To:  Claudia Hazelhurst, HR Director
From: Shelley Caskey, HR Analyst

Re:  Transportation Support Technician
Date: August 29, 2012

Background:
As part of the 2013 Budget Process, the Public Works and Planning Director submitted an audit
request for the Transportation Support Technician position.

In the request, it states that the position has changed over the past few years from an
administrative assistant position entering data into GBA to a position that is responsible for
extracting data from multiple sources to provide reports and maps for operational and business
needs in addition to providing technical support to field crews.

The position in question was reviewed during the Classification and Compensation study
initiated by the City in 2008. The consultant hired to conduct the study reviewed all JAQs and
provided the City with a list of recommended classifications. The incumbent completed a JAQ
in October of 2008 and based on the consultant’s recommendation was placed in the
Administrative Support job family merged with the Administrative Assistant level of work,

The classification recommendations were reviewed by Human Resources in order to ensure
accuracy and consistency with goals outlined as part of the study. In the case of this position,
Human Resouices disagreed with the recommendation and removed the position from
Administrative Support and placed it internally within the Engineering Support job family, An
updated job description was created 2/1/2011and the position was aligned 20% below
Engineering Technician (as it was prior to the Classification and Compensation study).

Changes in Job Duties and Internal Alignment:

Presently, the Transportation Support Technician is aligned 20% below Engineering Technician.
Should the City be able to implement internal alignment and market data for 2013, the position
would receive an increase.

In reviewing the duties of the position, a comparison of the audit request to the current job
description was done. According to the information received, the position is responsible for
building customized forms for ease of data entry by field crews; upgrading, re-installing, and
purchasing software applications as well as making initial assessments of hardware issues for
field laptops, GPS units, and traffic counters. These duties in addition to those listed above in
the background section appear to be covered within the job description dated 2/1/2011. The
position is defined as being responsible for a wide variety of technical dutics and responsibilities
in support of the Transportation Engineering Division; collect and download data from various
sources; convert data to usable formats, create technical and statistical reports; perform technical
tasks including installing, upgrading, testing, repairing, servicing, and customizing computer




hardware, peripherals, laptops, etc.; and provide technical support and training to field crews and
other employees.

Based on this comparison, it appears that the job description is still accurate and there have not
been any job duty changes since the creation of the description in 2011.

Currently, the Transportation Support Technician is aligned in the Engineering Technician
benchmark, 20% below Engineering Technician. The positions in this benchmark provide
technical support to professional positions in planning and engineering. Compared with the IT
Support Specialist, this position has a narrower, more specialized scope of responsibility. It
works primarily with the LUCITY database software and supports a limited number of systems
users. The I'T Support Specialist positions have a city-wide scope and require a broader
knowledge of applications, programs, software and networks. The IT Department is ultimately
responsible for the PCs, peripherals, laptops, applications and networks within the traffic and
engineering division. While the duties of the position have expanded to include more functions
in oversight of the system software, hardware and electronic devices used by the traffic and
engineering division, they are not the same level as IT Support Specialist. In fact, there appears
to be some potential for overlap into areas which belong centralized under the IT division.

The Engineering Support benchmark is still appropriate for this job because of its role in
providing support to the division’s supervisor and manager. The current internal alignment at
20% below Engineering Technician was based on the level of public contact and broader scope
of responsibilities of the other positions in the benchmark. It appears that the primary function
of this position is to streamline the utilization of data and produce reports and maps for
operational and business needs. In looking across the organization, there is not another position
providing this level of support nor is there market data to assist with internal alignment. GIS
Technicians are responsible for entering data, extracting information, and creating reports and
maps for operational and business needs; however, it too has a broader scope and provides
services to a larger group of users including the public. Therefore, the Transportation Support
Technician should remain aligned below this position. The GIS Technician position is currently
paid equivalent to the Engineering Technician position.

Recommendations:

Because this position is unique, its alignment within the pay plan can only be based on internal
worth of the position compared with others in the organization. Based on the support the
position is providing, the current alighment within the Engineering Support job family is
appropriate. It appears that the current internal alignment of 20% below Engineering Technician
is applicable as the changes in job duties from Administrative Support to Technician have been
addressed through the creation of a unique one incumbent technical position and alignment
within a technical job family., The position was originally aligned within the benchmark based
on the level of public contact and broader scope of responsibilities of the other positions within
the benchmark. It does not appear that those items have changed. Therefore, no change in
current alignment is recommended.

As noted earlier, this position will receive an increase should the City be able to implement
internal alignment and market adjustments in 2013.
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To:

Tim Moore

From:Jody Kliska-

CcC:

Trent Prall

Date: August 23, 2012

Re:

Position Audit — Transportation Support Technician

I am requesting a position audit of the fransportation support technician position in our
division, currently filled by Robin Hood. The position was created after we had begun
to use the GBA {now LUCITY) database software for asset management . Due to
the magnitude of the data we were capturing, the job grew from data entry as part of
the administrative assistant duties for our division fo the position we have today. As
we have transitioned away from data entry as the primary function, Robin's duties
have also changed. )

In her position, Robin is bridging the gap for technical support that is not provided by
IT in managing our assets. We now have our field crews entering data directly into
the database programs as they do the work in the field and Robin has taken over
technical training for the field crews for_the various software programs and building
customized forms for ease of data entry.. Additionally, Robin is filling our needs for
Upgrade, re-installation and purchase of software applications as well as making initial
assessments of hardware issues for field laptops, GPS units and traffic counters. {

In the beginning with this position, we were focused on getting data entered into the
system. For the last couple of years we have been focused ondsjf‘eamlining our
efforts and refining the quality of the infqrmation[f We are now at the point of reaping
the benefit of having the data, understanding the ability of the software and being able
to use it to benefit our operations. \This position is key to extracting data from multiple
sources to provide reports and maps for operational and business needs.

| am not sure there is a current classification in the city that is a better fit. It appears
there are parts of other jobs — IT support specialist, fire management analyst,
planning technician — that may be applicable, but not one that is exactly this position.
This audit may well be a blend of refining the job description and reviewing internal
alignments with other positions within the city. Externally, there are positions in other
organizations such as applications analyst and applications specialist that also
partially describe our needs.




