




















City of Colfax 5
City Council Minutes July 8, 2015
 

6C. Staff Hiring Process 
Councilmember Hesch began the discussion regarding the hiring process stating that the 
big picture involves determining if the City will be managed as most General Law Cities 
with a City Manager/Council model or if the City will adopt a more City 
Administrator/Council model similar to a Charter City.  Council discussed the issue and 
referred to the 1985 Employee Handbook which states that “Council shall have direct 
authority for all hiring, firing, disciplinary action and the setting of all compensation for City 
employees…. By resolution the City Council may authorize a representative to discharge 
these duties on its behalf.”  They also referred to the ordinance (421) delineating the job 
description of the City Manager which states that the “City Manager shall appoint competent, 
qualified officers and employees to the administrative service and to dismiss, suspend and 
discipline such officers and employees, consistent with the policies of the City Council”.  
City Attorney Cabral explained that the 1985 Ordinance details a Council Manager form of 
Government and Council can determine the amount of input they want in the hiring process.  
Public comments were from Stacey Younggren, Jenny Duncan, Shirley Alexander, and 
Jeannie Claxton.  Ms. Younggren asserted that the City should follow the employee 
handbook.  Ms. Duncan, Ms. Alexander, and Ms. Claxton each spoke in support of allowing 
the City Manager to make hiring decisions.   
City Manager Miller reminded Council that the City is in the midst of recruiting for one of 
the most crucial positions in the City and he needs clear direction from Council.  The City 
has a reputation among local candidates because of a perception of Council interference and 
politicizing positions.  He requested that Council give him clear direction.   
Councilmember Hesch stated that he would like the City Manager to have the right to hire 
and discipline employees without Council interference.  Councilmember Delfino would like 
to be part of the process as an observer.  Mayor Douglass stated that he places full trust in the 
current City Manager.  Mayor Pro Tem Parnham would like to allow the City Manager to do 
his job. To have Councilmembers sitting in on the hiring process is micro-managing the City 
Manager and it is confusing to employees and devastating to morale.  Councilmember 
Harvey wants assurance that hiring will be in compliance with the current handbook. 
 
7   ADJOURNMENT 
Mayor Douglass adjourned the meeting at 8:52pm and stated the second meeting in July, 
July 22, 2015, is canceled.  
 

Respectfully submitted to City Council this 12th day of August 2015. 
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City of Colfax 
City Council 

 

Resolution Ο 34-2015 
 

ADOPTING THE JOB DESCRIPTIONS FOR THE TECHNICAL SERVICES 
MANAGER, CUSTOMER SERVICE REPRESENTATIVE/ACCOUNTING 

ASSISTANT AND COMMUNITY SERVICE DIRECTOR POSITIONS WITH 
REVISED SALARY SCHEDULES 

 
Whereas, recent staffing vacancies and the improving economic activity in Colfax 

have provided an opportunity to re-evaluate operational demands and update the job 
descriptions for a number of critical staff positions, and; 

 
Whereas, the City staff and consultants have reviewed the existing operational 

demands, position responsibilities, job descriptions and salary schedules, and; 
 
Whereas, the City staff and consultants recommended to the City Council the updated 

job descriptions and salary schedules for  the Technical Services Manager, Customer 
Service Representative/Accounting Assistant and Community Service Director positions. 

 
Now Therefore, Be It Resolved by the City Council of the City of Colfax:  The 

attached descriptions and salary schedule for the Technical Services Manager, Customer 
Service Representative/Accounting Assistant and Community Service Director positions 
are hereby adopted.  

 
Passed and Adopted this 12th day of August, 2015 by the following vote: 
 
 
AYES:    
NOES:    
ABSENT:   
ABSTAIN:   
 
 
 
     _____________________________________ 
       Kim A Douglass, Mayor 
ATTEST: 
 
 
 
______________________________________ 
Lorraine Cassidy, City Clerk 



1 | P a g e  
Revised 7/15/13 

Technical Services Administrator Manager Job Description 

(Proposed Changes in Blue) 

OVERVIEW 
The Technical Services Administrator (TSA) Manager (TSM) performs regular office duties and various technical 
works in an effort to improve and maintain the City’s technical infrastructure and improve the overall quality 
and quantity of work output from staff. This is realized by implementing innovations in modern computing 

technology and providing relevant staff training. The TSATSM’s role is diverse, requiring knowledge in an array of 
vocations and fields of study and primarily involves office or nonπmanual work which is directly related to the 

City’s management or general business operations, a primary component of which involves the exercise of 
independent judgment and discretion about matters of significance. 

CONFIDENTIAL EMPLOYEE 
The TSA  TSM is a confidential City employee whose regular duties require him/her to access and develop or 
present management positions with respect to employer – employee relations or normally require access to 
confidential information that is used to contribute significantly to the development of management positions 
and policies and their implementation.  

KNOWLEDGE 
The TSATSM’s role requires knowledge and proficiency in Information Technology (IT), Information Systems (IS), 
digital graphic artistry & multiπmedia production, web development/design/programming, computer hardware, 
and related peripherals. In addition, the TSATSM must possess a highπlevel knowledge of mathematics, written 
English, and research skills, and be ableabilities to work independently and without assistance from others.   

REGULAR DUTIES 
¶ Support and maintain all computer systems, desktops, laptops, printers, and peripherals. This includes 

installing, diagnosing, repairing, maintaining, and upgrading all hardware and equipment while ensuring 
optimal performance. 

¶ Ensure the stable operation of the Cityπwide computer network. This includes planning, developing, 
installing, configuring, maintaining, supporting, and optimizing all network hardware, software, and 
communication links. Ensure the stability and integrity of wireless network services. 

¶ Manage and oversee all facets of the wastewater treatment plant, including staff, equipment, treatment 
train operations, and NPDES permit compliance. Maintain a positive working relationship with the 
Regional Water Quality Control Board. Facilitate and oversee treatment plant improvement projects. 
Respond to emergencies as needed. Analyze and repair water quality monitoring instrumentation in a 
timely manner to minimize the length of effluent diversions.  

¶ Coordinate and collect wastewater data from a variety of sources and then develop, transpose, 
calculate, verify, and report this data to the State Water Quality Control Board. Perform preliminary 
analysis of wastewater sampling data, author most wastewater reports, and oversee wastewater 
treatment plant effluent compliance of the National Pollution Discharge Elimination System.  

¶ Manage the City’s sewer lift stations and collection system. Direct and oversee maintenance, repair, and 
replacement of pumps and associated equipment. Respond to emergencies as needed. Coordinate and 
direct staff and contractors to quickly and accurately identify and repair problems. Investigate citizen 
complaints. Maintain and utilize the sewer GIS database. 

¶ Respond to sanitary sewer overflows (SSOs), estimate number of gallons spilled, and contact all required 
State, regional, and local parties. Facilitate remediation of the overflow. Conduct reporting to the State 
CIWQS SSO system. 
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