Ainoria Cly Hal 24 South Stzeet OFFICE OF PLANNING & ECONOMIC
Tel: (315) 255-4115 = Fax: (315) 253-0282 DEVELOPMENT

www.auburnny.goy ENNIFER L. HAINES, DIRECTOR

MEMORANDUM

To: Douglas Selby, City Manager
From: Jennifer L. Haines, Director
(VoR Stephen Selvek, Planning & Community Development Program Manager;
Brian Hicks, Sr. Code Enforcement Officer
Date:  May 23,2012
Re:  2012-2013 Budget — Office of Planning & Economic Development and Code Enforcement

As requested, attached is the following information related to the 2012-2013 City budget:

1. 12% Budget Cut Scenarios for the Office of Planning & Economic Development and Code
Enforcement for FY 2012-2013.

2. Civil Service Job Descriptions for all positions in the Office of Planning & Economic Development
and Code Enforcement. In addition to the Civil Service job descriptions, there is more detailed
information on specific responsibilities for each title, according to current required work.

3. Budget reports for fiscal years ending June 30, 2010 and June 30, 2011 for the Office of Planning &
Economic Development and Code Enforcement.

4. Detailed descriptions of each budget line for the Office of Planning & Economic Development and
Code Enforcement.

If you have any questions or need further information, please let me know.

Respectfully submitted,

Z QL’M/%%/L/,% @mw/
é@éﬂifer L. Izéées, Director
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Office of Planning and Economic Development

Proposal for 12 % reduction in the preliminary 2012/2013 budget

Note: A 12% reduction in the Office of Planning and Economic Development budget request equals
$115,460 in budget cuts.

Option 1. Eliminate comprehensive update of Zoning Ordinance.
Budget impact — Decreases FY12/13 Planning Special Projects Budget by $96,650

Consequences ~ The Zoning Ordinance has not been updated or extensively revised since 1992. Without
Zoning Ordinance update items being addressed, often the development process is slowed with many
developments now needing to interact with both Planning Board and Zoning Board of Appeals.
Additional staff time is spent in reading, reviewing, and deciding what takes precedent where there may
be discrepancies in the Zoning Ordinance.

Revisions to Zoning Ordinances are a complicated process and require expertise from professional
consulting and legal firms. A project of this magnitude is anticipated to cost between $210,000 and

$220,000.

Revisions to the City Zoning Ordinance is a specific deliverable outlined in the Brownfield Opportunity
Area (BOA) grant, with $120,000 allocated in the grant budget. Without the City’s cash contribution of
596,560 towards the zoning ordinance revision project, the City will be unable to complete the
comprehensive update of the Zoning Ordinance, even with the BOA grant. The opportunity to use the
BOA funding for the Zoning Ordinance, instead of funding the full project through City resources, would

be lost.

Option 2. Reduce level of Economic Development Marketing and Technical Assistance
Budget impact ~Decreases FY12/13 Planning Services Budget by $14,610
Consequences — Will purchase $3,200 of marketing materials in FY 11/12 budget.

MACNY membership will be eliminated.

Positively Auburn will be brought in-house and generated on a quarterly or bi-annual basis instead of

monthly.

Additional economic indicators for the Community Indicators website will not be purchased.



Option 3. Reduce level of Economic Development Travel and Training
Budget impact — Decreases FY12/13 Planning Travel and Training Budget by $3,750

Consequences — Reduces City’s ability to travel for ED attraction projects.

Option 4. Eliminate cell phone reimbursement
Budget impact — Decreases FY12/13 and subsequent years Planning Services Budget by $540

Consequences — No staff have used the cell phone reimbursement to date.



DIRECTOR OF PLANNING AND ECONOMIC DEVELOPMENT

DISTINGUISHING FEATURES OF THE CLASS:

The work involves responsibility for planning and supervising activities and
projects in the Office of Planning and Economic Development. The position also
involves providing technical assistance to city officials with respect to planning activities,
business retention activities, low income housing plans, and represents the City on a
variety of planning related organizations and boards. Work is performed under the
general direction of the City Manager. Supervision is exercised over the planning and
office staff in the department. Does related work as required.

TYPICAL WORK ACTIVITIES:

Plans, directs and supervises all activities of the Office of Planning and Economic

Development;

Prepares the departmental budget, the annual work plan and oversees the work of
department employees;

Develops policies, procedures and programs for the City’s community and economic
development functions to enhance economic growth and activities consistent with
the goals of the City;

Acts as project manager in special and ongoing planning projects including strategic
planning, business retention and low-income housing;

Completes grant applications for Community Block Grant programs, and Federal and
State funding and monitors expenditures of such funds by periodically reviewing
records relating to the grant;

Develops and implements programs in conjunction with city officials to retain, restore

and expand the commercial and industrial tax base and atiract new businesses

to the area;

Represents the interests of the City in local, regional and state organizations;



DIRECTOR OF PLANNING AND ECONOWMIC DEVELOPMENT — contd. 2

Coordinates the City’s economic development activities with existing State, local,
Federal, and private development agencies;

Provides information and technical assistance in planning and development as
requested by city officials, city departments, businesses and others.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL
CHARACTERISTICS:

Thorough knowledge of the principles, methods and technigues used in economic and
community development, municipal planning and promotional activities;

Thorough knowledge of Federal, State and local laws, policies and programs related to
the economic development and planning process;

Thorough knowledge of the principles and practices in administering and monitoring
grant funds;

Thorough knowledge of business and economic conditions of the City;

Good knowledge of the sources of funding available for economic and community

planning projects;

Ability to prepare, review and administer grant proposals;

Ability to plan ahd supervise the work of others;

Ability to plan, coordinate and implement planning projects;

Ability to prepare and deliver presentations in a clear, concise and articulate manner;

Ability to understand, interpret and analyze complex and detailed written material and
quantitative data;

Ability to communicate effectively both orally and in writing;

Ability to establish and maintain effective working relationships with others;

Physical condition commensurate with demands of the position.



DIRECTOR OF PLANNING AND ECONOMIC DEVELOPMENT — contd. 3

(@)

(b)

(c)

MINIMUN QUALIFICATIONS:

Graduation from a regionally accredited college or university or one accredited by
the New York State Board of Regents to grant degrees with a Master's degree in
planning, public administration, economics, landscape architecture or a related

field and five (5) years of experience in planning or economic development; or

Graduation from a regionally accredited college or university or one accredited by
the New York State Board of Regents to grant degrees with a Bachelor's degree
in planning, public administration, economics, landscape architecture or a related

field and six (6) years of experience as defined in (a); or

An equivalent combination of training and experience as defined by the limits of

(@) and (b) above.



Current Job Responsibilities
City of Auburn Office of Planning and Economic Development

Director of Planning and Economic Development

Note: Typical Work Activities are outlined broadly in the Civil Service job description for this
position; these work activities encompass many detailed responsibilities. Items noted below are
in addition to those duties.

e Supervises activities in the Office of Code Enforcement
e Prepares Code Enforcement budget and oversees the work of department employees
e Manages the 2010 NYS Main Street Grant



Approved 06/12/08
DIRECTOR OF CAPITAL PROJEGTS AND GRANTS

DISTINGUISHING FEATURES OF THE CLASS:

The work involves responsibility for planning and supervising grant activities and
capital projects in the City Manager's Office. The position also involves providing
technical assistance to city officials with respect to capital projects and grant
administration. This position will receive general supervision from the City
Manager. Does related work as required.

TYPICAL WORK ACTIVITIES:

Plans, organizes, directs, supervises and provides administrative, technical and
programmatic coordination of capital projects.

Supervises energy conservation

Supervises the grant administration program including grant solicitation, grant
preparation, and grant implementation;

Coordinates and participates in the submission, review and adoption of assigned
components of the capital program and in the identification and
development of long and short term strategies;

Assists with highway, water, sewer and hydro capital projects, including design,
bidding process, bid documentation and construction administration;

Encourages inter-agency cooperation within City departments and the

public/private nonprofit sector by working to develop and implement
projects, and acts as liaison amongst all participants to resolve problems

or conflicts; -
Assists with project negotiations;

Prepares and implements a five year capital improvement program, including
coordination of various department heads and the city council;

Serves as a liaison between the general public and the press;

Works with the city comptroller to develop capital debt schedules.



DIRECTOR OF CAPITAL PROJECTS AND GRANTS PAGE 2

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL
CHARACTERISTICS:

Thorough knowledge of “Green” energy capital projects;

Thorough knowledge of capital program administration;

Thorough knowledge of grant program administration;

Good knowledge of energy conservation projects;

Good knowledge of highway capital projects;

Good interpersonal skills;

Good conflict resolution skills;

Ability to establish, implement and complete long and short term goals;
Ability to communicate effectively both orally and in writing;

Physical condition commensurate with the duties of the position.

MINIMUM QUALIFICATIONS:

(@)  Graduation from a regionally accredited college or university or one
accredited by the New York State Board of Regents to grant degrees with
a Master’'s Degree in Public Administration, Business Administration,
Landscape Architecture, engineering or related field; and four years
experience with project management, managing construction contracts,
grant administration, or related activities; or

(b)  Graduation from a regionally accredited college or university or one
accredited by the New York State Board of Regents to grant degrees with
a Bachelor's degree in Engineering, Business Administration, project
management or related field; and six years experience with project
management, managing construction contracts, grant administration, or
related activities; or

(c)  Anequivalent combination of training and experience as defined by the
limits of “A” and “B” above.



Position Responsibilities
City of Auburn Office of Planning and Economic Development
Director of Capital Projects and Grants

Oversight and programmatic coordination of City of Auburn Capital Projects

v
v

RSRNEN

R SANELN

Directs and manages the City’s current list of 72 active capital project accounts
Collaborates, prepares, updates and maintains a five year capital improvement program for the
purpose of implementing and maintaining services in accordance with the following documents:
o 2010 City Comprehensive Plan,
o 10-year Water and Sewer Capital Improvement Plan,
o City of Auburn & Cayuga County Materials Conservation Study,
o City of Auburn & Cayuga County Comprehensive Sustainable Energy and Development
Plan _
Coordinates a variety of activities (e.g. invoicing, project components, reporting requirements,
etc.) for the purposes of ensuring delivery of services in conformance with Federal and State
guidelines.
Monitors financial data and project costs (program budgets, etc.) with MUNIS for the purpose of
providing cost control information to various department personnel.
Performs daily management of all project related documents (e.g. communications, request for
information, cost reimbursements, etc.) for the purpose of ensuring compliance with financial,
legal, state or federal requirements.
Prepares written materials {e.g. contract documents, presentations, spreadsheets, reports,
correspondence, etc.) for the purpose of documenting capital project activities.
Ensures that departmental capital needs are aligned with the City capital improvement plan
Determines objectives and setting project priorities and completion timelines
Collaborates with the City comptroller’s office, city manager’s office and department heads on
program planning and budgeting
Develops reporis and makes presentations
Participates in Department Head level and City Management meetings
Provides direct support to all City Departments and City Manager’s Office

Oversight and programmatic coordination of City of Auburn Grant Programs

v
v

v

v

Directs and manages the City’s current list of 20 active grant funded programs and projects
Processes funding contracts, documents and materials for the purpose of disseminating
information to appropriate parties

Assists project managers (e.g. department heads, program managers, engineers, city staff, etc.)
for the purposes of gathering project related information for contract reporting purposes
Researches a variety of information (e.g. fund assistance programs, federal and state assistance
programs, etc.) for the purpose of providing information, recommendations and/ or addressing
City department requirements

Serves as liaison with Federal and State officials and staff regarding City funding needs and
requests including all Federal agencies (e.g. US FHWA, US EPA, US DOE, US DOL, etc.) and New
York State agencies (e.g. DOS, DEC, DOT, NYSERDA, EFC, OPRHP, etc.)

Manages special projects as needed

Historic Resources Review Board

v
v

Reviews applications for and issues Certificates of Appropriateness
Corresponds with project applicants and State and Federal Agencies, as needed



v’ Staff Historic Resources Review Board Meetings
¥v' Completes annual Certified Local Government reporting requirements
v’ Serves as City liaison with other Historic and Cultural Sites and Institutions in the City of Auburn



PLANNING AND ECONOMIC DEVELOPMENT PROGRAM MANAGER

DISTINGUISHING FEATURES OF THE CLASS:

The work involves responsibility for fiscal planning by securing funding resources
through Federal, State and local programs, and administering and monitoring funding
for projects related to planning and economic development. The incumbent in this
position is responsible for coordinating, preparing and implementing plans relative to the
physical infrastructure of a City by improving the deficiencies and financing necessary to
complete individual projects. The work also involves responsibility for administering
projects specific to improving the quality of life of a City and its neighborhoods. The
incumbent works closely with the Director of Planning and Economic Development, City
Manager, and various depariment heads on grant preparation, implementation and
administration. This position differs from that of a Senior Planner by the emphasis on
fiscal planning and administration and an increased responsibility for leading projects.
Work is performed under the general direction of the Director of Planning and Economic
Development with leeway allowed for the exercise of independent judgment in planning
and carrying out the details of the work. Supervision is exercised over Senior Planners
when assigned as the lead worker on specific projects. Does related work as required.

TYPICAL WORK ACTIVITIES:

Plans, develops and injplem_ents long and short-term Economic and Community
developmént programs by working closely with the Director and various
department heads on grant applications, budgeting, contract compliance,
and other related activities;

Administers the grant funding for various projects by researching,' planning and
developing strategies for Economic and 6ommunity Devek;pment Projects;

Prepares and administers various grants for capital improvement and Cdlrnmunity
development projects through State, Federal, and local programs and
allocates funds to specific projects; |

Acts as a lead on planning projects by assigning, coordinating and directing the
activities of others on assigned projects;

Monitors agency expenditures by reviewing and processing financial requests and

documentation;



PLANNING AND ECONOMIC DEVELOPMENT PROGRAM MANAGER — contd. 2

Reviews requests for proposals for development and/or planning projects ensuring
| compliance with Federal and State laws, and local rules and ordinances;
Assists the Director, City Manager and other department heads with identifying
potential funding opportunities by researching and keeping abreast of various
grant programs available for capital improvement and/ or community
development;
Prepares documentation necessary for a comprehensive plan by collecting and
| analyzing data;
Formulates and implements planning studies on a wide range of complex urban and
| municipal planning issues in order to maintain consistency with the goals of the
comprehensive plan;
_Pians, develops and provides oversight of field studies and surveys to collect
demographic and other related planning dats;
. Qoordinates,the activities of planning staff working on capital improvement and/or
community planning projects to ensure compliance with the comprehensive plan;
Provides informational presentations such as project background:-information to the City
Council, general public, various boards and organizations;
Assesses community planning needs by meeting \\Nifh business and civic leaders
gathering information to establish funding priorities;
Provides ovérsight to planning staff with project development, and implementation by‘
reviewing the details of the project plan as they relate to the fiscal polices
outlined in the respective grants;

Provides technical assistance to various agencies on formulating grant requests

for project development;



PLANNING AND ECONOMIC DEVELOPMENT PROGRAM MANAGER —contd. 3

Attends workshops, conferences, and seminars relating to economic development and

community planning.

FULL PERFORMANCE KNOWLEDGE SKILLS, ABILITIES, AND PERSONAL
CHARACTERISTICS:

Thorough knowledge of the principles and practices in administering and monitoring
grant funds;
Good knowledge of the principles, methods and techniques used in economic and |
community development, municipal planning and promotional activities;
Good knowledge of Federal, State and local laws, policies and programs related to
the economic developrﬁent and planning process;
Good knowledge of the business and economic conditions of the City;
Good knowledge of the sources of funding available for economic and community
' planning projects;
Ability to develop, administer and monitor grant funding for projects and programs
related to economic development and community planning;
Ability to prepare, review and administer grant:\proposals; |
Ability to lead the work of others on projects by groviding guidance -anc'i".oversight
of their activities as well as assigning and reviewing their work;
Ability to plan, coordinate and implement planﬁing projects;
Ability to understand, interpret, and analyze complex and detailed written material and
quantitative data;
Ability to prepare and deliver presentations in a clear, concise and articulate manner;

Ability to use a persdnal computer to analyze data and statistics;




PLANNING AND ECONOMIC DEVELOPMENT PROGRAM MANAGER ~ contd. 4

Ability to communicate effectively both orally and in writing;
Ability to establish and maintain effective working relationships with others;

Physical condition commensurate with the demands of the position.

MINIMURM QUALIFICATONS: Either:

(a)  Graduation from a regionally accredited college or university or one accredited by
the New York State Board of Regents to grant degrees with a Master's degree in
planning, landscape architecture, public administration, economics or a related

field and two years (2) of experience in municipal, community or regional

planning;

(b)  Graduation from a regionally accredited college or university or one accredited by
the Neiw York State Board of Regents to grant degrees with a Bachelor's degree
in planning, landscape architecture, public administration, economics or a related

field and three (3) years of experience as defined by the limits outlined in (a); or

(¢)  An equivalent combination or training and experience as defined by the limits

outlined in (a) and (b) above.



Current Job Responsibilities
City of Auburn Office of Planning and Economic Development
Planning and Community Development Program Manager
CDBG Administration and delivery of the CDBG Program

e Supervision of Community Development staff

e Preparation and submission of program and staff expense reimbursements

e Report program and accomplishment data in HUD's IDIS

e Preparation and submission of annual reports for HUD, such as the Consolidated Annual
Performance & Evaluation Report (CAPER), Section 3 Report, and Women & Minority Business
Enterprise (WMBE) Report.

e Preparation and submission of the Annual Action Plan and 5-year consolidated planning

strategy.
e Assist with the delivery of the Home Repair Assistance Program and Home Access Program.

e  Assist with the delivery of annual CDBG sidewalk program.

e  Assist with the administration of the CD Human Service contracts.

e \Working with community partners, plan, prepare, and/or finance substantial housing projects
such as 23 & 25 Orchard St and SE Payne Cornerstone Project.

Planning and Zoning Technical Assistance

e Staff planning board meetings.
e Review Site Plan, Subdivision, and Special Use Permit applications submitted to planning board.

e Coordinate and facilitate monthly Design Review Committee Meetings
e Correspond with project applicants and State Agencies.
e Conduct Environmental reviews.

Manage the Owasco River Greenway Trail Project.

Assist with delivery of 2010 Main Street Grant.

Assist with grant preparation, submission, and/or administration.

Provide interdepartmental support including preparation of State of the City PowerPoint presentations.
Provide assistance to the Director with budget preparation and office administration, as requested.
Address computer, printer, and software issues within the Office, if possible, prior to contacting Lynda.

Coordinate licensing, administration, and installation of GIS and time tracking software.



Planning & Economic Development Program Manager (ED Focus) Responsibilities

Business Retention and Expansion

1.

Site Visits - Develop and maintain relationships with Auburn’s business community
through routine outreach and site visitation.

Inquiries - Respond to direct calls from companies in need of assistance to address a wide
range of issues.

Partners - Establish and maintain contacts with multiple state, federal and local partner
agencies to keep abreast of programs, incentives, and regulations pertaining to economic
development. As needed, coordinate meetings with business owners, partner agencies and
other City departments including codes, engineering, municipal utilities, corporation
counsel, NDC, ESD, NYSERDA, DOL, FGLK, and CEDA to discuss resources available
to meet specific company needs.

Expansions/Projects - Maintain open dialogue with companies seeking to expand or
undertake projects in order to work through issues and questions related to resources,
incentives, infrastructure capacity, available land and buildings, environmental issues,
and whatever other topics arise as these companies plan for growth.

Synchronist Software - Partnering with CEDA and the County to develop a more
structured and coordinated BR&E program targeting our manufacturers and largest
employers. This will involve on-going joint visitation and establishment of a business
portfolio database that will provide us with a clearer economic picture of Auburn and
Cayuga County, and allow us to track and analyze trends, issues, risks, and opportunities
over the long-term. We have recently purchase Synchronist to use as a tool to support
these efforts and are in the process of scheduling coordinated visits.

New Business Development

1.

Requests for Sites - Respond to requests for sites that come into the office through
numerous channels including NYS ESD, CenterState CEO, and CEDA. Prepare written
response as needed with maps and detailed site information, infrastructure capacity and
rates, road capacity, etc.

Leads - Respond to leads that come into the office through numerous channels including
CEDA, BID, City staff, business referral, and direct call. My job is to advance leads from
prospects into projects by diligently responding to a range of needs throughout
predevelopment stages. This often entails engaging other professionals to help address
particular issues/questions. Typical questions include zoning and code requirements,
transportation/ infrastructure capacity and access, financing options and incentives,
available land and buildings, site-specific information, and environmental issues.
Business Attraction - I will be working with CEDA and the County to develop a business
attraction program that uses our limited resources in the most effective way to target




industry sectors identified in the CEDA Strategic Plan. We are working with the
Chamber on a Quality of Life piece that will be used for this purpose.

Auburn Entrepreneurs — We are working with the Chamber, CCC, SCORE, SBDC, and
SEI to revamp the City’s Microenterprise Training & Technical Assistance Program
which was formerly offered through CCE. This program is CDBG funded and will offer a
portfolio of services to support entrepreneurial development here in Auburn.

ED Planning Initiatives

1.

Comprehensive Plan — The planning initiatives described below support the City’s
Comprehensive Plan that describes a sustainable vision for Auburn’s future, and was
created with input from hundreds of community members. Many of these were designed
specifically to advance goals and objectives of the Comprehensive Plan.

Strategic Plan - Participation in CEDA Strategic Planning Initiative, including attendance
at focus groups and public presentations; one-on-one meeting with consultants;
information gathering for the consultants including assistance tracking (5-year history),
list of City’s manufacturers and largest employers; copies of relevant plans and initiatives
including the City’s Comprehensive Plan.

Available Sites — Compiling data on land and buildings, infrastructure, public power,
environmental information, etc. for available sites in the City. Working with CEDA to
insure that City/AIDA owned sites are listed online. Maintain relationships with brokers,
agents and commercial/industrial property owners.

Brownfield Redevelopment — Preparation of the City’s Brownfield Opportunity Area
application in conjunction with other departmental staff. Working with a developer to
advance redevelopment of a brownfield site in the City. Research into programs and
incentives available for brownfield redevelopment.

Downtown Redevelopment — Assisting with the City’s NY Main Street application.
Working with developers considering projects downtown (e.g. Auburn Flooring, Schine
Theater, Auburn Family Restaurant). Assisted BID with drawdowns for NY Main Street.
Technology Park — Preparation of maps and background information on available sites in
Tech Park. Coordinated meetings and discussions with City staff about the infrastructure
capacity and needs of Tech Park. Research into state/federal programs for capital
improvements, meetings and discussions with State and regional officials to discuss
funding opportunities.

CDBG Action Plan — Assist with preparation of the Economic Development section of
the CDBG Action Plan.

ED Policy Initiatives

1.

AIDA Policies — Working with the AIDA board to discuss a broad range of goals and
objectives for economic development in Auburn. Researching and summarizing IDA
policies across the State for AIDA’s consideration.




2. Code Revisions - Working with staff to explore funding opportunities to undertake code

revisions necessary to support desired development in the City;, prepared HUD
Community Challenge Grant for this purpose; prepared BOA grant to undertake partial
code revisions in downtown and along the Owasco River.

State/Federal Policy Advocacy - Coordinated City support for reauthorization of New
Markets Tax Credit program. Working with CEDA to understand and access
RECHARGE NY low-cost power for local businesses.

Marketing and Promotion

1.

Quality of Life - Participating in Chamber-City-County-CEDA-SEI Quality of Life
Initiative to create a Work, Play, Stay publication that can be used to support business
attraction efforts. Working as part of the design team to provide copy, photos, and

feedback on the publication.

City ED Website - Worked with Dave Homick to revamp the City’s ED website —
www.AuburnLovesBiz.com including new layout, format, and copy.

AIDA Website - Worked with Coburn Design to complete and launch AIDA’s website —
www.AuburnIDA .org

Positively Auburn - Worked with Coburn Design to revamp Operation Auburn —
www.PositivelyAuburn.com + Facebook; serve as FB administrator for Positively
Auburn to delivery good news messages to past and present Auburnians

ED Loan Programs - Created PDF “Fact Sheets” for City’s ED programs now available

online. Partnered with the BID to regularly market City ED Loan Programs in weekly e-
newsletter. Participated in CEDA Banker Reception at the Springside to discuss the
City’s loan programs.

Other - Worked with County/CEDA to prepare copy for CNY Business Exchange article.
Prepared materials for Leadership Cayuga CD/ED session. Helped market the NYSEG
Small Business Energy Efficiency Program and Call for Contractors. Helped market the
CenterState CEO Creative Core Mobile Application.

Administration and Delivery of ED Programs

1.

CDBG_ Small Business Assistance Program — Marketing, underwriting, closing,
monitoring, portfolio management. Staff to SBAP Loan Committee. Current portfolio
includes 18 loans totaling $1.06M.

CDBG Special Development Projects - Marketing, underwriting, closing, monitoring,
portfolio management. Staff to SBAP Loan Committee. Current portfolio includes 6
loans totaling $1.05M.

Downtown Facade Program - Marketing, underwriting, closing, monitoring, portfolio
management. Staff to SBAP Loan Committee. Current portfolio includes 5 loans totaling
$213K.

Empire Zone Program Administration - While the EZ Program sunset in June 2010, our
office has ongoing responsibilities to administer that program throughout the duration of




benefits period for certified companies, in some instances extending over the next 10
years. I assist with annual BAR reporting and work with the State to get answers for our
companies about their benefits, as needed.

5. Grow Auburn Program — National Development Council is an approved SBA7a lender
responsible for administration and delivery of the Grow Aubum Program. My
responsibilities include marketing and coordination of site visits with NDC. Current
portfolio includes 4 loans totaling $1.4M.

Boards/Committees

BID Board, Ex Officio

AIDA, Staff

SBAP Loan Committee, Staff

Downtown Fagade Program Committee, Staff

Business Services Team, Member (workforce development)



SENIOR PLANNER .

DISTINGUISHING FEATURES OF THE CLASS:

The work involves responsibility for planning, préparing and completing projects
related to economic and community development, such as business retention, housing
and neighborhood revitalization by applying the principles and theories of urban
planning to basic planning studies and redevelopment projects. The incumbent is either
assigned to lead major projects or complete phases of projects. The work also involves
the coordination of grant and city-funded activities with other city departments, collecting
and analyzing data, and preparing documents necessary for community and economic
development activities such as loan programs, grant applications and other related
activities. The position differs from that of Community Development Planner by the
complexity of projects assigned and the latitude allowed for independent decision
making. Supervision may be a responsibility of the position, and is assigned to lead
projects. The work is performed under the general supervision of the Director of
Planning and Economic Development. Does related work as required.

TYPICAL WORK ACTIVITIES:

/
Develops comprehensive land use plans by researching and analyzing data such as

land use regulations, design controls, historic preservation, environmental
" laws and any other pertinent information in the development and review of
land use plans;-
Acts as a lead on planning projects by coordinating and directing activities such as data
collection and énélysis, and project implementation;
Prepares and provides oversight of the prepara}ioh of a variety of planning statistics,“
~ graphs, plans, designs, charts, récords and reports;
Plans and conducts field studies and surveys to collect demographic and other related
planning data;
Collects, tabulates, and analyzes data for use in connection with census statistics and
popu!étion reports;
Collects information and prepares documents for planning boards, site plan reviews,

and community and economic development activities;



SENIOR PLANNER ~ contd. .

Coo}dinates grant and city-funded activities with other departments and agencies
by pa&icipating in meetings with department heads to discuss and evaluate
the needs of their departmént;
Participates in studies involving research, investigation, and analysis of sociological,
economic, and environmental factors related to planning;
Develops plans for large scale proposals inVo!ving landscape and architectural
design aspects for the ‘city;
May aﬁend and participate in informational meetings and conferences with city officials

providing technical assistance and guidance )Ni‘th respect to planning projects

and design.

- FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL
CHARACTERISTICS: ‘

Good knowledge of the principles, methods and techniques used in economic and
community development, rﬁunicipal planning and promotional aclivities;
Good knowledge of the principles and practices in administering and monitoring
grant funds; |
Working knowledge of the Federal, State and local laws, policies and programs related
to the economic develqpment and planning process;
Working knowledge of the business and economic conditions of the City;
Ability to lead the work of others on projects by providing guidance and oversight
of their activities as well as assigning and reviewing their work;
Ability to plan, coordinate and implement planning projects;

Ability to analyze factual data and prepare graphs, diagrams, and reports;



SENIOR PLANNER -- contd. ( 3

Abilify to understand, interpret and analyze complex oral and detailed written material
and qdantitative data;

Ability to conduct field studies and research projects in development of community
planning projects;

Ability to use a personal computer to analyze data and statistics;

Ability to communicate effectively both orally and in writing;
Ability to develop and maintain effective working relationships with others;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATONS: Either:

(a)  Graduation from a regionally accredited college or university or one accredited by
the New York State Board of Regents to grant degrees with a Master’'s degree in
" planning, landscape architecture, public administration, economics or a related

field and one (1) year of experience in municipal, community or regional

planning; or

(b)  Graduation from a regionally accredited college or university or one accredited by
the New York State Board of Regents to grant degrees with a Bachelor's degree
" in planning, landscape architecture, public administration, economics or a related

field and two (2) years experience as defined in (a); or

{¢)  Anequivalent combinaﬁoh or training and experience as defined by limits

outlined in (a) and (b) above.



Job Responsibilities

Senior Planner

Home Repair Assistance Program

Talk to interested clients and explain the details of the program, refer them to other agencies as
needed

Send out applications and review them for eligibility. If eligible ask Homsite to perform a
preliminary inspection, review, and then ask them to proceed with the project.

Write mortgages and hold a “closing” where the homeowner signs the mortgage and both the
homeowner and contractor sign the contract with John Greer at Homsite.

Receive and review payment requests for the projects and submit.

Report the projects in IDIS

Write the contract for Homsite to do the construction management. Do all payment requests
for Homsite.

Prepares mortgage discharges and subordinations as necessary

Participated in the Orchard Street meetings to help rehab the neighborhood

Update applications

Home Access Program

GIS

Write the contract for Options for Independence to execute this program
Receive payment requests for both contractors and Options and process.
Keep track of pictures of completed projects

Report the projects in IDIS

Create the maps for various grants. Recent grants needing maps included Brownfields and BOA.
Some grants require a more extensive mapping component than others.

Assist other departments who need maps or have questions regarding ArcGIS. These
departments include Engineering, APD, DPW, and even the clerk’s office on occasion.

There are also several other instances where aerial images are needed on the fly to assist with
questions regarding certain properties.

Helping to coordinate GIS between the city and the county

Various Public Meetings as needed

Community Network Meetings
CDBG Action Plan Meetings
Orchard Street Neighborhood Association Meetings



Planning Board

e  Assist with Planning Board Meetings

e Participate in Design Review Committee Meetings

e Qversee and assist projects as directed

@ Prepare the labels for public notice. Also prepare labels for Zoning Board labels.

Sidewalk Programs / Sewer Loan program

e  Applications for direct benefit
@ Work with Engineering to determine which sidewalks get replaced on our CDBG targeted streets

for the area wide benefit
Mortgage Assistance Program

e Promote the program as needed
e Send out applications and review for eligibility
¢ Work with the banks to get a check cut in time for closing

General Office Duties



Community Development Planner

Distinguishing Features of the Class: This is the beginning level of professional community
development planning involving responsibilities to perform limited office and field assignments in
connection with municipal, regional or community planning projects. Responsibilities include
collecting and analyzing data, preparing charts and other graphic materials and assisting with
community planning projects and programs. Other responsibilities include assisting in the
preparation of applications for Federal and State programs, providing a liaison between the Office
of Planning and Economic Development and various citizens’ groups, researching various topics
as assigned, preparing such reports as may be required and performing other duties as assigned.
The work is performed under general supervision of a higher level Planner or other supervisor
with limited leeway allowed for independent judgment in carrying out details of the work.

Typical Work Activities:
° Implements and administers community development programs
° Prepares status reports, surveys, site analyses and other information related to project

planning activities
° Prepares various reports for the Federal government

° Reviews proposed community development activities with neighborhood organizations
and special interest groups

° Prepares cost estimates for proposed community development activities

° Prepares cost schedules, timetables and planning outlines

° Completes components of a variety of planning projects under supervision
° Performs a variety of related tasks as required

Full Performance Knowledge, Skills, Abilities and Personal Characteristics:

Ability to write well and easily; general knowledge of urban renewal and community development
guidelines and regulations; working knowledge of organization of city government; familiarity
with local procedures relating to such bodies as the Planning Board, Zoning Board of Appeals,
and City Council; knowledge of research methods and techniques; may require working
knowledge of urban design techniques; ability to understand and follow detailed oral and written

nstructions.




Minimum Qualifications

A

Graduation from a regionaﬁy accredited or New York State registered college or
university with a master’s degree in public administration, planning or related field; or

Graduation from a regionally accredited or New York State registered four-year college
or university with a bachelor’s degree in public administration, planning or related field,
and one year of work experience in public administration, planning or Community
Development related fields; or

An equivalent combination or experience and training as defined by the limits of A and B
above. ’

-




Job Responsibilities
City of Auburn Office of Planning and Economic Development
Community Development Planner

e Oversight of Community Development Block Grant (CDBG) Human Service
Agencies.

- Manage and administer thirteen (13) human services agency contracts

- Create Grant Request For Proposals for human service agencies

- Coordinate and staff, application review committee

- Notify agencies of funding status

- Compose agency contracts, program reports, and expense forms

- Monitor agencies through monthly program and fiscal reports

- Fiscal activities- generate P.O.’s for agencies, cross check fiscal reports
with MUNIS and request payments

- Coordinate and conduct site visits which monitor programs and operations
of thirteen or more agencies.

- Perform Site visit follow up, including sending letters, adjusting contracts,
or revising budgets, as needed

- Report programs and progress to HUD in IDIS on quarterly basis

- Organize, advertise and facilitate CDBG community meetings (4-5
meetings held throughout community)

- Draft sections of City of Auburn Annual Action Plan

- Collaboration with human service agencies through attendance at
Community Network Meetings, Human Services Coalition and others

e Zoning Board of Appeals

- Review of applications for zoning board of appeals

- Conduct environment review in accordance with SEQRA, including
Completing Environmental Assessment Form(EAF), presenting EAF to
ZBA, and providing recommendations

- Staff monthly ZBA meetings

- Field zoning questions from the public

e Planning Board

- Assist with the review of projects submitted to planning board

- Correspond with project applicants and State Agencies, as needed
- Staff planning board meetings

- Attend Design Review Committee Meetings



e Oversight and Management of EPA Brownfield Program Grant

- Communicate with EPA project officer

- Complete quarterly program reports

- Attend EPA Brownfield Roundtable Meetings

- Assist with creation of RFQ and RFP’s

- Assist with selection of consultants

- Oversee consultant work performance (including Phase I and Phase 11 site
investigations and community involvement)

- Coordinate, advertise and assist consultants with organization of
community meetings, Steering Committee and neighborhood workshops.

- Coordinate efforts with consultants for creation of City based
Brownfield’s website.

- Report Brownfield site profiles-eighteen (18) sites- to EPA in ACRES
software.

e Additional Grant Coordination

- Assist with grant proposals (NYS Brownfield Opportunity Area (BOA)
grant, Wal-Mart Community Recycling grant)

- Close out of two (2) NYS DOS Owasco Riverfront Park grants.

- Review of Materials Conservation Study and organization of coordinating

meetings.
e Office Planning and Economic Development General

- Report to Office of Planning and Economic Development Director
- Attend regular staff meetings ‘

- Direct questions from public

- Attend technical trainings such as SEQRA, 239 L. & M training



ADMINISTRATIVE ASSISTANT

DISTINGUISHING FEATURES OF THE CLASS:

The work involves responsibility for performing a wide variety of administrative
activities and tasks in support of an office or agency program. Specific tasks vary
depending on the functional area and program objectives of the agency to which
the employee is assigned, but the position is characterized by substantial contact with
agency clients and/or the general public to explain program services and requirements,
by managing complex record systems and by assisting administrators and professional
staff in the performance of the more routine, less difficult, and highly structured tasks
required of these higher level positions. The work is performed under the general
supervision of a higher level administrator within the framework of clearly defined
guidelines and instructions. Supervision may be exercised over the work of clerical
assistants. Does related work as required.

TYPICAL WORK ACTIVITIES:

Provides information on the phone and to visitors on program services and
requirements, may schedule appointments or assist individuals in applying
for services, explains procedures and program processes;

Compiles data and background material to assist in various administrative/
professional activities;

Maintains and processes complex records including computerized records requiring
advanced knowledge of agency services and procedures;

Schedules and arranges conferences, meetings, and special events;

Acts as liaison for program or agency activities with administrators and participants;

Purchases supplies for the office and maintains an inventory of supplies;

Assists professional staff in analyzing and evaluating methods, procedures, goals
and objectives, forms and applications, to improve workflow and to simplify
procedures;

Composes correspondence in response to routine inquiries and issues;



ADMINISTRATIVE ASSISTANT - contd. 2

Prepares meeting minutes by longhand or tape and transcribes them for the permanent
record;

Completes forms required for reimbursement purposes;

Distributes agency mail and notifies staff of meetings;

Aids with agency budget preparation by gathering data and compiling figures;

Provides training to staff in using new office equipment;

Prepares a variety of reports related to the work.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL
CHARACTERISTICS:

Good knowledge of office terminology, procedures and methods;

Good knowledge of the policies, procedures, rules and regulations governing the
operation of the agency to which assigned;

Working knowledge methods and procedures of keeping financial accounts and
records;

Working knowledge of business arithmetic;

Working knowledge of the agency's programs, objectives and goals;

Ability to compile data and background information;

Ability to prepare and maintain records and reports;

Ability to communicate effectively both orally and in writing;

Ability to operate an alphanumeric keyboard to compose letters, memos and other
related documents;

Ability to establish a rapport with others for the purpose of obtaining or conveying

information;



ADMINISTRATIVE ASSISTANT - contd. 3

Ability to assist in reviewing and evaluating program procedures, methods, and forms;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS: Either:

(a)  Graduation from a regionally accredited college or university or one accredited by
the New York State Board of Regents to grant degrees with an Associate’s
degree and one (1) year of clerical, administrative or office management
experience which shall have involved the preparation and maintenance of

records and reports; or

(b)  Graduation from high school or possession of a high school equivalency diploma
and three (3) years of clerical, administrative or office management experience
which shall have involved the preparation and maintenance of records and

reports; or

(¢)  An equivalent combination of training and experience as defined by the limits of

(a) and (b) above.



CITY OF AUBURN
OFFICE OF PLANNING & ECONOMIC DEVELOPMENT

Administrative Assistant Staff Responsibilities

Administrative Assistant

e Planning Board: Secretary, process applications, put together & mail out packets, mail
out notices to neighbors and applicants, follow up letters to applicants with copies to
appropriate departments, meeting minutes, update web-site with minutes, maintain and
update files.

e IHistoric Resources Review Board: Secretary, process applications, put together & mail
out packets, mail out notices to applicants, follow up letters to applicants with copies to
appropriate departments, meeting minutes, update web-site with minutes.

e Zoning Board: Process applications, put together & mail out packets, mail out notices to
neighbors and applicants, follow up letters to applicants with copies to appropriate
departments, meeting minutes, update web-site with minutes, maintain and update files.

e Empire Zone: Maintain and update files, organize Business Annual Report (BAR)
Process

e Community Development Block Grant (CDBG) Program: Prepare CDBG Drawdowns
Prepare payroll for staff

e Answer phones, greet/help clients who come to the office, assist Staff as needed.
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SECRETARY TO THEE DIRECTOR OF PLANNING AND ECONOMIC DEVELOPMENT

DISTINGUISHING FEATURES OF THE CLASS;

This is a secretarial position which supports the Director of
Planning and Economic Development, Senior Planners and Planners.
The employee - performs complex clerical tasks and exercises
discretion and independent judgement in dealing with highly-
confidential material relating to Planning and Economic Development
issues and in interacting with the public, other departments and
agencies. General supervision is not a responsibility of the
incumbent. Related work is performed as required.

TYPICAL WORK ACTIVITIES:

Types, composes and maintains letters, records, payroll data and
status reports;

Creates and maintains a variety of confidential files;

Complles and organizes news articles relevant to the Office of
Planning and Economic Development;

Asslsts in some activities relative to the State and Federal grant
programs;

Assists in loan program administration, establishing accounts,
compiling loan files, tracts commitment of loan funds, etc.:

Assists in preparation of legal documents and coordinates review of
legal documents with Corporation Counsel;

Follows up on delinguencies and other legal actions;

Confirms job creation commitments;

Prepares and distributes surveys.

ENTRY LEVEL EKNOWLEDGES, SKILLS AND ABILITIES:

Knowledge of office terminology, policies and procedures; knowledge
of terminology, .vocabulary and letter formats used in business.
correspondence; ability to operate a variety of office equipment .
(e.g., typewriter, computer, calculator, telephone, photocopier,
postage machine); ability to independently compose business
correspondence using proper grammar, punctuation and spelling;
ability to show discretion in’ handling confidential material;
ability to maintain a filing system; ability to understand and
follow oral and written instructions; ability to complete complex
clerical assignments independently; ability to collect and organize
a variety of data; ability to screen calls and route routine
matters to appropriate staff members; ability to maintain routine
accounting records (e.g., disbursements, receipts, and small
business loans); ability to schedule appointments and maintain a
Calendar; ability to schedule board meetings and notify members of
the news media of such meeting; ability to exercise speed, accuracy
and skill in clerical activities. :



LR

SECRETARY TQ THE DIR. OF PLANNING & EC. DEVELOPMENT Page 2 of 2

FULL PERFORMANCE KNOWLEDGES, SKILLS AND ABILITIES:

Knowledge of spreadsheets, income statements, balance sheets, and
profit and loss statements; knowledge of zoning ordinances;
knowledge of IBM compatible software (Wordperfect, Lotus).

MINIMOM QUALIFICATIONS:

{A) Graduation from. a regionally accredited or New York State
registered two-year college or university with an associate
degree in secretarial science, or a closely related field and
two vears of secretarial experience;

OR

(B) Graduation from high school and four years of experlence as
outlined in (A) above; '

OR

{C}) &n eguivalent combination of. training and experience as
defined by the limits of {A} and (B} above.



Secretary to Director of Planning & Economic Development
General Duties include:
~Answering phone/directing calls to proper person/taking messages/make appointments for
staff
~Open & log incoming mail, and disburse to proper staff; bring outgoing mail to mailroom,
and apply proper poStage
~Prepare timesheets for payroll, and | am back-up person to input payroll on MUNIS when

regular person is absent
~Prepare “pink sheets” for employees regarding Step increases, etc.; maintain employee

files

~Copy PO’s/Claim forms after appropriate getting signatures, and bring them to
Comptroller’s office

~Keep updated lists (7) of Boards/Committees that pertain to our office, along with elected
officials

~Keep track of Planning Dept car calendar/gas/maintenance/washing/EZ pass account

~Staff Auburn Local Development Corporation (ALDC):
Pay monthly bills in a timely manner
Reconcile monthly bank statements
Go to bank to deposit (rent) check
Go to individuals (2 signers) to have them sign monthly checks
Prepare accounts for auditors to come annually to prepare financials and reports
Maintain files in a neat and orderly fashion for easy research in future years
Arrange for Board meeting, including preparing & mailing out Agenda/Minutes/other
pertinent information; making quorum call
Booking room for Board meeting and taking minutes; transcribe minutes for next

meeting

~Staff Auburn Industrial Development Authority (AIDA)
Prepare PILOT letters annually
Deposit PILOT checks
Disburse funds to proper tax authority
Pay bills in a timely manner
Go to Bank to deposit checks from PILOTS/application fees/admin fees etc
Prepare Claim Form for disbursements for AIDA Chair to sign and arrange for Claim

forms to be signed



~2~

Prepare checks and bring them to City Treasurer to be signed

Make copies of all outgoing checks/invoices

Do entries for income and disbursements in QuickBooks Pro 2009 software
Reconcile monthly bank statements in QuickBooks

Prepare Agenda

Transcribe Minutes for Board meetings
Notify press about upcoming meetings/Legal Ads for Public Hearings as needed

Prepare meeting packets for Board members

Quorum Calls
Make necessary preparations for auditors to review accounts & files for audit



CITY OF AUBURN
Office of Planning & Economic Development
Budget Line Explanation

May 23, 2012

A8020 Planning

110 Salary & Wages — Salaries for Director of Planning & ED, Director of Capital Projects
and Grants, Planning & CD Program Manager, ED Program Manager, Senior Planner,
CD Planner, Secretary, Administrative Assistant

120  Longevity & Incentive — Longevity and Sick leave incentive pay

130 Temporary & Part-Time — Intern

150  Overtime — Overtime for Planning staff (Compensatory time typically utilized until at
maximum)

210  Furniture & Fixtures — Chairs other furniture needed for office

220  Office Equipment — GIS Software and Licenses, Printer

411  Office Supplies — Paper, toner, Polk Directory, etc. needed for office

440  Services — Economic Development marketing and technical assistance, copier
lease/maintenance, cell phone

459  Special Projects — Owasco River Multi-Modal Trail Corridor Plan (TIGER II), Zoning
Ordinance, Brownfield Opportunity Area (BOA)

460  Training & Professional Development — Professional Memberships, Travel and training
for Planning, ED and GIS

481  Fuel — Fuel for one (1) leased Planning vehicle (Note: Vehicle routinely borrowed for
travel by other departments)

482  Vehicle Repairs / Maintenance — Repairs and maintenance one (1) leased Planning

vehicle
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Code Enforcement

Proposal for 12 % reduction in the preliminary 2012/2013 budget

Note: A 12% reduction in the Code Enforcement budget request equals $83,440 in budget cuts.

Option 1. Eliminate Housing Code Update.
Budget impact — Saves $35,000 in FY12/13

Consequences — Delays or eliminates the ability for the City to make changes to Housing Codes, which
would be required in order to move forward a rental registry and/or vacant housing registry program.

Delays or eliminates the ability for the City to make changes to the Housing Code, which would be
required in order to move forward an administrative board to handle housing code violations.

Option 2. Reduce level of Demolition funding from $100,000 to $51,560
Budget impact — Saves $48,440 per year in FY12/13

Consequences — Reduces the City’s ability to respond to properties that are a public safety hazard.

Possible increase in citizen complaints.

Option 3. Eliminate waiver of building permit fees for single family properties and owner-occupied

duplexes
Budget impact ~ Increase in revenue of $70,000 for FY12/13 and subsequent fiscal years

Consequences — Property owners may delay or choose not to make improvements. However, with
reasonable permit fees and existing and new tax exemptions put in place, property owners may see an
appropriate amount of incentive to do projects.

Option 4. Adjust commercial building permit fees to reflect a percentage of total project cost (ie. Town
of Clay)

Budget impact — Field and office time costs for commercial projects would come closer to being covered
than the current $160.00 flat fee plus $0.05 per square foot.

Consequences — Commercial developers may delay or choose not to build. However, for these types of
projects, market forces are more a factor than permit fees. With reasonable permit fees and existing
and new tax exemptions put in place, developers will see an appropriate amount of incentive to do

projects.



Revised 8/28/2003 SENIOR CODE ENFORCEMENT OFFICER

DISTINGUISHING FEATURES OF THE CLASS:
Effective general supervision given Corporation Counsel

The work involves responsibility for overseeing the enforcement of activities
required for compliance with the New York State Uniform Fire Prevention and Building
Code along with relevant municipal codes and regulations. Activities are conducted
both in the office and at inspection sites. The work is performed under the general
direction of the Fire Chief with leeway allowed for the use of independent judgement in
carrying out details of the work. This class differs from that of Code Enforcement
Officer in the scope and complexity of projects assigned and supervisory
responsibilities. Supervision may be exercised over Code Enforcement Officers. Does

related work as required.

TYPICAL WORK ACTIVITIES:
Supervises assignments and workflow in a municipal code enforcement office;

Assigns specific inspections to code enforcement officers and subordinate personnel to
insure adequate coverage and reporting of inspection areas;

Trains new Code Enforcement Officers and other new members of the code
enforcement staff,

Coordinates follow-up activities pertaining to the investigation of violations of the Fire
Prevention and Building Code;

Interviews property owners, contractors, tenants, and complainants in determining
nature of violations and initiation of appropriate corrective action;

Investigates and documents code violations and issues appearance tickets;

Works with City Corporation Counsel in preparing documentation for prosecution of
violators;

Conducts hearings to resolve disputed matters involving the application or
administration of the New York State Uniform Fire Prevention and Building Code;

Issues decisions and advises on matters relative to interpretation of the New York State

Uniform Fire Prevention and Building Code;



SENIOR CODE ENFORCEMENT OFFICER — contd. 2

Supervises, coordinates, and participates in the inspection of various stages of
construction of buildings and structures, particularly when the assignment
involves more difficult and complex inspection work;

Plans the orientation and training of Code Enforcement Officer staff;

Issues building permits, certificates of occupancy, and corrective action reports;

Supervises the maintenance of office records and reports;

May appear before community groups to explain policy and procedures used in code

enforcement;

Prepares a variety of records and reports relevant to code enforcement activities.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL
CHARACTERISTICS:

Thorough knowledge of modern practices, principles, materials and tools used in
building construction;

Thorough knowledge of the New York State Uniform Fire Prevention and Building Code;

Good knowledge of the principles and methods of fire prevention.

Good knowledge of the legal procedures used in enforcement of the codes;

Good knowledge of the principles and methods of field inspection;

Ability to plan and supervise the work of others;

Ability to read and interpret blueprints, surveys, maps, plans and specifications;

Ability to communicate effectively both orally and in writing;

Ability to prepare records and reports;

Ability to deal effectively with the public;

Physical condition commensurate with the demands of the position.



SENIOR CODE ENFORCEMENT OFFICER — contd. 3

MINIMUM QUALIFICATIONS: Either:

(@)

(b)

(©)

Graduation from a regionally accredited or New York State registered college or
university or one accredited by the New York State Board of Regents to grant
degrees with an Associate's degree in mechanical or construction technology or
related field and two (2) years of experience as a building contractor, or journey
level trades worker or in the design of buildings or in the inspection of buildings

for safety and/or compliance with codes, one (1) year of which must have been in

a supervisory capacity; or

Graduation from high school or possession of a high school equivalency diploma
and four (4) years of experience as defined in (a), one (1) year of which must

have been in a supervisory capacity; or

An equivalent combination of training and experience as defined by the limits of

(a) and (b) above.



SENIOR CODE ENFORCEMENT OFFICER

GENERAL DUTIES INCLUDE:
~Supervise day-to-day operation of Code office
~Provide personal service & supply code information at counter when needed for complaints

and mediate concerns
~Respond to phone calls for information and complaints for the following:
-Residents
-Trades people
-Architects/Engineers
-Real Estate Companies
-Banks/Mortgage firms
-Developers
-Sign Firms
~Review building plans for compliance with Codes (fire safety, building code, energy code, ADA
law)
~Meet monthly with Design Review Committee for review of future projects on expansions
~Zoning review of all permit-worthy projects
~Review/Finalize Zoning Board Appeal applications
~Zoning Officer for the City of Auburn
-Attend Zoning Board Meetings (4th Monday of the month)
-Attend Planning Board Meetings (First Tuesday of the month)
~Board member of the City of Auburn for the Board of Electrical Examinations
~Enforce electrical license regulation for the Electrical Board
~Attend Plumbing Board meetings as delegate for the City of Auburn
~Enforce plumber’s license requirements for the City of Auburn
~Review code changes with plumbing inspector
~Review extended cases/files for Housing Court
~Issue Appearance Tickets for Housing Court/Open Violations/Zoning Code Violations
~Present court cases to the Auburn Housing Court
~Represent the City of Auburn on behalf of Code Enforcement office at the Housing Court
~Obtain search warrants from the court
~Serve search warrants with APD when needed
~Inspections of commercial buildings and projects including all phases of
construction/expansion and site work
~Issue commercial Certificates of Occupancy and assembly spaces
~Final site plan inspections of projects for the Auburn Planning Board



~2~

~Inspections of residential property for Certificate of Occupancy requirements and property
complaints

~Fire safety inspections of temporary housing units, assembly spaces with AFD Fire Safety
Inspectors _

~Conduct short training classes for Auburn Fire Department (Code updates/interpretations)
~Respond to request of APD & AFD on properties

~Serve 24 hour on-call status 2 weeks out of every 4 weeks

~Respond to d-mail inquiries for information on codes of buildings/zoning

~Research history of properties from Request of Information

~Review files/properties with 3 other code officers for status and progress and procedures
~Review evolving aspects of code enforcement for changes in Procedures & Policy
~Delegate special projects to officers

~Work with the Cayuga County Health Dept with the food service business’s in the city limits
~Respond to all city department needs for progression toward solutions



CODE ENFORCEMENT OFFICER

DISTINGUISHING FEATURES OF THE CLASS:

The work involves responsibility for the enforcement of activities required for
compliance with the New York State Uniform Fire Prevention and Building Code along
with relevant municipal codes and regulations. Activities are conducted both in the
office and at inspection sites. The work is performed under the general direction of the
Senior Code Enforcement Officer with leeway allowed for the use of independent
judgment in carrying out details of the work. Does related work as required.

TYPICAL WORK ACTIVITIES.

Issues building permits, certificates of occupancy, and corrective action reports;

Inspects the various stages of construction of buildings and structures for conformance
to State and local building codes and regulations;

Interviews property owners, contractors, tenants, and complainants in determining
nature of violations and initiation of appropriate corrective action;

Investigates and documents code violations and issues appearance tickets;

Works with the City Corporation Counsel in compiling documentation for prosecution of
violations;

Conducts hearings to resolve disputed matters involving the application or
administration of the New York State Uniform Fire Prevention and Building Code;

Issues decisions and advises on matters relative to interpretation of the New York State
Uniform Fire Prevention and Building Code;

May appear before community groups to explain policy and procedures used in code
enforcement;

Prepares a variety of records and reports relevant to code enforcement activities.



CODE ENFORCEMENT OFFICER - contd. 2

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL
CHARACTERISTICS:

Thorough knowledge of the New York State Uniform Fire Prevention and Building Code;

Good knowledge of modern practices, principles, materials and tools used in building
construction;

Good knowledge of the principles and methods of fire prevention.

Good knowledge of the legal procedures used in enforcement of the codes;

Good knowledge of the principles and methods of field inspection;

Ability to read and interpret blueprints, surveys, maps, plans and specifications;

Ability to communicate effectively both orally and in writing;

Ability to deal effectively with the public;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS: Either:

(a)  Graduation from a regionally accredited or New York State registered college or
university or one accredited by the New York State Board of Regents to grant
degrees with an Associate's degree in mechanical or construction technology or
related field and one (1) year of experience as a building contractor, or journey
level trades worker or in the design of buildings or in the inspection of buildings

for safety and/or compliance with codes; or

(b)  Graduation from high school or possession of a high school equivalency diploma

and three (3) years of experience as defined in (a); or

(c)  An equivalent combination of training and experience as defined by the limits of

(a) and (b) above.



Job Duties of City Code Officer
City of Auburn
These are duties beyond the civil service job description.

Office:

Communicating issues, with follow up’s and planned actions, with fellow code staff, so
everyone is on the same page.

Answering phone calls, and providing answers on code and zoning questions, or directing these
calls to the appropriate person. Taking in complaints and directing them appropriately or
handling them myself.

Working the front counter; issuing permits, issuing the appropriate applications, and answering
questions.

AFD, APD

Working with both the fire, and police departments on complaints that we are better suited to
deal with or better equipped for follow ups. Also, every third week thru-out the year, I'm on
call 24/7. These call in’s range from structural fires to unsanitary or unsafe conditions. They
require an inspection, and follow ups to see that the situations are dealt with properly.

Property Maintenance

Property maintenance complaints are an issue that is constant. They range from garbage and
debris, broken windows, buildings in disrepair, and landscaping. We used to send garbage
pickup and landscaping issues to DPW. Now, we have independent companies doing the
chores for us. These companies call for assistance when irate owners or tenants prevent them
from doing their work. On these calls, the code officer must accompany the service company
and assist.

Housing Court

When violations are not corrected over prescribed time period, an appearance ticket is issued.
The code officer has to prepare his case documents, present his case in court, and defend his

actions in court. Upon any adjournments, the code officer follows up with re-inspects and the
cases remain in court until the violations are corrected. Housing court meets one to two times

a month.



CO Inspections

Every 5 years all non-owner duplexes and all multi-unit residential buildings need to have a
certificate of occupancy inspection. The code officer performs the inspections, writes the
violations, and follows up with re-inspects until the violations are corrected.

Complaints

When legitimate complaints are received, the code officer must inspect, write violations, and
follow with re-inspects until the violations are corrected. We receive a lot of complaints as they
come from tenants, landlords, neighbors, or someone just driving by.

Zoning

Although, a code officer is not the zoning officer, we work with the public on zoning. Explaining
setbacks, allowed uses, minimum standards, etc.

Inter City Departments

The Code office depends on communication, and help from many other departments within the
city. We, also, lend our assistance to these departments.



Code Enforcement Officer

~Interact & advise property owners, contractors, tenants etc., on the telephone, in the office &
field, regarding permits, construction, Certificate of Occupancy, complaints and zoning
regulations

~Review building, sign, and driveway permit applications, including site visits and issue permits
~Conduct construction inspections

~Receive, investigate and document code violations from complaints including follow up
inspections

~Conduct Certificate of Occupancy inspections and document violations and progress until
issuance

~Issue court appearance tickets, attend hearings twice a month and perform court ordered
inspections

~Keep adequate records/logs



Part-time Code Enforcement Officer

~Issues building permits, Certificates of Occupancy and correctable reports (violations)
~Inspects various stages of construction for building and structures for compliance to State and
local building codes and regulations

~Interviews/responds to property owners, contactors, tenants and complaints in determining
nature of violations and initiation of appropriate corrective action

~Investigates and documents code violations and issues appearance tickets

~Works with City Corporation Counsel in compiling documentation for prosecution of violations
~Attends hearings to resolve disputed matters involving the application or administration of the
New York State Uniform Fire Prevention and Building Codes as well as City of Auburn building
Construction and Fire Prevention; Housing Standards; Property Maintenance; Zoning
Ordinance, including but not limited to issuing decisions and advising on matters relative to
interpretation of the above codes/ordinances

~May appear before community groups to explain policy and procedures used in Code
Enforcement

~Prepares a variety of records and reports relevant to Code Enforcement activities

~Log over a 10 month period:

-Court appearances: 45
-Construction Inspections: 25
-Complaints: 671
-Complaint re-inspections: 787
-Certificate of Occupancy Inspections: 53

-Certificate of Occupancy Re-inspections: 146



PLUMBING INSPECTOR

DISTINGUISHING FEATURES OF THE CLASS:

This is inspection work involving responsibility for the enforcement of the
municipal plumbing code. Errors on inspections may endanger the health of the
community. The Plumbing Inspector receives a general outline of the policies and
objectives of the department, but the details of the work are independently planned and
carried to completion without supervision. Does related work as required.

TYPICAL WORK ACTIVITIES:

Reviews plans for plumbing alterations and additions to ascertain compliance with
regulations;

Gives information to plumbers, architects, and the general public regarding plumbing
and drainage codes;

Inspects piping, traps, and fixtures and sees that work is performed in accordance with
the law;

Sees that installations are air and water tight;

Inspects pipes, fittings and other materials to ascertain the quality of materials used;

Condemns jobs not in accordance with laws and regulations;

Investigates complaints and assists in the prosecution of violations of the plumbing
code;

Keeps a record and makes reports of inspections.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL
CHARACTERISTICS:

Thorough knowledge of modern methods, tools, and materials used in plumbing

installations;

Thorough knowledge of appropriate plumbing codes, related laws and ordinances;

Ability to readily acquire a familiarity with the municipal plumbing code;



PLUMBING INSPECTOR — contd. 2

Ability to read and interpret plumbing plans and specifications;
Ability to establish and maintain cooperative relationships with the general public;

Firmness with courtesy;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:

Graduation from high school or possession of a high school equivalency diploma and

six (8) years of experience as a journey level plumber;

SPECIAL QUALIFICATIONS FOR ACCEPTANCE OF APPLICATIONS: Eligibility for

a certificate of competency issued by the city examining board of plumbers. Possession

of the certificate at time of appointment.



Plumbing & HVAC Inspector

~Review blueprints
~All plumbing inspections including sanitation sewers, storm sewers, water lines, pack flow

preventers

~Plumbing inspections for domestic & commercial and industrial facilities

~Fats, oil & grease (FOG) project for food establishments who are connected to our sanitary
sewer system

~Court appearances for code violators

~Attend plumbing Board meetings once a month

~Prepare Masters Plumbing Exam; give exam once a year

~Prepare Drain Layers Exam; give exam once a year

~Prepare Home Owners Exam; give exam once a week



SECRETARY

DISTINGUISHING FEATURES OF THE CLASS:

The work involves responsibility for independently performing complex clerical
operations and administrative support tasks for a unit. Incumbents spend a substantial
amount of time operating a personal computer and the rest of the time on routine
administrative tasks to ensure the efficient workflow of the office. The work also
involves responsibility for the entry and retrieval of information using software on a
computer and using a computer to produce printed material such as letters, memoranda
and forms. Incumbents work under general supervision receiving detailed instructions
only where policies have not been determined. Does related work as required.

TYPICAL WORK ACTIVITIES:

Prepares correspondence, documents, records and other written material in final or
draft form using computer software from handwritten, rough drafts, marked copy,
oral recordings or data from various equipment as the source material;

Transcribes correspondence from dictation equipment;

Composes and prepares correspondence on matters where policies and procedures are
well defined;

Maintains and updates database/spreadsheet records on a personal computer;

Screens callers or visitors to determine the nature of the inquiry and refers to
appropriate party or office and answers inquiries as appropriate;

Schedules conferences, meetings and makes travel arrangements;

Establishes and maintains confidential and general office files;

Explains established program policies and procedures to the general public/clients and
obtains routine information for program purposes;

Receives, sorts and distributes incoming mail;

Checks, codes and processes requisitions, claims and bills and may collect fees;

Prepares and maintains financial, statistical and personnel records;



SECRETARY - contd. 2

Monitors and tracks status of program activities;

Orders supplies and materials;

Collects and gathers information to be used as a basis for reports and memoranda and
prepares summaries;

Transmits instructions from supervisor to staff and follows up to ensure deadlines are
met;

Answers telephone and gives out information.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL
CHARACTERISTICS:

Good knowledge of modern office terminology, procedures, equipment and business
English;

Good knowledge of the organization, functions, laws, policies and regulations, and
terminology of the agency to which assigned;

Ability to handle routine administrative details independently;

Ability to operate a personal computer and utilize common office software programs
including word processing, spreadsheet and databases at an acceptable rate of
speed;

Ability to prepare and maintain program records and routine reports;

Ability to communicate effectively both orally and in writing;

Ability to establish and maintain effective working relationships with others;

Ability to organize and maintain office files;

Ability to collect information from various sources for program operations;

Physical condition commensurate with the demands of the position.
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MINIMUM QUALIFICATIONS: Either:

(@)

(b)

()

Graduation from a regionally accredited college or university or one accredited by
the New York State Board of Regents to grant degrees with an Associate’s

degree in secretarial science or a related field; or

Graduation from high school or possession of a high school equivalency diploma
and two (2) years of secretarial or clerical experience in administrative office

support which involved using a personal computer; or

An equivalent combination of training and experience as defined by the limits of

(a) and (b).



Clerical Duties in the Code Enforcement Office

Secretary — oversees clerical personnel
payroll, pink slips, performance evaluations
requisitions, claims, supplies, etc.
court (agendas, correspondence, etc.)
training
annual budget
records
correspondence
Zoning Board applications
Planning applications
daily and monthly balancing of cash receipts
year end report
secondary counter
secondary phones

Kybrd Spclst — primary counter
primary phones
primary filing
violations (entry, reports and follow-up related to)
insurances
correspondence




Duties of Secretary, Kim Bauso, in Code Enforcement

Keeping track of office staff’s time requests, payroll, vision care reimbursements, step/longevity
increases (aka pink slips), etc.

Entering of PO’s, reqs, claims for office expenses

Maintaining log of Code Enforcement Officer’s in service credit hours (training) on an annual
basis

Enrolling all office employees in training/seminars

Secondary counter person (issuing building & plumbing/HVAC permits, taking in complaints,
answering questions/relaying info to customers, scheduling appointments for tenant
complaints, CO inspections, construction inspections, distributing Code books & Zoning maps for
sale, issuing Electrical & Plumbing licenses, registering new HVAC installers, intake of Planning
Bd & ZBA apps, maintaining contractors insurances, intake of building plans & permit apps.)
Secondary phone person (scheduling appointments/inspections, relaying information to public,
taking complaints etc.)

“Supervision” /assistance to other office clerical staff

Maintaining office calendar, scheduling appointments for (4) Code Enforcement Officers & (1)
Plumbing Inspector (I mainly take care Brian & Carl’s appointments) '

Monthly preparation of ZBA denial ietters
Maintenance of all City of Auburn licensed plumbers & electricians including annual renewals of

said licenses & updating lists annually. This includes corresponding with both the Plumbing
Board & Electric Board secretaries on a regular basis.

In charge of Housing Court {writing/mailing appearance tickets, creating Court files, preparing
Housing Court agendas twice a month, maintaining Court file drawer [open cases,
adjournments, pending files, fines due, closed cases], blocking out times on calendar for Court
scheduled appointments, frequent correspondence with City Court staff, preparation of Orders
to Vacate, Orders to Repair or Demolish, Applications for Search Warrant, Search Warrants etc.)
Keeping track of monthly and yearly financials within office

Assistance with annual office Budget preparations.

End of year & end of fiscal year packing up of items for archival

Secondary person for data entry of violations, typing of correspondence, CO’s

Primary person for all of BH & CC correspondence (including pass/fail letters for homeowners
plumbing exam, all matters pertaining to FOG, “no CO” letters, Certificates of Completion,
Certificates of Zoning Compliance, everything pertaining to commercial CO’s, BH
correspondence re: floodplain etc.)



KEYBOARD SPECIALIST

DISTINGUISHING FEATURES OF THE CLASS:

The work involves responsibility for the performance of standardized clerical
tasks and the full-time or substantial part-time operation of a computer for the entry and
retrieval of information using software to produce printed material such as letters,
memoranda and forms. Specific duties vary with the needs of the department.
Procedures are usually fixed but detailed instructions are given for new or difficult
assignments. Work is reviewed by direct observation, checking completed work,
periodic or spot checks, crosschecking or other steps in the clerical process.
Supervision over the work of others is not a responsibility of employees in this class.
Does related work as required.

TYPICAL WORK ACTIVITIES:

Receives and organizes work to be processed determining document format;

Prepares correspondence, documents, records and other written material in final
or draft form using handwritten, rough drafts, marked copy, oral recordings
or data from various equipment as the source material;

Proofreads and corrects work producing accurate, clean and complete prepared
copy;

Prepares, stores and retrieves lists and documents;

Answers telephone and gives out routine information;

Updates and stores department forms on a computer or word processor;

Orders office supplies and maintains inventory of supplies and equipment;

Sorts, date stamps and distributes mail and packages;

Performs routine equipment maintenance tasks;

Serves as receptionist and greets clients and/or visitors;

Maintains alphabetic, numeric and/or chronological files of correspondence,
documents and materials by coding and filing new material, searching for

requested material and periodically purging obsolete material;
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Schedules meetings and appointments;
May collect fees and account for monies received,
May prepare and maintain time records and payroll data.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL
CHARACTERISTICS:

Working knowledge of modern office terminology, procedures, equipment and business
English;

Ability to operate a personal computer and utilize common office software programs
including word processing, spreadsheet and databases at an acceptable rate of
accuracy and speed;

Ability to organize and maintain accurate records and files;

Ability to set up appropriate forms, charts and other tabular listings;

Ability to perform close, detail work involving considerable visual effort and
concentration;

Ability to understand and follow oral and written instructions;

Ability to maintain neat and legible records;

Ability to communicate effectively, both orally and in writing;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS: None




Duties of Keyboard Specialist, Code Enforcement

Data Entry of code violations

Primary person to file street folders, corrected violations, certificates, and inspection cards etc.
Balances and codes daily deposit then takes to treasures office.

Open & close code office

Sends out condemned faxes to appropriate departments. (Weekly basis)
Sorts, date stamps and distributes mail and packages (ingoing & outgoing)
Primary counter person

e [ssue permits Ex. plumbing & building

e Licenses for plumbers/electricians

e Take complaints

e Schedule appointments (tenant complaints, CO inspections, construction inspections,

homeowner plumbing exams).

e Logs in & distributes plans for construction

e Relays information to the public.

e refers visitors

Maintains filing system alphabetic, numeric and/or chronological files of correspondence, documents

and material
Primary phone person
e Receives incoming telephone calls
o take messages to the appropriate staff member
e  Schedule appointments (Ex. tenant complaints/ construction inspections)

Maintains contractors insurances {comp/disability}
Communicates with DPW when (condemned) property needs securing.
Generates reports on a weekly basis for inspectors to check status of trash, cars, (front yard parking),

911 house #’s, no permits violations etc.

Primary billing person
e Generates bills for properties that city had cleaned. {Weekly bases)

e Generates bills for properties that city had grass /now removal {(Weekly bases)
e Generates bills for properties that have no correct/no shows

Back up support to secretary




CITY OF AUBURN
Code Enforcement
Budget Line Explanation

May 23, 2012

A3611 Plumbing Board

130  Temporary & Part-Time — Salary for Part-time Plumbing Inspector

150  Overtime — Overtime for Plumbing Inspector

412 Operating Supplies — Supplies for Plumbing Board mailings, minutes

440  Services — Supplies for Plumbing examinations (Master Plumber, etc.)

A3612 Electrical Board

130  Temporary & Part-Time — Secretarial Support for Electrical Board

411  Office Supplies — Supplies for Electrical Board mailings, minutes

A3620 Code Enforcement

110  Salary & Wages — Salaries for Sr. Code Enforcement Officer, 2 Code Enforcement
Officers, Secretary, Keyboard Specialist

120  Longevity & Incentive — Longevity and Sick leave incentive pay

130  Temporary & Part-Time — Part-time Code Enforcement Officer, Part-time Summer
Clerical (this has been cut out of the department budget request each year until 2012-
2013)

140  Holiday Pay — Holiday pay for Code Enforcement Officer if called in on a holiday

150  Overtime — Overtime for Sr. Code Enforcement Officer and Code Enforcement Officers

210  Furniture & Fixtures — File cabinets or other furniture needed for office

220  Office Equipment — Printers or other office equipment needed for office

411  Office Supplies — Paper, toner, etc. needed for office

412 Operating Supplies — Flashlights, radio batteries, etc. needed for office (2012-2013
request includes an Infrared Thermometer)

440  Services — Technical assistance from Engineers/Architects; Copier Lease; Cell Phones
(3), Housing Code Update; Contracts for Grass, Trash and Snow removal

450  Fees — Now included with line 460 — Travel and Professional Development

460  Training & Professional Development — NYSBOC/STBOA Memberships, Continuing
Education / Code Certification classes (required for Code Enforcement officers), Notary
Public/Commissioner of Deeds renewal fees

481  Fuel — Fuel for five (5) Code Enforcement vehicles

482  Vehicle Repairs / Maintenance — Repairs and maintenance for five (5) Code Enforcement

vehicles
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