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City of Auburn, New York, FY 20610-11 Proposed Budget

Mayor and City Council

MISSION

It is the Mission of the Mayor and City Council to represent the citizens of Auburn in an open
and democratic manner; to meet weekly and establish a forum for issues; and to further enact
legislation, appoint officers and oversee City operations.

ORGANIZATIONAL STRUCTURE AND DUTIES

The Mayor and City Council serve as the legislative body of the City. The Council is chaired by
the Mayor, and is comprised of four other members, which are each elected to serve four-year
terms. The Council meets weekly to approve various resolutions, ordinances, and other
measures including the City’s anmual budget and to conduct work sessions on various topics.
The Council appoints the City Manager, the City Clerk and the Deputy City Clerk, while the
Mayor appoints citizens, most often with the approval of Council, to a number of citywide
commissions and boards.

THE ELECTORATE
MAYOR and CITY COUNCIL
SECRETARY

i I
CITY MANAGER CITY CLERK |~ CIVIL SERVICE

] A PLANNING BOARD
ALL OTHER CITY ZONING BOARD OF APPEALS

DEPARTMENTS

FULL TIME EQUIVALENT EMPLOYEE DISTRIBUTION

GRADE STEP 2009-10 2010-11 ANNUAL

SALARY
MAYOR AND COUNCIL
Mayor 5 .5 $11,816
Secretary to the Mayor M5 C/D 1.0 1.0 37,101
City Councilor 2.0 2.0 9,845 each (39,380)
Department Total 3.5 3.5
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City of Auburn, New York FY 2010-11 Proposed Budget
Commissions and Boards

PROCEDURES AND ROLES

There are numerous commissions and/or boards in the City of Auburn - the Civil Service
Commission, Human Rights Commission, Planning Board, Zoning Board of Appeals, Parks and
Recreation Commission, Historic Sites Commission, Auburn Industrial Development Authority
(AIDA), Assessment Board of Review, Auburn Plumbing Board, Empire Zone Board, Historic
Resource Review Board, Neighborhood & Housing Commission - each serving different
Junctions as prescribed by the City Charter or by statutes. All commissions are appointed by the
City Council and/or the Mayor.

ORGANIZATIONAL STRUCTURE AND DUTIES

Civil Service Commission — The Civil Service Commission serves as an impartial, unbiased
broker to conduct matters of personnel administration in the City of Auburn. The three
commissioners are appointed by the City Council who then appoints a Secretary that administers
the day-to-day operations of the Commission and a Personnel Officer who acts as a liaison
between the Civil Service, City Manager and the Commission. In addition to their appointment
powers, the Civil Service Commission establishes a variety of policies, objectives, and plans in
order to maintain fair and uniform programs for personnel administration. These Civil Service
functions include: '

» Drafting, announcing and administering Civil Service Exams.

e Appointing and certifying individuals from eligible lists.

» Certifying positions and salaries for payroll.

» Preparing, conducting and transcribing meetings as needed to address changes in law
or other Civil Service related questions.

» Conducting public hearings to address new positions or changes in job classifications.

» Updating all personnel changes, monitoring step and longevity increases, and tracking
required licenses for employment.

Human Rights Commission — The Auburn Human Rights Commission was established by the
City Council in 1964 to encourage and ensure that every individual has an equal opportunity to
participate in the economic, cultural, and intellectual life of the community regardless of
disability, creed, race, sex, age or national origin. The Commission consists of nine Board
members, including one Youth Member and is appointed by the City Council. The Commission
sponsors a variety of events and activities including, but not limited to, Legal Aid for the
Economically Disadvantaged, Food Pantry, Multi-Cultural Art Classes, Annual Human Rights
Recognition Awards, Education Ad Campaign, a web-site, and the Annual Human Rights
Scholarship and Reception.
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City of Auburn, New York FY 2010-11 Proposed Budget

Zoning Board of Appeals — The Zoning Board of Appeals is a seven-member board appointed by
the Mayor. Their major duty is to hear complaints on zoning requirements and/or violations and
fo issue area or yard variances to allow construction throughout the City.

Planning Board — The City Council appoints the Planning Board, which acts in an advisory
capacity to address issues regarding public improvements, streets, parks and other matters of the

general welfare.

Parks & Recreation Comimission — The function of the Parks & Recreation Commission is to act
as an advisory board to the Council and City Manager in his management of the City parks and
recreational facilities.

Historic Sites Commission — The Historic Sites Commission’s purpose and goals, include, but
are not limited to, the development of a tourism strategy for the City of Auburn; development of
a plan to link all historic sites in the City of Auburmn for marketing and promotional purposes;
endeavor toward becoming a New York State Heritage Area; develop a Visitors’ Center; review
and revise all promotional literature and signage; and development of special historical related
events.

Auburn Industrial Development Authority (AIDA) — The City Council appoints members to

AIDA. The purpose is to promote, develop, encourage, and assist in the acquiring, constructing,
reconstructing, improving, maintaining, equipping, and furnishing of industrial, manufacturing,
warehouse, commercial, and research facilities. '

Assessment Board of Review — The City Council appoints members. The purpose is to annually
review all assessment grievances.

Auburn Plumbing Board — The Mayor appoints members. The purpose is to regulate all
plumbing work done in the City of Auburn.

Empire Zone Board — The City Council appoints members. The purpose is to make
recommendations to City Council concerning Empire Zone issues.

Historic Resource Review Board: The City Council appoints members. The purpose is to review
and act on matters subject to historic preservation regulations in the City of Auburn.

Neighborhood & Housing Commission — The City Council appoints members. The purpose is to
study the housing and neighborhood issues and concerns facing the City of Aubum and to
recommend programs fo  address, minimize, and/or resolve the problems.
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City of Auburn, New York FY 2010-11 Proposed Budget
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MAYOR AND CITY COUNCIL
AUBURN INDUSTRIAL ASSESSMENT BOARD AUBURN EMFIRE ZONE
DEVELCPMENT OF REVIEW PLUMBING BOARD
AUTHORITY (ATDA) BOARD
HISTORIC RESOURCE NEIGHBORHOOD &
REVIEW BOARD HQUSING
COMMISSION
HISTORIC SITES CIVIL SERVICE HUMAN RIGHTS ZONING BOARD PLANNING PARKS &
COMMISSION COMMISSION COMMISSION OF APPEALS BOARD RECREATION
COMMISSION
SECRETARY
CITY MANAGER
CIVIL SERVICE ALL OTHER
CLERK DEPARTMENTS




City of Auburn, New York FY 2010-11 Proposed Budﬁg

FULL TIME EQUIVALENT EMPLOYEE DISTRIBUTION

GRADE STEP 2009-10 2010-11 ANNUAL

SALARY
CIVIL SERVICE
Civil Service Clerk M8 F 1.00 1.00 $42.082
Civil Service Commissioners 1.50 1.50 3,300 each (9,900)
Sec. Civil Service Commission 0.50  0.50 8,143
Sub-total Civil Service 3.00 3.00
Commissions and Boards Total 3.00 3.00
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City of Auburn, New York, FY 2010-11 Proposed Budget

The Office of the City Clerk

MISSION

It is the Mission of the Office of the City Clerk to organize, keep and protect all vital records and
contracts of the City and its citizens, while providing in a timely and efficient manner historical

and official records for use by City staff and the general public. The office also issues licenses,
permits, and passports and strives to maintain fair fee schedules.

ORGANIZATIONAL STRUCTURE AND DUTIES

The City Clerk is appointed by the City Council and is the official custodian of all City of
Auburn government records, vital records and the City Seal. The City Clerk serves as the City’s
Registrar, Records Management and Access Officer. She authenticates all coniracts and
agreements authorized by City officials. The Clerk also presents resolutions and communications
at weekly City Council meetings and is responsible for preparing official minutes of City
Council meetings. Other responsibilities of the Office of the City Clerk include the issuance of
a variety of licenses, including marriage licenses, dog licenses, conservation licenses, bingo and
games of chance licenses, fire prevention licenses and fishing and hunting licenses. Issning
certificates of marriage, birth and death, performing genealogical searches, enforcing local and
state dog control laws, keeping monthly vital statistics and maintaining the City’s website are
also responstbilities of this office.

MAYOR and CITY COUNCIL
CITY MANAGER
BOARD OF
ELECTIONS CITY CLERK DOG CONTROL
(Contractnal)
PART-TIME PART TIME RECORDS
DEPUTY CITY BINGO CLERK MANAGEMENT CLERK
CLERK INSPECTOR (.5) (.5)
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City of Auburn, New York, FY 2010-11 Proposed Budget

FULL TIME EMPLOYEE DISTRIBUTION

GRADE STEP 2009-10 2010-11 ANNUAL

SALARY

OFFICE OF THE CITY CLERK

City Clerk M E 1.0 1.0 $58,279

Deputy City Clerk CM B/C 1.0 1.0 39,526

Clerk 5 E/F 1.0 1.0 33,784

Bingo Inspector 0.5 0.5 5,414
Office of the City Clerk Total 3.5 3.5
RECORDS MANAGEMENT

Records Management Clerk,

Part-time _ 0.5 0.5 16,094

Sub-total Records Management _ 0.5 0.5
Department Total _ 4.0 4.0
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City of Auburn, New York, FY 2010-11 Proposed Budget

Office of the City Manager

MISSION

It is the Mission of the Office of the City Manager to oversee all of the city’s day-to-day
operations ensuring that activities, projects, and expenditures are performed with the greatest
effectiveness and efficiency for the least cost. While giving administrative direction and vision to
Department Heads and advising the City Council on policy issues, the Office of the City
Manager seeks to ensure that the goals and priorities of the City Council and the citizens are
carried out promptly and successfully.

ORGANIZATIONAL STRUCTURE AND DUTIES

The City Manager is appointed by the City Council and serves at the Council’s pleasure as the
Chief Executive Officer of the City. The City Manager is charged with overseeing the day-to-
day operations of the City and providing policy guidance and advice to the City Council. In his
administrative capacity, the City Manager supervises each of the department heads, approves all
purchases over $5,000, maintains official personnel records, is responsible for the annual budget,
negotiating employee contracts, preparing weekly Council agendas and other City
communications and finally, serves as the point person for a plethora of citizen issues and
complaints. In his policy role, the City Manager represents the City on a variety of regional
boards and advises the Council on various resolutions and ordinances. The City Manager also
assists the Council in achieving and enacting the City’s goals, and enforces all laws and
regulations set forth by the City Charter and Municipal Code. The Office of the City Manager
seeks to provide each of these services in a positive, entrepreneurial, and creative manner
providing high levels of customer service to the citizenry, while communicating the goals and
vision of the City to all employees.

Long Range Capital Improvement Planning — Capital improvement planning is a fundamental
component of responsible fiscal planning for the long-range capital needs of the organization.

CIP planning functions include: identifying and prioritizing large scale improvement projects
vital to city services, providing a framework and reporting process for the City Manager and City
Council to support proactive fiscal planning for projects, seeking and securing aliernative
funding resources for significant capital projects, and coordinating the implementation of
improvements between departments and outside agencies.
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City of Auburn, New York, FY 2010-11 Proposed Budget

MAYOR AND CITY

~9f—

COUNCIL
CITY MANAGER
SECRETARY TO
THE _
CITY MANAGER DIRECTOR OF CAPITAL
PROJECTS & GRANTS
ENGINEERING CORPORATION
COUNSEL
POLICE OFFICE OF
DEPARTMENT PLANNING AND
ECONOMIC
DEVELOPMENT
FIRE DEPARTMENT
DEPARTMENT OF
PUBLIC WORKS
FINANCE DEPARTMENT OF
DEPARTMENT MUNICIPAL
UTILITIES
OFFICE OF
CIVIL SERVICE HUMAN
RESOURCES




City of Auburn, New York FY 2010-11 Proposed Budget

FULL TIME EMPLOYEE DISTRIBUTION

GRADE STEP

OFFICE OF THE CITY MANAGER

City Manager 1.0 1.0

Dir. of Capital Projects
& Grants M24  C/D 1.0 1.0
Secretary to City Manager M13 C/D 1.0 1.0
Department Total 3.0 3.0

~97-
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City of Auburn, New York, FY 2010-11 Proposed Budget

The Office of the Corporation Counsel

MISSION

It is the Mission of the Corporation Counsel to provide to the City of Auburn, its legislative
body and various departments the highest quality legal services in a professional and timely
manner. This office will strive to serve the public fairly and equitably and is committed to
representing the City of Auburn to the best of its ability.

ORGANIZATIONAL STRUCTURE AND DUTIES

The Office of the Corporation Counsel provides a wide range of legal services to the City of
Auburn, its legislative body and its various departments. The office acts as a general practlce

law firm for use by the City.

CITY MANAGER

CORPORATION COUNSEL

SECRETARY

FULL TIME EMPLOYEE DISTRIBUTION

GRADE STEP 2009-10 2016-11 ANNUAL

SALARY

OFFICE OF CORPORATION COUNSEL
Corporation Counsel M4l C 1.0 1.0 $80,000
Secretary M9 C/D 1.0 1.0 40,251

Department Total 2.0 2.0
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City of Auburn, New York, FY 2010-11 Proposed Budget

The Finance Department

MISSION

1t is the mission of the Finance Department to provide timely, accurate and useful information for
citizens, staff, and elected officials that will assist in malking appropriate decisions. This depariment
strives to safeguard the City's assets by properly maintaining systems and procedures fo ensure the
proper use of all the City’s assets and at all times present fairly the financial position of the City.

ORGANIZATIONAL STRUCTURE AND DUTIES

The Finance Department is responsible for all financial controls, transactions and reports for the City of
Auburn.

>

Comptroller’s Office — The Comptroller is the Chief Financial Officer of the City and the head of
the Finance Department. The Comptroller has the responsibility for capital financing,
preparation of the City’s Comprehensive Annual Financial Report, payments of unallocated
budget items, budget maintenance and forecasting and also acts as the City’s Budget Officer.
Purchasing is also a function under the Comptroiler’s office. The Purchasing Assistant assists afl
departments in their purchases by providing coordinated purchasing services and maintaining a
central stores inventory for janitorial, operating and office supplies.

Accounting Office — The Accounting Office, under supervision of the Comptroller, is
responsible for the preparation and maintenance of all of the financial reports, vendor payments,
payroll and payroll records, Community Development loans, and all required State and Federal
reports. In addition to monthly financial reports, this office prepares approximately 10,000
payroll checks and 5,000 checks for payment of approximately 12,000 purchases annually.

City Treasurer’s Office — The City Treasurer’s Office, under supervision of the Treasurer, is
responsible for the preparation and mailing of all City tax bills, collection of all revenue,
including City tax, delinquent County and School tax, water and sewer bills, landfill fees,
parking tickets and miscellaneous departmental fees. This office receives payment for at least
60,000 bills annually. The administration of all issued parking tickets is also handled through
this office. The Treasurer is responsible for all tax delinquency procedures, and serves as
custodian of all City money and monitors the daily balances of all accounts to optimize return
and ensure availability when needed.

Assessor’s Office — The Assessor’s Office, under supervision of the Assessor, is responsible for
the valuation of all properties within the City. Cwrrently there are 9,194 parcels. All exemptions
such as Veterans, Commercial 485-b, Senior Citizen, Non-Profit and the STAR exemption are
administered through this office. The management of City-owned property is also a function of
this office.
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City of Auburn, New York, FY 2010-11 Proposed Budget

» Utility Billing Office — The Water and Sewer Billing Office 1s responsible for utility billing and
maintenance of about 8,800 accounts. Both monthly and quarterly billing requires processing of

approximately 3,000 bills each month. Included on bills is a refuse collection fee for tax-exempt
properties.

CITY MANAGER
COMPTROLLER
CLERK
ACCOUNTING TREASURER PURCHASING ASSESSOR UTILITY
AGENT BILLING
[ [ I
SR. SR. ACCT. ACCT. REAL SR.ACCT
SR. ACCOUNT SR. ACCT. ACCT. CLERK CLERK PROPERTY CLERK/
CLERKS PAYROLL CLERK/ CLERK APPRAISER KEYBOARD
Q) CLERK KEVBD. SPECIALIST
SPEC. (PT)
ACCT
CLERK
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City of Auburn, New York, FY 2010-11 Proposed Budget

FULL TIME EMPLOYEE DISTRIBUTION

GRADE STEP 2009-10 2010-11 ANNUAL

COMPTROLLER

Comptroller M31 E 1.0 1.0

Purchasing Assistant 13 D/E 1.0 1.0

Clerk 5 H 1.0 1.0
Sub-total Comptroller 3.0 3.0
ACCOUNTING

Senior Payroll Clerk 14 H 1.0 1.0

Senior Account Clerk i3 H 2.0 2.0
Sub-total Accounting 3.0 3.0
UTILITY BILLING

Sr. Acct Clerk/Keybd Spec, PT S .5

Account Clerk 9 B 1.0 1.0
Sub-total Utility Billing 1.5 1.5
CITY TREASURER

City Treasurer CM22 D/E 1.0 1.0

Senior Account Clerk/

Keyboard Specialist 14 G/H 1.0 1.0

Senior Account Clerk 13 H 1.0 1.0

Account Clerk 9 H 1.0 1.0
Sub-total City Treasurer 4.0 4.0
CITY ASSESSOR

Assessor CM22 E 1.0 1.0

Real Property Appraiser 19 H 1.0 1.0

Account Clerk S H 1.0 1.0
Sub-total City Assessor 3.0 3.0
Department Totals 145 145
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SALARY

$92,868
41,864
37,087

48,636
47,110 avg. (94,219) .

23,400
35,646

572,412

47,370
47,215
41,760

$77,376
58,202
41,493
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City of Auburn, New York, FY 2010-2011 Proposed Budget

The Office of Human Resources

MISSION

It is the Mission of the Office of Human Resources to promote a high-performance work
environment that emphasizes quality, productivity, goal attainment and the recruitment
and ongoing development of a superior workforce.

ORGANIZATIONAL STRUCTURE AND DUTIES

The City Manager, together with the Corporation Counsel, coordinates the
implementation of personnel policies and programs; assists and advises Department
Heads with matters pertaining to employees; ensures compliance with all applicable
Federal and State employment laws; provides administration of the workers’
compensation program; manages labor relations and grievance resolution; facilitates total
performance management; employee development; education and training; and acts as a
liaison to Civil Service. The Comptroller is responsible for the administration of all
employee benefit programs.

The Human Resources office administers the Risk Management Program providing
various training opportunities and programs to provide a safe working environment and
ensure compliance with OSHA and State Public Employee Safety and Health (PESH)
standards. They also work with the City’s Safety Committee, which is comprised of
members of all city departments, allowing the concerns of all city employees to be
addressed. These activities not only help protect the well-being of the city’s employees,
but also reduce the city’s insurance premiums and provide more accurate record-keeping,.

CITY MANAGER

OFFICE
SYSTEMS/TRAINING
COORDINATOR
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City of Auburn, New York, FY 2010-2011 Proposed Budget

FULL TIME EMPLOYEE DISTRIBUTON

GRADE STEP 2009-10 2010-11 ANNUAL
SALARY

OFFICE OF HUMAN RESQURCES ‘
Office Systems/Training Coor. __16 H 1.00 1.00 $52,162

Department Total ' 1.00 '1.00
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City of Auburn, New York, FY 2010-11 Proposed Budpet

The Office of Planning and Economic Development

MISSION

It is the mission of this office to be responsive to community needs by utilizing community
planning and economic development resources and shills to promote economic opportunuj/ self-

Suﬁiczency and neighborhood revitalization throughout the community.

ORGANIZATIONAL STRUCTURE AND DUTIES

The Office of Planning and Economic Development is directly responsible for the coordination
and administration of a broad scope of planning, community development and economic
development fimctions which, in traditional government organizations, are typically organized
into separate agencies or departmental units. By combining these responsibilities into one
central organization, the office is able to minimize administrative and overhead costs while
maximizing efficiencies in the delivery and coordination of services.

> Physical Planning - These services encompass a wide range of activities designed to
ensure adequate infrastructure, appropriate development and the policies to support these
goals. Some primary responsibilities include: implementing Comprehensive Plan goals
and projects, administering ongoing development and zoning ordinances, responding to
resident inquiries on zoning and development procedures, providing special assistance for
park, playground and public space development, overseeing downtown development and
neighborhood improvements, and providing advice and counsel to a varety of
community planning boards.

> Community Development - Community development encompasses all activities which
have the goal of improving the quality of life for City residents, our community, and it’s
neighborhoods. Specific duties include: producing the Five Year Consolidated Planning
Strategy and the related action plans, managing the Housing Rehabilitation Program,
coordinating the Neighborhood Facilities Improvement Program, overseeing Human
Services funding and contract administration, and coordinating all CDBG funding.

> Business Retention, Expansion and Attraction - The primary responsibility of this
division is to coordinate economic development projects through financial packaging and
competitive-deal siructuring. The office pulls together the resources and individuals
needed to make deals happen. The division also coordinates economic development
projects and initiatives with other agencies including the Auburmn Industrial Development
Authority (AIDA), and the Small Business Assistance Program (SBAP).

> Empire Zone Administration - A responsibility of the office is the administration and
marketing of Auburn’s New York State Empire Zone. Its administration includes:
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marketing and coordinating of the Empire Zone program to the business community; intake,
review and processing of applications for zone designation of businesses; coordinating delivery
of Empire Zone benefits to certified businesses; and preparation of reports for the State and other
aspects of Empire Zone evaluation, monitoring and record-keeping.

Administrative costs for OPED are not entirely borne by the City. Some of the State and Federal
programs used to fund community and economic development projects provide funds to cover
staff costs incurred in administration of the program. Historically, these sources provide over 50
percent to cover staff costs incurred to maintain OPED, mcluding staff time, supplies and fees
for technical consultants. ‘

The Code Enforcement Office is responsible for ensuring compliance with the New York State
Uniform Fire Prevention and Building Code, as well as local building, housing, and zoning
codes. By enforcing these codes, the Office works to reduce the risk of fire throughout the City.
The Office coordinates and performs plan reviews, new construction inspections, and housing
code inspections. It is also responsible for responding to housing code violations, issuing
appearance tickets, and attending court dates. The Office also completes data on properties,
reviews and comments on projects for the Zoning and Planning Boards, and handles complaints.
The Office receives assistance from fire personnel in the inspection of gas stations and places of
public assembly, such as restaurants and churches, and in the re-inspection of housing code
violations. In addition, the Office employs a part-time Plumbing Inspector.
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DIRECTOR

PLANNING & ECONOMIC
DEVELOPMENT

ADMINISTRATIVE SECRETARY
ASSISTANT-
PLANNING & ECONOMIC _ PLANNING & ECONOMIC
DEVELOPMENT PROGRAM MANAGER DEVELOPMENT PROGRAM MANAGER
(ECONOMIC DEVELOPMENT) (COMMUNITY DEVELOFPMENT)
COMMUNITY DEVELOPMENT
PLANNER
SENIOR PLANNER SENIOR CODE
(PHYSICAL PLANNING) ENFORCEMENT OFFICER
PLANNER KEYBOARD SECRETARY
SPECIALIST
CODE PART-TIME
EFORCEMENT PLUMEBING
OFFICERS INSPECTOR
(3 (5)
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FULL TIME EMPLOYEE DISTRIBUTION

2009-10 2010-11 ANNUAL
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GRADE STEP
PLANNING
Director of OPED M28 D/E 1.0 1.0
Planning & Eco.Dev.Mgr. CM20 2.0 2.0
Senior Planner 20 A/B 1.0 1.0
Planner 17 1.0 1.0
Comm. Dev. Planner 17 C/D 1.0 1.0
Administrative Assistant 9 H 1.0 1.0
Secretary M5 E 1.0 1.0
Sub-Total Planning 8.0 8.0
CODE ENFORCEMENT :
Sr. Code Enforcement Off. CM17 E 1.0 1.0
Code Enforcement Officer 15 3.0 3.0
Secretary 10 G/H 1.0 1.0
Keyboard Specialist 06 A/B 1.0 1.0
Sub-total Code Enforcement 6.0 6.0
PLUMBING BOARD
Plumbing Inspector, PT 0.5 0.5
Department Totals 145 14.5

SALARY

$89,552
65,325 avg.(130,650)
49,159

47,177
41,741
39,484

59,172
49,963 avg. (149,888)
42,453
31,032

20,026
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