March 14, 2019

TO: City of Lincoln Personnel Board Members

SUBJECT: Personnel Board Meeting

ITEM 1:

ITEM 2:

ITEM 3:

ITEM 4:

PC:

Thursday, March 21, 2019
1:30 p.m., Council Chambers
County-City Building

AGENDA

Request to create the following classification:

CLASS PROPOSED
CODE CLASS TITLE PAY RANGE
1025 Interpreter/Translator NO3 ($29,962.40 - $39,632.32)

Request to revise the following classifications:

CLASS

CODE CLASS TITLE

5290 Environmental Laboratory Specialist I C20
5292 Environmental Laboratory Specialist II C28

Request to amend Section 2.76.380 of the Lincoln Municipal Code — Sick Leave
with Pay

Miscellaneous Discussion

Teresa Meier, City Clerk
Directors

ACCOMMODATION NOTICE

The City of Lincoln complies with Title VI of the Civil Rights Act of 1964 and Section 504 of the Rehabilitation Act
?1973 guidelines. Ensuring the public’s access to and participating in public meetings is a priority for the City of
incoln.” In the event you are in need of a reasonable accommodation in order to attend or participate in a public
meeting conducted by the City of Lincoln, please contact the Director of Equity and Diversity, Lincoln Commission

on Human Rights, at 402 441-7624 as soon as possible before the scheduled meeting date in order to make your

request.
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1025
INTERPRETER/TRANSLATOR

NATURE OF WORK

This is general interpreting and translation work for City departments, divisions, and
programs.

Work involves responsibility for providing interpreting and translation support in an office.
Work includes assisting clients with interpreting and includes the translation of documents in various
forms. Supervision is received from an administrative superior with work being reviewed in the form
of accuracy, effectiveness, and results achieved.
EXAMPLES OF WORK PERFORMED

Assists clients who need help with interpreting.

Provides translation of English material into correct language; works with the requestor to
obtain usable products (i.e. food handlers test, consent forms, registration forms).

Provides assistance to registration staff as needed; assists in appointment making and
checking in processes; confirms client appointments via phone and in person; provides follow up to
clients who have no showed for appointments.

Performs related work as required.

DESIRABLE KNOWLEDGE, ABILITIES, AND SKILLS
Knowledge of modern secretarial and clerical practices.
Knowledge of modern office practices, procedures and equipment.
Knowledge of business English, spelling and arithmetic.
Ability to read, write, translate and interpret language.
Ability to be fluent in the desired language.
Ability to understand and follow oral and written instructions.
Ability to establish and maintain effective working relationships with other employees.

Skill in the operation of office equipment and machines, including a personal computer or
computer terminal.
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MINIMUM QUALIFICATIONS

Graduation from a senior high school or equivalent with two years of experience in
interpreting and translating; or any equivalent combination of training and experience that provides
the desirable knowledge, abilities and skills.

SPECIAL NECESSARY REQUIREMENTS

Proficiency in translating and speaking the language of the minority population to which
assigned.

Possession of a valid driver’s license when operating a vehicle may be necessary to the
satisfactory performance of assigned duties.

PS1025



5290
ENVIRONMENTAL LABORATORY SPECIALIST |

NATURE OF WORK

This is professional laboratory work performing environmental chemical analysis in a laboratory
setting.

Work involves performing complex chemical analysis, making observations, taking
measurements and interpreting results to ensure and protect the quality of the environment; this includes
but is not limited to wastewater treatment plant operations and compliance, industrial and special waste
compliance monitoring and water quality monitoring. Work is performed independently in accordance
with standard laboratory methods. Supervision is received from a professional or an administrative
superior and reviewed through reports submitted and conferences.

EXAMPLES OF WORK PERFORMED

Analyzes environmental samples for parameters which produce generally predictable results from
sample to sample using established methodology.

Analyzes special environmental samples, as assigned to meet requests, using methodology
specified by a technical or administrative superior.

Follows quality control procedures and unit protocol to ensure accuracy of tests using
documented procedures of the laboratory; records and trends test analysis information.

Recommends changes in existing techniques and procedures to ensure or improve the quality and
reliability of data generated and reported, using observations based on laboratory experience.

Maintains daily records of tests and analysis; completes a variety of reports including state and
federal reports; operates a microcomputer in order to enter and retrieve data.

Studies new developments in appropriate areas of environmental analyses to be aware of new
procedures, instruments and techniques, and to improve accuracy and efficiency of current procedures
and instrumentation.

Cleans and repairs instrumentation to maintain equipment in operating order; calibrates and aligns
to maintain proper working condition so that sample flow is not disrupted using procedures provided by
manufacturer’s manual.

Stocks supplies and reagents to maintain adequate inventory so that sample flow through the
laboratory is not disrupted.

May testify on procedures, results and instrumentation used in analysis of samples, and may
provide expert testimony in area of specialization as required during pre-litigation meetings or in actual
court proceedings.

Performs related work as required.

DESIRABLE KNOWLEDGE, ABILITIES, AND SKILLS
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Knowledge of analytical techniques, scientific theory and instrumentation used in the
measurement of environmental contaminants.

Knowledge of federal, state and local environmental control laws, rules and regulations and their
application to environmental programs.

Knowledge of electronic data processing as applied to laboratory data reduction and output.

Knowledge of literature and approved analytical methods related to environmental exposure and
analysis.

Knowledge of current and emerging computer programming languages, operating systems,
hardware and system management processes necessary to perform work functions.

Ability to perform complex mathematical calculations.
Ability to gather and interpret scientific data and facts.

Ability to develop or revise methods and procedures to carry out work objectives in a more
efficient, cost effective and safe manner.

Ability to communicate effectively at a highly technical level both verbally and in writing.

Ability to establish and maintain effective working relationships with co-workers, supervisors and
the general public.

MINIMUM QUALIFICATIONS

An associate’s degree or equivalent with major coursework in organic, inorganic and physical
chemistry (including qualitative and quantltatlve analvses) biology mlcrobloloqy, envwonmental science
or chemlcal enqmeerlnq and Gra

ne year of experlence inan
enwronmental Iaboratory, or any equivalent combmatlon of tramlng and experience that provides the
desirable knowledge, abilities and skills.

8/2000
Revised:—106/20013/2019
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5292
ENVIRONMENTAL LABORATORY SPECIALIST 11

NATURE OF WORK
This is professional environmental laboratory work.

Work involves collecting and analyzing environmental and drinking water samples; providing
analytical test results so that environmentally threatening situations are detected, monitored and corrected
in compliance with State and Federal regulations. Work also involves, but is not limited to, wastewater
plant and water treatment plant operations and compliance; industrial and special waste compliance
monitoring; well field supply; river and distribution monitoring; and water quality monitoring. Work is
performed under the general supervision of an administrative superior and reviewed through reports
submitted and conferences.

EXAMPLES OF WORK PERFORMED

Analyzes drinking water and environmental samples using established methodology, high levels
of quality control/assurance, and the ability to recognize and correct interferences to standard testing.

Analyzes special environmental samples and samples from special projects, as assigned to meet
requests, using methodology specified by laboratory supervisor or other administrative superior.

Implements changes in existing techniques and procedures to ensure or improve upon the quality
and reliability of data generated and reported, using recommendations from other staff, and observations
based on laboratory experience.

Completes and maintains test records and compliance reports in accordance with federal and state
regulatory requirements through submittals to laboratory supervisor.

Responds to water quality issues and concerns from individual citizens, businesses or public
institutions.

Works with public health monitoring agencies and the medical community, as required, during
investigations of possible waterborne disease outbreaks or contamination sources.

Works with consulting engineers, federal or state agencies or universities on pilot plant studies or
special projects regarding various treatment schemes, well field or river studies.

Studies new developments in appropriate areas of water treatment, drinking water and
environmental sample analyses through the use of literature, conferences and other sources, in order to be
aware of new procedures, instruments and techniques, and to improve the accuracy and efficiency of
current procedures and instrumentation.

Monitors and trains less experienced personnel, as necessary, so that reliable data is generated
and instruments calibrated and operated properly, using expertise and specialized knowledge gained from
study and experience.

May testify on procedures, results and instrumentation used in analysis of samples at prelitigation
meetings or in court proceedings; may provide expert testimony in area of specialization as needed.
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May serve as laboratory supervisor.

Performs related work as required.

DESIRABLE KNOWLEDGE, ABILITIES AND SKILLS

Considerable knowledge of analytical techniques, scientific applications and instrumentation used
in the measurement of chemical and biological constituents, and of any required mathematical
calculations and interpretations of data and facts.

Considerable knowledge of federal, state and local environmental laws, rules and regulations and
their application to environmental programs or to public water systems.

Considerable knowledge of electronic data processing as applied to a laboratory data management
system.

Considerable knowledge of literature and approved analytical methods, and the application of
these concepts to human health, environmental exposure and analysis.

Considerable knowledge of current and emerging computer programming languages, operating
systems, hardware and system management processes necessary to perform work functions.

Ability to perform mathematical calculations, statistical analysis and interpretation of data and
trends.

Ability to organize and conduct technical and scientific investigations and lead the work of less
experienced personnel.

Ability to develop or revise methods and procedures to carry out work objectives in an efficient,
cost effective and safe manner.

Ability to communicate effectively at a highly technical level both verbally and in writing.

Ability to establish and maintain effective working relationships with co-workers, supervisors and
the general public.




5292 ENVIRONMENTAL LABORATORY SPECIALIST II PAGE 3

MINIMUM QUALIFICATIONS

Graduation from an accredited four-year college or university with major coursework in
environmental science or technology, chemistry, biology, geology, hydrology, engineering or closely
related field and seme-two years of experience at a professional level in an environmental laboratory-

elassifieation; or any equivalent combination of training and experience that provides the desirable
knowledge, abilities and skills.

2/2000
Revised-4/20013/2019

PS5292



2.76.380  Sick Leave with Pay

(f) An employee with a pay range prefixed by “A” or “C” may be granted time off for a
maximum of eighty (80) hours in each calendar year, commencing with the first pay period
beginning in January, for illness in the employee’s immediate family. Immediate family will
also include any other family member, whether it be by blood, marriage, legal adoption, or foster
children, residing in the household. Family sick leave may also be granted to an employee who
has been appointed by a court of competent jurisdiction as legal guardian of any person, with
proper documentation. Such time off will be deducted from the employee’s accumulated sick
leave. Upon written request from an employee in the above-referenced pay ranges, the Human
Resources Director may waive the eighty (80) hour limit after reviewing the individual
circumstances in support of the request.

(g) Anemployee with a pay range prefixed by “N” or “X” may be granted time off for a
maximum of sixtyeighty (80) hours in each calendar year, commencing with the first pay period
beginning in January, for illness in the employee’s immediate family. For purposes of this
subsection (g), the term immediate family shall include the employee’s mother, father, sister,
brother, husband, wife, child, foster child, mother-in-law, father-in-law, daughter-in-law, son-in-
law, stepmother, stepfather, stepchild, stepgrandchild, grandparent, grandchild, and the
grandparent of the employee’s spouse, or any other relative residing in the household. Family
sick leave may also be granted to an employee who has been appointed by a court of competent
jurisdiction as legal guardian of any person, with proper documentation. Such time off will be
deducted from the employee’s accumulated sick leave. Upon written request from an employee
in the above-referenced pay ranges, the Human Resources Director may waive the sixtyeighty
(80) hour limit after reviewing the individual circumstances in support of the request.

(h) An employee with a pay range prefixed by “E” may be granted time off for a
maximum of eighty (80) hours in each calendar year, commencing with the first pay period
beginning in January, for illness in the employee’s immediate family. For purposes of this
subsection (h), the term immediate family shall include the employee’s mother, father, sister,
brother, husband, wife, child, foster child, mother-in-law, father-in-law, daughter-in-law, son-in-
law, stepmother, stepfather, stepchild, stepgrandchild, grandparent, grandchild, and the
grandparent of the employee’s spouse. Immediate family will also include any other family

member, whether it be by blood, marriage, legal adoption, or foster children, residing in the
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household. Family sick leave may also be granted to an employee who has been appointed by a
court of competent jurisdiction as legal guardian of any person, with proper documentation. Such
time off will be deducted from the employee’s accumulated sick leave. Upon written request
from an employee in the above-referenced pay ranges, the Human Resources Director may waive
the eighty (80) hour limit after reviewing the individual circumstances in support of the request.
(1) An employee with a pay range prefixed by “M” or “W” may be granted time off
for a maximum of eighty (80) hours in each calendar year, commencing with the first pay period
beginning in January, for illness in the employee’s immediate family. For purposes of this
subsection (i), the term immediate family shall include the employee’s mother, father, sister,
brother, husband, wife, child, foster child, mother-in-law, father-in-law, daughter-in-law, son-in-
law, stepmother, stepfather, stepchild, step-grandchild, grandparent, grandchild, and the
grandparent of the employee’s spouse. Immediate family will also include any other family
member, whether it be by blood, marriage, legal adoption, or foster children, residing in the
household. Family sick leave may also be granted to an employee who has been appointed by a
court of competent jurisdiction as legal guardian of any person, with proper documentation. Such
time off will be deducted from the employee’s accumulated sick leave. Upon written request
from an employee in the above-referenced pay range, the Human Resources Director may waive

the eighty (80) hour limit after reviewing the individual circumstances in support of the request.
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