate lndlwduals

Assist individuals with information, report requaests, speaking with an officer, etc.
Process discovery reguests.

Order office supplies as needed.

Maintain filing system including correspondence, police records, open record requests,
etc, '

Any duties as assigned

TRAINING AND EXPERIENGE:

Graduation from a standard high school, or the equivalency, supplemented by significant
experience in office procedures.
Two years of college is preferred.

KNOWLEDGE, SKILLS, AND ABILITIES:

Basic computerslqlls in Word, Wmdows Excel One Drlve Adobe etc

Ability to operate modern office equipment such as a computer, multi-function ccpler etc.
Ability to type at least 60 WPM accurately. _

Ability to organize and maintain various records and documents

Communicate accurately with other city employees and officers, government agencies,
and the generalpub[lc _

Ability to proofread documents for errors in gra mmar, format, or spelllng

Ability to manage several work assign ments mmutta_neously

LEGAL REQUIREMENTS An individualin this class must meet the requirements of all appllcable
Kentucky Revised Statutes, and locat ordinances, with regard to a personin this classification.

Kentucky Wage and Hour Overtime Status: Non-Exempt

The above is intended to descnbe the general content ofand
the requirements for the performance of this job. Itis notto
be construed as an exhaustive statement of duties,
requirements, or responsibilities.
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CLASS TITLE: Police Social Worker

CHARACTERISTICS OF THE CLASS: The Police Social Worker {(PSW) is a non-sworn, full-tims
administrative member of the Police Department. The PSW provides crisis intervention, short-term
counseling, advocacy, community outreach, education and other social service assistance to the
Police Department and the City of Alexandria. Reports directly to the Assistant Chief of Police.

ESSENTIAL FUNCTIONS:

* Assists sworn officers in Crisis intervention as it relates 1o the methods used to offer short
term immediate help to individuais who have experienced an event that produces mental,
physical, emotional and behavioral distress, through follow up and referral to appropriate
agencies,

* Provides referral services to the police department and general public.

* Follows up on referrals from police officers, local schools, hospitals and the general public.
» Refers and facilitate individuals to appropriate community services.

* Provides screenings and professional advice to individuals and to officers on the field.

* Provides case management on all referrals for social service assistance,

» Serves as a consultant to police officers regarding management of cases or individuals.

* Facilitates social service-related training as necessary for the police department.

* Works with other social service providers to coordinate care including local schools,
hospitals, KY Cabinet for Health & Family Services and area mental health facilities.

* May be called upon to provide emergency social service assistance after normal working
hours to officers in the field as needed.

* Receives calls for assistance and responds accordingly.

* Serves as an advocate in court for victims of crime, may assist in the preparation of custody
evaluations or parental fithess reports.

* Assists in the coordination of the Employee Assistance Program for the City and police
department,

* Arranges and/or attends citizen meetings to address local issues.

* Conducts public education programs or events for citizens on areas pertaining to social
services.

¢ Maintains records and confidential case files.

* Performs additional duties as required by the Chief of Police or his designee.

TRAINING AND EXPERIENCE:

» Bachelor’s Degree in Social Work, Psychology, or other social science related field
supplemeanted with 3 years of experience in the area of social science.

Or

* Master’s Degree in Social Work, Psychology, or other social science related field with 2 years
experience in the area of social science.

» Or any equivalent combination of education, training and experience which provides the
necessary
knowledge, skills and abilities for this position.

KNOWLEDGE, SKILLS, AND ABILITIES:

* Knowledge of: Federal and State laws and acts applicable to the social services.
» Effactively communicate, both crally and in writing.

= Effectively manage and use discretion in crisis situations
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= Ability to maintain highly confidential information

» Ability to work with a diverse population of individuals

« Ability to establish and maintain effective working relationships with Police Department
personnel as well as other social service agencies and professionals within and cutside
the community.

¢ Will possess and maintain a valid state driver’s license.

LEGAL REQUIREMENTS: An individual in this class must meet the requirements of all applicable
Kentucky Revised Statutes, and local ordinances, with regards to a parson in this classification.

kentucky Wage and Hour Overtime Status: Non-Exempt

The above is intended to describe the general content of and
the reguirements for the performance of this job. It is not to
be construed as an exhaustive statement of duties,
requirements, or responsibilities.
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