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Our Mission Statement

 

To be the nation’s premier community in which to  

live, work and raise a family

 


DATE:    SEPTEMBER 26, 2007



BID NUMBER:  08-D-001F


INVITATION TO BID
ALL INTERESTED PARTIES:

The City of Coral Springs, Florida, hereinafter referred to as the CITY, will receive sealed Bids at the office of the Purchasing Administrator, City Hall, 9551 West Sample Road, Coral Springs, Florida 33065, for:




TEMPORARY EMPLOYMENT SERVICES FOR 

S.E. FLORIDA GOVERNMENTAL PURCHASING 

COOPERATIVE GROUP

Sealed Bids must be received and time stamped by the Purchasing Administrator, either by mail or hand delivery, no later than 2:00 p.m. local time on Wednesday, October 10, 2007.  A public opening will take place at or before 2:15 p.m. in the City Commission Chambers located at City Hall on the same date.  Any bids received after 2:00 p.m. local time on said date will not be accepted under any circumstances.  Any uncertainty regarding the time a bid is received will be resolved against the Bidder.

The CITY reserves the right to reject any or all bids, to waive any informalities or irregularities and technicalities not involving price, time or changes in the work, in any bid received, to re-advertise for bids or take any other such actions that may be deemed to be in the best interests of the CITY.

Gail Dixon

Purchasing Agent II

BID 08-D-001F

TEMPORARY EMPLOYMENT SERVICES FOR 

S.E. FLORIDA GOVERNMENTAL PURCHASING 

COOPERATIVE GROUP

INSTRUCTIONS TO BIDDERS

1. SCOPE OF SERVICES

See Attachment “A”.

2.
TERMINATION FOR CONVENIENCE OF CITY
2.1
Upon seven (7) calendar days written notice delivered by certified mail, return receipt requested, to the Successful Bidder, the CITY may without cause and without prejudice to any other right or remedy, terminate the agreement for the CITY's convenience whenever the CITY determines that such termination is in the best interest of the CITY.  Where the agreement is terminated for the convenience of the CITY the notice of termination to the Successful Bidder must state that the contract is being terminated for the convenience of the CITY under the termination clause and the extent of termination.  Upon receipt of the notice of termination for convenience, the Successful Bidder shall promptly discontinue all work at the time and to the extent indicated on the notice of termination, terminate all outstanding sub-contractors and purchase orders to the extent that they relate to the terminated portion of the Contract and refrain from placing further orders and sub-contracts except as they may be necessary, and complete any continued portions of the work.

3.
ASSIGNMENT
3.1
The Successful Bidder shall not assign or transfer its rights, title or interests in the Agreement nor shall Successful Bidder delegate any of the duties or obligations undertaken by Successful Bidder without CITY's prior written approval.

4.
APPLICABLE LAWS, ORDINANCE, RULES, CODES AND REGULATIONS
4.1
Familiarity with Laws:  Notice is hereby given that the Successful Bidder must be familiar with all Federal, State and Local Laws, ordinances, rules, codes and regulations that may affect the work.  Ignorance on the part of the Bidder will in no way relieve him from the responsibility of compliance therewith.   thecity is providing the following list of references for the convenience of the bidder.   These requirements may apply under the appropriate circumstance.  Inclusion herein does  not constitute any waiver by the CITY or any admission or agreement that these laws, orders or rules actually apply to this project.   Moreover, the list is not intended to be inclusive and omission shall not be a defense for a Bidder’s, Contractor’s or Sub-contractor’s failure to comply with applicable laws, ordinances, rules, codes or regulations:

4.1.1
Non-Segregated Facilities:  The Successful Bidder and each sub-contractor shall comply with the Certification of Non-Segregated Facilities supplied in the Bid Documents and this Certification shall be a part of the Bid Documents.   By submission of a bid, the bidder and all sub-contractors certifies that Bidder has become familiar with the certification and that he will comply with the requirements set forth in the Certification.

4.1.2
Nondiscrimination and Equal Opportunity Employment:  Durin the performance of the Contract, the Successful Bidder agrees as follows:

(a)
The Successful Bidder shall not discriminate against any employee or applicant for employment because of race, religion, color, sex, or national origin.   The Successful Bidder shall take affirmative action to ensure that applicants are employed, and that employees are treated during employment, without regard to their race, creed, color, or national origin.   Such action shall include, but not be limited to the following:   Employment, upgrading; demotion or transfer, recruitment or recruitment advertising; layoff or termination; rates of pay or other forms of compensation; and selection for training; including apprenticeship.   The Successful Bidder agrees to post in conspicuous places, available to employees and applicants for employment, notices to be provided by the contracting officer setting forth the provisions of this nondiscrimination clause.

(b) In the event of the Successful Bidder’s noncompliance with the nondiscrimination clauses of the Contract or with any of such rules, regulations, or orders, the Contract may be canceled, terminated, or suspended in whole or in part without liability to CITY.

5.
INDEMNIFICATION

5.1
GENERAL INDEMNIFICATION:  The parties agree that one percent (1%) of the total compensation paid to Successful Bidders for the work of the Contract shall constitute specific consideration to Successful Bidder for the indemnification to be provided under the Contract.  To the fullest extent permitted by laws and regulations, Successful Bidder shall indemnify, defend, save and hold harmless the CITY, its officers, agents and employees, from or on account of all claims, damages, losses, liabilities and expenses, direct, indirect or consequential arising out of or alleged to have arisen out of or in consequence of the operations of the Successful Bidder or his Subcontractors, agents, officers, employees or independent contractors pursuant to or in the performance of the contract.

5.2
PATENT AND COPYRIGHT INDEMNIFICATION:  Successful Bidder agrees to indemnify, defend, save and hold harmless the CITY, its officers, agents and employees, from all claims, damages, losses, liabilities and expenses arising out of any alleged infringement of copyrights, patent rights and/or the unauthorized or unlicensed use of any material, property or other work in connection with the performance of the Contract.

5.3
Successful Bidder shall pay all claims, losses, liens, settlements or judgments of any nature whatsoever in connection with the foregoing indemnifications including, but not limited to, reasonable attorney's fees (including appellate attorney's fees) and costs. 

5.4
CITY reserves the right to select its own legal counsel to conduct any defense in any such proceeding and all costs and fees associated therewith shall be the responsibility of Successful Bidder under the indemnification agreement.  Nothing contained herein is intended nor shall it be construed to waive CITY's rights and immunities under the common law or Florida Statute 768.28 as amended from time to time.

6.
INSURANCE

6.1
Bidders must submit copies of their current certificate(s) of insurance together with the Bid.  Failure to do so may cause rejection of the Bid.

6.2
AT THE TIME OF EXECUTION OF THE CONTRACT, THE SUCCESSFUL BIDDER SHALL SUBMIT CERTIFICATE (S) OF INSURANCE EVIDENCING THE REQUIRED COVERAGES AND SPECIFICALLY PROVIDING THAT THE CITY OF CORAL SPRINGS IS AN ADDITIONAL NAMED INSURED WITH RESPECT TO THE REQUIRED COVERAGE AND THE OPERATIONS OF THE SUCCESSFUL BIDDER UNDER THE CONTRACT.  Insurance Companies selected must be acceptable to the CITY.  All of the policies of insurance so required to be purchased and maintained shall contain a provision or endorsement that the coverage afforded shall not be canceled, materially changed or renewal refused until at least thirty (30) calendar days written notice has been given to CITY by certified mail.

6.3
The Successful Bidder shall procure and maintain at its own expense and keep in effect during the full term of the Contract a policy or policies of insurance that must include the following coverage and minimum limits of liability:

(a)
Worker's Compensation Insurance for statutory obligations imposed by Worker's Compensation or Occupational Disease Laws, including, where applicable, the United States Longshoremen's and Harbor Worker's Act, the Federal Employer's Liability Act and the Homes Act.  Employer's Liability Insurance shall be provided with a minimum of One Hundred Thousand and xx/100 dollars ($100,000.00) per accident.  Successful Bidder shall agree to be responsible for the employment, conduct and control of its employees and for any injury sustained by such employees in the course of their employment.

(b)
Comprehensive Automobile Liability Insurance for all owned, non-owned and hired automobiles and other vehicles used by the Successful Bidder in the performance of the work with the following minimum limits of liability:

$ 1,000,000  
Combined Single Limit, Bodily Injury and Property Damage Liability per occurrence

(c)
Comprehensive General Liability with the following minimum limits of liability:

$  1,000,000  
Combined Single Limit, Bodily Injury and Property

Damage Liability per occurrence

Coverage shall specifically include the following with minimum limits not less than those required for Bodily Injury Liability and Property Damage:




1.
Premises and Operations;




2.
Independent Contractors;




3.
Product and Completed Operations Liability;




4.
Broad Form Property Damage;

5.
Broad Form Contractual Coverage applicable to the Contract and specifically confirming the indemnification and hold harmless agreement in the Contract; and

6.
Personal Injury coverage with employment contractual exclusions removed and deleted.

6.4
The required insurance coverage shall be issued by an insurance company authorized and licensed to do business in the State of Florida, with the following minimum qualifications in accordance with the latest edition of A.M. Best's Insurance Guide:

Financial Stability B+ - A+

6.5
All required insurance policies shall preclude any underwriter's rights of recovery or subrogation against CITY with the express intention of the parties being that the required insurance coverage protects both parties as the primary coverage for any and all losses covered by the above described insurance.

6.6
The Successful Bidder shall ensure that any company issuing insurance to cover the requirements contained in this Contract agrees that they shall have no recourse against CITY for payment or assessments in any form on any policy of insurance.

6.7
The clauses "other Insurance Provisions" and "Insurers Duties in the Event of an Occurrence, Claim or Suit" as it appears in any policy of insurance in which CITY is named as an additional named insured shall not apply to CITY.  CITY shall provide written notice of occurrence within fifteen (15) working days of CITY's actual notice of such an event.

6.8
The Successful Bidder shall not commence work under the Contract until after he has obtained all of the minimum insurance herein described.

6.9
The Successful Bidder agrees to perform the work under the Contract as an independent contractor, and not as a sub-contractor, agent or employee of CITY.

6.10
Violation of the terms of this paragraph and its subparts shall constitute a breach of the Contract and CITY, at its sole discretion, may cancel the Contract and all rights, title and interest of the Successful Bidder shall thereupon cease and terminate.

7.
BID FORM
7.1
This Bid Form, together with the Invitation to Bid, the Instructions to Bidders, constitutes an offer from the Bidder.  If any or all parts of the Bid are accepted by the City of Coral Springs, an authorized officer of the City shall affix his/her signature hereto and this document, together with the Invitation to Bid, the Instructions to Bidders, any Drawings, Plans and Specifications issued prior to the execution of this Bid Form, and any Purchase Order issued by the City after execution of this Bid Form, shall constitute the written agreement between the parties and shall together comprise the Contract Documents.  The Contract Documents are complimentary and what is required by one shall be as binding as if required by all.

8.
PUBLIC ENTITY CRIMES INFORMATION STATEMENT
8.1
A person or affiliate who has been placed on the convicted vendor list following a conviction for public entity crime may not submit a bid on a contract to provide any goods or services to a public entity, may not submit a bid on a contract with a public entity for the construction or repair of a public building or public work, may not submit bids on leases of real property to public entity, may not be awarded or perform work as a contractor, supplier, subcontractor or consultant under a contract with any public entity, and may not transact business with any public entity in excess of the threshold amount provided in Section 287.017, for CATEGORY TWO for a period of 36 months from  the date of being placed on the convicted vendor list.

9.
CONTRACT TERM
9.1
The initial term of this contract will be two  (2) years with an option to renew for two (2) additional two (2) year time periods for a cumulative of  six (6) years, using the same terms, conditions, and pricing of the original agreements provided that funds are available and appropriated by City’s Commission.

BID 08-D-001F

TEMPORARY EMPLOYMENT SERVICES FOR 

S.E. FLORIDA GOVERNMENTAL PURCHASING 

COOPERATIVE GROUP

ATTACHMENT “A”

NATURE OF BID

The City of Coral Springs is soliciting bids for a contract for the purchase of temporary employment services.  ONLY THOSE FIRMS PREVIOUSLY DEEMED QUALIFIED BY THE SUBMISSION OF QUALIFICATIONS EVALUATION COMMITTEE WILL BE CONSIDERED FOR AWARD OF THIS CONTRACT.  This is a cooperative invitation to bid issued by the City of Coral Springs on behalf of the participating agencies referenced within the specifications, for the purchase of their estimated annual requirements.   Any reference in the bid documents to a single entity shall apply to all participating entities referenced in the Invitation to Bid.   The terms and conditions of the individual contracts and/or purchase orders including, but not limited to provisions regarding invoicing, individual delivery points, delivery instructions, and insurance requirements shall be established individually by each participating governmental entity prior to award.

MUNIFIPALITIES AND OTHER GOVERNMENTAL ENTITIES WHICH ARE NOT MEMBERS OF THE SOUTHEAST FLORIDA GOVERNMENTAL PURCHASING COOPERATIVE GROUP ARE STRICTLY PROHIBITED FROM UTILIZING ANY CONTRACT OR PURCHASE ORDER RESULTING FROM THIS BID.   HOWEVER, OTHER CO-OP MEMBERS MAY PARTICIPATE IN THIS CONTRACT DURIN GTHE RENEWAL PERIOD PROVIDED IT IS ACCEPTABLE TO THE VENDOR (S).

Some of the co-op members may currently have a contract in place for the commodities listed herein.   Those entities will participate in this bid at the expiration of their current contracts.

II.
SCOPE OF WORK
The successful contractor(s) will furnish all personnel necessary for the day-to-day operations of all agencies participating in this cooperative bid.   Temporary employees must be available and report for work within twenty-four (24) work hours of notification.   Contractors who are not able to meet delivery re1quirements will be considered non-responsive.

III.
TERM OF CONTRACT
The bidder will be bidding on a two (2) year contract commencing upon approval by the City Commission.   Prices shall remain firm for the entire length of the contract.   This contract may be renewed for two (2) additional two (2) year terms by mutual agreement of the parties.   The City will issue a notification of intent to renew by mail ninety (90) days prior to the expiration date of the contract.   The vendor shall be required to respond within thirty (30) days of receipt of notice.   All terms and conditions of the original contract will remain unchanged for any contract extension.

The prices offered and accepted must remain firm for the first full year of the contract.   Such costs for the second year are subject to an adjustment only if an increase occurs throughout the local industry, but any such increase may not exceed 4% per year.   Any such increase must be documented and submitted in writing to the city at least ninety (90) days prior to the contract anniversary date.   The City, after examination, may refuse to accept the adjusted costs if they are not properly documented or if they are considered by the City to be excessive.   In the event that the City determines that the costs as submitted are not properly documented or are excessive and the matter cannot be resolved to the satisfaction of the City the contract can be cancelled by the City upon thirty (30) days written notice to the Contractor(s).

EXECPTION:  If the Federal government revises the minimum wage, the Contractor shall have an opportunity to request immediate price relief to the lead agency for this cooperative contract.  All requests must be in writing with full documentation.

I. TEMP TO HIRE

Should an opening for a permanent position within a co-op agency come available, the temporary worker may apply for this position.   The co-op agency reserves the right to hire this temporary worker without any financial obligation to the Contractor.

VACATION PAY

If a temporary worker qualifies for a vacation under their employment contract with the Contractor, that employee will give the co-op agency two (2) weeks notice before the start of such vacation.   The Contractor shall be responsible for any vacation pay due the employee.  Additionally, if the assignment is ongoing at the time of employee’s vacation, the contractor will provide a replacement employee.

OVERTIME

Should any assignment require the temporary employee to work more than forty (40) hours in any given week, the co-op agency shall pay an overtime rate equal to 1-1/2 times the hourly rate specified in the contractor’s bid.

QUANTITIES

No warranty or guarantee is given or implied as to the total amounts to be purchased resulting from this contract.   The quantities stated in this bid are estimates of annual usage, to be used for bid comparison purposes only.   All services will be ordered on an as needed basis.   The minimum request will be for one (1) day (eight (8) hours).

The successful Contractor(s) shall be required to submit a report to the City of Coral springs detailing all contract usage by all participating co-op agencies on a quarterly basis.

PARTICIPATING AGENCIES

	City of Coral Springs
	Town of Davie

	City of Oakland Park
	City of Miami Gardens

	City of Ft. Lauderdale
	City of Lauderhill

	City of Deerfield Beach
	City of N. Miami 



A complete list of Co-Op members has been provided herein.   Any member not specifically mentioned above may participate pursuant to the provisions of Section I of this specification.

POSITION CLASSIFICATIONS

A.
BLUE COLLAR

1.
CUSTODIAN/JANITOR

NATURE OF WORK: This is manual work providing general janitorial services.


Work involves responsibility for cleaning restrooms, offices, and meeting rooms.  Work is reviewed by a superior through observation of work activities, task completion, and efficiency of operation procedures.


ILLUSTRATIVE TASKS:  Sweeps and washes hard surface floors.  Vacuums carpeted floors.  Dusts office furniture and all horizontal surfaces.  Cleans restrooms including showers, toilets, mirrors, sinks, etc.  Responsible for making sure that all paper products are properly stocked in all dispensers.



Performs related work as required.



KNOWLEDGE, ABILITIES AND SKILLS: 

Ability to readily perform assigned tasks and to adhere to established procedures.



Ability to follow oral and written instructions.



Ability to deal courteously with other employees and city officials.


DESIRABLE EXPERIENCE AND TRAINING: Graduation from high school or any equivalent of training and experience.  Ability to communicate in the English language.


2. 
MAINTENANCE WORKER


NATURE OF WORK: This is manual work in construction, maintenance, and service activities.


Work involves performing manual tasks, which do not require a high degree of manipulative skill or previous experience in order to do an effective job.  Work is usually performed under immediate supervision, although recurring work assignments may be carried on under general supervision.  Assignments often include the use of standard hand tools, the occasional operation of light trucks or other equipment on a relief or fill-in basis.  Work is reviewed while in progress and upon completion.


ILLUSTRATIVE TASKS: Assists in cleaning and unclogging sewer lines, manholes, and catch basins; cleans street gutters and patches holes; picks up trash, debris and brush; loads debris onto trucks.


Assists in laying sewer and water lines and making connections; assists in building manholes and catch basins with brick, rock and concrete.


Performs a variety of ground maintenance work; cultivates, prunes, sprays, and trims trees and shrubbery; cuts grass and weeds with hand tools and mowers; assists in clearing park lands and right-of-way areas.



Cleans traffic islands; operates a sprayer in weed control programs.


Works on street construction and maintenance crew performing general laboring tasks such as breaking pavement, pouring and shoveling asphalt and concrete, or tamping and smoothing asphalt and concrete; operates manual compactors; digs out holes with manual and automatic digging tools.


May operate an air compressor or automotive equipment, including light duty trucks.


Assists in general repair work involving rough carpentry and painting tasks; assists in the construction of buildings and structures; moves and relocates bleachers and other equipment for special activities.


Cleans machinery, clarifiers, drying beds, and chlorine tanks at treatment plants.


Performs related work as required.


KNOWLEDGE, ABILITIES AND SKILLS: Some knowledge of manual maintenance and construction work procedures and tasks.


Ability to acquire some skill in the use of standard equipment and hand tools used in the area of assignment.


Ability to perform heavy manual labor for extended periods as required by work assignments.



Ability to understand and follow oral and written instructions.


Ability to establish and maintain effective working relationships with the general public, co-workers, elected and appointed officials and members of diverse cultural linguistic backgrounds regardless of race, religion, age, sex, handicap, or political affiliation.


DESIRABLE EXPERIENCE AND TRAINING: Graduation from high school; or any equivalent combination of training and experience.


3. 
PARK AIDE 


NATURE OF WORK: This is custodial; grounds maintenance, and security work in a county park or community center.


Works involves participating in a variety of maintenance functions to provide proper cleaning and caring for park facilities or community centers.  Work also involves occasional park management functions.  Work is performed under general supervision within standard policies and operational directives.  Work is subject to review in progress or upon completion of tasks.


ILLUSTRATIVE TASKS: Performs maintenance and security work at a park facility; maintains interior and exterior of buildings in a clean and orderly condition; scrubs, mops, and polishes floors, washes windows; sets up tables and chairs.


Assists in managing community center facility; schedules events at the community center.


Assists in the recording of permits and related forms and in the collecting of admission fees from park patrons.


Has responsibility for signing playground equipment in and out.


Assists with community-wide recreational activities.




Supervises park facility in absence of a supervisor.


Operates and is responsible for maintenance equipment related to care of athletic fields and turf.



Performs related work as required.


KNOWLEDGE, ABILITIES AND SKILLS: Knowledge of the operational and maintenance requirements of typical park facilities and equipment.


Some knowledge of the safety hazards inherent in the use of the playground or other facilities and the necessary precautionary measures.


Some knowledge of first aid.


Ability to follow oral and written instructions.


Ability to communicate effectively with the public.


Ability to assist in managing activities in a park.


DESIRABLE EXPERIENCE AND TRAINING: Graduating from high school; some experience in park and recreation operations, campgrounds, custodial work, lawn maintenance or related field; or any equivalent combination of training and experience.


NECESSARY SPECIAL EQUIPMENT: Possession of a valid Florida Driver's license at time of appointment.


4. 
STOREKEEPER

NATURE OF WORK: This is standard manual and clerical work in the receipt, storage and issuance of various commodities in a county supply area.


Work in this class involves both manual and clerical tasks in the receipt, storage and issuance of maintenance supplies, materials, equipment, or related items in central warehouses, outlying storerooms or supply sections of various divisions.  Duties typically combine warehousing manual labor tasks, related clerical duties and a general knowledge of supply procedures.  Work is reviewed in progress and upon completion and through periodic inventory audits.


ILLUSTRATIVE TASKS: Receives, unloads and counts assorted types of stock delivered in a receiving area; locates packing ticket or invoice and posts to show kind and number of items received; posts appropriate shipping receipts or other documents to show if delivery is a full or partial shipment; packages various items for shipment or repackages stock for return of defective goods as assigned; labels items with proper stock numbers for movement to storage area.


Places goods on appropriate shelves or in bins; calls supervisor's attention to any defective items; issues supplies in response to authorized requisitions based on knowledge of goods in storage; disburses materials as required by work orders; marks stock or perpetual inventory records as items are issued; refers to supervisor if supplies required are in short supply for instructions as to apportionment.


Assists in moving supplies from one area to another as stock is reclassified to different numbers or codes; rearranges stock in bulk storage area as assigned; climbs ladders as needed to arrange materials on shelves; notes equipment or stores in need of repair.


Initiates orders to replenish supplies; assists in physical inventory.


Performs routine filling, record keeping, and may operate simple office equipment.


Maintains cleanliness of work area.


Performs related work as required.


KNOWLEDGE, ABILITIES AND SKILLS: Some knowledge of storeroom methods and procedures.


Some knowledge of types of supplies in the area of assignment.


Some knowledge of routine record keeping procedures.


Ability to make standard arithmetic calculations.


Ability to issue stock and maintain necessary records accurately.


Ability to perform heavy manual work in lifting and moving stock.


Ability to operate van-type motor vehicle and forklift.


Ability to establish and maintain effective working relationships with the general public, co-workers, elected and appointed officials and members of diverse cultural and linguistic backgrounds regardless of race, religion, age, sex, handicap, or political affiliation.


DESIRABLE EXPERIENCE AND TRAINING: Graduation from high school; some experience in storekeeping or general clerical work; or any equivalent combination of training and experience.

B.
WHITE COLLAR


1.
CLERK/RECEPTIONIST




NATURE OF WORK: This is standard clerical work, which follows well-established procedures.


Employees in this class work according to well defined procedures and methods.  Detailed instructions and close supervision are received at the beginning of work and on new assignments but regular routine assignments may be performed more independently with some initiative and judgment utilized as experience is gained.  Assignments to the class include the operation of standard office equipment for which no previous training is required. Employee may make arithmetical or other checks upon work of other employees for accuracy, but does not exercise direct supervision over others.  Work is subject to close supervision and is normally reviewed by a superior on completion both for accuracy and content.


ILLUSTRATIVE TASKS: Picks up, sorts and delivers mail and other materials to various departments; prepares daily reports of postage; assists in issuing office supplies and materials.  


Maintains files of records, correspondence, forms, index file cards, reports, and other materials; posts information to departmental records according to standard procedures.


Answers incoming telephone calls and routes them to the proper person or department; answers questions regarding routine matters; operates standard office equipment; may be required to perform occasional limited typing/data entry assignments.


Makes simple arithmetic calculations manually or by use of a calculating machine according to established methods.



Performs related work as required.


KNOWLEDGE, ABILITIES AND SKILLS: Some knowledge of business English, spelling and arithmetic.


Some knowledge of office practices, procedures and standard clerical techniques.


Ability to learn assigned clerical tasks readily and to adhere to prescribed routines.


Ability to make arithmetic calculations accurately and with reasonable speed, and to write legibly.



Ability to follow oral and written instructions.


Ability to establish and maintain effective working relationships with the general public, co-workers, elected and appointed officials and members of diverse cultural linguistic backgrounds regardless of race, religion, age, sex, handicap, or political affiliation.



Skill in the operation of standard office equipment.


DESIRABLE EXPERIENCE AND TRAINING: Graduation from high school; some experience in clerical work; or any equivalent combination of training and experience.


2.
SECRETARY 




NATURE OF WORK: This is standard secretarial and clerical work, which follows well-established procedures.


Work requires either taking dictation and transcribing notes in typewritten form; or machine transcription using word processing on a personal computer.  The amount of time spent in this work varies considerably among positions.  Work also requires the performance of clerical tasks, which follow well-established procedures.  Work is normally performed for one or more technical, administrative, or professional positions normally requiring skilled typing and dictation/machine transcription services.  Detailed instructions and close supervision are received at the beginning of work and on new assignments, although regular more routine assignment may be performed more independently and more initiative and judgment are utilized as experience is gained.  Employees may make arithmetical or other checks upon work of other employees for accuracy, but do not exercise direct supervision over others.  Work is subject to completion both for content and accuracy.

ILLUSTRATIVE TASKS: Take dictation and/or perform machine transcription from correspondence, memoranda, reports, specifications, minutes of meetings and other materials from professional personnel requiring some knowledge or technical terminology; proofreads typewritten material for accuracy.


May prepare agendas, take minutes, and maintains other records for one or more boards or committees.


Meets the public, gives standard information and explains well-defined rules; screens and refers office callers; opens, sorts and distributes mail; takes telephone messages.


Sorts and files correspondence, reports, vouchers, or other materials numerically, alphabetically or by other established classifications.


Types various materials or tabulations from copy, rough draft or dictating machine; prepares and proofreads.


Performs standardized clerical or record keeping work such as completing and mailing forms or form letters; maintains established card records; computes, assembles and posts data; composes standard letters; assigns numbers to documents; issues receipts for fee payments.



Makes arithmetic calculations for use in statistical analysis or reports.



Performs related work as required.


KNOWLEDGE, ABILITIES AND SKILLS: Some knowledge of business English, spelling and arithmetic.


Some knowledge of office practices and procedures.  


Ability to understand and follow oral and written instructions.


Ability to operate both a personal computer and electric typewriter.


Ability to make arithmetic computations and tabulations accurately and with reasonable speed.


Ability to establish and maintain effective working relationships with the general public, co-workers, elected and appointed officials and members of diverse cultural and linguistic backgrounds regardless of race, religion, age, sex, handicap, or political affiliation.


Skill in dictation and the use of a typewriter, and/or dictating machine and a personal computer.


DESIRABLE EXPERIENCE AND TRAINING: Graduation from high school, including or supplemented by course work in machine transcription and/or dictation, and typing; some experience in secretarial and clerical work; or any equivalent combination of training and experience.


3.
ADMINISTRATIVE ASSISTANT 


NATURE OF WORK:  This is responsible and complex administrative staff work for a major departmental official or as a member of the Town Administrator's staff.


An employee in this class is responsible for studying, analyzing and evaluating organizations, or segments of organizations, and their work in order to develop recommendations to assist management in identifying and solving administrative and management problems hindering effective and efficient operations.  An employee in this class may review, coordinate, and update organizational policy, administrative and procedural manuals, and may also manage special projects and programs as assigned by a high level executive.


Under general direction, employee is required to exercise considerable initiative, discretion, and independent judgment, and to work effectively with the public, Town officials, outside organizations, and others.  Employee must also apply specialized and/or technical knowledge and experience through the interpretation and completion of administrative duties of considerable difficulty in accordance with Town and departmental rules, regulations, procedures, and ordinances.  Supervision may be exercised over other employees.  Work is reviewed through conferences, observation, reports submitted, and results obtained.


ILLUSTRATIVE TASKS:  At the direction of an administrative superior, conducts assigned studies of areas of management concern such as plans and procedures for new or changing programs, organizational structures, work methods and procedures, programs, systems, etc.; analyzes, evaluates, and develops specific recommendations to management for improved operational and program efficiency and effectiveness; may assist in implementation of recommendations.


As assigned, coordinates, manages, monitors, and analyzes special projects and programs; evaluates effectiveness and efficiency and makes recommendations for improvements; receives and resolves complaints and concerns regarding projects and programs.


As assigned, provides technical assistance to other personnel in implementing new or modified systems, methods, or procedures; prepares detailed written procedures and new or revised forms; develops plans for implementation; conducts necessary training of personnel regarding new or revised methods; monitors and observes results achieved.


As an assistant to an administrative superior or department head, composes correspondence, reports, memoranda, forms, etc.; interprets administrative policies; relays instructions and policy and procedural decisions; acts for superior on routine matters; may represent the superior at conferences and meetings, including contacts with outside agencies.


Studies actual and potential problems, and develops appropriate solutions.


Assists in preparing drafts of rules and regulations pertinent to the entire Town or to the particular department assigned.


Prepares a variety of written documents including study plans, special and regular reports, systems and organizational analysis, work flow charts, etc.


May supervise and/or participate in the formulation, preparation and control of departmental budgets through the following:  compiling and analyzing financial information, coordinating the preparation of budget narratives, making budget projections, preparing budget related documents and charts, preparing and/or supervising preparation of budget reports, conducting and supervising cost analysis and budget impact studies, etc.


May supervise subordinate professional and support staff.  Performs related work as required.


KNOWLEDGE, ABILITIES AND SKILLS:  Considerable knowledge of the functions, processes and principles of management.


Considerable knowledge of the techniques and methods used in administrative analysis.


Knowledge of the organizational structures, functions, operations, objectives, and goals of municipal government.


Knowledge of appropriate laws, rules, regulations, and procedures governing Town operation.


Knowledge of the principles and practices of supervision.


Knowledge of computer related terminology and of data processing equipment capabilities and limitations.


Ability to identify management problems and propose solutions.



Ability to gather and analyze data and draw conclusions.


Ability to supervise a staff of subordinate professional and clerical personnel.



Ability to prepare detailed written reports and procedures.


Ability to persuasively support recommendations both orally and in writing.


Ability to select and/or devise analytical techniques and methods suited to the solution of management problems.



Ability to use the techniques and methods of administrative analysis.


Ability to establish and maintain effective working relationships with departmental officials, representatives of outside agencies, other employees, and the general public.



REQUIREMENTS:  



1.
Possess a Bachelor's Degree from an accredited college or university with major course work in business or public administration, or a closely related field.  Possession of an appropriate Master's Degree may be substituted for the one (1) year of required work experience.



2.
Have at least one (1) year of experience assisting a high level executive by performing complex work of a highly independent nature involving the study, analysis, and review of administrative programs, projects, policies, and procedures; assisting in the solution of management and administrative problems; or overseeing programs, projects, or administrative functions.  Experience must have included researching problems/issues, the exercise of judgment and discretion in presenting recommendations and solutions, and independently composing memoranda, reports, and other correspondence.  Additional qualifying experience may be substituted on a year-for-year basis for the required college education.


4.
LEGAL SECRETARY


NATURE OF WORK: This is specialized secretarial and clerical work in the performance of secretarial duties.


Work involves providing secretarial and clerical services to the professional legal staff in a department/division.  Work involves maintaining case dockets, completing basic legal forms, scheduling hearings and trials, and preparing case files.  Work requires knowledge of legal terms and the ability to recognize basic legal problems encountered by the various departments.  Independent judgment is exercised in relieving professional legal staff of routine matters.  General supervision is received from an attorney or an administrative supervisor.  Work is to be reviewed upon completion for adherence to established policies, procedures and results obtained.


ILLUSTRATIVE TASKS: Serves as legal secretary to the professional legal staff in a department/division. 


Prepares case files and maintains docket sheets on pending litigation; schedules hearings and trials and notifies necessary parties; maintains daily electronic calendar for professional legal staff.


Prepares and completes legal notices, acknowledgments, affidavits, summonses, subpoenas, and other basic legal forms and documents using word processing on a personal computer.


Researches and compiles data for completion of basic legal forms and documents including on-line legal research.


Reviews abstracts, deeds, and miscellaneous basic legal documents to ascertain accuracy and conformance to established polices and standards.


Receives, screens and routes incoming mail, telephone calls and personal callers; composes simple replies to non-legal inquiries using a personal computer.


Performs related work as required.


KNOWLEDGE, ABILITIES AND SKILLS: Knowledge of legal secretarial practices and procedures, legal terminology, business English, and commercial arithmetic.


Knowledge of the Florida court system and the Florida Rules of Civil Procedure.



Knowledge of personal computers and word processing.


Knowledge of basic legal forms and documents.

Ability to transcribe dictation tapes into word processing software at a high rate of speed and accuracy.

Ability to organize legal data received from professional legal staff and other departments.

Ability to establish and maintain effective working relationships with the general public, co-workers, elected and appointed officials and members of diverse cultural and linguistic backgrounds regardless of race, religion, age, sex, handicap, or political affiliation.


Ability to operate an electronic typewriter and a personal computer accurately at a rapid rate of speed.


Ability to search for and compile data from files and other sources applicable to topic of concern.


Ability to make minor administrative decisions in accordance with office procedures, ordinances, and departmental rules.


DESIRABLE EXPERIENCE AND TRAINING: Graduation from high school including or supplemented by course work in typing, and secretarial practices; experience in legal secretarial/clerical work including word processing and personal computers; or any equivalent combination of training and experience.


5.
ACCOUNTING CLERK 




NATURE OF WORK: This is specialized clerical work involving the maintenance and review of financial records.


Work involves posting to financial records, examining invoices and claims and approving for payment, receiving cash, preparing departmental payrolls, and balancing accounts.  Work also normally involves skilled typing; however, the level of difficulty and responsibility of the financial recording rather than typing is considered as the primary factor.  Work is normally reviewed only for compliance with desired results.



ILLUSTRATIVE TASKS: Posts and balances financial accounts.


Examines invoices and warrants; determines if material is received and properly priced; checks discounts and extensions; approves invoices for payment.


Receives and counts cash and other payments; prepares receipts; posts to records.


Processes the payroll in large divisions; makes changes and corrections to payroll sheets; prepares special payrolls, submits to appropriate source; assists new personnel in completing necessary payroll and deduction records.


Makes arithmetic calculations and checks various accounting tables and reports.


Performs related work as required.


KNOWLEDGE, ABILITIES AND SKILLS: Knowledge of modern office practices, procedures, and equipment.


Knowledge of the principles and practices of bookkeeping and accounting.


Some knowledge of government accounting systems and procedures.


Ability to apply bookkeeping principles to the maintenance of standard fiscal and accounting records.


Ability to make arithmetic computations and tabulations rapidly and accurately.


Ability to establish and maintain effective working relationships with the general public, co-workers, elected and appointed officials and members of diverse cultural and linguistic backgrounds regardless of race, religion, age, sex, handicap, or political affiliation.


Skill in the operation of a typewriter.


DESIRABLE EXPERIENCE AND TRAINING: Graduation from high school, including or supplemented by course work in typing and bookkeeping; experience in typing and clerical work; or any equivalent combination training and experience.


6.
ACCOUNTANT 


NATURE OF WORK:  This is beginning level professional accounting work.


An employee in this class of work is responsible for performing professional accounting tasks of average difficulty.  Under general supervision, employee is required to exercise some initiative and independent judgment in organizing, maintaining and systematically reviewing financial transaction records.  Responsibilities also include interpreting records, preparing financial statements and reports, and participating in the design and revision of accounting systems.  Some positions may require employee to supervise subordinate clerical and/or sub-professional personnel.  Work is reviewed through conferences, reports submitted, results obtained and internal audits.


ILLUSTRATIVE TASKS:  Maintain accounting record systems for the receipt and disbursement of municipal and federal funds; prepares regular and special financial reports and statements as required by supervisors and funding authorities.


Monitors and evaluates accounting efficiency, system of internal control, and records maintenance activities of programs using federal funds to insure compliance with required accounting standards and procedures; verifies trial balances, detail appropriations and expenditures; reviews reports, vouchers, requisitions, invoices and other financial data for accuracy, completeness and conformance with guidelines and generally accepted accounting procedures; interprets financial records and prepares reports concerning the financial condition and conduct of the applicable entity.


Compiles financial data for use in the preparation of budgets; maintains and balances journals.


Supervises and trains sub-professional and clerical personnel on an assigned basis.



Performs related work as required.


KNOWLEDGE, ABILITIES AND SKILLS:  Working knowledge of the principles, practices and methods of accounting.



Some knowledge of governmental accounting principles and practices.



Some knowledge of data processing applications as related to accounting.


Some knowledge of the laws, rules, guidelines and regulations applicable to governmental accounting.


Ability to review, analyze and interpret fiscal records and to prepare accurate and complete reports.


Ability to maintain technical operating records and to prepare clear, concise and accurate reports both orally and in writing.


Ability to establish and maintain effective working relationships with others.


REQUIREMENTS:   Must have graduated from an accredited four-year college or university with a Bachelor's degree in business administration with major course work in accounting.


7.
CASHIER/CUSTOMER SERVICE REP.


NATURE OF WORK: This is clerical work in the receipt and recording of cash and performance of related clerical duties.


Employees in this class are responsible for receiving and maintaining records of a large volume of cash receipts for payment of bills, fees or taxes in various county divisions. Work typically includes the issuance of receipts for funds collected, application of knowledge of departmental procedures and rules relating to payment, making of change, maintenance of simple bookkeeping records of work transactions, deposit of cash and reconciliation of monies received.  Incumbents typically operate cash registers; check endorsers, validating machines or other standard office equipment such as adding machines. Work is performed under moderately close supervision usually by spot check of reconciliation of monies and audit of receipts.


ILLUSTRATIVE TASKS: Receives cash and negotiable instruments for payment for bills, fees and taxes; receipts bills on validating or cash receipting machine or issues vouchers; explains billings and charges to those making payments based on knowledge of department rules and regulations; makes change as necessary by operation of cash register; answers telephone inquiries relating to standard charges.


Compiles reconciliation of monies received; checks and balances cash and negotiable instruments against receipted copies of bills or register tapes; posts receipts by totals or by various distributions to coincide with general ledger accounts; checks advance payments and transfers to correct accounts.


Receives and records on ledger cards monies for delinquent accounts; makes periodic checks of ledger cards to insure accuracy; prepares daily statements of cash and checks received by revenue codes and classifications; prepares bank deposits.



Performs related work as required.


KNOWLEDGE, ABILITIES AND SKILLS: Knowledge of the principles and practices of cashiering


Knowledge of business arithmetic


Knowledge of department procedures and methods with particular reference to receiving, explaining and accounting for receipt of cash


Ability to receive cash and make change with accuracy and speed.


Ability to make rapid and accurate arithmetic computations.


Skill in the operation of validating machines, cash registers and other office machines.


DESIRABLE EXPERIENCE AND TRAINING: Graduation from high school; some experience in cashiering work; or any equivalent combination of training and experience.

BLUE COLLAR

POSITION CLASSIFICATIONS

1.  CUSTODIAN/JANITOR


NATURE OF WORK: This is manual work providing general janitorial services.


Work involves responsibility for cleaning restrooms, offices, and meeting rooms.  Work is reviewed by a superior through observation of work activities, task completion, and efficiency of operation procedures.


ILLUSTRATIVE TASKS:  Sweeps and washes hard surface floors.  Vacuums carpeted floors.  Dusts office furniture and all horizontal surfaces.  Cleans restrooms including showers, toilets, mirrors, sinks, etc.  Responsible for making sure that all paper products are properly stocked in all dispensers.


Performs related work as required.


KNOWLEDGE, ABILITIES AND SKILLS: 

Ability to readily perform assigned tasks and to adhere to established procedures.


Ability to follow oral and written instructions.


Ability to deal courteously with other employees and city officials.


DESIRABLE EXPERIENCE AND TRAINING: Graduation from high school or any equivalent of training and experience.  Ability to communicate in the English language.

2. 
MAINTENANCE WORKER


NATURE OF WORK: This is manual work in construction, maintenance, and service activities.


Work involves performing manual tasks which do not require a high degree of manipulative skill or previous experience in order to do an effective job.  Work is usually performed under immediate supervision, although recurring work assignments may be carried on under general supervision.  Assignments often include the use of standard hand tools, the occasional operation of light trucks or other equipment on a relief or fill-in basis.  Work is reviewed while in progress and upon completion.


ILLUSTRATIVE TASKS: Assists in cleaning and unclogging sewer lines, manholes, and catch basins; cleans street gutters and patches holes; picks up trash, debris and brush; loads debris onto trucks.


Assists in laying sewer and water lines and making connections; assists in building manholes and catch basins with brick, rock and concrete.


Performs a variety of ground maintenance work; cultivates, prunes, sprays, and trims trees and shrubbery; cuts grass and weeds with hand tools and mowers; assists in clearing park lands and right-of-way areas.


Cleans traffic islands; operates a sprayer in weed control programs.


Works on street construction and maintenance crew performing general laboring tasks such as breaking pavement, pouring and shoveling asphalt and concrete, or tamping and smoothing asphalt and concrete; operates manual compactors; digs out holes with manual and automatic digging tools.


May operate an air compressor or automotive equipment, including light duty trucks.


Assists in general repair work involving rough carpentry and painting tasks; assists in the construction of buildings and structures; moves and relocates bleachers and other equipment for special activities.


Cleans machinery, clarifiers, drying beds, and chlorine tanks at treatment plants.


Performs related work as required.


KNOWLEDGE, ABILITIES AND SKILLS: Some knowledge of manual maintenance and construction work procedures and tasks.


Ability to acquire some skill in the use of standard equipment and hand tools used in the area of assignment.


Ability to perform heavy manual labor for extended periods as required by work assignments.


Ability to understand and follow oral and written instructions.


Ability to establish and maintain effective working relationships with the general public, co-workers, elected and appointed officials and members of diverse cultural linguistic backgrounds regardless of race, religion, age, sex, handicap, or political affiliation.


DESIRABLE EXPERIENCE AND TRAINING: Graduation from high school; or any equivalent combination of training and experience.

3.  
PARK AIDE 


NATURE OF WORK: This is custodial, grounds maintenance, and security work in a county park or community center.


Works involves participating in a variety of maintenance functions to provide proper cleaning and caring for park facilities or community centers.  Work also involves occasional park management functions.  Work is performed under general supervision within standard policies and operational directives.  Work is subject to review in progress or upon completion of tasks.


ILLUSTRATIVE TASKS: Performs maintenance and security work at a park facility; maintains interior and exterior of buildings in a clean and orderly condition; scrubs, mops, and polishes floors, washes windows; sets up tables and chairs.


Assists in managing community center facility; schedules events at the community center.


Assists in the recording of permits and related forms and in the collecting of admission fees from park patrons.


Has responsibility for signing playground equipment in and out.


Assists with community-wide recreational activities.


Supervises park facility in absence of a supervisor.


Operates and is responsible for maintenance equipment related to care of athletic fields and turf.


Performs related work as required.


KNOWLEDGE, ABILITIES AND SKILLS: Knowledge of the operational and maintenance requirements of typical park facilities and equipment.


Some knowledge of the safety hazards inherent in the use of the playground or other facilities and the necessary precautionary measures.


Some knowledge of first aid.


Ability to follow oral and written instructions.


Ability to communicate effectively with the public.


Ability to assist in managing activities in a park.


DESIRABLE EXPERIENCE AND TRAINING: Graduating from high school; some experience in park and recreation operations, campgrounds, custodial work, lawn maintenance or related field; or any equivalent combination of training and experience.


NECESSARY SPECIAL EQUIPMENT: Possession of a valid Florida Driver's license at time of appointment.

4.  
STOREKEEPER


NATURE OF WORK: This is standard manual and clerical work in the receipt, storage and issuance of various commodities in a county supply area.


Work in this class involves both manual and clerical tasks in the receipt, storage and issuance of maintenance supplies, materials, equipment, or related items in central warehouses, outlying storerooms or supply sections of various divisions.  Duties typically combine warehousing manual labor tasks, related clerical duties and a general knowledge of supply procedures.  Work is reviewed in progress and upon completion and through periodic inventory audits.


ILLUSTRATIVE TASKS: Receives, unloads and counts assorted types of stock delivered in a receiving area; locates packing ticket or invoice and posts to show kind and number of items received; posts appropriate shipping receipts or other documents to show if delivery is a full or partial shipment; packages various items for shipment or repackages stock for return of defective goods as assigned; labels items with proper stock numbers for movement to storage area.


Places goods on appropriate shelves or in bins; calls supervisor's attention to any defective items; issues supplies in response to authorized requisitions based on knowledge of goods in storage; disburses materials as required by work orders; marks stock or perpetual inventory records as items are issued; refers to supervisor if supplies required are in short supply for instructions as to apportionment.


Assists in moving supplies from one area to another as stock is reclassified to different numbers or codes; rearranges stock in bulk storage area as assigned; climbs ladders as needed to arrange materials on shelves; notes equipment or stores in need of repair.


Initiates orders to replenish supplies; assists in physical inventory.


Performs routine filling, record keeping, and may operate simple office equipment.


Maintains cleanliness of work area.


Performs related work as required.


KNOWLEDGE, ABILITIES AND SKILLS: Some knowledge of storeroom methods and procedures.


Some knowledge of types of supplies in the area of assignment.


Some knowledge of routine record keeping procedures.


Ability to make standard arithmetic calculations.


Ability to issue stock and maintain necessary records accurately.


Ability to perform heavy manual work in lifting and moving stock.


Ability to operate van-type motor vehicle and fork lift.


Ability to establish and maintain effective working relationships with the general public, co-workers, elected and appointed officials and members of diverse cultural and linguistic backgrounds regardless of race, religion, age, sex, handicap, or political affiliation.


DESIRABLE EXPERIENCE AND TRAINING: Graduation from high school; some experience in storekeeping or general clerical work; or any equivalent combination of training and experience.
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Our Mission Statement



To be the nation’s premier community in which to  live, work and raise a family












