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Dear Mr. Biggs:
This document is presented in accordance with the Town of Clayton's contract with the
NCLM to conduct a classification and pay study of selected occupational groups.
Included in the project was the preparation of job description questionnaires by all
employees whose positions were involved in the study; on-the-job interviews with
employees, supervisors, and managers concerning job responsibilities; and compilation
of relevant local salary data.
This study documents the following:
*
*
*
*
*
*

organization charts for departments in this study;
narrative report summary by department of positions in the studied areas;
an analysis of competitive salary data;
allocation of classes to salary grades;
study implementation strategy with associated costs; and
class specifications for each proposed class.

While this document represents the formal conclusion of the study, I am prepared to be
available to you and the Council to discuss the study in further detail. I would like to
express my appreciation for the cooperation shown throughout this study by the staff
involved in .t he study. Your cooperation made my work much more enjoyable and our
product more accurate.
If you have further questions or need additional information regarding this report, please
contact me. We appreciate your selection of the MAPS Group for these services.
Sincerely,

tfl.du-e,,,_ -('. v~
Rebecca L. Veazey
President
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STUDY METHODOLOGY
This study updates a portion of the classification and pay plan for Town of Clayton. The plan is
to study approximately one half of the Town's positions this year and the other half to establish and
maintain an accurate and up to date classification and pay plan that will allow the Town to recruit and
retain employees and maintain internal equity within the work force based on job duties and
responsibilities.

Classification. The study assigns positions to classifications based on their degree of similarity
and difference in the following factors:
*
*
*
*
*
*

difficulty of work (complexity and variety);
judgement and responsibility;
accountability and consequence of error;
nature and extent of public contact;
physical effort and hazards; and
supervision given and received.

Each employee completed a position description questionnaire and interviews were conducted
with at least one employee with each different set of duties to clarify responsibilities. Class
specifications have been written or updated for each classification and a market survey conducted with
area local government employers to identify appropriate pay rates.

Compensation. As part of this study, recommendations are being made regarding position
classification plan and costs for implementing the salary plan.
The labor market was selected to provide the following information :
*

the prevailing rate of pay in the immediate geographic area;

*

comparison jobs similar to those in Town of Clayton; and

*

prevailing rates of pay with employers who directly compete with the Town for the same or
similar pool of workers with specific job skills.

The prevailing rate of pay in the immediate geographic area is important because these wage
rates reflect the cost of living in the area and the employment rate. Employers in the same geographic
area who hire for similar jobs are also those employers with whom the Town competes most directly for
skilled workers. Setting competitive salaries that allow the Town to hire qualified employees and retain
the experienced and valuable workforce it has are important components of any salary survey.
Salary grade assignments are based on an analysis of the labor market as to which comparison
positions are stronger, weaker, and the closest match, and on reporting relationships of which positions
within the Town are stronger, weaker, and similar and how great these differences are.
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SUMMARY REPORT
Administration

The Deputy Town Manager serves in the absence of the Town Manager, participates in the senior
leadership team on broad visioning, strategic planning, goals, problem-solving and decision-making
and directly supervises the Customer Services, Finance, Information Technology and Library
departments. The role is significantly involved in organizational capital and operating budget
development and administration; capital project management; policy development; hiring and
performance management; contract administration , and special projects. Work with direct reports
includes providing management guidance on budget, staffing, capital projects, management decisions
and policies. The role requires strong broad management skills and significant public sector
experience. The role is properly classified and Deputy Town Manager. Salary data leads to salary
grade 33.
A Senior Administrative Assistant position reports to the Town Manager. The position is responsible for
managing administrative functions in the Town Manager's Office. Work requires the employee to
coordinate complex issues coming to the Town Manager from the Town Council , Town departments,
and the general public. Prior to discussing these issues with the Town Manager, the employee
researches issues, discusses them with department heads and/or employees, and provides a summary
for the Town Manager. Employee screens these requests and issues and will resolve as many as
possible without the Manager's oversight, but updates the Manager on all actions. An employee at this
level must be able to discern differences and have sensitivity to the organization's environmental,
cultural, and the political landscape. The role is charged with efficiently and effectively handling all
complaints; maintaining confidentiality on HR related issues; establishing work priorities; serving as the
first point of contact in the Town Manager's Office, thus serving as his Ombudsman; maintaining a
control log of all incoming and outgoing correspondence; and reviewing most documents prior to the
Town Manager's review. Although small, this position is responsible for developing a budget, operating
within resources, processing purchase orders and invoices, etc. Recommend this position maintain the
present title of Senior Administrative Assistant at pay grade 14.
The Public Information Officer position reports to the Town Manager and directs the operations of the
Public Information Office for the Town. This position is in the process of developing a global
communications strategy for the Town and is now focused on branding and delivering the correct
message to the citizens and media outlets. The approach is more concentric uniting the department
heads, Council, and Town Manager in a more orchestrated delivery of the message. The employee
plans and develops a wide variety of public information and relations functions to inform the public,
media, and employees about programs, issues, and accomplishments. It coordinates media relations
with other Town departments, including fielding media calls , and requests in a timely manner. The
mechanism of communication includes the website, social media, news media, and personal contact
meetings and events. Employee writes, edits, and proofs releases and other communications, holds
accountability for the website, branding, and the Town's 24 hour public access channel. Work also
includes responding to public records requests, speaking engagements, responding to emergency
events, and participating in department head meetings and team meetings with the Town Manager.
Based upon labor market data, recommend this position maintain the present title of Public Information
Officer and be assigned to salary grade 24.
There is also an Assistant Public Information Officer position that reports to the Public Information
Officer. This position is responsible for working in tandem with the PIO in strategic communications
and determining nuances in the communication process which will benefit the Town and the citizens.
This position is responsible for fielding most of the daily informational media requests, updating and
editing the website, and engaging the public by responding to social media discussions. This includes
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3 of 7 Town Facebook pages, two Twitter accounts, and an lnstagram account. Duties also include
photography and video documentation of Town meetings, events, and projects. Although this position
will have media responsibilities, it is required this position perform these duties independently and
engage/persuade management in the appropriate messaging along with independently engaging the
public in conversations on social media, working on web content issues and assignments, and creating
flyers and TV content. Based upon comparisons and internal relationships, recommend this position be
classified as an Assistant Public Information Officer at salary grade 16.

Town Clerk
The Town Clerk role reports directly to the Mayor and provides statutory and executive assistance to
the Mayor and Council Members. Work includes creation of Council agendas working with the Town
Manager and departments who have agenda items; executing official documents including recording
them with the Register of Deeds when needed ; preparation and preservation of minutes, resolutions,
and ordinances; researching records for elected officials, staff and public; special projects, tracking
volunteer board appointments; and supervision of part-time staff. The role requires specialized training
and advanced journey level administrative support and office technology skills. The role is properly
classified and recommended for assignment to salary grade 20 based on comparative salary data.

Administrative Support Classifications
Electric
The Administrative Support Specialist position reports to the Electric Director. This position manages
the Load Management program forthe Town. Work includes scheduling new installations, inspections,
and repairs for the electricians and builders. Tasks require work with capital projects and expenses
within new subdivisions requiring the employee to record and research information in the New World
software. Employee provides educational materials to builders and electricians, educates customers
on the benefits of energy conservation, and develops reports of activities for the Town Manager and
Customer Service. Employee receives all work orders for temporary or permanent power, as well as
reports of downed limbs. Work also includes projecting and monitoring the budget for load
management regarding the cost of installation and the load management boxes. Employee creates and
closes work orders, creates purchase orders, processes invoices, and maintains inventory. Work also
requires the employee to provide back-up to the cemetery program and NC811 tasks. Recommend
this position maintain the present classification of Administrative Support Specialist at salary grade 13.
Fire Department
This Senior Administrative Support Specialist position reports to the Fire Chief and is responsible for
performing research in the development of reports, correspondence, memoranda and other reports and
information requested by the Chief; participating in the annual budget process by reviewing historical
information and preparing the budget worksheet for the Chief; ensuring that financial reports coincide
with information entered into the database and resolving discrepancies; requesting purchase orders for
fire department and keeping track of P-card purchases; developing and maintaining vendor
relationships; monitoring repair expenses for equipment and fire apparatus; scheduling 42 part-time
employees in Fire Department including reviewing timesheets for any overtime; scheduling replacement
workers; maintaining training records; reviewing timesheets and maintaining payroll deductions for life,
accident insurance, as well as CFFA dues; processing forms for insurance companies and
benevolence funds in case of death; receiving and coding bills for payment in financial software;
ensuring all staff have working pagers; participation in planning the annual awards banquet and Fire
Department events; compiling various reports; maintaining all office files; preparing training, travel, and
reimbursement requests; reviewing all daily incident reports; and assisting insurance companies
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determine the appropriate NCDOI rating classifications. Work also involves answering all inquiries from
the public regarding complaints and general information; preparing non-routine correspondence for the
Chief; preparing minutes for various meetings; and coordinating appointments for the Chief and staff.
Recommend this position maintain the present title of Senior Administrative Support Specialist at salary
grade 14.
Inspections
This Administrative Support Specialist reports to the Engineering and Inspections Director and is
responsible for managing the permitting and inspections processes for the Town. Employee is the first
point of contact for most citizens and developers in the permitting and inspections process. This
requires the employee to provide general information regarding the permitting process but also requires
knowledge of various codes to explain to customers why permits and the use of a general contractor
are required. Work includes coordinating with other personnel and ensuring all supporting
documentation to include fee payments are present and accurate prior to permit issuance; ensuring all
capacity fees, nutrient offset development fees, and any other applicable fees are paid; ensuring
congruence between the zoning permit and application; ensuring other departments will have all
needed information; maintaining stats for various reports; and scanning all information into financial
software database; and creating the work folders. Subsequently, all permit holders will call and
schedule inspections and re-inspections and employee will enter those requests into the system, gather
folders for inspectors, and assign all inspectors. Employee also sends request for service to electrical,
gas, and Town of Clayton and troubleshoots when problems arise. The majority of time is spent in the
public contact function regarding questions about permits, inspections, additional inspections, fees, and
on-site services thus requiring the employee to troubleshoot problems as they arise in a timely manner.
Employee also coordinates and ensures all pending files possess the documentation inspectors need
to final out permits. Based upon internal comparisons, recommend this position be placed in the class
of Permits Specialist at salary grade 14.
Planning
The Administrative Support Specialist reports to the Planning Director and provides office support to
the Director and all staff by responding to inquiries from citizens, contractors, or Town staff. Work
includes an office management component to include ordering supplies and equipment, recordkeeping
and file maintenance, entering permits and development projects into the project management system,
and drafting correspondence and other documents forthe Director and staff. Employee is the first point
of contact for all customers and provides information and an explanation related to the application and
departmental processes and tries to resolve most problems prior to escalation. Work also requires the
employee to scan in plans and create digital and hard copy files for all development projects; ensures
document accessibility to all staff; manages project and permit payments; and manages all interoffice
and external mailings. A significant amount of time is spent in preparing for Technical Review
Committee, Board of Adjustment, and Planning Board meetings requiring the employee to release legal
notifications, compile and distribute agenda and previous meeting minutes along with compiling all the
relevant information needed for meeting packets, produce maps of case sites as needed, take meeting
minutes and note any follow up items, and record the minutes for public record. This preparation and
follow-up requires the employee to maintain an accurate and efficient set offiles for research purposes.
Based upon comparisons with other administrative positions, recommend this position maintain the title
of Administrative Support Specialist at salary grade 13.
Police
The Administrative Support Specialist reports to the Police Chief and is responsible for a combination
of records management and office support duties. A large percentage of time is spent generating and
distributing daily activity reports such as incidents, arrests, citations, event history, case numbers, etc.
before daily staff meeting. These reports are reviewed for accuracy and provided to the Town and
uploaded for public access. Employee serves as the DCI Administrator and ensures all law
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enforcement personnel are trained, administers exams, and maintains records. Other report related
functions include providing reports to NCDMV; generating criminal history reports for officers; and filing
reports with the NCDOJ; validating records via NCDOJ for open "Hot Files''. Employee also serves as
the JC Leads Administrator and runs various reports as requested by officers. Employee also processes
ABC, Peddler's, and Precious Metals permits. Office support functions include ordering supplies,
reviewing all timesheets for accuracy noting overtime and leave balances prior to submitting them to
Finance, generating and maintaining files for the department, maintaining petty cash, and planning and
promoting all departmental special events. Based upon internal comparisons, recommend this position
be classified as an Administrative Support Specialist at salary grade 13.
The Customer Service Representative assigned to the Police Department reports to the Special
Operations Police Captain and serves as the first point of contact for all walk-in citizens and customers.
Employee answers questions, explains processes, sets up appointments, prints various reports from
the records management system for officers and the public, enters citations and court dispositions into
RMS, answers all incoming calls and transfers them to the appropriate personnel, and processes all
alarm permits, processing the prosecution report into PDF format. Based upon internal comparisons ,
recommend this position be reclassified to an Administrative Support Assistant at salary grade 11 .
Public Works & Utilities Department
The Customer Service Representative position reports to the Public Works and Utilities Director and
provides office support work for the NC811 line and pipe location services for water and sewer pipes,
as well as electrical lines. Work includes generating work tickets for Public Utilities staff, keying in the
GIS, street, and descriptive information in order to facilitate locating and marking the pipe/line locations
throughout the Town. Work requires the employee to research the information in the system to ensure
the location and addresses are correct and interface with the Town and Engineering when information
is incorrect or cannot be located which may result in generating a new ticket or closing a ticket.
Employee is also the first point of contact for citizens or customer service regarding waste
management. Work orders are received from the Customer Services Department for the delivery of
extra trash containers, new service, or discontinuation of service. Also, requests for special pick-ups
require the employee to generate new work orders. Work may also require the employee to work with
Code Enforcement when there is feedback regarding inappropriate items left at the pick-up site. Public
contact includes answering questions from citizens, resolving complaints, and providing information to
citizens regarding procedural processes to include payment for special pick-ups. Work also includes
processing work orders for the Town's property management which may consist of HVAC, plumbing,
landscaping, street maintenance, etc. Employee also backs up other employees involved in cemetery
plot sales and electric load management. Recommend this position be classified as an Administrative
Support Specialist at salary grade 13.
The Senior Administrative Support Specialist position also reports to the Public Utilities Director and is
responsible for performing office support duties for him/her and other staff members. Work includes
taking minutes during staff meeting and typing the Director's journal; researching various databases in
the development of reports, correspondence, memoranda and other reports and information requested
by the Director; maintaining and purging office files; maintaining key and uniform inventory to include
billing and ordering; maintaining all phones and pagers; updating training records; updating the on-call
schedule with electric and water and sewer supervisors; preparing monthly activity reports; creating
purchase orders; and obtaining temporary employees when needed . Employee also manages the
cemeteries within the Town to include maintenance and the selling of cemetery plots. This requires the
employee to work with the Town Attorney regarding issues related to family plots, special situations
regarding exhumation, and maintaining all records generated from the sale of cemetery plots to include
creating licenses and creating invoices. This also includes resolving any complaints regarding
damaged markers and permit to access. Other duties include managing the backflow program
including notification of backflow testing and maintaining a list of testers; maintaining records for the
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underground storage tank; billing and records management for the purchase of bulk water; managing
the USDA customer surveys; and scheduling work assignments associated with the Town's special
events. Recommend this position maintain the present title of Senior Administrative Support Specialist
at salary grade 14.
Parks and Recreation
This Administrative Support Specialist position reports to the Parks and Recreation Director and is
responsible for participating in the orchestration of daily activities within the Community Center. Work
includes opening the center and ensuring the center's cleanliness and operational feasibility; taking
registrations and reservations for all departmental programs including athletic, recreational, special
events, and senior programs; answering all inquiries from the public regarding complaints and general
information; creating memberships for the center; collecting registration monies and making bank
deposits, and preparing a daily income sheet. Public contact duties include responding to all calls and
facilitating the resolution of issues with responsible staff and customers; answering questions from
permanent and part-time staff; reserving and renting venues; and participating by taking an active role
in the seasonal events sponsored by the Department. Employee is responsible for recommending
needs for the annual administrative budget which include office inventory based upon historical usage.
This position also is responsible for designing and creating all fliers and brochures, and submitting
future departmental events and activities to the local newspaper to encourage citizen participation.
Work also includes training new front desk employees, maintaining employee records, and preparing a
variety of monthly and annual reports. Employee also serves as the Secretary to the Recreational
Advisory Committee which includes recording minutes, maintaining various records regarding
membership and agenda items, and collecting and distributing materials to the Committee members.
Position is similar to other Administrative Support Specialist positions. Recommend this position
maintain the present title of Administrative Support Specialist at salary grade 13.
Town Clerk
This Administrative Support Specialist serves as the Deputy Town Clerk and reports to the Town Clerk.
The role assists the Clerk in most administrative and office support functions. Employee also assists in
compiling the agenda packets in support of all Council meetings and transcribes committee meeting
minutes when the Town Clerk is absent. Employee will assist in following-up on any pending Council
items. Employee also assists in gathering supporting documents for the agenda. Other duties include
researching public records requests; swearing in municipal officials; assisting with coordinating
volunteer boards; planning and implementation for special events; composing and editing a variety of
correspondence, reports, and documents; filing certificates, oaths, municipal records; affixing the Town
Seal to documents; and assisting with ordinance, resolution, and proclamation preparation; and
backing-up other departmental office support. Recommend this position maintain the present title of
Senior Administrative Support Specialist at salary grade 14.

Cultural Arts

The Cultural Arts Department consist of activities and operations at the Clayton Center which includes
the Auditorium and Conference Center facilities. The Department is staffed with four full-time
employees and operations are supported by multiple part-time staff. The Clayton Center rents facilities
for events, weddings, and meetings, and is known for its professional performing arts Palladian Series
and other live entertainment performances. The Center works in partnership with the Clayton Cultural
Arts Foundation, a non-profit organization for sponsorships and support.
The director of the Clayton Center oversees the daily operations, manages the booking of live
entertainment and associated contract review and administration, and coordinates the logistical needs
of the Center. The role promotes the Center through various means (business exchanges, social
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media, and local media) and collaborative efforts, prepares and maintains the department and Center
budget, and supervises the work directly and through subordinate personnel. Recommend maintaining
the current classification Clayton Center Director and assignment to grade 24 based on market
analysis.
Three other roles support the Center's activities. One person coordinates activities for the Auditorium
providing tours for potential renters planning their event activities and explaining Center policies and
contracts. The role serves as the technical operations point of contact for live performances reviewing,
negotiating, and executing technical rider/contract requirements. The employee supervises backstage
activities and works with center staff to coordinate other house management activities. Work includes
planning and securing contracted and temporary staff for performances such as lighting, sound, stage,
custodial, and other event support staff. The role requires experience in technical theater for stage
operation, management and safety. Duties also include providing technical support for all areas of the
Center. The classification Auditorium Operations Coordinator is recommended. Based on review of
market data, salary grade 17 is recommended.
The Center has various spaces such as meeting rooms, Council Chambers, and lobby area that can be
used for large and small group meetings, weddings, and other private events. One employee
coordinates the rentals for these meetings which includes tours, explaining rental policies, developing
contracts, and working to meet group request for set-up and other logistical arrangements. Work
includes supervising part-time staff and coordinating and reviewing their timesheets, and handling
alcoholic beverage inventory and ABC regulations. The employee assist in other areas as needed.
The current classification Conference Center Coordinator is recommended. Since limited market data
was available, internal relationships were reviewed for recommendation of salary grade 16.
The third role coordinates and directs box office operations which includes preparing ticket services
and working with clients on pricing and seating arrangements, hiring and training part-time box office
staff, accounting for daily sales receipts, and preparing fiscal and sales reports. The role also
supervises front of the house operations during the Palladian Series and serves as administrative
support for the department and for the Clayton Cultural Arts Foundation. Work includes creating
promotional material such as news releases, website and other social media, and coordinates the
volunteer program. The role also assists in other areas within the department as needed. The
classification Booking Office and Administrative Coordinator is recommended. Based on internal
relationships and review of market data, salary grade 16 is recommended.

Customer Services Department
This department, staffed with nine full-time and four part-time employees, is responsible for meter
reading, utility billing, revenue collections and field and office customer services. Work includes setting
up, maintaining and closing out utility customer accounts and performing billing and revenue
collections.
The Director is responsible for hiring, training, work assignment, performance coaching and evaluation
and motivation, communications, and recognition and reward for staff. Work includes budget
development and administration, organization of work processes, technology management for the
function, records management and reports, contract management, and related activities. The role
requires knowledge of professional financial management and related technology use, strong staff
leadership and management, and strong customer service and conflict resolution skills. The role is
properly classified and recommended for salary grade 23 assignment based on labor market data.
Reception . Two part-time positions staff the reception function in Town Hall. Employees provide
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greeting and directions to visitors and information and transfer telephone callers to the appropriate staff
member. The roles also assist with clerical tasks such as stuffing envelopes that can be performed
with frequent interruptions. Work requires knowledge of all Town functions and locations and some
office technology skills. Recommend allocation to the Administrative Support Assistant classification.
Salary data leads to salary grade 11.
Utility Billing . Two positions are responsible for uploading and downloading files into mobile collecting
technology for radio read and hand held data entry to create the utility usage data base that then
translates into bills based on usage. The employees review the files that are created for accuracy and
abnormal information and then generate billing information and review again for any mis-reads and
coordinate with field staff to double check questionable data. Employees also create meter reading
routes; perform month end and year end reports; balance and close out cash collection drawers; set up
new accounts and close out accounts; process equal payment customers and calculate amounts; close
out electronic receivable payments; and perform other specialized tasks. The roles are properly
classified and recommended for salary grade 14 based on salary data analysis.
Customer Services. Two levels of customer service work was identified. The first entry level is
currently called "cashier" and is focused on taking payments from customers, entering mailed and drop
box payments, answer phone calls, providing information, and negotiating payment extensions. These
roles do not set up and close out accounts and refer more complex issues to others. Recommend
classification of Customer Services Representative, salary grade 9 for these roles.
The higher level roles open new accounts, answer more complex questions, verify information on utility
applications, collect deposits or line of credit wavers, set up customers in data base, prepare work
orders for field staff to turn utilities on and off, provide information on equal payment plans and bank
drafts, explain the Town's solid waste services, perform high bill problem-solving, grant adjustments for
leaks, and close out accounts. Recommend Customer Services Specialist for these roles. Salary data
leads to salary grade 11.
Collections. One position is allocated to performing current and delinquent collections work. Tasks
include entering new bank drafts into software and sending pre-notes to the bank; drafting customer
accounts for utility bills; uploading payments from credit card vendor; creating final bills for utility
customer account closings; sending out letters on equal payment plans; creating miscellaneous
invoices; creating letters and making calls on delinquent accounts; submitting unpaid accounts to the
DA's office; using the debt set-off software and other delinquent collections methods; reconciling
accounts; creating payment arrangements; and related activities. The role exercises more discretion
than come of the other positions and is recommended for the classification of Collections Specialist at
salary grade 13 based on salary data.
Meter Reading. Three positions participate in reading water and electric meters. Work includes
connecting and disconnecting electric and water service for moving and non-paying customers. The
employees drive a pick up to collect radio-readings as well as key readings into hand held computers
for meters not yet converted to the new technology. When needed the employees trouble-shoot high
usage customer complaints and repair meters. Recommend classification of Meter Technician. Salary
data leads to salary grade 10 recommendation.
One of the three positions takes a greater role in the trouble-shooting and repair work. This role
spends the majority of the time connecting and disconnecting services and performing work orders with
special readings, no service complaints, high usage complaints, leak complaints, new meter
installation, replacing and repairing meters and participates in reading as needed. The role requires
more independent judgement and customer contact than the other roles. Recommend classification of
Senior Meter Technician. Salary data leads to salary grade 11.
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Finance
The Finance Department is responsible for a variety of financial activities involving disbursement and
accounting of revenues and expenditures. The department, staffed with five positions performs
budgetary accounting, financial reporting, internal audit, payroll, accounts payable, purchasing and
warehousing.
The Finance Director manages accounting, debt service administration, investments, fixed asset
management, and purchasing and warehousing for the Town . Work also includes developing a variety
of fiscal policies and procedures and establishing effective systems of internal control. The employee
advises the Town Manager and Council on a variety of fiscal issues and manages department staff.
Work requires professional accounting and public finance knowledge and skill and people management
skills.
The current classification is appropriate and market data leads to a salary grade
recommendation of 28.
An Accounting Technician performs accounts payable including matching invoices and purchase
orders, reviewing invoices for payment authorization and entering them into the data base, printing
checks and related reports and having checks signed, mailing checks and filing invoices. Work also
involves entering accounts receivables into the financial package database, making electronic
payments, and related tasks. The work is requires paraprofessional knowledge of accounting,
accuracy and the ability to meet deadlines. The role is properly classified . Salary data leads to salary
grade 13.
A position, currently titled Staff Accountant, performs bi-weekly payroll including updating payroll files
such as direct deposit information, updating addresses, tax withholdings, and benefits changes,
importing and reviewing manual and digital timesheets for FLSA compliance, preparing and printing
payroll checks and creating direct deposit files, printing various payroll reports, making electronic tax
payments, distributing check stubs to departments, updating leave accruals and deductions, updating
payroll deductions, and related tasks. In addition to payroll, the employee performs some bank
reconciliation for bank draft deposits and credit card purchases, monitors and audits P Card activity,
reviews requisitions and issues purchase orders after Finance Director approval, files utility tax refunds,
and creates and updates various spreadsheets. The majority of time is spent on payroll. Recommend
classification of Payroll Specialist. Salary data leads to salary grade 15.
The Purchasing Agent is responsible for obtaining quotes and placing major purchases for the Town.
Work includes purchasing vehicles, trucks, and heavy equipment; purchasing various items from State
Contract; working with departments to insure that purchased items meet staff needs; research and
identification of vendors; filing warranty claims; participating in the preparation of bid specifications;
coordination of NC OMV documentation for town vehicles including registration and tags; ordering and
managing motor fuels; assisting departments with budget projections; scheduling and receiving delivery
of major orders; sale of surplus property, and tracking and updating FCC licenses for two way radios.
Work requires significant knowledge of state purchasing regulations, attention to detail, strong
technology skills, and excellent interpersonal communications. Recommend retaining classification of
Purchasing Agent. Salary data leads to salary grade 19.
A new Warehouse Agent position has been approved. The role will report directly to the Finance
Director but work on location at Public Works and Utilities and Electric departments providing customer
service to them. Work will entail setting up order points, issuing supplies and materials, placing orders
for standard stock items, loading and unloading materials and checking orders for accuracy, entering
receipts and issues into the data base, preparation of reports, conducting periodic audits, and working
with staff to insure that needs are met in a timely and efficient manner. The employee will operate a
fork lift and will need strong skills in office technology, customer service, and accuracy. Recommend
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classification of Warehouse Specialist. Salary data analysis leads to salary grade 15 recommendation .

Fire

The Fire Department has asked for a classification and salary grade assignment for the role of Fire
Battalion Chief. The roles are proposed to supervise operations and response for all stations on a shift
and take command at emergency incidents unless relieved by higher level officers. Thus advanced
knowledge of fire, emergency medical and technical rescue are required as well as modern and
effective supervisory skills. They oversee station and equipment maintenance, lead and participate in
fire prevention and education programming; divide up various special responsibilities and special
projects and provide performance coaching and evaluation of assigned staff. The roles are
recommended for salary grade 21 based on salary data and internal relations between the Captain and
Assistant Fire Chief roles.
Human Resources

Two positions in the Finance are part of this year's study. The first is a new position of Human
Resources Analyst. The role is expected to be a professional level position to handle issues in concert
with the HR Director including recruitment and selection, employee relations, benefits administration,
new employee orientation programs, performance evaluation system, employee training and
development, succession planning, compensation, and related programs. Work requires significant
professional knowledge and judgement, interpersonal and problem-solving skills, and technology skills.
Salary data leads to salary grade 17 recommendation.
The second position in the department is the Safety Officer. The role is responsible for managing the
safety and wellness programs of the Town including safety and wellness training and promotion,
coordination of safety meetings, conducting accident investigations and analysis of trends, overseeing
contractor safety programs and compliance; management of workers' compensation program,
employee lost time and light duty, records, and medical provider follow up; alcohol and substance
abuse prevention, compliance and policy administration; biometric screening; and related activities.
The role requires ability to facilitate and lead groups, knowledge of related laws and regulations, and
collaborative conflict resolution skills. Recommend retaining classification of Safety Officer. Salary
data leads to salary grade 19 recommendation.

Information Technology

The Database Administrator reports to the Deputy Town Manager and is responsible for monitoring,
maintaining, troubleshooting, upgrading, and administering the various information databases to
support the Town's programs. There are presently six SQL servers with three being databases related
to the ERP systems. Employee ensures data integrity and provides necessary upgrades, patches, and
fixes to those servers by customizing solutions, querying and designing, including custom scripts and
solutions to business problems. Work requires the employee to work with third party vendors in finding
solutions to server issues. Employee spends a significant amount of time creating databases to
support departmental needs and solutions since departments are realizing the limited nature of
enterprise systems. This requires consulting with departments to determine database size needs and
allocating space on servers and then working with vendors to configure solutions for department needs.
System patches require the employee to remove old applications and make appropriate decisions
regarding data warehousing and then design and run tests and back-ups. This position is in transition
with balancing the work associated with contractual consultants and meeting the demands of the
departments. When the position begins to resolve the consultative issues, then management may want
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to enhance the salary grade level. Based upon present duties, recommend this position be classified
as Internal Technology Consultant at salary grad e 19, Continued development may lead to the
classification of Data Base Administrator at salary grade 22.

Library

The Library is staffed with seven full-time employees and supported by part-time and volunteer staff.
Currently there is one location.
The Library Director manages staff activities and is responsible for all aspects of library operations,
evaluates services for effectiveness and needs of the community, prepares for short and long range
library service needs, ensures compliance with State NC Public Library standards, and serves as the
liaison to the Library Board of Trustees and Friends of the Library. The director performs outreach to
promote the library and participates in development activities, fund raising, and grant application
requests and supervises the selection, acquisition and processing of library collections, archives,
historical documents and museum artifacts housed at the library. The role requires extensive
knowledge of library operations and a master's degree in library science. The role is properly classified
and recommend assignment to salary grade 22 based on market analysis.
One role catalogs library materials ensuring that new materials are properly classified and ready for
checkout for patrons. The role also assist the director with the evaluation and purchase of collection
materials, maintains the integrity of the library system and database, troubleshoots issues with
electronic and workflow systems, and provides support to other staff members. The role requires a
master's in library science. Recommend retaining the classification of Librarian and placement at
salary grade 14. Typically librarians have some supervisory responsibility and this role does not. This
was considered in review of market data and grade assignment putting the position slightly lower than
the market average.
Five employees perform circulation service duties including: customer service, checking books in and
out, assisting patrons in locating books, explaining library policies, collecting library fees and fines,
assisting patrons in use of public computers, assisting customer withe-book registration and accessing
state library resources, scheduling and instructing volunteers, and keeping records on work activities.
These are typical Library Assistant duties. In addition, four of these positions perform library
programming duties for children or adult services. Programming tasks include book selection and
various activities such as coordinating and hosting an adult book club, researching and scheduling
guest speakers, developing children craft activities, and planning and implementing activities for the
children's summer reading program. These roles will also perform outreach activities and develop a
teen mentoring program. To recognize this higher level of work, the classification Library Associate is
recommended. Based on review of internal relationships, salary grade 1O is recommended.
A fifth position performs Library Assistant duties about half of the time but also serves as administrative
support for the department. Work includes preparing reports on a variety of library activities, assisting
the Friends of the Library with membership, handling mail, updating records, assisting with training of
staff, and coordinating a monthly art display. To recognize the additional duties, the classification
Library Technician is recommended. Based on review of internal relationships, salary grade 9 is
recommended.
Management is considering adding a new position to support some of the technology needs at the
Library. Responsibilities would include digitizing historical documents, providing assistance to patrons
with a-services and online search tools, supporting the automated and integrated library systems and
creating system reports, and assisting with cataloging of research and archived materials. Based on
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initial review the classification of Library Specialist at salary grade 12 is recommended .

Parks and Recreation
The Parks and Recreation Department has gown substantially with facilities and staff since the last
study. Most obvious is the addition of the new community center but also new parks, fields and trails
have been built since the last study. The department staff is now eight full-time with dozens of
temporary staff and volunteers to be managed .
The Parks and Recreation Director plans for the current and future needs of the department including
staff, facilities and programs and works with Town staff, elected officials, consultants and community
groups to identify priorities, funding, and potential sites. The employee works with consultants on site
analysis, facility design and construction and keeps the Town Manager informed on progress and
issues. The role provides staff and guidance for two citizens boards involved in citizen engagement
and fund raising and manages the staff, facilities and capital and operating budget for the department
ensuring customer service excellence. The role requires strong knowledge of modern principles and
practices in active and passive parks and recreation programming ; strong organizational, staff
management, leadership, meeting facilitation and collaborative conflict resolution , and public
presentation skills; and ability to vision and plan. The role is properly classified . Salary data leads to
salary grade 27 recommendation.
Athletics
With a proposed reorganization within the department, there are two division: Athletics and Recreation .
The Athletics Division includes athletics programming and parks maintenance. The Athletics Program
Supervisor leads the division and is responsible for planning, organizing and managing staff, resources
and programs. Programs include youth and adult leagues, tournaments and camps . Work includes
planning and scheduling games, fields and facilities; hiring, training and supervising full-time staff,
temporary game officials and score keepers, and volunteer coaches; planning and administering
division budget; purchasing equipment; obtaining sponsorships; marketing; and related activities. The
role also supervises the parks maintenance staff responsible for ensuring field readiness, parks safety
and beautification, and setting up and cleaning up for special events. The Athletics Program
Supervisor role has expanded with staff supervision and maintenance functions and is recommended
for the classification of Athletics Superintendent. Salary data analysis leads to salary grade 20.
A new position of Athletics Coordinator is anticipated to assist in planning, organizing , supervising and
marketing athletics programs. The role will assist with hiring, scheduling and supervising game
officials; registration of participants; participation in field preparation; and recruiting and supervising
coaches. The role is entry level professional requiring a related bachelor's degree. Salary data leads
to salary grade 15 recommendation.
Parks Maintenance. Two full-time positions, a Maintenance Technician and a Maintenance Worker
staff this function with temporary staff assistance. Work includes participation in building parks,
installation of playground equipment, building and maintaining trails , turf management and game
preparation of fields, landscape maintenance and beautification, special event setup and cleanup; and
park and playground equipment safety inspections. The Maintenance Technician plans, organizes and
leads the work; sets priorities; manages mowing and bathroom cleaning contracts; leads and
participates in trades work including masonry, carpentry, and plumbing ; prepares and administers
budget and purchases plant materials, fertilizers, etc; and leads and schedules staff. Recommend
classification of Parks Maintenance Supervisor. Salary data and internal comparisons with building and
grounds staff in other departments lead to salary grade 14.
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The Maintenance Worker participates in parks and facilities cleaning, sod installation, mulching, and
mowing; trains and supervises temporary staff; participates in special events setup and clean up;
prepares fields for games; and inspects playgrounds, trails and walk ways, and irrigation system for
safety and repairs equipment and facilities. Work includes some semi-skilled plumbing repairs to
bathrooms and irrigation system and operation and maintenance of light equipment. Recommend
classification of Parks Maintenance Specialist assigned to salary grade 11 based on internal
comparisons with building and grounds maintenance staff in other departments and salary data.
Recreation
This division is staffed with two full-time and multiple temporary employees and includes recreation
programming and management of the community center. Recreation Center Supervisor is responsible
for planning, organizing and supervising special and holiday events, arts and crafts programs, senior
games, team tennis, childcare, summer camps, and related activities. Work includes overseeing daily
operations and staffing of the community center; overseeing registration and scheduling; planning,
organizing, staffing, and evaluating effectiveness of events and programs; preparing and administering
budget, and supervision of staff. The role has grown since the last study with the addition of the
community center and staff in the division. Recommend classification of Recreation Program
Supervisor assigned to salary grade 18 based on labor market and internal comparisons .
The Recreation Program Coordinator plans, organizes and supervises arts and crafts, fitness, nature,
tennis and computer classes; youth programs such as pre-school, schools out, summer and special
needs camps; senior games, Clayton Youth Council; and assists with special events programming.
The employee is responsible for hiring and supervising instructors, staff and counselors; marketing the
programs; program registrations and taking fees; and assisting with daily operations of the community
center. The role requires professional degree plus some professional level experience. The role is
properly classified and recommended for salary grade 16 based on labor market data.

Planning and Development
The Planning and Development department is responsible for long and short range planning for the
Town including preparing, updating and administering development codes, comprehensive plans, and
other small are and strategic growth plans for the Town.
The Director leads staff and advises the Town Manager, elected officials and citizen boards in the land
use and development of the Town . Work includes staff management; long range planning and
economic development; zoning and nuisance codes enforcement; GIS system administration including
mapping and addressing; and grant management. The employee manages and participates in activities
including design projects and special projects. Work requires strong leadership and visioning skills,
staff management skills, comprehensive knowledge of urban design and development principles and
practices, and meeting facilitation and collaboration skills. The role is properly classified and
recommended for salary grade 29.
A Development Coordinator provides customer service to developers and the public and support to the
staff. Work includes providing information and assistance in the development review process,
coordinate development review and permitting across varying departments; taking and tracking
development fees; file management; taking minutes of meetings; and administrative support including
preparation of reports, documents, correspondence, etc. The role is advanced journey level
administrative support requiring thorough knowledge of the development review and permitting
processes, strong customer service and collaborative conflict resolution skills, and office technology
skills. Recommend classification of Development Services Coordinator. Internal comparison of this
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role within the department and with other roles in the organization results in salary grade 16
recommendation.
Downtown Development. The Downtown Development Coordinator works with a Board appointed by
the Mayor, Council and Manager to promote and develop downtown Clayton. Work includes planning
monthly meetings; researching and recommending strategies and promotions; marketing the downtown
area; providing a liaison between the Town and downtown merchants; administering the Main Street
Program; developing and administering grants; and coordinating special events. The role requires
strong marketing and interpersonal skills, some knowledge of economic development, and the
application of independent judgement. The role is properly classified and recommended for salary
grade 19.
GIS. The GIS Technician position is responsible for providing GIS services for the Planning
Department and coordinating GIS activities with other departments and agencies. Work requires the
employee to provide the physical address of new projects and land divisions, verify existing addresses
and correct any discrepancies. This requires verification of field data, utilizing mapping applications
and the 911 system. Work also includes completing spatial analysis to create maps on topics such as
census information, land use, area plans, and annexations. Except for Public Works and Electric,
employee prepares GIS layers and data sets for other departments such as Fire, Library, and Parks
and Recreation. In supporting planning, employee is responsible for reviewing the final plat, working
with developer on street naming, determining development fees, and updating the various layers such
as zoning, Town limit trash pick-up layer, etc. The employee works with other departments and
administration by utilizing and performing spatial analysis to create maps or reports. These are used to
create mapping tied to an area of interest or enhancement of Town programs. Work also requires the
employee to work with other in-house users and the database administrator in ensuring data integrity
and continuously improving the GIS data by updating and correcting attribute and positional accuracy of
spatial data features. Duties also include training others in GIS technology use. This position has been
Recommend this position
diminished in scope with the decentralization of GIS to public works.
maintain the present title of GIS Technician and be assigned to salary grade 18.
Planning. Two Planner positions perform development review and various planning activities. Work
includes reviewing current planning applications and conducting pre-applications conferences with
prospective development applicants; Technical Review Committee work; performing site inspections,
issuing zoning permits; coordinating community review of development projects; performing various
planning studies and reports; significant research; interpretation of UDO for public and citizen boards;
and providing staff support to citizen boards. One of the Planners chairs the Technical Review
Committee and takes on more difficult projects such as streetscape, grant development, and design
work. Recommend classification of Senior Planner, salary grade 21. The other role is recommended
for the Planner classification at salary grade 19.
Zoning Code Administration. The Zoning Administrative Officer is responsible for zoning code
enforcement including landscaping standards, setbacks, lot size and width, signs, appearance and
other requirements. The employee reviews and issues zoning permits, sign permits and other zoning
permits as assigned. Work also includes following up on requirements and enforcement action working
with property owners to help bring them into compliance. Work requires entry level professional
knowledge and strong interpersonal and collaborative conflict resolution skills as well as office
technology skills. Recommend retaining classification of Zoning Administrative Officer. Salary data
leads to salary grade 17 recommendation.
Nuisance Code Enforcement. The Code Enforcement Officer is responsible for nuisance code
enforcement including overgrown lots, junk vehicles, trash and graffiti. Work involves responding to
citizen complaints and conducting field investigations to determine degree of remediation. The
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employee works closely with businesses and property owners on non-compliance issues and creates
photographs, records and correspondence to document issues. When property owners fail to comply
the employee coordinates remediation with vendors and then charges the property owner.
Recommend classification of Zoning Code Enforcement Officer. Salary data leads to salary grade 14.

Police
An Animal Control Officer, located in the Police Department, is responsible for patrolling to identify
animal control problems as well as responding to complaints. The employee sets traps for nuisance
animals, picks up stray animals, transports animals to the animal shelter, addresses wildlife issues, and
investigates reports of animal cruelty and animal bites. The employee maintains short term Town
kennels and performs public education presentations. Work is performed with a significant degree of
independence and the employee must maintain state certification. The role is properly classified and
recommended for salary grade 13 based on labor market data.
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PAY PLAN IMPLEMENTATION

The salary ranges in the recommended pay table are approximately 55% from starting to maximum
salary. Grades 5% apart have been established. An open range salary schedule has been
recommended to provide flexibility in providing in-range salary increases. These ranges provide for
employee advancement as a result of increased value to the Town because of increased experience,
and as an incentive and reward for increased performance. When annual market adjustments (cost of
living adjustments) are made to pay ranges to account for inflation and local labor market changes, the
whole table should reflect the adjustment, thus maintaining competitive entry level rates of pay.

Compression. Normally, given the seniority of some Town employees, one would expect to find half of
the Town's employees below Midpoint and half above Midpoint. As can be seen on page 16, that is not
the case currently or in the recommended implementation options. There are two primary
disadvantages to this compressed distribution. The first, long term, high performance employees are
making the same or nearly the same as employees with less tenure. There are often morale problems
associated with this and it can lead to turnover. The second problem is that when the Town has the
opportunity to hire highly qualified candidates; it is very difficult to offer such prospects salaries above
entry level when employees with a number of years of service are compensated near those entry
levels.
Implementation

Applying the same implementation strategy used last year for the first half of the study,
employees are moved at least to minimum of the recommended range and receive 1% per
year of service above the minimum of the range with a minimum of 2.5% if the range went up.
Cost for implementation
Cost as a percentage of payroll

$96.339
3.57%

It is important to note that this cost reflects salary dollars only, not the associated benefits costs.
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TOWN OF CLAYTON
EMPLOYEE SALARY RANGE DISTRIBUTION
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OPTION 1 -All employees brought to probationary step with at least 6 months of service 7/1/16 plus
1% per full year of service, unless already above this point in the new salary range.
If position upgraded, at least 2.5% salary increase.
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Town of Clayton
Salary Schedule
2015-2016

GRADE
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38

HIRING
}(
RATE
23,740
24,927
26, 173
27,482
28,856
30,299
31,814
33,405
35,075
36,829
38,670
40,604
42,634
44,766
47,004
49,354
51 ,822
54,413
57, 134
59,991
62,991
66, 141
69,448
72,920
76,566
80,394
84,414
88,635
93,067
97,720
102,606
107,736
113,123

~

~ MINIMUM
24,927
26,173
27,482
28,856
30,299
31,814
33,405
35,075
36,829
38,670
40,604
42,634
44,766
47,004
49,354
51,822
54,413
57, 134
59,991
62,991
66, 141
69,448
72,920
76,566
80,394
84,414
88,635
93,067
97,720
102,606
107,736
113,123
118,779

MID POINT
30 ,269
31,782
33,371
35,040
36,792
38,631
40,563
42,592
44,721
46,957
49,305
51,770
54,359
57,077
59,930
62,927
66,073
69,377
72,846
76,489
80,314
84,330
88,546
92,973
97,622
102,503
107,628
113,010
118,661
124,593
130,823
137,364
144,232

MAXIMUM
36,797
38,637
40,568
42,597
44,727
46,963
49,312
51,778
54,366
57 ,085
59,939
62,936
66,083
69,387
72,856
76,499
80,324
84,340
88,558
92,986
97,636
102,519
107,644
113,026
118,677
124,611
130,842
137,384
144,254
151,466
159,039
166,991
175,341

GRADE
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38

Town of Clayton
List of Classes Arranged by Grade

GRADE
6
7

FLSA
STATUS

CLASSIFICATION

Library Assistant

8

HIRING
RATE
MAXIMUM
23,740
36,797
24,927

38,637

26, 173

40,568

9

Customer Services Representative
Library Technician

27,482

42,597

10

Library Associate
Meter Technician

28,856

44,727

11

Administrative Support Assistant
Customer Services Specialist
Parks Maintenance Specialist
Senior Meter Technician

30,299

46,963

12

Library Specialist

31 ,814

49,312

13

Accounting Technician
Administrative Support Specialist
Animal Control Officer
Collections Specialist
Permits Specialist

33,405

51,778

14

Librarian
Parks Maintenance Supervisor
Senior Administrative Support Specialist
Utility Billing Specialist
Zoning Code Enforcement Officer

35,075

54,366

15

Athletics Program Coordinator
Development Services Coordinator
Payroll Specialist
Warehouse Specialist

36,829

57,085

16

Assistant Public Information Officer
Booking Office and Administrative Coordinator
Conference Center Coordinator
Recreation Program Coordinator

38,670

59,939

17

Auditorium Operations Coordinator
Human Resources Analyst
Zoning Administration Officer

40 ,604

62 ,936

42,634

66,083

18

E

GIS Technician
Recreation Program Supervisor

2ofJ

Town of Clayton
List of Classes Arranged by Grade

GRADE
19

FLSA
STATUS

CLASSIFICATION
Accountant
Downtown Development Coordinator
Internal Technology Consultant
Planner
Purchasing Agent
Safety Officer

HIRING
RATE

MAXIMUM

44,766

69,387

E

E
E

20

Athletic Program Superintendent
Town Clerk

E

47,004

72,856

21

Fire Battalion Chief
Senior Planner

E
E

49,354

76,499

22

Database Administrator
Library Director

E
E

51,822

80,324

23

Customer Services Director

E

54,413

84,340

24

Clayton Center Director
Public Information Officer

E
E

57,134

88,558

25

59,991

92,986

26

62,991

97,636

27

Parks and Recreation Director

E

66,141

102,519

28

Finance Director

E

69,448

107,644

29

Planning and Development Director

E

72,920

113,026

30

76,566

118,677

31

80,394

124,611

32

84,414

130,842

88,635

137,384

34

93,067

144,254

35

97 ,720

151,466

33

Deputy Town Manager

E

E = Exempt from the Wage and Hour Provisions
of the Fair Labor Standards Act (FLSA)
under current regulations
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SALARY SURVEY
Town of Clayton
October 2015
Data on Selected Classes from the Public and Private Sectors

The public and private sector salaries represent the local market which provides a reflection
of the actual cost of living in this geographic area.
Salary quotes are for beginning or entry employees and the maximum of the salary range.
"NA" indicates that there were no comparable classes reported in that organization . Population
figures are from the N. C. Office of Management and Budget.
As with most salary surveys, exact matches among positions are rare . This was the case
with the organizations surveyed for comparison with the Town of Clayton positions. Based on
information obtained from these employers, the best possible matches of positions were made.
Few, however, were identical.
Use of Averages
The salary data on the next several pages includes a line that identifies the average of the
collected salaries. It is important to note how this salary data is used. For non-supervisory jobs,
unless there is a skewed market or a job that deviates from the others in the salary data, jobs are
placed in the salary grade closest to the average. A skewed market would be a market where only
large or small jurisdictions rather than a mix of both large and small reported salary data.
For supervisory jobs, averages were not used. Instead, jobs were placed at a market level
that reflected the scope and responsibility levels of the jobs in relation to the other jurisdictions.
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I
$62,712

·--Garner · --+------'-$3~
8,230 I
--- ----1r-----~-i------- J·--···----y-------t--I
I
I-·····-. 25,745 ---~------1--------· . ··- ····
~

·:o~~----E-~~-=J

Auditorium
0 erations Coordinator

I ·-

I

3-----l

I

I

I

$93, 173

:

-~-~-

·-----

~---

$51,426

--·

$61 ,500

$38,536

I

$40,711

, . #DIV/O!

·r·--..·3 ----~3- ---=J-~=-~- r
_ _-__ $49,354
21

$5~118

$51,821
22
24

F6.49~
$96,265

I

-t -$33,405

r

$53,447

I
I

.$61,871

.

-$53,447

$33,405

~

13

$3l3!...670
16

1

L

.!.4 Q, 603 _
I
17

$64,964

Salary SL.
_ Summary
Town of Clayton

_ ___Clayton Center
__l_Administrative Su ort
Administrative
Senior Administrative
Data Base
Organization . _J _
(population)
l
Director
I
Assistant
Support Specialist
Support Specialist
Administrator
Hiring
Maximum
Hirin
Maximum Hirin
Maximum Hirin
Maximum Hiring
Maximum
Apex
$52,998
CulArtCentMgr
$32,573
$34, 133

,___ ____

I

~7.!473

1 - --

-··:·. ·

!

. -· - - - · -!----

-

- --

- ·- ~~

- -

: :~- -~-- --.---- ..

ca,y·-=-~-=-~- ~56,929_

~ F~~;;;~;•~t:

ArtProCoor

I

..

~;-- -~~-~--~~ +cA/Eyn:;M![_ -$~9.931

::

~-liol:~.:: :-: ~8;-_ -c_~~Ctr Mgr _-

_. ·.···~ Raleigh

1

$31, 732

-1

~~~--

1·-_- $60,-144
..

·-- --

·

-

-·····

-- =~- -

i ---·---- ·· --- · -- - -· ·-

- · - Smithfield ·· - ·- ' ---W-:966 ·-·.

~~.11?__ .

-- - ---

•-•• • --• •• ·- - -J

•-

• -· w~~~~ou_n_!}' ·--- i-- - -·- - -

.1.,1.~~~~ c:~"~--

_
$26,099

· --

$50,894 -

$33~3o

--$51,230

33319 _

_p

••

-- ------•

:. ._: -:~ ~-

••

Avera9!__

----- ·

..... ..~l'!Y.ton - current"

u

•

•

-

·

$54,163

5331_2

I
.------

$28,059

- $35,165

$49,000

$36, 186

$58,938

•

•-

$35. 177

$54.523

$29,09;

$4~,426

$31,570

$49,985

~5,013

- $56,133

t
-- ;;~~~; ~46~~-; ~3~.; 05 ~5L44i $3~1s ~-

----+--

- -4--

- --+- - - - - · - + -

.

25

-

53,447

·

$35,07~

·-

--··--

-.--~~~ -

·-- - ----- -

------ ·- .

$49.927

$33,405 J

=
C---•---fu-•••·---

-- ··-

.
$28,900

$54,553 ·-. $96 ,

c-r.---·=r- =--·=

----

$53,458

--

-·--··>---·-

$32.214

-

·-----~,

-_-___

_$59,492

$45.720 --

·

--

$103 ,542

_- -

__ ,_

_-=~-=

I

$34,983 -

$29.501

I _

$62,754

$53,331

$42,931

$48:488 _ ..... $32,818

-·

I

$36,421 - -$56,514

-· - - - ·-

- -

I

$33,093

·- > -

--

-.-.!---- ·-----· ·~

-- k-i~~~:~de<t ~Tu°~~i $88,5~s

$34,944

J_$40,4.S~r- . _ 1 __ ·-r·

-__-

· -- -~~1_.:1331:: _: $91,412

·

I

-~ --=
$55~973 -~---~
-- ---1--- -_,_ _ _,______ - · _____,
-==.__ ·----···-··-

- ·

-

~~---- ~-~~_er~~~=1~ -$~~~ ~ --#~IV/O! ... __
_. Private·s·ecfi)r -:·~T---=-~--=--=-L- __ _
.. _·-

$31,517

$46,614

--1··- -- ·--·----- . -·-·-- ----·- -~-_::· ..~~rest..~:-~ -=-~~-- -~-~- ~. =-~---=-- -~29,767

.

$49,130

$50, 772 _

G~nera-1 ~9I _~ $27,553

-- '

. -~;a ---·.~- __:.·.-~--- . ~-·-~f
I_ ·-

$46,509

$31 ,699

··_ ,· · ·--- · · -t-·-·--·-· ··- -- ·· · ·--- ------~----

403,892
--

1

·-~-- -

$52:2z 7 - __ $93. 17;
$56 ,528 ,_
--·---~

-

=

$~7,874
.. - - - · -

--------+----- ···~-

f $56 ,11I.]_-_--_=-1
$56)18 -i

$5i~22

,

- - - __,

$"80 ,324

Salary Sui
Summary
Town of Clayton

I

Organization
. ___Jpopulation
Apex

,___ -

GIS
Technician
Hirin
Maximum
. $39,624
Tech

-. -·

37,473

I

Public Information
Officer
Hirin
Maximum
$55,619

I

Deputy Town

Town
Finance
Ch irk
Hirin
Maximum Hiring
I Maximum
$48,048
$86,299

I

·-

- - - 1 - - - - - - 1 - - - - - - + - - - -- 1 - - - - + - - -- - + - - - - - + - - - - - + - - - - - 1 - -

..

----~-Cary- --T_=-.~_ 135,234
--

I

$65,894

I

I ..

Dep PIO

I $42,474 I

I

Dep

I

I

$72 ,654

.. - - - - + - - - - - - - - t - - - - - - + - - - - - - - + - - -

- - - - - t--·

·~-._;...-.- -

I Controller

_______,... - - - - -- -<

$108,525 _

~-~-:~--:~~~;,~~~~t - 1 ~-----~E..
_ . ~wake ~~~n!Y-=_-1~2.300
-·

1--Johnston
-- - ·- Count

1-- .

-

-

•

Private Sector
Ave rag ~

• •

Recommended
--·· Grade

a•

•

a

'

$59,657

Comms Dir

$84,839

$114,173

I $96,641 I

$151 ,206
__

in Tech

$65,564
I

- - - -

$63,318
I-

I
_.

•

$163,438

---· --T--. ·- - t --$51 ,821 I $90,265
22 ·---+-I
· ·- ·· ---··- ·-·- · - - - --+-----·
-·

I $72,918 I

· · ~--

$68,213

$5?J 34
24

$88,558
26

.f

I $44,822 I
- r - - - - - -----..6

-

$85,325
$75,126

I

- - ----- -

29

-----=

$n 690

$138,462

$77,470

I $125 ,722-

--

1--

- . - - - - · ..

18

I$75~s~~2£~~08~

$47,872

-- ~

,. . ••• •• •

.I $42,634 I

_I $46.178

-------+-

Ma

---1

- clayfon .::-current_
16,116

I_--~-_:_=~---

...

I -·-·=r=__

I $97,ooo I $165,ooo I$117,260 I $199,540 1------c·- I $97,ooo I $ 165,obQ

S ecialist

I $38,~ 15- ]._

___ Averag_~~ .. -

$122,526

-+---

$41,950

-~----· ~-~.662

..

I - $72 ,200

1_ ~75.222 I

---

---·

----- --+--·--- --t-- - -- --;t--- - - - -+---$66,139 - $105,821
$116,667 $47,004 $75,204
27
20
. - - -- - - ! - _ __ _ __,__
·-· -

I

I $8~,~35 I $137,384 I $4~.go4 I $75,204 I

$6~:48

I $107.644

Salary Sui
Summary
Town of Clayton
___ Organization ·- ..
_ Payroll
Accountant
Purchasing
Warehouse
I
Accounting _
Animal Control ..
,. ..
(populatio~L_
Specialist
A~ ent
Specialist
I
Technician
Officer
I
···-·-----· ___ ___ _____ Hirina
Maximum Hirill9._ Maximum Hirina
Maximum Hiring
Maximum Hirinq
Maximum Hirin_g_
Maximum
~ex
$35,880
. _
$50,482
$37,648
Buyer
$35,880
_
_
37,473
$29,557
Whs
asst
·- ··..
- - -·~

-

-- ----~-·-

- ~~----

-- - -Ca- -- - $40,456
-_=-~:_135,234 __ _J __ ·-- __

-:f

-· ·Fuq·.;ay varina
17,937
••

.•••

- - __

Garner

--·- - ·

J $36,421

.

$42,476

_

$36,484 1 $58,575

__ ,, • • j

1

25,745

$62,712

i

!__

·-~--

$65,832

$56,930

__

$42,235

$67,466

. ..

$38,522
$31 ,700

_

$51 ,230

$76,456

$33,093

$51 ,230

$76,456

~-H~1iy §e~n!I!!: -i ~36,732f $sa ~71 _ ~51 .~87 ~ J8~~;oo ---~ ~- . .?~~-61

l $3~~£4.:.L~§2.~~!

. _~ -. ~aTeig!j. ---··

·-$46)08

$68,870

l

'

_-==:

·--·-

-- .

I ..

·smllilfieici ·
- ·- .

! --·· --··

"$35,880

10 966

wa:~~est ~. :-~~--1·

-:wak e

co!!!l~.

_

•.. - ... .

:. · jo.hnsfor1 counti - ·- - ·---

-· ··- .

__:-_ Average_~ .
- - - -- - -

Private Sector

. ..

-~:~:=~-

$41,886 . $68,22_!!]

--~----t-$~2,3oo

-

--

$35,177
$43 , 8~~ .

__ _ _J__ _ _ ·-

. -·

$5(523· I $50,026
_ Supv __ __

$37.533 _ $58.351

i-=

$56,1~1_.
.. ...

- ·

I $89,163 I
.

-

-_

___

_....

I

I

-·

~

Grade

15

19

$69,387

27

.=-·.:::::. ___ . •
··-

___·- 3-··
I $34,796 I

I $36,829
1
15

-

$30~377 __ $48.944
$40,708

-

-

Supv

~

_:- . - _
1

- - -- _______ .. ___ ---

$59,215

$57.o85

1-_ -

~is~

~

$49,ooo

I $32 ,214 I

$49,927

~214 ~9=:·

1 $33,o5o I

$51 ,991

L $3~153 L l49,167

-+- - --- -

I

I

.

L~~3 ~i_ -~

---"-~---

$69,387 1 $44,766
19

$53,9[ 1

$48,79 ~

$31,470

~~

c1al;~~:~;~:t~!----.~-~-=~1J~1~5- ~.11a-~~·~03 ::~64,964~ :_.=-::~~--=-~ ~ $3~ 2814
~ecommencte<r . ~~1-~:36:a29 T W.qa~=-+.. $44 ,766

- - ---:=1

Sr~~~9igec -;;459Ji~,131 _r-~-~

.. _

$75.757

.

~·

---·

$74,770

_

~ $4~_,319 I $73.864 1 $49,594

----- ... . ---- --- .....l
~
~

$36,186

-$33.31 o

J

ACO -

-supv I

- ---=-=

- j

I

-··- -·- __,, __ --- .

,--=r--=--=.

$51,230

I

$33. 31.tj: $5321.()__ •

_ . ~-· _-.:. ~

Manager

..

$41 ,950

~~ -_- -· ~-

~ =~=--"

- -- -

$?._2.200

$33,030

---·-~-----· ·-·-

!· $5~896 _1- :· ...~~==F~-=--·~-~~~~ $54,896

..- -:. . I"

·-··-~ --

· ··

... ·--·---·- ·-·- -·

.

.. $96,906 -f-l~~35·~_-$59,492 _ ~ $33,491

$54,553

:.-:~~~ .:J:-~ · 1~- :·-.:: -~:·: __.: : __ ·_~- . J-~.·
403,892

$34,944
$40,456

$53,331

..
..

·- ---

- -- -- ..... --~- . - - - -··-

··-. ,. -- - - ..

$49,130
___

-

---

$56,514

$31,700

Whs Su r
lnvt Spec

$33 .~r
13

1

$50,901

$49,ooo -=:'

~

---

·-=-c=-=
$30,299
11

$51.778 1 $3"'3,405
13

I
1

$j6. 9~3

$ 51 J...78

Salary Su~
Summary
Town of Clayton
Organization .. ____ Customer Services
(population)
Director
___ ..
Hirinq
Maximum
1 - - . Apex_ -- ··
$50,482
Manager

-· -·-

---37,473
-- - -·--· --·

Customer Services
Customer Services
Representative
Specialist
Hiring
Maximum Hirinq
Maximum

-

.;ifi; :__~~ - ~t--

·

$28,745

I

Rep I

- - · --

~8~11y Springs · __ .----- --~
---·-··
24,661

_ __

-· . ~-:~ ~:; --~... - ~1~~57~ -~~~- ·_ ~1·~~.~52

I $34,944

Re_p II

I

Acct Rep [ $36,691

J

·--------

$30,016

$48,573

$33,093

$53,331

$30,221 -

·--

~-

$48,94·4 ·- .

$33,319

$53,310

-;;1 ,~95

- $51 ,392

·· -

$58,575

I -·=== ·--,
-

.

$48,353

>-- ~~7,55~ $44,39~ -~ $;~,37;--·

.-

I

$36,484

_,__

·- - - - - - -

~-- -->---

·-=·..=,

~ 1~~6,92-~~ $62~:67___

~ ;;~:~:-. ~- ~~_J___. . J ~- ·- ~:. - . -~ ~ $~~~o~ ==-~ $4~~~; ~=----~ : - .. >;;721-~
4

_· ·-

. ·:

·

_

~.-L4],57Jr'~~2._3 ,616 I
-~~w~:~~:-r~~~-~~i~~~:::::~_:
... :::sm_ithfield .
10,966

-- .--··

- · · - - ·-.

l4§~95 __±3~. 88o $54, 89~
~· --~~ :31:2~-~;~'. :_~.
$34.4~i$5~~~~
t--- - ·- h--·- --·- ·- · - ·-··-----~- ...:~.-- ~ -· . -T-- -1
-I __
....
.
_,_ ___ t-===-_
,
__

_

-·}irivate Sector

··-·---

..

- -- . -

:-:Mana~er

$49, 58~ $79, 75~

r----------

·~··--

~--~~ton-Curreq $54,4121· $8?,059
16,11~--. : -~- . - . - - ·
Grade

._- _·

·

j $26 ,829

$28,059 ____ .1_42,931 __ $29,474

$50.9: 2

I $54,412 1"$87~059
23

i=

:_

__

$40,703

$29 ,824

$47,032

__

-_ . .

-- - - ·· - - - - - - - - 4

_· -

·-

$32,550

1 ..

·-· - - - · - - - ..

$50,782

..

_.....

J---~, 856
· - -· - - - - -

1$27,482
9

1$42,597

I

$30,299
11
28

~

~-_j~~,27_1 __ ] : ..

1Q_____ -· - - -

I

$46,963

~7,799

$35 ,899

··- ---+

i - -· - - - +
..__ -----

--+------ ...

--·-Recommended ~

-$24J.90 _ $37,011

!

Johnston c~_~ty .. ~ $40, 144

=-~- ~veriiijes

1

$34, 133

-----+---------+-------+-------+- ··---~---

--·--

1

- ·
$31,699

- $44,348 1 $70,729

17,937

::rn ·

$32,573

..

.

$62,754
135,234__ _ _$_
49
~,_
17_1_,__~--

---i=u-quay Varin_a

Collections
Billin~
Specialist
Specialist
Hirinq
Maximum Hiring
I Maximum

$29,557

'.~·--~- _-- ... _Cary_~~ --. ..

r

-=-t:==.=- j $33,405 [

- =--=r
__ ---·--- _

_!l_ __

$33,405
13

1

$56,447

I $35.075 -1
14

___

.-

--

$56,447 _
-- - - $54,366

Salary Sm
Summary
Town of Clayton
Organization _
(population)

__

Senior Meter
Meter
Athletics
Parks Maintenance
Parks & Recreation i -Athletics Program
Technician
Technician
I
Director
Suoerintendent
Program Coordinator
Su p~_!V isor
Maximum Hirin
Maximum Hirin
~iring
Maximum Hirin
Maximum Hirin
Maximum Hiring__ I Maximum

.....

- Apex ---

I

$29,551

-- . --··-- - _$30,971

... _ 37,_473 .....

: :-~~~~fl-- --J-~~l--· _FUq.uay Varina

-l

1------1·
17.1_937 - .

--

Garner

25,745

$28,588

J ~i.~~365 I. __ I

I

$52,998

$72,654

Adm M!!C_ $49,171

~-

··--·

-=-··--·

-

$41,475

$81,141

$43,597

.
j

-

.

.

I

J

$30,221

$48,353

$75,670

$38,309

$76,365

$122,184

-- ·:.-~J~$2a.9~~ 1- $46,61 ( . ·_·__

$44,262

$42,523

----

·

$93 495

--~-

$156,786

L $61,39i._
- ·--

$118,040

-- -------·

-

$38,5~2 ---- $~9,71;_~

-

·-·

___ ·___

--...

Pro~ r

I $98,638 I $42 ,235 I $67,466

$62,400

·-----+·--·-·- ··+-

- ·-----

.... Holfysprings· -

- -- -- - RiielQti-

--·- _ --·----~--~

$82,202

$47,125

-·--------+--···----

$68,036

------$83.711

$68,661

·-----· --

$59,492 ----·--r~-----

$35,165

-_4::;:: -:~ :-:i _-: _- :_ -r~~-:=:--=~:~-::::-=-~~----- _:~_ ----t=-~ ---=:--===:_-:

___L:__ -+ .---r-··- --~
-~---~l _- .
. . ---- --t- ---"~~ _ s~~~id -~ . ~1-~21,190_1
$2~,_118~~ $38,889-~~8,552
L_::- -::_ j_ :_ -:-= :- ~- - _ -1-- _
-= . .
:.-r_--· -·---J~~ -.~· __
--·I
._
Leaddl
~
l
.
.
-.
.
- ---·-· w~keCOUn~
-~~---~
£:. ~·-·-·- ~~~. .__ _·=-_~~ ____-- --~- ____·---~=F~-=: -±---=-~=--I--=-=
.......
..
- · ·-- ---- r·-·--···
...

-·

,_...__ • ...__.._,

-

·-

-·----- · - - · -

.. -

-1:31,011_ __

---

30,117
...

,--~---

.

· $135,086 _ $50,912

f>riVate sector

I $29,501

. ·- . ~~~~~g-~ .

tf4.~J20 J

-

•

.

$82,932

-

$34,459

_J

----------

I - . 1-- --~--- I

$29,473

.

----- -

I $45 , 96~

·- I·

·- - - -- - f - - - - - -

··------!-

~ -~~~-~t~~. 11~ur~~~ :[~~~~02 _~-~~:~!j~~~·f 99 I $48,4 n ± _.

_

=~ ~~ommend~
Grade

1

1 ~28,8~ 1 ~4,n7 _l~$~3~0=,2=9~
9 ~1-$~4~6~,9~6~3-~~~~~~~~~~~~~~~-~~~~--~-~-~
10

f

11

-----·-

--_-=r __ ·-~=~r-.=,

-1--

·--------1-

Crew

-·

-1- ...• - - - -

-

. -·

--

-··-

·-

'

·- i - - - -

I $27.!§~~_J__j_43,4~-1

Averages

1-··

$82,932

-~-·~-..

--!--- . --·

1

$50,912

-

-

~-- --

·~~·J0t1nsr<>nc0unfit._]~$28,_2fil $43,751

-t----·--

-- - $89,585___ $48 ,152 --1_73,673

-·$31 ,255

Wake Forest _ _

---

Salary Sur

Summary

Town of Clayton
~-~arks Maintenance

.. .Organization
__(p~_l!l~~pn_)___ _

_

Specialist

___ _ .
_ Hiring
_ _ ~p__~-- .. _$30,971
37,473
$32,573

_
t
l_

Cai}<

---~ r- $3-3)~0

135,234
--~ -----·--

-

· -- --- ---

-

0

__ . _

~

-

_ $5{584

---~---

' .+-- ...~· j_ $27 1 ~_44 H

Garner _

Maximum Hiring
$41,475

· - - ·-

I

$44,5.95

- -·- - - ~4,6~1_ -

$31,732

4 - - ·-

I

·- - $40,2?5

-

-

. ..

403,892

- - - - - -· - ..

0

$42,141 __ ._~38,230
$50,772

--==···:-_.... _
- - .

--

:

J~h~st~~ ~o:~

- - ···----;-

... - -- ---

·-

.1-~:_: ·· -:_:r ·~=-·-

-:_::=--· · :: :

$103.461
.

$123,926

$58,771

.

$72;313
·-

·--

$65,522

$36,732

. --

I

$72,730

-

$35, 165
..

I

I

$33 .093

$59,492

$34,976

-·

$54,213 _

I $36,421
-

--

$89, 043

r

I

-. · - - - -

$149,320

$53,331

E-

$116, ~-=t $34 ,983 J

.

--i--------

_._·

·-·

··1

$56,~!i _

.$585,973 _
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CLASS SPECIFICATIONS
(ALPHABETICAL ORDER)
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Management and

Pe~sonnel

Services

Group;;:;:;;:~~

Class Specifications Guidelines

In the following class specifications, the following definitions are used for experience
requirements.

Some experience:

Six months to one year

Experience:

One to three years

Considerable Experience:

Three to five years

Extensive Experience:

More than five years, usually six to eight years

The class specifications are provided for information. These should remain administrative rather
than being formally adopted by the Board so that management can make minor changes to update
them as needed. Class specifications may cover single position classifications or multi-position
classifications. Class specifications differ from job descriptions. Class specifications are intended
to capture the essence of the job, but are not intended to be a laundry list of every duty for the job.
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ACCOUNTANT
General Statement of Duties
Performs difficult professional accounting functions for the finance operations in the Town .
Distinguishing Features of the Class
An employee in this class is responsible for a variety of accounting tasks requiring professional
knowledge of accounting principles and practices. Work involves journal entries and periodic
reconciliations , budgetary accounting , cash management and investments, reconciling bank
statements, assisting with year end audit procedures, compiling and generating a wide variety of
financial reports, and performing related fiscal duties. Work includes providing technical guidance and
training to other staff, generating a variety of records and reports, other accounting duties, and
generating spread sheets and graphics on fiscal matters. Work is performed under regular supervision
and is evaluated through observation, conferences , review of work, and audit of the records by an
external auditor.
Duties and Responsibilities
Essential Duties and Tasks
Posts daily transactions, journal entries, amendments, deposits, disbursements, and other
documents to the general ledger; reconciles monthly bank statements; performs transfers, wires, and
other on-line banking procedures; breaks out interest and principle and posts debt service payments to
general ledger.
Monitors on-line bank accounts and analyzes cash flow; transfers funds to various accounts as
needed; sends check files to on-line bank accounts; balances deposits against various records .
Prepares daily deposits of cash and checks; checks cash collections reports and posts to
general fund ledger.
Compiles and prepares a wide variety of records and reports; makes electronic payments.
Distributes various master bills such as property and liability insurance, health insurance, credit
cards, etc. among departments and funds.
Prepares special invoices.
Leads and participates in monthly bank account reconciliation process for primary and payroll
accounts.
Sets up new account numbers in budgetary accounting software as needed.
Assists with various posting, printing , and calculating of accounts for monthly, quarterly and year
end closing, budget figures, and budget amendments.
Generates a variety of spreadsheets and graphics depicting financial conditions and status,
including cash flow analysis and analysis of expenditures and revenues.
Provides financial analysis, problem-solving, and other support to various departmental inquiries
and other financial staff.
Assists with annual budget development and audit including research, compiling information,
etc.; posts auditor's adjusting and reversing entries.
Maintains a variety of forms and fiscal office supplies readily available.
Additional Job Duties
Assists with heavy work loads and fills in for other absent staff members.
Performs related duties as required.
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Recruitment and Selection Guidelines
Knowledges. Skills, and Abilities
Considerable knowledge of professional governmental accounting principles and practices.
Knowledge of laws, general statutes, rules , and regulations governing specific municipal
accounting tasks .
Considerable knowledge of the application of information technology to financial analyses and
record keeping including special financial software, spreadsheets, data bases, etc ..
Knowledge of regulations, laws and Town policies and procedures and ability to interpret and
apply them consistently and effectively.
Knowledge of governmental budgeting principles and practices.
Skill in collaborative conflict resolution and problem solving.
Skill in internal customer service excellence .
Skill in financial and interpretive analysis.
Ability to compile, evaluate, and reconcile a variety of accounting records and reports.
Ability to make arithmetic computations accurately and with reasonable speed.
Ability to perform a variety of fiscal or accounting functions and to change priorities quickly and
maintain accuracy level.
Ability to develop and maintain working relationships with a variety of people including vendors,
general public, and other employees and supervisors and to provide technical guidance to others.
Ability to communicate effectively in oral and written forms.
Ability to perform accounting processes with appropriate speed and accuracy.
Physical Requirements
Must be able to physically perform the basic life operational functions of fingering, talking,
hearing, and repetitive motions.
Must be able to perform sedentary work exerting up to 10 pounds of force occasionally, and/or a
negligible amount of force frequently or constantly to move objects.
Must possess the visual acuity to prepare data and statistics, work with accounting processes,
operate a computer terminal, and do extensive reading.
Desirable Education and Experience
Graduation with a bachelor degree in accounting and experience in an automated fiscal or
accounting environment, preferably in the public sector; or an equivalent combination of education or
experience.
Clayton
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ACCOUNTING TECHNICIAN
General Statement of Duties
Performs responsible paraprofessional accounting functions for the finance operations in the
Town.
Distinguishing Features of the Class
An employee in this class is responsible for performing accounts payable, generating a
variety offinancial reports, and performing related fiscal duties. Work involves applying established
accounting procedures, principles of bookkeeping, and basic fund accounting to the review and
processing of accounting documents. Work is performed in an inside environment under regular
supervision and is evaluated through observation, conferences, review of work, and audit of the
records by an external auditor.
Duties and Responsibilities
Essential Duties and Tasks
Processes all financial documents which support the accounts payable functions including
reviewing invoices for proper payment approval, assigning budgetary line items for invoice payment,
matching invoices with purchase orders; entering invoices into the database, obtaining authorized
signatures, printing and mailing checks, and maintaining files; processes electronic payments.
Enters accounts receivable into accounting data base.
Prepares and mails IRS 1099s and obtains require W-9 forms.
Maintains current vendor listing with addresses, tax identification number, and other
information.
Verifies customer service cash drawer, lockbox and credit card receivables; audit and
disperses petty cash
Verifies and allocates into various budgetary accounts insurance, gasoline, telephone, utility,
and other large vendor bills.
Researches inquiries regarding purchase orders, requisitions, payments, and other
accounting issues.
Additional Job Duties
Backs up other financial office staff.
Performs related duties as required .
Recruitment and Selection Guidelines
Knowledges. Skills. and Abilities
Working knowledge of accounting principles and practices.
Working knowledge of laws, general statutes, rules, and regulations governing specific
municipal accounting tasks.
Working knowledge of office technology and specialized financial applications and
spreadsheets as they relate to assigned tasks.
Skill in data entry with accuracy and required speed.
Ability to meet assigned deadlines.
Ability to compile, evaluate, and reconcile a variety of accounting records and reports.
Ability to make arithmetic computations and accounting processes with accuracy and with
reasonable speed.
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Ability to perform a variety of fiscal or accounting functions and to change priorities quickly
and maintain accuracy level.
Ability to develop and maintain effective working relationships with a variety of people
including vendors, public, and other employees and supervisors.
Ability to communicate effectively in oral and written forms.
Physical Req uirements
Must be able to physically perform the basic life operational functions of lifting, grasping,
fingering, talking, hearing, and repetitive motions.
Must be able to perform sedentary work exerting up to 10 pounds of force occasionally,
and/or a negligible amount of force frequently or constantly to move objects.
Must possess the visual acuity to prepare data and statistics, work with accounting
processes, operate a computer terminal, and do extensive reading.
Desirable Education and Experience
Graduation from a community college with a degree in accounting, business or related field
and some experience in paraprofessional accounting work or an equivalent combination of
education or experience.
Clayton
2001
2006
2016

ADMINISTRATIVE SUPPORT ASSISTANT
General Statement of Duties
Performs public contact, data processing, and administrative support tasks in a program area
or for a department.
Distinguishing Features of the Class
An employee in this class performs entry to journey level administrative and office support,
data entry, and public contact duties. Work includes serving as receptionist relaying information,
scheduling activities; data entry and spreadsheet work; generation of records or reports from the
computer; or other records maintenance work. The employee is expected to have a general
understanding of the work unit and its services to respond to standardized inquiries; non-routine
questions or situations are referred to others. Specific oral and/or written instructions are available to
apply to most work situations. Work includes the use of a computer terminal, word processor, or other
office machines. Work is performed under regular supervision in an office environment and is
evaluated through observation, conferences, and the quality and effectiveness of work completed.
Duties and Responsibilities
Essential Duties and Tasks
Answers telephone and greets visitors; processes requests for assistance; directs calls or
visitors to the best sources for information; and gives information based on the type of request.
Provides customer service to citizens as related to the department's services and programs;
may collect and document payments.
Processes and routes daily mail.
Initiates and finalizes work orders for a variety of public works and utilities services; distributes
work order to proper work unit for service.
Takes messages and returns phone calls; screens and routes documents.
Processes records and referrals from various clients, departments, and other sources.
Issues purchase orders by entering appropriate details into software.
Reviews, verifies, and records various program records; enters data into spreadsheets in
prescribed formats; answers questions from departmental staff and the public concerning records;
prepares monthly and quarterly reports for departments, managers, and other agencies; and ensures
that information provided is complete and correct.
Enters correct information onto forms or standardized letters, memoranda, or reports and
makes adjustments as necessary to fit varying situations.
Additional Job Duties
May assist other staff with program and office support functions.
Provides back-up to other staff.
Performs related duties as required.
Recruitment and Selection Guidelines
Knowledges. Skills. and Abilities
Working knowledge of office practices and procedures.
Working knowledge of arithmetic, grammar, spelling, and vocabulary.
Working knowledge of word-processing, spreadsheets, and other information technology
applications used in the assigned office.
Skill in the operation of a computer, scanner, copier, fax machine, typewriter, or other office
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equipment.
Skill in customer contact.
Ability to process data and other information required by the program and office.
Ability to communicate effectively in person and by telephone.
Ability to be tactful and courteous.
Ability to follow oral and written instructions and procedures.
Ability to enter data with accuracy at the speed required of the particular program or position .
Ability to use automated systems and technology in performing the duties assigned.
Ability to establish and maintain effective working relationships with the general public and
other employees.
Physical Requirements
Must be able to physically perform the basic life operational functions of reaching, fingering,
talking, hearing, and repetitive motions.
Must be able to perform sedentary work exerting up to 10 pounds of force occasionally and/or
a negligible amount of force frequently or constantly to move objects.
Must possess the visual acuity to prepare and generate data and figures, operate a computer
terminal, and determine the accuracy, neatness, and thoroughness of the work assigned.
Desirable Education and Experience
Graduation from high school supplemented by advanced courses in word and data
processing, data entry, or related skills and some experience utilizing and operating computers and
experience in working with the general public; or an equivalent combination of education and
experience.
Clayton
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Special Note: This generic class description gives an overview of the job class, its essential job
functions, and recommended job requirements. However, for each individual position assigned to
this class, there is available a checklist which can give further details about that one specific
position. These documents should be reviewed before initiating a selection process. They can
provide additional detailed information on which to base various personnel actions and can assist
management in making legal and defensible personnel decisions.

ADMINISTRATIVE SUPPORT SPECIALIST
General Statement of Duties
Performs a variety of responsible administrative support and customer service duties at a
journey level requiring knowledge of departmental rules, regulations, procedures, and services.
Disting uishing Features of the Class
An employee in this class performs a variety of administrative support, records processing, data
entry, customer service, and related office duties. The range of work extends from routine to advanced
journey in complexity, but is generally considered journey level. Work includes greeting the public and
answering questions and relaying information, typing or data entry work, and creating and maintaining
accurate files and records. The employee is expected to have a good understanding of the functional
unit and/or the Town and its services to respond to inquiries, including some technical knowledge about
legal requirements and departmental or Town processes, policies, and procedures. Customer service
duties require courtesy, tact, and independence of action particularly when encountering sensitive or
confidential matters. Work typically follows established procedures; precedent setting situations are
referred to others. Specific oral and/or written instructions and guidelines are available to apply to most
work situations. Work includes the use of modern office technology including word processing ,
database, spreadsheet, presentation and/or specialized software. Work is performed under regular
supervision and is evaluated through observation, conferences, quality and effectiveness of the work
completed, and feedback from customers.
Duties and Responsibilities
Essential Duties and Tasks
Answers telephone and greets visitors; directs calls or visitors and gives program and
department information based on type of request; selects appropriate materials to answer questions
and provide assistance.
Assists the public with understanding departmental and Town policies and procedures or laws
as they relate to the services being provided by the unit; explains reasons for denying a request; refers
to others who may make exceptions; takes complaints, may refer to others for resolution.
Reviews and verifies records and reports to ensure that information is provided and correct.
Prepares a wide variety of documents including correspondence, memoranda, etc. from hand
written notes or verbal instructions; proofreads materials for typographical or spelling errors; copies,
collates, binds, faxes, emails, and distributes information in various formats.
Compiles information using standardized forms and standing instructions; may prepare forms
and formats for more efficient operations.
Compiles reports from program and service activity data requiring limited research ; creates
records by posting general program activity on established forms, files, computer databases,
spreadsheets, etc.
Typically processes accounting, purchasing, and budgetary materials for the functional unit
including monthly financial reports and reconciliations; orders supplies and materials; may collect fees
and provide receipts; may assist with preparation of the budget for the functional unit and typically
monitors expenditures for the unit.
Typically processes the unit's timesheets, verifies timesheets and leave records are accurate
and maintains the unit's personnel records and files.
May take and transcribe meeting minutes for internal meetings or for appointed boards or
committees.
May accept payments, provide receipts, post payment transactions and prepare deposits.
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Additional Job Duties
May coordinate or assist with the work of others, typically in their absence.
Performs related duties as required.
Recruitment and Selection Guidelines
Knowledge. Skills. and Abilities
Considerable knowledge of business English, mathematics, and legal formats and terms.
Considerable knowledge of modern office procedures and related office information technology
equipment, software, and peripherals.
Working knowledge of laws, regulations, and Town procedures and practices related to area of
assignment and of the organization's personnel and purchasing procedures.
Skill in the use of information technology equipment and associated software products such as
word processing, spreadsheets and data bases used in area of work assignment.
Ability to work independently on responsible administrative support tasks, some of which may
be confidential or sensitive; ability to independently prepare meeting agendas and confidential
correspondence.
Ability to keep fiscal and statistical records, ledgers, and files and provide information correctly
and concisely, both orally and in writing.
Ability to type, transcribe, and take dictation, if the job requires it, at the required speed and skill.
Ability to schedule appointments and meetings and establish schedules based on specific oral
or written instructions.
Ability to communicate effectively in oral and written form in person and by telephone.
Ability to be tactful and courteous while conducting the Town's business.
Ability to establish and maintain effective working relationships with supervisors, coworkers, and
the general public.
Physical Requirements
Must be able to physically perform the basic life operational functions of stooping, kneeling,
reaching, standing, walking, pushing, pulling, lifting, fingering, talking, hearing and repetitive motions.
Must be able to perform sedentary work exerting up to 10 pounds of force occasionally and/or a
negligible amount of force frequently or constantly to lift, carry, push, pull, or otherwise move objects.
Must possess the visual acuity to prepare figures and data, do accounting work, operate a
computer, read extensively, and proof work performed.
Desirable Training and Experience
Graduation from high school supplemented by business courses and secretarial or office
support experience including customer service; or an equivalent combination of education and
experience.
Clayton
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Special Note: This generic class description gives an overview of the job class, its essential job
functions, and recommended job requirements. However, for each individual position assigned to this
class, there is available a checklist which can give further details about that one specific position.
These documents should be reviewed before initiating a selection process. They can provide
additional detailed information on which to base various personnel actions and can assist management
in making legal and defensible personnel decisions.

ANIMAL CONTROL OFFICER
General Statement Of Duties
Performs responsible public safety and code enforcement work enforcing animal control
ordinances in the town.
Distinguishing Features Of The Class
An employee in this class works in a program of enforcement of animal control ordinances in
the community. The majority of time is spent in the patrol of the town and investigating complaints
concerning stray or wild and domestic animals. Work also includes setting traps for nuisance and
vicious animals, removal of dead animals, public education programming, and investigating complaints.
Initiative is required in the effort to ensure that citizens comply with regulations, and considerable tact is
necessary in dealing with the public. The employee is subject to hazards in public safety and code
enforcement work including working in inside and outside environments and the risks involved in
handling rabid or vicious animals. Independent judgment must be exercised in deciding what action to
take if animals cannot be readily captured. Work is performed under general supervision and is
evaluated for effective management of animal issues and public acceptance.
Duties and Responsibilities
Essential Duties and Tasks
Patrols the town to enforce animal control laws; investigates complaints and picks up stray
animals; disposes of dead animals; takes apprehended animals to the shelter; enforces animal
ordinances.
Responds to calls concerning wild and feral animals.
Provides public education programming; prepares brochures on program.
Issues appropriate warnings and citations for violations of animal control ordinances; testifies in
court when necessary.
Operates a pick-up truck and animal handling equipment; sets traps and cages to collect wild
and vicious animals.
Investigates reports of animal bites, and enforces laws requiring confinement of animals for
observation.
Assists citizen with wild animal issues.
Investigates cases of cruelty to animals, and recommends appropriate action; may seize
endangered animals; takes wounded animals to veterinarians or to the County shelter for care.
Cleans and maintains the animal kennel; answers phone calls and meets citizens at the shelter
to claim animals
Maintains completed records and prepares reports on activities.
Maintains annual state certification for the program.
Additional Job Duties
Performs related work as required.
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Recruitment and Selection Guidelines
Knowledges. Skills, and Abilities
Considerable knowledge of state laws and local ordinances relating to rabies and animal
control and confinement of animals.
Considerable knowledge of methods of safely capturing and caring for animals.
Considerable knowledge of breeds of animals to aid in identification of lost pets and to know
aggressiveness of various breeds.
Skill in collaborative conflict resolution and customer contact.
Skill in the use of catch poles, traps and office technology.
Ability to deal constructively and tactfully with the public, and to maintain composure in
stressful situations.
Ability to maintain accurate reports, to develop legal citations and warnings, and to testify in
court when necessary.
Ability to operate a motor vehicle.
Ability to administer vaccinations and other injections under direction and to care for animals.
Physical Requirements
Must be able to physically perform the basic life functions of kneeling, crawling, reaching ,
pushing, pulling lifting, grasping, and talking .
Must be able to perform medium work exerting up to 50 pounds of force occasionally, an/or
up to 20 pounds of force frequently and/or 1O pounds of force constantly to move objects.
Must possess the visual acuity to operate a vehicle and distinguish details and differences
when observing breeds and colors of animals, and to prepare records.
Desirable Education and Experience
Graduation from high school, knowledge of animal breeds and care, and considerable
experience involving contact with the public and in handling and caring for animals; or an equivalent
combination of training and experience.
Special Requirement
Possession of a valid North Carolina driver's license.
Clayton
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ASSISTANT PUBLIC INFORMATION OFFICER
General Statement of Duties
Performs responsible administrative public relations work communicating promotional and
informational programs of the Town for the general public, employees and other units of
government on a broad range of Town programs, activities, and services in conjunction with the
Public Information Officer.
Distinguishing Features of the Class
An employee in this class researches, writes, edits, and coordinates with a variety of Town
departments facilitating information transfer to the public and working as a communications liaison
between the public, the Public Information Officer, and the Mayor, Town Council, Town
Administration and staff. This involves working with a variety of departments to understand their
mission and function, participating in developing a communication strategy dealing with a wide
variety of documents and complex programs to inform and educate the public on Town programs,
activities, and services. Regular duties include assisting the Public Information Officer by serving
as a Town spokesperson to the media; researching and responding to media inquiries; producing
and distributing press releases, publications and PSAs; producing and managing content on the
Town's website; managing content on public access cable television channels; producing
information for social media and engaging the public in discussion within the formats of include
Facebook, Twitter, and lnstagram. Work also includes producing special topic publications,
shooting photographs and video to document Town meetings, events, and projects. Work requires
a strategic communication approach when working with Division Directors in order to respond
appropriately to the media regarding divisional program dynamics and Town Council decisions.
During critical incidents, the employee will serve as a spokesperson to the media. Other activities
include preparation of reports, record keeping, and assisting with special projects. Work requires
knowledge of journalism and significant writing skills as well as use of office and media
technology. Special projects work requires coordination, organization, and research skills. Work
involves considerable broad contact with the public, federal, State, and local government officials,
and the media requiring tact and the knowledge regarding consequences of communication
nuances. The employee receives regular supervision by the Public Information Officer and is
reviewed by inspection or in conference for accuracy, effectiveness, and citizen satisfaction.
Duties and Responsibilities
Essential Duties and Tasks
Researches, writes, and edits a variety of materials for the dissemination of information to
the public such as promotional publications, news releases for local newspapers, broadcast
stations, and regional magazines.
Contributes and edits content for the Town's website; monitors and creates content and
then actively engages the public in discussion on five official Facebook pages, three Twitter
accounts, and an lnstagram account. Shoots photos and videos to document Town meetings,
events, and projects: edits footage to create engagement depending upon the media source.
Utilizes a variety of publication software to create brochures, flyers, and others official
Town publications.
Serves as a spokesperson during critical incidents.
Works with the Public Information Officer in proofing large communication projects to avoid
embarrassing typos and factual mistakes; researches questionable data prior to publications.
Attends and participates in meeting with the Town Manager and administration to effective
coordinate communication strategies.
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Assembles presentation materials such as PowerPoint presentations, PDF documents,
videos, and photographs for the twice-monthly Town Council meetings; operates all audio-visual
equipment; fields questions from the media regarding all presentations discussed during council
meetings.
Gathers information from departments on issues of interest and composes materials using
a variety of publishing and related software to produce newsletters for Town distribution or for
website; edits materials, designs layout and takes photographs for publications; coordinates
printing ad distribution of materials.
Maintains on-going relationships with press and representatives of other local
governments; answers media inquiries regarding Jown business and activities; researches and
interviews staff to obtain answers and information to inquiries .
Rotates 12-hour shifts with the Public Information Officer during emergency situations.
Additional Job Duties
Performs related tasks as assigned .
Recruitment and Selection Guidelines
Knowledge , Skills. and Abilities
Considerable knowledge of office and desktop publishing software applications, website
maintenance, and various media such as photographic and video equipment, and of photography,
graphics, design, and printing.
Considerable knowledge of grammar, punctuation, proofreading, editing, and layout.
General knowledge of the principles, methods, procedures, and strategies concerning a
public information, communications and community relations program, and of policies, regulations,
guidelines, and legal standards pertaining to the distribution of news and public information.
Knowledge of the Town's organization, activities, and functions.
Knowledge of social media trends.
Ability to coordinate and disseminate information regarding program and services to media,
staff and the community in an accurate and timely manner that increases understanding of Town's
programs and activities.
Ability to gather, analyze, interpret, and report research findings.
Ability to work with relative independence and to exercise sound judgment in making
decisions related to the release and communication of public information.
Ability to communicate effectively in conversations, public presentations and written form,
including news releases, newsletters, brochures, electronic medium, and other materials.
Ability to establish and maintain effective working relationships with members of the press,
elected and appointed officials, department heads, employees, and general public.
Ability to maintain confidentiality of information obtained during work operations
Ability to write and communicate in a conversational and engaging style.
Ability to shoot and edit digital photos and manage a variety of content on the web and on
social media.
Physical Requirements
Must be able to perform the basic life operational functions of climbing, reaching, walking,
pushing, pulling, lifting, grasping, talking and hearing.
Must be able to perform light work exerting up to 20 pounds of force occasionally, and/or
up to 10 pounds of force frequently, and/or a negligible amount of force constantly to move
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objects.
Must possess the visual acuity to compile and compute data and information, to perform
transcription tasks, operate a computer terminal, do extensive reading and research, and proof
and inspect finished written material.
Desirable Education and Experience
Graduation from an accredited college or university with a Bachelor's degree in
communications, journalism, marketing, English, or a related field and related experience; or an
equivalent combination of education and experience.
Special Requirement
Possession of a valid North Carolina driver's license.
Town of Clayton
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ATHLETIC PROGRAM COORDINATOR
General Statement of Duties
Assists with planning, coordinating, implementing, supervising and evaluating a variety of
athletic activities for the Town.
Distinguishing Features of the Class
An employee in this class assists with a variety of athletic and leisure time activities for the
citizens of the community. Work involves considerable planning and scheduling of activities and
contact with participants and temporary staff. The employee modifies existing programs in concert with
the requested needs of the community; recruits part-time and volunteer staff as well as participants;
publicizes program activities; coordinates activities with department staff; and participates in the
successful implementation of such programs. Work is performed in accordance with departmental
rules and policies and requires judgmental discretion in the application and interpretation of programs,
game rules, and procedures. Employee is subject to hazards in parks and recreation including working
in both inside and outside environments and in extreme temperatures, and noise. Duties may also
expose the employee to human body fluids and the work is covered by the OSHA requirements on
blood borne pathogens. Work is performed under regular supervision and is evaluated in terms of
program effectiveness and through observation and discussions surrounding public acceptance.
Duties and Responsibilities
Essential Duties and Tasks
Assists with a wide variety of athletics programming; plans, organizes, and promotes athletic
activities for various age groups including such programs as football, basketball, baseball, soccer, and
other activities; arranges schedules, locations, and personnel to staff such activities.
Instructs and supervises volunteers and paid staff; assigns and reviews and assures standards
and requirements are being met.
Promotes programs and events; contacts media and makes personal appearances before civic
and business groups; prepares press release, flyers, brochures for promotions; activities; keeps bulletin
boards and outside sign boards current.
Schedules times and secures locations for practices, games, and tournaments; participates in
conducting clinics and camps.
Registers participants for various programs and events; collects fees and completes proper
forms; maintains various records of events.
Participates in activities to insure safety and clean and neat appearance of the recreation
center, parks, fields, and other facilities; gives directions to staff for preparation of areas for activities.
Purchases supplies and helps maintains inventory of equipment and supply needs; makes
recommendations for budget of activities and programs and manages line items.
Assists in the formulation and execution of departmental rules and policies.
Participates in parks maintenance, turf management and field preparation.
Plans, promotes, and conducts various athletic tournaments.
Assists with other departmental programs and activities, as needed.
Prepares regular and special reports as required.
Additional Job Duties
Fills in for other staff and assists other staff as needed.
Performs related duties as required.
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Recruitment and Selection Guidelines
Knowledges Skills and Abilities
Knowledge of principles, practices, and methods of athletic and leisure time programs.
Knowledge of current literature, trends, and developments in the field of public recreation.
Knowledge of standard resources, materials, and facilities utilized in a public recreation
program.
Knowledge of needs analysis, marketing, program evaluation, and other management tools
necessary for program effectiveness.
Knowledge of the application of information technology to the work.
Skill in collaborative conflict resolution and problem-solving.
Ability to effectively plan and execute a year round program of athletic activities.
Ability t0 plan and coordinate the work of temporary, volunteer, or paid workers.
Ability to express ideas effectively and communicate effectively in oral and written forms.
Ability to deal tactfully and courteously with the public.
Ability to establish and maintain effective working relationships with officials, citizens,
employees, supervisors, participants, and other athletic associations.
Physical Requirements
Must be able to physically perform the basic life operational functions of climbing, balancing,
stooping, kneeling, crouching, crawling, reaching, standing, walking, pushing, pulling, lifting, fingering,
grasping feeling, talking, hearing, and repetitive motions.
Must be able to perform medium work exerting up to 50 pounds of force occasionally; and/or up
to 20 pounds amount of force frequently; and/or up to 10 pounds of force constantly to move objects.
Must possess the visual acuity to prepare and analyze data, operate a computer terminal, utilize
measuring devices, operate a motor vehicles, and inspect work of others.
Desirable Education and Experience
Graduation from a four year college or university with a degree in recreation administration,
physical education, or related degree and experience in athletic programming; or an equivalent
combination of education and experience.
Special Requirements
Possession of a valid North Carolina driver's license.
Clayton
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ATHLETIC PROGRAM SUPERINTENDENT
General Statement of Duties
Plans, coordinates, implements, supervises and evaluates a variety of athletic activities for the
Town ; supervises the parks maintenance function.
Distinguishing Features of the Class
An employee in this class plans, organizes, and supervises a variety of athletic and leisure time
activities for the citizens of the community. Work involves considerable planning and scheduling of
activities and contact with participants and staff. The employee modifies existing programs in concert
with the requested needs of the community; recruits part-time and volunteer staff as well as
participants; publicizes program activities; coordinates activities with center staff; and supervises the
successful implementation of such programs. Work also includes supervising the parks maintenance
function for the department. Employee is responsible for developing and administering a division
budget and supervision of full-time and temporary staff and volunteers. Work is performed in
accordance with departmental rules and policies and requires judgmental discretion in the application
and interpretation of programs, game rules, and procedures. Employee is subject to hazards in parks
and recreation including working in both inside and outside environments and in extreme temperatures,
and noise. Duties may also expose the employee to human body fluids and the work is covered by the
OSHA requirements on blood borne pathogens. Work is performed under the general supervision of
the Parks and Recreation Director and is evaluated in terms of program effectiveness and through
observation and discussions surrounding public acceptance.
Duties and Responsibilities
Essential Duties and Tasks
Plans, organizes, supervises and promotes athletic activities for various age groups including
such programs as basketball, baseball, softball, T-ball, volleyball, soccer, camps, and other activities;
arranges schedules, locations, and personnel to staff such activities; oversees practices, tournaments,
coaches meetings, parents meetings, tryouts, drafts, and related activities.
Supervises the parks maintenance function for the department; ensures safety of parks and
facilities; ensures preparation of fields for play; oversees turf management, trail and park maintenance,
beautification , and related activities.
Hires, trains, schedules, provides performance coaching and evaluation for assigned staff
including professional staff, game officials, scoring officials, coaches, and temporary staff.
Supervises and participates in promotion of programs.
Supervises and participates in scheduling times and secures locations for practices, games,
and tournaments.
Supervises concession activities and field rentals; manages contracts for concessions,
photography and other contracts.
Supervises and participates in registration of participants for various programs and events;
collects fees and completes proper forms; maintains various records of events.
Plans, develops and administers division budget; purchases supplies and maintains inventory of
equipment and supply needs; participates in obtaining team sponsorships.
Develops game rules; orients coaches.
Assists in the formulation and execution of departmental rules and policies.
Provides necessary liaison with other public and private groups and agencies.
Plans, promotes, and conducts various athletic tournaments.
Assists with other departmental programs and activities, as needed.
Prepares regular and special reports as required.
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Additional Job Duties
Fills in for and assists other staff as needed .
Performs related duties as required .
Recruitment and Selection Guidelines
Knowledges Skills and Abilities
Thorough knowledge of principles, practices, and methods of athletic and leisure time
programs.
Considerable knowledge of current literature, trends, and developments in the field of public
recreation.
Considerable knowledge of standard resources, materials, and facilities utilized in a public
recreation program .
Considerable knowledge of needs analysis, marketing, program evaluation, and other
management tools necessary for program effectiveness.
Knowledge of the application of information technology to the work.
Knowledge of liability and safety precautions required in the work.
Knowledge of modern and effective supervisory principles and practices including leadership,
motivation, communication, performance coaching and evaluation.
Some knowledge of the organization's personnel, budgeting, and purchasing policies and
procedures and relevant employment laws and regulations.
Skill in collaborative conflict resolution.
Ability to effectively plan and execute a year round program of athletic activities.
Ability to express ideas effectively and communicate effectively in oral and written forms .
Ability to deal tactfully and courteously with the public.
Ability to establish and maintain effective working relationships with officials, citizens,
employees, supervisors, participants, and other athletic associations.
Ability to solve problems working collaboratively with staff, coaches, parents, participants, and
the general public.
Physical Requirements
Must be able to physically perform the basic life operational functions of climbing, balancing,
stooping, kneeling, crouching, crawling, reaching, standing, walking, pushing, pulling, lifting, fingering,
grasping feeling, talking, hearing, and repetitive motions.
Must be able to perform medium work exerting up to 50 pounds of force occasionally; and/or up
to 20 pounds amount of force frequently; and/or up to 10 pounds of force constantly to move objects.
Must possess the visual acuity to prepare and analyze data, operate a computer terminal, utilize
measuring devices, operate a motor vehicles, and inspect work of others.
Desirable Education and Experience
Graduation from a four year college or university with a degree in recreation administration,
physical education, or related degree and considerable experience in athletic programming; or an
equivalent combination of education and experience.
Special Requirements
Possession of a valid North Carolina driver's license.
Prefer possession of Certified Recreation Professional.
Clayton
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AUDITORIUM OPERATIONS COORDINATOR
General Statement of Duties
Performs difficult planning and technical work to accomplish smooth operation of all shows,
events and rentals for the Clayton Center.
Distinguishing Features of the Class
An employee in this class plans, coordinates, organizes, provides and supervises staff in
accomplishing the smooth operation of events at the Clayton Center auditorium and supporting
activities at the conference center. Work involves serving as primary contact for auditorium rentals,
completing contracts, setting up for events and providing all technical direction and support during
the events. The position coordinates technical equipment including lighting, sound, multi-media,
general set-up, and general operations of the facilities. Work includes supervising contracted and
part-time staff supporting auditorium events. Most work is performed during weekday hours but also
includes weekend and evening hours during events. Employee is subject to hazards in facility
operations work. Work is performed in inside conditions under general supervision of the Center
Director and is evaluated in terms of smooth operations, customer satisfaction, and program and
cost effectiveness through observation and discussions surrounding public acceptance.
Duties and Responsibilities
Essential Duties and Tasks
Serves as primary contact for auditorium rentals; provides facility tours and cost estimates,
explains policies, completes rental contract and receives deposit; discusses and plans for event
logistics; documents details and shares with supporting staff.
Provides all logistical and technical support for events and productions held at the facility;
reviews and negotiates technical riders; supervises backstage areas and pre-show activities, house
light levels, length of intermission and curtain calls; develops event timeline schedules, ticketing
information, and shares with various staff involved in event logistics; handles event changes and
alterations.
Runs electrical, light and sound equipment for facility events; keep on hand needed backline
and audio equipment.
Receives set up and equipment request for conference rooms, lobby, and Chamber from
Conference Center Coordinator.
Oversees general maintenance of the facilities; completes work orders for necessary
maintenance; keeps maintenance records.
Supervises all load-ins and load-outs.
Assist with sets up and break down of equipment for the conference center; provides
technical support to clients .
Repairs facility equipment and conducts monthly maintenance and facility inspections.
Inspects and maintains rigging systems, lifts and other stage systems.
Designs templates for digital signage advertising events and designs templates for event
slideshows.
Serves as the facility safety coordinator which includes monitoring and regularly up-dating
MSDS records, fire codes and OSHA
Coordinates, locates, hires and supervises maintenance and cleaning staff; oversees
contracted maintenance, repairs, equipment rentals, etc.
Supervises production and technical staff; hires, trains and supervises contract and
temporary technical crews.
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Reviews and negotiates technical riders with outside touring companies; executes contract
and technical rider requirements.
Prepares, tracks and maintains labor and equipment budget for upcoming events.
Purchases facility equipment and supplies following established Town purchasing
procedures and budgetary guidelines; seeks bids for equipment or services for daily operations and
upgrades.
Communicates with outside touring companies to coordinate technical needs for shows.
Additional Job Duties
Performs related duties as required.
Recruitment and Selection Guidelines
Knowledges. Skills, and Abilities
Thorough knowledge of all theatrical equipment and stage management.
Considerable knowledge of theater and performing arts.
Considerable knowledge of safety rules, regulations, procedures and practices.
Knowledge of facilities maintenance and repair.
Ability to operate sound, lighting , and audio-visual equipment.
Ability to effectively set priorities and manage project completion.
Ability to recruit and train skilled and unskilled help.
Ability to plan and coordinate the work of contractors, temporary, volunteers or paid
workers.
Ability to express ideas effectively and communicate effectively in oral and written forms.
Ability to deal tactfully, firmly, and courteously with the public.
Ability to listen, communicate with, negotiate, and provide appropriate client services.
Ability to work independently, maximize time for productivity, and make good judgment
decisions regarding the work.
Ability to establish and maintain effective working relationships with other employees,
supervisors, and the general public.
Physical Requirements
Must be able to physically perform the basic life operational functions of climbing,
balancing, stooping, kneeling, crouching, crawling, reaching, standing, walking, pushing, lifting,
fingering, grasping, feeling, talking, hearing, and repetitive motions.
Must be able to perform medium work exerting up to 50 pounds of force occasionally,
and/or up to 20 pounds of force frequently, and/or up to 10 pounds of force frequently and
constantly to move objects.
Must possess the visual acuity to work with data and figures, operate a computer and
other machines, use measurement devices, distinguish colors, perform mechanical work,
inspect small defects and parts, and read extensively.
Desirable Education and Experience
Graduation from community college with an associate degree in technical theater arts
and experience in technical theater management including setting, designing, lighting, sound
and rigging, or an equivalent combination of education and experience.
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CLAYTON CENTER DIRECTOR
General Statement of Duties
Performs professional and administrative work in managing and plann ing activities for the
Clayton center auditorium and conference center.
Distinguishi ng Features df the Class
An employee in this class plans and organizes staff and resources to book and promote
professional touring shows, schedule and negotiate auditorium and conference center rentals for
community groups, and perform marketing of shows and facilities as well as securing sponsorships
for each season. Work involves supervising the facility maintenance; provision of technical support
for shows and rentals in terms of lighting, sound and multi-media; box office ticketing and sales;
conference center rentals; and general office management. Work also includes hiring, training, work
assignment, performance coaching and evaluation for assigned full-time staff and supervision of
volunteers; departmental operating and capital budget development and administration; coordination
with a variety of community groups involved in cultural arts, theater arts, and downtown merchants;
and fund raising . Work is performed under the general direction of the Town Manager with input from
the Clayton Cultural Arts Foundation and is reviewed for the quality of programming and
performances, effective marketing of shows and facilities, and general community reputation .
Duties and Responsibilities
Essential Duties and Tasks
Provides leadership and long range planning for the auditorium and conference facilities;
assesses community desires for entertainment and researches and secures appropriate talent;
attends booking conferences; books and promotes professional series; negotiates with agents and
managers to secure and finalize contracts .
Promotes professional series; designs marketing plans for newspaper, radio, television, and
grass roots campaigns; oversees the development of posters, flyers, and season brochures;
participates in the design of playbills; visits community groups to make presentations.
Oversees center performance activities through subordinate staff such as: production of
shows including "front of the house", backstage, volunteers and other areas; technical coordination
including lighting, sound, and multi-media productions and equipment.
Oversees the development of season pricing structures, ticketing, and box office procedures
and operations; oversees entertainment of sponsors and other dignitaries; directs volunteer
organization goals and purpose.
Performs fund-raising; obtains sponsors; solicits corporations and individuals; prepares grant
requests.
Supervises the leasing of conference facilities insuring proper set up of rooms and equipment
and marketing of the facilities.
Provides information and support to a variety of community groups including the Clayton
Cultural Arts Foundation, Clayton Visual Arts committee, Clayton Youth Theater, and others; works
with the school system to book auditorium rentals and coordinates with school administrators and
teachers to prepare for their events; serves on various local and internal Town committees.
Prepares and administers departmental operating and capital budgets; projects technology
and other needs; administers budget throughout the year; purchases needed supplies and
equipment.
Hires, trains, motivates, provides performance coaching and evaluation with assigned full-time
staff; oversees the recruitment, training , and work assignment of volunteers and temporary staff.
Participates in work of staff as needed during staffing shortages.
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Additional Job Duties
Performs related tasks as assigned .
Recruitment and Selection Guidelines
Knowledges . Skills and Abilities
Considerable knowledge of the principles and practices of professional theatrical and musical
productions including lighting, sound, and multi-media involved in productions.
Considerable knowledge of the marketing of entertainment utilizing various media.
Considerable knowledge of box office operations including ticket pricing and internal financial
controls.
Considerable knowledge of modern supervisory principles and practices including motivation,
communication, conflict resolution, hiring, and discipline and promoting an effective customer service
philosophy.
Considerable knowledge of the laws and regulations related to hiring and employment
practices.
Considerable knowledge of local government capital and operating budgeting and purchasing
policies and procedures, and contract development, negotiation, and administration.
Considerable knowledge of the application of information technology to the technical
productions, conference center media, box office operations and general record keeping.
Knowledge of the network of groups and events associated with identifying and booking talent.
Ability to recognize and select talent affordable and suitable for center performances.
Ability to establish and maintain effective working relationships with various community
organizations and groups, elected officials, other managers, employees and the general public.
Ability to make interesting and effective public presentations.
Ability to be innovative and creative in designing/obtaining programs, funding, and in
marketing.
Physical Requirements
Must be able to perform the basic life operational skills of climbing, balancing, stooping,
kneeling, crouching, crawling, reaching, standing, walking, pushing, pulling, lifting, feeling, fingering,
grasping, talking, hearing and repetitive motions.
Must be able to perform medium work, exerting up to 50 pounds of force occasionally, and/or
up to 20 pounds of force frequently, and/or up to 1O pounds of force constantly to lift objects.
Must possess the visual acuity to prepare and analyze data and figures, perform accounting
tasks, operate a computer terminal, and do extensive reading.
Desirable Education and Experience
Graduation from a four year college or university with a major in theater arts, recreation
administration, public or business administration, or related field and considerable related experience
of a progressively responsible nature, including some supervisory experience; or an equivalent
combination of education and experience.
Clayton
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CONFERENCE CENTER COOR DI NATOR
General Statement of Duties
Performs responsible administrative, planning, and coordination work for successful
execution of events and meetings at the Clayton Center Conference Center.
Distinguishing Features of the Class
An employee in this class performs event planning work for the Conference Center
managing and coordinating activities for successful execution of events and meetings. Work
includes serving as the primary contact receiving requests for use of facility, explaining policies and
spatial design, setting pricing, completing contracts, and coordinating with other staff for set up,
equipment, and service needs. Work includes supervising part-time staff supporting conference
center events. Sound judgment is required in the application of facility and department policies and
rules . Work is performed in inside conditions under general supervision of the Center Director and is
evaluated in terms of smooth operations, customer satisfaction, and program and cost effectiveness
through observation and discussions surrounding public acceptance.
Duties and Responsibilities
Essential Duties and Tasks
Serves as primary contact for activities at the Conference Center including private,
corporate, and community groups; receives request for use of meeting rooms and other areas of the
Conference Center; provides facility tours; explains policies, spatial design, flow, and staffing needs;
provides pricing structure and develops quotes; completes rental contract; discusses and plans for
event and meeting logistics; documents details and coordinates set up, equipment, and service
needs.
Insures appropriate set up for events including arrangements of tables and chairs and audio
visual equipment; assist clients with audio visual equipment as needed.
Maintains overall Conference Center calendar; organizes and tracks availability and usage.
Invoices, collects, and records payments for events; follows up on unpaid invoices.
Coordinate with service providers such as caterers, DJ's, florists, photographers,
transportation, etc. for Conference Center sponsored events.
Assesses sustainability of facility analyzing reports on use of space, equipment, and services
to ensure payments received; purchases furniture, supplies, and equipment; inspects and identifies
maintenance needs and works with Town staff to correct issues found; monitors Conference Center
budget including expenditures and revenues and makes recommendations for spending.
Markets the Conference Center to potential renters; attends local networking events to
promote Conference Center; makes marketing strategy recommendations for in-house events and
the facility; organizes annual wedding expo for local vendors in wedding industry.
Hires, trains, schedules, and supervises part-time staff for events; reviews part-time staff
timesheets; enters into payroll system; monitors part-time expenditures and prioritizes staffing needs
based on annual budget.
Updates rental policies.
Supports activities for in-house performing arts activities including promoting activities,
assisting with box office sales and questions, and assisting during events.
Purchases supplies following established Town purchasing procedures and budgetary
guidelines; maintains supplies needed to fulfill obligations agreed upon.
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Communicates with NC ABC Commission regarding laws, permits, and process involved in
the service and sale of alcohol for events at Conference Center.
Additional Job Duties
Performs related duties as required.
Recruitment and Selection Guidelines
Knowledges. Skills. and Abilities
Considerable knowledge of the principles and practices of facility and event planning for
multi-use facility gatherings.
Knowledge of accounting, billing, and budgeting principles.
Knowledge of safety rules, regulations and practices.
Knowledge of computers and office software such as word processing and spreadsheets,
and ability to use in performing duties.
Knowledge of marketing theory and principles for event presentation.
Working knowledge of facility maintenance and repair.
Ability to schedule and organize multiple activities and schedule appropriate staffing.
Ability to provide management of event activities and enforce department rules and
regulations.
Ability to effectively set priorities and manage project completion .
Ability to recruit and train unskilled help.
Ability to plan and coordinate the work of temporary, volunteers or paid workers.
Ability to express ideas effectively and communicate effectively in oral and written forms.
Ability to deal tactfully, firmly, and courteously with the public.
Ability to listen, communicate with and provide appropriate client services.
Ability to establish and maintain effective working relationships with other employees,
supervisors, and the general public.
Physical Requirements
Must be able to physically perform the basic life operational functions of climbing,
balancing, stooping, kneeling, crouching, crawling, reaching, standing, walking, pushing, lifting,
fingering, grasping, feeling, talking, hearing, and repetitive motions.
Must be able to perform medium work exerting up to 50 pounds of force occasionally,
and/or up to 20 pounds of force frequently, and/or up to 10 pounds of force frequently and
constantly to move objects.
Must possess the visual acuity to work with data and figures, do accounting, inspect
facilities, operate a computer and other machines, and read extensively.
Desirable Education and Experience
Graduation from community college with a related associate degree, prefer bachelor's
degree and experience with event coordination or an equivalent combination of education and
experience.
Clayton
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CUSTOMER SERVICES DIRECTOR
General Statement of Duties
Performs difficult management and administrative work in support of the utility customer service,
revenue collections, and utility billing functions for the Town.
Distinguishing Features of the Class
An employee in this class is responsible for planning, organizing and directing the activities
which involve the utility billing and revenue collections and handling customer services relating to utility
services. Work includes establishing departmental vision, mission and customer service excellence
with employees. The employee manages setting up new customer accounts and closing out customer
accounts; trouble-shooting billing problems; etc. Work also includes preparing and evaluating
statistical trends, modernizing processes, identifying technology efficiencies and needs, and training
and providing performance development of staff. Work involves heavy public contact functions and
coordination with other departments within the Town organizational structure. Considerable tact and
courtesy are required in these public contact functions. Work is performed under general supervision
and is evaluated through conferences, by review of appropriate records and reports, and the accuracy
and thoroughness of assigned responsibilities, and customer service excellence of the department.
Duties and Responsibilities
Essential Duties and Tasks
Hires, trains, assigns, supervises, motivates and coaches Customer Service staff for water,
sewer, electric and solid waste customers; conducts performance evaluation; organizes processes and
work flow for efficiency, accuracy and customer service excellence.
Answers difficult complaints from citizens, researches problems, and renders decisions or
answers to their questions; develops precedent setting approaches with higher level management.
Implements load management, time of use, and other special utility services marketing plans
with customers.
Develops policies to provide efficient departmental operation and accountability.
Prepares and analyzes a variety of statistical trend reports for evaluation of program
effectiveness, problems solving, management decision making and regulatory review; researches and
prepares special reports for management as requested on the assigned area of work.
Audits internal transactions.
Approves customer bill adjustment policies and procedures and trains staff in their use; makes
arrangements for payments; works with community agencies for customer emergency or destitution
problems.
Identifies needed information technology upgrades to improve efficiency and effectiveness;
leads in conversions and staff training .
Identifies strategies to maintain a high collection rate; identifies and participates in delinquent
collection methods.
Supervises and participates in creating and collecting special invoices.
Prepares and administers departmental capital and operating budgets.
Additional Job Duties
Performs related duties as required.
Recruitment and Selection Guidelines
Knowledges. Skills. and Abilities
Thorough knowledge of local policy and state statutes regarding utility billing, revenue
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collections, rules and regulations, and customer service issues.
Considerable knowledge of standard operating practices involved in modern office operation
and public service.
Considerable knowledge of modern and effective supervisory principles and practices and
related laws and regulations including hiring, motivation, leadership, work assignment, leave,
performance coaching and evaluation.
Considerable knowledge of the application of information technology in a municipal utility billing
and customer service operation.
Considerable knowledge of the personnel, budgeting, and purchasing policies and procedures
of the Town.
Considerable knowledge of the utility rate structures of the Town and their application.
Considerable knowledge of customer service excellence principles and practices.
Skill in collaborative conflict resolution and customer service excellence.
Ability to plan work, motivate and communicate with employees and develop an environment of
professionalism and commitment to customer service.
Ability to deal effectively with the public in a tactful and effective manner.
Ability to establish and maintain effective working relationships with supervisor, employees, and
the general public.
Ability to communicate effectively in oral and written forms.
Ability to create and maintain accurate date gathering and analysis systems to provide
information for management decision making, trend analysis, and regulatory reporting.
Ability to plan and organize work methods and processes for efficient and effective service
delivery.
Physical Requirements
Must be able to physically perform the basic life operational functions of reaching, standing,
fingering, grasping, talking, hearing, and repetitive motions.
Must be able to perform sedentary work exerting up to 10 pounds of force occasionally, and/or a
negligible amount of force frequently or constantly to lift objects.
Must possess the visual acuity to work with data and figures, accounting process, operate a
computer, and read extensively,
Desirable Education and Experience
Graduation from a four-year college or university with a major in business administration, public
administration, accounting, or related field and considerable experience in a utility billing and customer
service or related field involving heavy public contact and considerable supervisory experience; or an
equivalent combination of education and experience.
Special Requirement
Possession of a valid NC driver's license.
Clayton
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CUSTOMER SERVICES SPECIALIST
General Statement of Duties
Performs responsible administrative support and fiscal work in support of the utility, public
works, inspections, and other customer services.
Distinguishing Features of the Class
An employee in this class is responsible for providing reception, customer service,
administrative support, and accounts receivable work. Work involves heavy public contact functions
and coordination with other staff and departments within the Town's organizational structure.
Considerable tact, courtesy, firmness, and conflict resolution skills are required in these public contact
functions. Work requ ires detailed knowledge of the customer service policies and procedures of the
department or function. Work is performed under regular supervision and is evaluated through
conferences, by review of appropriate records and reports, and the accuracy and thoroughness of
assigned responsibilities.
Duties and Responsibilities
Essential Duties and Tasks
Collects incoming revenue from water customers, tax checks, invoices, other departments, and
other sources; inputs collections into computer system; collects revenues in person and through the
mail; keys in account number; collects water, sewer, garbage, recycle, building permits, re-inspection
fees, bulk water fees, inspector overtime fees, and late fees; .
Provides reception for visitors and telephone callers; provides information on Town services,
procedures, policies, fees, and other information; enrolls new customers into Town utility and other
services; prepares work orders and transmits to field crews; takes complaints on service delays or
quality and determines disposition; may sort and distribute mail; takes messages and relays to staff.
Processes return ed checks ; sends out forms; adds and collects reconnect fees; performs
inquiry on accounts to solve customer billing and payment problems; coordinates with utility billing staff
as needed; explains processes and fees to customers; markets load management and time of use
programs.
Answers complaints from citizens, researches problems, and renders decisions or answers to
their questions; prepares work orders to check services for high usage; refers precedent setting issues
to higher level management for advice and consultation.
Establishes new customer accounts; takes applications and deposits or letter of credit; ensures
applications are completed thoroughly; explains bank draft and equal payment plans; explains load
management program; prepares work order for field staff to connect services; explains garbage and
recycling, yard waste and other Town services; enters new customer accounts into the data base.
Makes courtesy calls for delinquent accounts; works with customers on payment extensions
within policy.
Closes out customer accounts; prepares work order for field staff to obtain final meter readings
and turn off service.
Types and prepares correspondence.
Additional Job Duties
Assists and backs up other staff.
Performs related duties as required.
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Recruitment and Selection Guidelines
Knowledges. Skills, and Abilities
Knowledge of local policy and state statutes regarding area of services.
Knowledge of standard operating practices involved in modern office operation and serving the
public.
Knowledge of office technology and special financial package applications and spreadsheets.
Skill in collaborative conflict resolution and customer service excellence.
Ability to deal effectively with the public in a tactful and effective manner.
Ability to create and maintain accurate records, reports, and files in support of a customer
oriented operation.
Ability to operate calculator, computer terminal, typewriter, cash register, and related office
equipment.
Ability to prioritize work and meet deadlines and multi-task when needed.
Ability to establish and maintain effective work relationships with coworkers, supervisors and the
general public.
Accuracy in the entry of data and compilation of records.
Ability to analyze issues and data and solve customer problems within policy.
Physical Requirements
Must be able to physically perform the basic life operational functions of stooping, kneeling,
crouching, reaching, standing, walking, pulling, fingering, grasping, feeling, talking, hearing, and
repetitive motions.
Must be able to perform light work exerting up to 20 pounds of force occasionally, and/or up to
10 pounds of force frequently, and/or a negligible amount of force constantly to move objects.
Must possess the visual acuity to work with data and figures, operate a computer terminal, and
work with detailed use of the eyes.
Desirable Education and Experience.
Graduation from high school, supplemented by courses in business or accounting, and
considerable experience in a customer services, collections or billing operation involving heavy public
contact; or an equivalent combination of education and experience.
Clayton
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Special Note: This generic class description gives an overview of the job class, its essential job
functions, and recommended job requirements. However, for each individual position assigned to this
class, there is available a complete job questionnaire with a physical abilities checklist which can give
further details about that one specific position. Those documents should be reviewed before initiating a
selection process. They can provide additional detailed information on which to base various personnel
actions and can assist management in making legal and defensible personnel decisions.

CUSTOMER SERVICES REPRESENTATIVE
General Statement of Duties
Performs fiscal and cashiering work in support of the utility, public works, and other customer
services.
Distinguishing Features of the Class
An employee in this class is responsible for providing reception, customer service, and accounts
receivable work. Work involves heavy public contact functions and coordination with other staff and
departments within the Town's organizational structure. Considerable tact, courtesy, firmness, and
conflict resolution skills are required in these public contact functions. Work requires accuracy in
collecting revenue and providing customer information . Work is performed under regular supervision
and is evaluated through conferences, by review of appropriate records and reports, and the accuracy
and thoroughness of assigned responsibilities.
Duties and Responsibilities
Essential Duties and Tasks
Collects incoming revenue from water customers, tax checks, invoices, other departments, and
other sources; inputs collections into computer system; collects revenues in person and through the
mail; keys in account number; collects water, sewer, garbage, recycle, building permits, re-inspection
fees, bulk water fees, inspector overtime fees, and late fees; resolves issues with returned mail;
attaches scanned documents to customer accounts in data base.
Provides reception for visitors and telephone callers; provides information on Town services,
procedures, policies, fees, and other information; may sort and distribute mail; takes messages and
relays to staff.
Makes courtesy calls for delinquent accounts; works with customers on payment extensions
within policy.
Updates customer accounts with contact information.
Additional Job Duties
Assists and backs up other staff.
Performs related duties as required.
Recruitment and Selection Guidelines
Knowledges. Skills. and Abilities
Some knowledge of local policy and state statutes regarding area of services.
Knowledge of standard operating practices involved in modern office operation and serving the
public.
Knowledge of office technology and special financial package applications and spreadsheets.
Skill in collaborative conflict resolution and customer service excellence.
Ability to deal effectively with the public in a tactful and effective manner.
Ability to create and maintain accurate records, reports, and files in support of a customer
oriented operation.
Ability to operate calculator, computer terminal, typewriter, cash register, and related office
equipment.
Ability to prioritize work and meet deadlines and multi-task when needed.
Ability to establish and maintain effective work relationships with coworkers, supervisors and the
general public.
Accuracy in the entry of data and compilation of records.
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Ability to analyze issues and data and solve customer problems within policy.
Physical Requirements
Must be able to physically perform the basic life operational functions of stooping, kneeling,
crouching , reaching, standing, walking, pulling, fingering, grasping, feeling, talking, hearing, and
repetitive motions.
Must be able to perform light work exerting up to 20 pounds of force occasionally, and/or up to
10 pounds of force frequently, and/or a negligible amount of force constantly to move objects.
Must possess the visual acuity to work with data and figures, operate a computer terminal, and
work with detailed use of the eyes.
Desirable Education and Experience.
Graduation from high school, supplemented by courses in business or accounting, and some
experience in a customer services, collections or billing operation involving heavy public contact; or an
equivalent combination of education and experience.
Clayton
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Special Note: This generic class description gives an overview of the job class, its essential job
functions, and recommended job requirements. However, for each individual position assigned to this
class, there is available a complete job questionnaire with a physical abilities checklist which can give
further details about that one specific position. Those documents should be reviewed before initiating a
selection process. They can provide additional detailed information on which to base various personnel
actions and can assist management in making legal and defensible personnel decisions.

DATABASE ADMINISTRATOR
General Statement of Duties
Performs technical and analytical work in the coordination and operation of the Town's
computer systems.
Distinguishing Features of the Class
An employee in this class is responsible for providing technical and analytical support to the
various computer systems and databases in conjunction with outside consultants to the databases on
computers, servers, and networking systems. Work incudes implementing and maintaining technical
application solutions and applying appropriate technology to projects with broad organizational scope.
Work involves the planning, development, maintenance, and monitoring of a database system with
multiple applications consisting of diverse data sets. Employee participates in the development of
solutions for various problems to include maintenance, modification, or development of inter-related
applications and solutions including troubleshooting problems with hardware, networks, and software,
as well as insuring new system applications are consistent with the database software format. Project
solutions are in the area of business enhancement and research and include researching technological
changes to determine the impact and integration with existing standards and architecture of
applications. Work includes client needs assessment and developing technical solutions, as well as
evaluating hardware availability and software requirements. Duties also include providing technical
assistance in the operating of equipment, training users, maintaining user documentation, setup and
configuration of equipment, security systems, networks, and mobile devices, and providing user support
on database software. Work requires knowledge of database management and manipulation of
network structure. Work is under general supervision of the Deputy Town Manager and is evaluated
through conferences, efficiency and effectiveness of the computer operations, and feedback from users
of the system.
Duties and Responsibilities
Essential Duties and Tasks
Plans, develops, maintains, and monitors a database system which contains multiple
applications consisting of diverse data sets and provides concurrent accessibility of the database to
multiple users.
Installs, upgrades, and maintains software products/versions for DBMS, server software, and
various tools and software.
Consults with third-party vendors in the physical database structure and architecture, as well as
troubleshoots applications for enhanced business operations.
Implements and maintains database integrity and security, user access controls using operating
system, network operating system, and database security features.
Creates and maintains databases for development, test, and production environments.
Defines new/modified database objects such as tables, views, and device configurations.
Monitors error log(s), database and log space, user activity, and resource utilization of
production environment.
Monitors system resources of database servers to assure production systems meet availability
requirements.
Performs database backup and recovery.
Performs more complex analysis, programming, and implementation of scripts and programs
needed in support of applications.
Assists functional users in analyzing their problems, workflows and processes, and offers
appropriate recommendations.
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Evaluates and assesses departmental needs and recommends improvements to current
systems or processes to management.
Analyzes the reporting needs with the end-user report consumers .
Performs the business and data analysis activities to design and develop Crystal reports.
Runs test reports and supports end-users.
Publishes reports for use by departments or the public.
Performs business process analysis, building data system in SQL server, designing ,
creating, developing , testing , and deploying report to web in SQL report
Collects and analyzes user requirements ; designs, implements, and develops application.
Prepares instructions to guide personnel in using databases.
Discusses database needs with department and recommends solutions.
Performs routine operational duties to monitor system performance; checks the database
storage, system log files, and configurations .
Additional Job Duties
Performs related duties as required .
Recruitment and Selection Guidelines
Knowledge, Skills. and Abilities
Thorough knowledge of programming techniques, languages, computers, and operating
systems.
Thorough knowledge of network and data processing equipment, systems, and methods.
Considerable knowledge of principles and techniques of complex database administration
including programming and systems analysis.
Considerable problem-solving and analytical ability to troubleshoot and diagnose complex
network software problems.
Considerable knowledge of effective project management methods.
Skill in recognizing, analyzing, and providing solutions to difficult administrative and computer
problems.
Ability to develop and maintain effective working relationships with employees, supervisors,
managers, vendors, professional computer specialists, and the general public.
Ability to recognize, analyze, and provide solutions to complex programming problems.
Ability to modify and install new versions for all databases.
Ability to detect and correct system failures and report programming failures.
Ability to follow technical oral and written instructions.
Ability to analyze technical data and develop logical solutions to complex programming
problems.
Ability to coordinate and participate in systems analyses, designing, and programming.
Ability to communicate effectively in oral and written forms.
Willingness to keep current with the rapidly changing computer technology.
Physical Requirements
Must be able to perform the physical life operational functions of stooping, kneeling, crawling,
stooping, pushing, pulling, lifting, fingering, grasping, feeling, talking, hearing, and repetitive motions.
Must be able to perform light work, exerting up to 20 pounds of force occasionally, and/or up to
1O pounds of force frequently, and/or up to a negligible amount of force constantly to move objects.
Must possess the visual acuity to prepare and analyze data and figures, operate a computer
terminal, perform visual inspections, and use measurement devices.
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Desirable Education and Experience
Graduation from a four-year college with a major in Computer Science, Computer Information
Systems, Computer Engineering, or related field and considerable experience in the design, analysis,
and maintenance of a database system; or an equivalent combination or education and experience.
Microsoft Certified Systems Analyst certification is preferred.
Special Requirement
Valid NC Driver's License.
Clayton
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Special Note: This generic class description gives an overview of the job class, its essential job functions,
and recommended job requirements. However, for each individual position assigned to this class, there is
available a completed job questionnaire with a physical abilities checklist which can give further details
about that one specific position. Those documents should be reviewed before initiating a selection
process. They can provide additional detailed information on which to base various personnel actions and
can assist management in making legal and defensible personnel decisions.

DEPUTY TOWN MANAGER
General Statement of Duties
Performs complex and difficult professional level management, leadership, budget, research,
capital project management, policy development and administration, special projects, and administrative
functions for the Town; acts in the absence of the Town Manager.
Distinguishing Features of the Class
An employee in this class plans, organizes, develops, and implements municipal operations,
budgets, policies, research efforts, capital projects, special projects, community relations, and other
administrative activities in cooperation with the Town Manager, the Council, and the department heads in
the Town. Work includes providing leadership in establishing goals and priorities within and outside of
the organization; managing assigned departments, functions and projects; developing policies and
programs; researching data and trends; representing the Town with a wide variety of other governmental
jurisdictions, citizens groups, community program, businesses, civic and other groups; and planning and
administering capital projects for the Town . The employee serves as a member of the Town's
leadership team and works in concert with the manager to develop organizational values, principles, and
climate conducive to organizational excellence. Work requires sensitivity to the needs of the total
municipal organization, advising Council, citizens and Town staff on a wide range of issues and
programs, and use of sound judgment in maintaining confidentiality. Work is performed under the
administrative supervision of the Town Manager and is evaluated through periodic conferences,
observation of results achieved, success and cost of projects, and review of records, reports, and files.
Duties and Responsibilities
Essential Duties and Tasks
Provides direction, leadership, supervision and guidance to department heads and assigned
staff; assists the Town Manager with the overall operation of the Town's management structure;
participates in hiring, ensures appropriate training, conducts performance coaching and evaluation,
participates with the leadership team in establishing vision and direction, goals and policies; leads
internal special project teams.
Serves in the absence of the Manager; provides technical advice and guidance to the Manager
and Council; attends Council meetings; prepares agenda items and other documents for review of
Council and Manager; recommend courses of action.
Responds to a wide variety of citizen issues and requests; conducts research as necessary and
engages in problem-solving.
Researches and drafts policies for consideration and implementation by the Town Manager and
the Council; evaluates and recommends various strategies for Town functions, departments, and
programs; engages in considerable problem-solving with Town staff, citizens and others; coordinates
inter-departmental projects.
Participates with the Manager in the development, presentation, refinement, and administration of
the operating and capital budgets.
Manages assigned departments; provides performance coaching and evaluation,
communications, leadership, and leads in problem-solving; guides departments in budget administration.
Manages the technology function for the town through staff and contract partners; collaborates
with users to determine IT direction and priorities.
Manages capital construction and renovation projects for the Town; coordinates projects with
architects, engineers, contractors, and staff; manages various contracts.
Interprets, explains, and answers questions on Town ordinances and policies forthe public, news
media, and Town staff.
Coordinates and prepares any special research reports on a wide variety of functions and issues
for the Town.
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Additional Job Duties
Performs related duties as required .
Recruitment and Selection Guidelines
Knowledges. Skills. and Abilities
Comprehensive knowledge of the theory, principles, and practices of public, municipal, and
budget administration.
Comprehensive knowledge of the organization's budgeting, personnel and purchasing policies
and procedures.
Considerable knowledge of the laws, rules, and regulations which apply to policies and practices
in the municipal sector.
Considerable knowledge of the application of information technology in the public sector and
some knowledge of the application of information technology in engineering project design and
construction.
Considerable knowledge of the laws, regulations, policies, and principles of public sector human
resource management.
Considerable knowledge of the principles and practices of leadership and supervision including
communications, motivations, performance coaching, conflict resolution, etc.
Considerable knowledge of the trends, legislation, policies, and regulations being required of
municipal government.
Considerable knowledge of the principles and practices of capital project management.
Skill in meeting facilitation, public presentations, problem-solving and collaborative conflict
resolution.
Ability to help develop long term plans and goals for the Town and provide management with
target dates, costs, and implementation strategies.
Ability to think and plan systemically.
Ability to articulate the Town's position on matters and recommend policy at the strategic level.
Ability to draft policies with appropriate justification and implementation strategies and
procedures.
Ability to innovate.
Ability to analyze facts, programs, trends, and costs and make recommendations, solve
problems, and prepare comprehensive reports in oral and written forms.
Ability to communicate effectively with managers, other government officials, employees, and the
general public.
Ability to maintain the confidentiality of all activities and management discussions.
Ability to establish and maintain effective work relationships with Council, Manager, department
heads, Town staff, developers, engineers, contractors and citizens.
Physical Requirements
Must be able to physically perform the basic life operational functions of fingering, talking and
hearing.
Must be able to perform sedentary work exerting up to 10 pounds of force occasionally and/or a
negligible amount of force frequently or constantly to lift, carry, push, pull, or otherwise move objects.
Must possess the visual acuity to analyze data and figures, operate a computer terminal, and do
extensive reading.
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Desirable Education and Experience
Completion of a master's degree in public administration, business or related area and
considerable experience in public sector management; or an equivalent combination of education and
experience.
Special Requirement
Possession of a valid driver's license.
Prefer ICMA certification.
Clayton
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DOWNTOWN DEVELOPMENT COORDINATOR
General Statement of Duties
Performs difficult administrative and promotional work in developing and directing a Main
Street program and various downtown economic development programs for the Town.
Distinguishing Features of the Class
An employee in this class is responsible for planning, organizing and implementing Main
Street program and consulting with local officials , business, and community leaders for the purpose
of promoting the downtown business development through expansion, enhancement and retention
of existing development, and attraction of new business into the Town . Duties include development
of data, statistics, and publications which portray the economic potential of the Town; identification
of prospective businesses; coordination of Downtown Development Association Board activities,
grant development, coordination of Main Street program, promotional activity planning and
execution , and related tasks. Employee must exercise independent judgment and simultaneously
must consider financial, socio-economic, legal , and regulatory variables as they affect the Town.
Work requires strong creativity, marketing skills, and the ability to organize and execute work plans
independently. Work is performed under general direction and is evaluated through conferences ,
reports and results .
Duties and Responsibilities
Essential Duties and Tasks
Serves as coordinator of the Downtown Development Association and its board; plans and
executes monthly meetings, agendas, budgets, and reports on activities; serves as liaison between
public and committees ; researches and recommends grants, policies and strategies to Board,
Town Council and others.
Coordinates and manages Main Street programs; coordinates with the State regarding
Main Street program requirements and reporting.
Plans, organizes, coordinates and implements various plans and projects including
promotional events, cultural and tourist events, and related activities; coordinates the design and
construction of enhancement and beautification projects in concert with appropriate boards,
stakeholders, merchants, partners, and citizens; tracks various project and grant budgets and
makes purchasing and progress payment decisions.
Establishes effective relationships and maintains contact with community leaders, and
representatives of businesses and industry; visits businesses regularly to stay abreast of their
status, any potential for expansion, and assists with problems; follows up on requests; prepares
newsletters, brochures, and makes presentations regarding economic development activities.
Serves as initial contact for potential businesses considering new location or expansion;
shows sites and arranges meetings with local officials; researches land and coordinates contacts
for the property.
Prepares and administers budget; identifies, develops and administers grants.
Coordinates with various local, regional and state agencies in mutually beneficial projects
such as Preservation NC, Self=Help Credit Union, Public Art Advisory Board, Special Events
Committee, Farmer's Market Association, Visual Arts Committee, and others.
Keeps current records on sites and buildings; keeps files and statistics on demographics,
economic base, maps, profiles, retail sales, building permits, finances and schools; reports on
growth announcements and statistics on various agencies, and related records for the Main Street
Program.
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Additional Job Duties
Performs related duties as required .
Recruitment and Selection Guidelines
Knowledges, Skills, and Abilities
Thorough knowledge of principles, practices and processes involved in economic
development.
Thorough knowledge of economic, social, and technological resources available in the
economic development field .
Considerable knowledge of the principles of management, business, their organizational
procedures, and financing .
Considerable knowledge of the assets of the community and federal, state, and local laws
pertaining to economic development and planning .
Considerable knowledge of the Main Street program, related regulations and grants.
Considerable knowledge of the application of information technology to data research and
office technology.
Considerable knowledge of federal , state and local laws and regulations related to
economic development and planning .
Knowledge of political, social and economic implications of economic development.
Knowledge of public and private financing options, grant accounting , and related business
issues.
Knowledge of land use planning, architectural design issues, streetscaping, and related
beautification and enhancement approaches.
Skills in data collection and analysis, and establishment of data bases about pertinent Town
statistics and demographics.
Skill in marketing and event coordination .
Skill in collaborative conflict resolution and customer service excellence.
Ability to plan, organize, and effectively develop commercial leads for the Town including
building consensus among diverse groups.
Ability to communicate effectively in oral and written forms.
Ability to establish and maintain effective working relationships with business executives
and owners or representatives, public officials at the local and state levels, contractors, community
leaders and organizations, other department heads, and other employees.
Ability to analyze situations accurately and make correct recommendations for each
business contact.
Ability to multi-task, set and follow effective work priorities and meet established deadlines.
Ability to work independently and in a team environment as needed.
Physical Requirements
Must be able to physically perform the basic life operational functions of stooping, kneeling,
crouching , reaching, standing, walking , lifting , fingering , grasping, talking, and hearing.
Must be able to perform sedentary work exerting up to 1O pounds of force frequently or
constantly to move objects.
Must possess the visual acuity to prepare and analyze data, examine and work with maps,
charts, and detailed materials, operate a computer, inspect sites, use measuring devices, to figure
computations, and to read extensively.
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Desired Education and Experience
Graduation from a four year college or university with a degree in business or public
administration, urban or regional planning, economics, or related field supplemented by training in
economic or downtown development and considerable professional experience in planning or
economic development or related field; or an equivalent combination of education and experience.
Special Requirement
Possession of a valid North Carolina driver's license.
Clayton 2016

FINANCE DIRECTOR
General Statement of Duties
Performs complex professional and difficult administrative work in planning, organizing, and
directing the financial activities of the Town.
Distinguishing Features of the Class
An employee in this class plans and directs the disbursement and accounting of revenues and
expenditures for the Town. Work involves supervision of the accounting, purchasing and warehousing,
and payroll operations. In addition, the employee attends meetings of the Town Council to present
requested financial reports and information. Work requires significant management and fiscal
judgement in the management of staff and in advising the Town Manager on bond and other debt
financing. The employee must exercise considerable independent judgment and initiative in planning
and directing the fiscal control system. Work is performed in accordance with established municipal
finance procedures, local ordinances and North Carolina General Statutes governing the
responsibilities of local government financial operations. The employee is not subject to any adverse
working conditions. Work is performed under the general direction of the Deputy Town Manager and is
evaluated through conferences, reports, and by an independent audit of financial records.
Duties and Responsibilities
Essential Duties and Tasks
Plans, organizes, and directs the operations of the Finance Department, including disbursement
and accounting of municipal funds, purchasing and warehousing operations, preparation of the payroll
and maintenance of payroll and time records, accounts payable, and preparation of monthly, quarterly,
and annual reports; performs budgetary accounting and general ledger maintenance.
Hires, trains, provides performance coaching and evaluation, motivates, communicates and
leads employees in creating a high performance team.
Manages investment of all Town revenues.
Reviews and monitors ongoing administration of department budget; monitors revenues and
expenditures.
Reviews budget system and financial conditions and develops methods of improvement.
Prepares audit work papers for review by auditor; assists the auditors during the annual audit of
Town financial records; follows up on findings to improve financial systems; prepares annual CAFR.
Supervises and participates in the maintenance of a general accounting systems for the Town
including financial records for each department, separate accounts for items of appropriation in the
budget, including amount of the appropriation, amounts paid, unpaid
obligations against the account, and the unencumbered balance.
Submits to the Town Manager and the Town Council periodic statements of the financial
condition of the Town; prepares budget amendments.
Performs fiscal analysis, trend analysis, revenue forecasting, debt service planning, financial
reporting, and related financial management tasks.
Oversees and coordinates the Town's risk management programs in property, casualty, and
liability areas.
Oversees the Town's debt service; prepares maturity schedules to project costs of debt; applies
for grants; insures proper payment schedules.
Oversees the sale of surplus property.
Additional Job Duties
Performs related duties as required .
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Recruitment and Selection Guidelines
Knowledge, Skills, and Abilities
Thorough knowledge of North Carolina General Statutes and of local ordinances governing
municipal financial practices and procedures.
Thorough knowledge of the principles and practices of public finance administration, including
principles and practices of municipal accounting .
Thorough knowledge of the application of information technology to financial planning and
programming and accounting systems; skill in the use of spreadsheets for tracking and analysis.
Considerable knowledge of modern and effective supervisory principles and practices including
motivation, communication, leadership, performance coaching and evaluation .
Knowledge of the Town's personnel policies and employment laws and regulations.
Skill in collaborative conflict resolution.
Ability to evaluate complex financial systems and formulate and install accounting methods,
procedures, forms, and records.
Ability to plan, organize, direct, and evaluate the work of subordinate employees in the
specialized field of accounting.
Ability to design and prepare analytical or interpretative financial statements.
Ability
to establish
and maintain
effective working relationships with the public,
departmental heads, governmental officials, and with other Town employees.
Ability to conduct long range fiscal planning .
Accuracy and thoroughness in the analysis and preparation of financial records and reports.
Physical Requirements
Must be able to physically perform the life support functions of fingering, feeling, talking,
hearing, reaching, stooping and repetitive motions.
Must be able to perform sedentary work exerting up to 1O pounds of force occasionally and/or a
negligible amount of force frequently or constantly to lift, carry , push, pull, or otherwise move objects.
Must possess the visual acuity to prepare and analyze data and statistics, operate a computer
terminal, perform accounting duties, and do extensive reading .
Desirable Education and Experience
Graduation from a four year college or university with a degree in accounting or business and
considerable experience in public finance administration including supervisory experience; or an
equivalent combination of education and experience. Prefer Finance Officer Certification from the
School of Government or CPA.
Clayton
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FIRE BATTALION CHIEF
General Statement of Duties
Performs difficult public safety, fire prevention, and supervisory responsibilities managing the
staff and operations for four fire stations on a shift.
Distinguishing Features of the Class
An employee in this class supervises and participates in fire operations on an assigned shift.
The employee leads the shift through subordinate supervisors in the protection of life and property and
in providing emergency medical services, hazardous materials response/mitigation, technical rescue,
and related activities. Other duties include supervising the maintenance of station apparatus,
equipment, and facilities; overseeing and reviewing the preparation of fire reports; and performing
various projects for the department requiring coordination of staff. The employee also participates in
various management activities necessary to maintain the operational readiness of the staff and
equipment. Work requires that the employee stay abreast of state-of-the-art fire, hazardous materials,
and rescue procedures, techniques, and equipment and requires the employee to incorporate the
necessary changes into in-service training. Judgment and ability to make effective decisions under
pressure are required, particularly in directing staff in incident response. The employee is subject to the
hazards associated with incident response work including working in inside and outside environments,
working at heights, in extreme hot and cold temperatures, loud noise, vibration, moving parts, electrical
current, high heat, chemicals, fumes, odors, dusts, gases, poor ventilation, oils, wearing respirators,
and working in close quarters. Employees are also subject to the final OSHA standards on blood borne
pathogens. Work is performed under general supervision and is evaluated through observation,
conferences, and written reports concerning the quality and effectiveness of incident response.
Duties and Responsibilities
Essential Duties and Tasks
Supervises and participates in response to alarms and directs incidence response operations
as required; provides incident management; leads in response to structural, vehicle, or brush fires;
emergency medical services; hazardous materials response/mitigation; technical rescue including
vehicle/machinery rescue, confined space rescue, and high/low angle rope rescue.
Supervises through subordinate supervisors fire personnel assigned to the shift insuring
effective utilization of staff, and maintenance of equipment, water supply, and facilities; inspects
personnel, station, and equipment for proper appearance and condition.
Plans, organizes and coordinates a variety of in-service training for staff.
Prepares reports on incidents and response; prepares and maintains records of pre-incident
plans.
Oversees the maintenance of apparatus and equipment in good operating condition; assigns,
and supervises routine maintenance tasks related to equipment, stations, and grounds.
Performs or assists with a variety of management and special projects work including grant
development and management, coordinating vehicle maintenance, purchasing a variety of supplies and
equipment, research and preparation of SOGs, hose and hydrant testing, shift scheduling, SCBA
maintenance, ladder testing , and communications equipment purchasing, installation and maintenance.
Provides educational programs, tours, and information to the public.
Participates in planning, coordinating and conducting staff training; conducts performance
coaching and evaluation with staff communicating performance standards of excellence; participates in
hiring and promotional processes.
Provides input into budget needs of the department; may research specific needs or prices.
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Additional Job Duties
Leads or participates in special events.
Performs related duties as required.
Recruitment and Selection Guidelines
Knowledges, Skills, and Abilities
Thorough knowledge of modern methods of fire suppression, incidence response, and of the
use and maintenance of related apparatus and equipment.
Thorough knowledge consistent with required emergency medical certification level.
Thorough knowledge of departmental rules and regulations.
Thorough knowledge of the physical layout of the service area and related facilities .
Thorough knowledge of required technical rescue methods.
Considerable knowledge of the application of information technology to fire service and
management.
Considerable knowledge of modern supervisory principles of motivation, leadership,
communications, conflict resolution, and performance development.
Skill in problem-solving and collaborative conflict resolution .
Knowledge of organizational personnel and purchasing policies and procedures.
Ability to plan and execute special projects and various management tasks.
Ability to effectively plan, prepare, and conduct in-service training on firefighting, rescue,
incident response, and equipment operations for public safety personnel.
Ability to provide coaching, technical advise, and training of employees.
Ability provide leadership and inspire calm control while supervising emergency incident scenes.
Ability to establish and maintain effective working relationships with employees and members of
the public.
Ability to make sound judgments in emergency situations.
Ability to prepare and maintain a variety of records and reports.
Physical Requirements
Must be able to physically perform the basic life functions of climbing, balancing, stooping,
kneeling, crouching, crawling, reaching, pushing, pulling, lifting, grasping, feeling, talking, and hearing .
Must be able to perform heavy work exerting up to 100 pounds of force occasionally, and/or up
to 50 pounds of force frequently, and/or up to 20 pounds of force constantly to move objects.
Must possess visual acuity to size up the color, volume, and extent of fire involvement in
structures, to operate heavy fire apparatus in emergency situations, and to prepare records and
reports.
Desirable Education and Experience
Graduation from a community college with a degree in fire science of related field supplemented
by advanced courses and seminars in fire service; and considerable supervisory experience in the fire
service; or an equivalent combination of experience and education.
Special Requirements
Possession of a valid class B North Carolina driver's license.
Possession of Firefighter II and Driver Operator/Pumps certification.
Possession of Emergency Vehicle Driver certification.
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Possession
Possession
Possession
Possession

of EMT certification .
of Fire Instructor certification (Level I required/Level II preferred) .
of Fire Officer certification (Level I required/Level II preferred).
of Technical Rescuer certification
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Special Note: This generic class description gives an overview of the job class, its essential job
junctions, and recommended job requirements. However, for each individual positions assigned to this
class, there is available a completed job questionnaire with a physical abilities checklist which can give
further details about that one specific position. Those documents should be reviewed before initiating a
selection process. They can provide additional detailed information on which to base various personnel
actions and can assist management in making legal and defensible personnel decisions.
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Special Note: This generic class description gives an overview of the job class, its essential job
functions, and recommended job requirements. However, for each individual position assigned to this
class, there is available a complete job questionnaire with a physical abilities checklist which can give
further details about that one specific position. Those documents should be reviewed before initiating a
selection process. They can provide additional detailed information on which to base various personnel
actions and can assist management in making legal and defensible personnel decisions.

GIS TECHNICIAN
General Statement of Duties
Performs responsible technical mapping and database up-keep to maintain the GIS land
records and produces varied land maps and develops GIS-based solutions to respond to
departmental needs and requests.
Distinguishing Features of the Class
An employee in this class is responsible for the technical design of land maps and
maintenance of the GIS database. Work includes entering data to update regional map databases
in the GIS system; providing the physical address of new projects and land divisions; verifying
existing addresses and troubleshooting and correcting address discrepancies; gathering and
verifying field data and developing statistical data for utilization in mapping applications and the
911 system; completing spatial analysis of spatial data and implementing new data to create maps
on topics such as census information, land use, etc. Employee also digitizes new orthophoto
updates; develops new map products; and assists the public and local governments with locating
information and maps. Independent judgment and initiative are exercised within established
system structure and standards. Work involves public contact and requires tact and courtesy, and
teamwork to accomplish the duties. Accuracy and attention to detail in entering data is critical in
performing the work. Duties require working with hardware and software configurations; adding
layers of information to system; and coordination of GIS data and applications with other
departments. Work is performed under the supeNision of the Planning Director. Work is reviewed
by obseNation, review of products produced, and feedback from the public.
Duties and Responsibilities
Essential Duties and Tasks
Gathers, prioritizes, digitizes, codes, enters, and manages spatial data into the GIS system.
Develops procedures, processes, and applications to access, operate, and control the GIS;
develops written instructions for its internal use.
Maintains and updates geodatabase structure of GIS including database design, schema,
domains, and data types of GIS data.
Corrects GIS data by updating and correcting attribute and positional accuracy of spatial
data features.
Maintains and reproduces maps from the system.
Makes notations, changes, diagrams, and sketches to update and maintain data bases and
maps.
Amends maps to reconcile with suNeys and deed descriptions, adding road rights-of-way,
dimensions of parcels, easements, centroid and polygon codes, etc.
Develops digital data and spatial data, clean and build databases; prepares cartographic
products to support the Town.
Verifies and edits the information entered into the system; verifying information with tax
records and deeds.
Creates new data and edits existing geographic and tabular data; completes analysis and
implements new data.
Designs and creates maps; creates layers of information; searches information as
requested by Town, economic developers, and property owners; enters coding required to create
maps.
Digitizes information; enters numbers and codes and defines cross-hairs and coordinates;
registers map in GIS and to the digital table; follows menu to enter codes; verifies maps once
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completed on the table; tags the map; creates files for each update; etc.
Adapts and performs spatial analysis to resolve complex GIS mapping problems and
develops solutions.
Reviews plats and generates development fees prior to plat recordation.
Assigns addresses for new projects, land divisions, and related areas.
Prepares Town GIS layers and datasets for applicable Town departments and agencies.
Researches and recommends the purchasing of GIS software and hardware to identify
needs for upgrades, improvement, and periodic replacement of equipment.
Additional Job Duties
Performs related duties as required .
Recruitment and Selection Guidelines
Knowledges . Skills. and Abilities
Considerable knowledge of associated software and hardware which import or export into
the databases, including digitizing, editing, plotting, script writing, and mapping .
Considerable knowledge of personal computers, computer work stations, GPS equipment,
and applications relating to GIS.
Considerable knowledge in analyzing and diagnosing problems associated with an
automated GIS environment.
Considerable knowledge of design and operations as related to GIS and their specialized
hardware and software applications.
Considerable knowledge of real estate laws, deed interpretation, and title searches.
General knowledge of the NC Machinery Act as it relates to real property listing and
assessing.
General knowledge of related operational utilities, databases, mapping, and analytical
system requirements.
Working knowledge of drafting, cartography, and related terminology.
Working knowledge of geographical areas and subdivisions in the Town.
Ability to develop and maintain effective working relationships with departments, property
owners, users, and employees using the system.
Ability to read, compare, and interpret property maps, surveys, aerial photographs, and
records accurately.
Ability to deal tactfully and courteously with the public while handling requests for maps and
map overlays, etc.
Skill in computer-aided mapping functions.
Ability to establish and maintain effective working relationships with peers, supervisors,
employees in other departments, and the general public.
Ability to communicate effectively in oral and written forms.
Physical Requirements
Must be able to physically perform the basic life operational functions of pushing, pulling
fingering, grasping, talking, hearing, and repetitive motions.
Must be able to perform sedentary work and exert up to 10 pounds of force occasionally to
move objects.
Must possess the visual acuity to operate a computer terminal, to use measuring devices to
inspect small parts, to prepare and analyze data and figures, and to determine neatness, accuracy
and thoroughness of completed work.
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Desirable Education and Experience
Graduation from a community college with an Associate degree in drafting, or related field
with specialized mapping courses and some related GIS mapping experience; or an equivalent
combination of education and experience.
Clayton
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Special Note: This generic class description gives an overview of the job class, its essential job
functions, and recommended job requirements. However, for each individual position assigned to this
class, there is available a completed job questionnaire with a physical abilities checklist which can
give further details about that one specific position. Those documents should be reviewed before
initiating a selection process. They can provide additional detailed information on which to base
various personnel actions and can assist management in making legal and defensible personnel
decisions.

HUMAN RESOURCES ANALYST
General Statement of Duties
Performs responsible professional work in the human resources systems for the Town .
Distinguishing Features of the Class
An employee in this class administers a variety of human resources for the Town . Work
includes salary, policy, and benefits administration; providing technical guidance and support for the
recruitment and selection programs; participating in training needs identification and coordination of
training programs; employee relations programming; assisting with performance evaluation system
administration and related activities. The employee works with a wide range of Town employees,
supervisors and managers on sometimes difficult and sensitive issues. Work requires knowledge of
the laws and regulations affecting human resources administration, judgment and initiative in the
administration of programs and policy interpretation and application, understanding of human behavior
and organizational development, and sound judgment in maintaining confidentiality regarding personnel
actions. Work is performed under the supervision of the Human Resources Director and is evaluated
by discussion, reports, observation, and feedback from managers and employees.
Duties and Responsibilities
Essential Duties and Tasks
Develops and recommends personnel programs and policies; researches existing and new
programs for alternative and innovative proposals; implements various programs with management
approval; confers with department heads on policy issues and interpretation; advises employees on
personnel policy and program matters.
Coordinates the recruitment and selection programs for the Town; writes advertisements;
screens applications; assists with developing interview questions; participates in interviews when
needed; coaches supervisors and managers in effective and legal hiring practices; maintains records
and checks for adverse impact; assists with reviewing screening methods for job-relatedness and
effectiveness.
Administers a variety of personnel systems designed to hire, train, motivate and retain
employees; works with management, department heads, supervisors, and employees to assist with
determining appropriate disciplinary and grievance responses; researches, develops and administers
new employee orientation programs; conducts exit interviews and evaluates results for remediation
action.
Assists with administration of the performance evaluation system; helps review system for
consistency of application; assists with training and orienting supervisors.
Administers the classification and pay system; researches, recommends and administers
compensation programs; reviews salary changes; recommends salaries for new hires.
Conducts training needs assessments and provides and/or coordinates training for employees
and managers; develops and conducts employee orientation and other related programs; coordinates
team-building in various departments or in the management team .
Reviews, researches, and recommend various benefits programs; coordinates open enrollment
into benefits programs.
Additional Job Duties
Performs related duties as required .
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Recruitment and Selection Guidelines
Knowledges . Skills. and Abilities
Considerable knowledge of the theory, principles and practices of human resource
management, including the functional areas cited.
Considerable knowledge of the laws, principles, court cases, and regulations that apply to
personnel policies and practices in the public sector.
Knowledge of organization development, human behavior and human and organizational
psychology.
Considerable knowledge of the trends and modern technology being implemented in the human
resources fields.
Considerable knowledge of the application of information technology to the work.
Skill in problem-solving, collaborative conflict resolution, and group facilitation .
Ability to establish and maintain an effective personnel program, and to provide management
with costs projections, statistical trends, program accomplishments and recommendations for
implementing new programs.
Ability to analyze facts, programs, and benefits costs and make recommendations and reports
in oral and written forms.
Ability to maintain the confidentiality of personnel records and discussions.
Ability to establish and maintain effective working relationship with other officials, department
heads, employees, and the general public.
Ability to be innovative and creative in designing new programs, proposing policy changes,
and recommending motivational and organizational development to managers.
Physical Requirements
Must be able to perform the basic life operational skills of climbing, stooping, kneeling,
crouching, reaching, standing, walking, fingering, grasping, talking, hearing and repetitive motions.
Must be able to perform medium work, exerting up to 50 pounds of force occasionally, and/or up
to 20 pounds of force frequently, and/or up to 10 pounds of force constantly to lift objects.
Must possess the visual acuity to prepare and analyze data and figures, perform accounting
tasks, operate a computer terminal, and do extensive reading.
Desirable Education and Experience
Graduation from an accredited college or university with a bachelor's degree in personnel,
public administration, organizational psychology, or related human service field and professional level
experience in personnel management; or an equivalent combination of education and experience.
Prefer master of public administration degree.
Special Requirement
Possession of a valid NC driver's license.
Clayton
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INTERNAL TECHNOLOGY CONSULTANT
General Statement of Duties
Performs technical and analytical work in the coordination and operation of the Town's
computer systems.
Distinguishing Features of the Class
An employee in this class is responsible for providing technical and analytical support to the
various computer systems and databases in conjunction with outside consultants to the databases on
computers , servers, and networking systems. Work incudes implementing and maintaining technical
application solutions and applying appropriate technology to projects with broad organizational scope.
Work involves the planning , maintenance, and monitoring of a database system with multiple
applications consisting of diverse data sets. Employee participates in the development of solutions for
various problems to include maintenance or modification of inter-related applications and solutions
including troubleshooting problems with hardware, networks, and software, as well as insuring new
system applications are consistent with the database software format. Project solutions are in the area
of business enhancement and research and include researching technological changes to determine
the impact and integration with existing standards and architecture of applications. Work includes
client needs assessment and developing technical solutions, as well as evaluating hardware availability
and software requirements. Duties also include providing technical assistance in the operating of
equipment, training users, maintaining user documentation, setup and configuration of equipment,
security systems, networks, and mobile devices, and providing user support on database software.
Work requires knowledge of database management and manipulation of network structure. Work is
under general supervision of the Deputy Town Manager and is evaluated through conferences,
efficiency and effectiveness of the computer operations, and feedback from users of the system.
Duties and Responsibilities
Essential Duties and Tasks
Plans, maintains, and monitors a database system which contains multiple applications
consisting of diverse data sets and provides concurrent accessibility of the database to multiple users.
Installs, upgrades, and maintains software products/versions for DBMS, server software, and
various tools and software.
Consults with third-party vendors in the physical database structure and architecture, as well as
troubleshoots applications for enhanced business operations.
Implements and maintains database integrity and security, user access controls using operating
system, network operating system, and database security features.
Creates and maintains databases for development, test, and production environments.
Defines new/modified database objects such as tables, views, and device configurations.
Monitors error log(s), database and log space, user activity, and resource utilization of
production environment.
Monitors system resources of database servers to assure production systems meet availability
requirements.
Performs database backup and recovery.
Performs more complex analysis, programming, and implementation of scripts and programs
needed in support of applications.
Assists functional users in analyzing their problems, workflows and processes, and offers
appropriate recommendations.
Evaluates and assesses departmental needs and recommends improvements to current
systems or processes to management.
Analyzes the reporting needs with the end-user report consumers.
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Performs the business and data analysis activities to design and develop Crystal reports.
Runs test reports and supports end-users.
Publishes reports for use by departments or the public.
Performs business process analysis, building data system in SQL server, designing ,
creating, developing, testing, and deploying report to web in SQL report
Collects and analyzes user requirements; designs, implements, and develops application.
Prepares instructions to guide personnel in using databases.
Discusses database needs with department and recommends solutions.
Performs routine operational duties to monitor system performance; checks the database
storage, system log files , and configurations.
Additional Job Duties
Performs related duties as required .
Recruitment and Selection Guidelines
Knowledge , Skills, and Abilities
Considerable knowledge of programming techniques , languages, computers, and operating
systems.
Considerable knowledge of network and data processing equipment, systems, and methods.
Considerable knowledge of principles and techniques of complex database administration
including programming and systems analysis.
Considerable knowledge of effective project management methods.
Skill in recognizing, analyzing, and providing solutions to difficult administrative and computer
problems.
Skill in collaborative conflict resolution.
Ability to troubleshoot and diagnose complex network software problems.
Ability to develop and maintain effective working relationships with coworkers, supervisors,
managers, vendors, professional computer specialists, and the general public.
Ability to recognize, analyze, and provide solutions to complex programming problems.
Ability to modify and install new versions for all databases.
Ability to detect and correct system failures and report programming failures.
Ability to follow technical oral and written instructions.
Ability to analyze technical data and develop logical solutions to complex programming
problems.
Ability to coordinate and participate in systems analyses, designing, and programming.
Ability to communicate effectively in oral and written forms.
Willingness to keep current with the rapidly changing computer technology.
Physical Requirements
Must be able to perform the physical life operational functions of stooping, kneeling , crawling,
stooping, pushing, pulling, lifting, fingering, grasping, feeling, talking, hearing, and repetitive motions.
Must be able to perform light work, exerting up to 20 pounds of force occasionally, and/or up to
1O pounds of force frequently, and/or up to a negligible amount of force constantly to move objects.
Must possess the visual acuity to prepare and analyze data and figures, operate a computer
terminal, perform visual inspections, and use measurement devices.
Desirable Education and Experience
Graduation from a four-year college with a major in Computer Science, Computer Information
Systems, Computer Engineering, or related field and considerable in the analysis and maintenance of a
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database system; or an equivalent combination or education and experience. Microsoft Certified
Systems Analyst certification is preferred.
Special Requirement
Valid NC Driver's License.
Clayton

2010
Special Note: This generic class description gives an overview of the job class, its essential job functions,
and recommended job requirements. However, for each individual position assigned to this class, there is
available a completed job questionnaire with a physical abilities checklist which can give further details
about that one specific position . Those documents should be reviewed before initiating a selection
process. They can provide additional detailed information on which to base various personnel actions and
can assist management in making legal and defensible personnel decisions.

LIBRARIAN
General Statement of Duties
Performs professional librarian work cataloging library materials and assisting with the review
of new and existing collection materials in the municipal public library.
Distinguishing Features of the Class
An employee in this class catalogs new library material to facilitate their identification, access,
and use; manages the cataloging electronic system; and assists the Library Director with other
related tasks in managing the collections. Work includes analyzing and evaluating collections and
making recommendations on new purchases and weeding the current collection; consulting with
vendors on material; organizing program material, compiling data and records; assisting the public
with specialized information needs; and troubleshooting issues with electronic and workflow
systems. Work also includes supporting other department areas such as staffing the circulation
desk during staffing shortages. Work requires professional judgment and initiative as well as tact
and diplomacy in dealing with the patrons and the general public. Work is performed in an inside
environment under the general supervision of the Library Director and is evaluated through
conferences, reports, quality and quantity of services delivered and daily observation.
Duties and Responsibilities
Essential Duties and Tasks
Performs the cataloging and classification of all library materials; ensures material can be
retrieved conveniently using standardized methods; evaluates vendor provided data to ensure
consistent with library's approach to item data; performs Z39.50 searches across multiple libraries
and other data sources using library system programs to obtain data records; uses On-Line
Computer Library Center (OCLS) Connexion service to obtain bibliographic data; performs original
cataloging using appropriate standards of Anglo-American Cataloging Rules, Resources Description
and Access, MARC21, Dewey Decimal Classification, Library of Congress publications, and OCLC
Formats and Standards; recommends the addition and removal of materials from catalogs.
Evaluates current collection and customer needs to determine new library materials and
services to be purchased; assist the Director in assessment of library collection, customer needs and
vendor services; evaluates trends , demographics, and patron interest to make recommendations for
new purchase.
Places orders for new materials; receives shipments, checks accuracy of orders and proper
receipt of materials, makes shelf ready by applying barcode and covers, maintains the library's
automated system; determine appropriate format for items added to collection; assesses gift items
to determine viability for library collection.
Maintains authority records and performs needed authority work in the database; maintains
catalog data by running system reports and evaluates to ensure information accurate and consistent;
serves as resource to resolve cataloging and database problems; maintains the integrity of the
integrated library system through the authority file control.
Serves as a resource person for Library Director on cataloging, technical and professional
trends and developments affecting the library; assists the Director with reviewing and writing library
policies.
Provides training and assistance to staff on catalog related systems and services.
Staffs the customer service and circulation desk as needed during staffing shortages;
assists patrons; checks books, videos, and other material in and out; enrolls new patrons; issues
cards and assist with lost or replacement cards, takes fees and fines; explains library policies.
Provides assistance to patrons finding materials and for research and reference; provides
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tutorials and assistance on library catalogs and electronic sources and devices.
Additional Job Duties
Performs related tasks as required.
Recruitment and Selection Guidelines
Knowledges. Skills. and Abilities
Thorough knowledge of the methods, practices, source information, and techniques in library
cataloging and classification ; and computerized cataloging.
Considerable knowledge of a wide range of subjects in order to appropriately classify and
selection materials for collection.
Considerable knowledge of the operational practices of a professional library, and theory and
practices of library science.
Considerable knowledge of automated library systems, applications, and on-line databases.
Considerable knowledge of bibliographic sources, bibliographic form, and verification tools.
Knowledge of library issues and trends.
Knowledge of patron needs and interests.
Knowledge of print, non-print and electronic resources available from a wide number of
sources.
Ability to effectively classify and catalog a variety of copy and original material.
Ability to work independently and maximize time for productivity.
Ability to diagnose problems and develop solutions.
Ability to deal tactfully and courteously with the general public in person and by phone.
Ability to communicate effectively in oral and written form .
Ability to establish and maintain effective working relationships with employees, volunteers,
and patrons.
Ability to follow and explain library instructions and policies.
Physical Req uirements
Must be able to physically perform the basic life operational functions of reaching, grasping,
fingering, talking, hearing, and repetitive motions.
Must be able to perform sedentary work exerting up to 10 pounds of force occasionally;
and/or a negligible amount of force frequently or constantly to lift, carry, push, pull, or otherwise move
objects.
Must possess the visual acuity to maintain records, analyze data and figures, read book
spines, count monies, operate a computer, and to determine the accuracy, thoroughness and
accuracy of work performed.
Desirable Training and Experience
Graduation from an accredited professional library school with a master's degree in library
science and experience in original and copy cataloging and classification of various library material;
or any equivalent combination of training and experience.
Special Requirement
Possession of Public Librarian certification .
Clayton
2015

LIBRARY DI RECTOR
General Statement of Duties
Performs managerial work in planning, organizing, and directing the provision of library
services in the community.
Distinguishing Features of the Class
An employee in this class plans, organizes, and directs the library. Work includes
establishing goals for program planning and budget preparation, managing personnel and capital
facilities, collection development, and establishing administrative policies and procedures for library
operations in accordance with Town policies and state requirements. Work requires significant
scope in management of resources, physical facilities, and staff and requires significant marketing
and public awareness to produce effectiveness. Work is performed independently under the
guidance of an advisory board and supervision of the Town Manager. Work is evaluated through
conferences, analysis of program accomplishment and community service, and acceptance of the
public.
Duties and Responsibilities
Essential Duties and Tasks
Directs long and short range planning, conferring with Advisory Board, Friends of the Library,
Town management and staff; establishes goals and objectives for collection development, program
services for various populations, and capital facilities; plans, organizes, coordinates and participates
in development activities, fund raising, and grant applications.
Researches and analyzes patron needs and develops marketing strategies in response to
findings; promotes outreach programs for various populations and non-users.
Establishes policies and procedures such as collection development procedures; studies,
recommends, implements and maintains technology systems for the library.
Manages personnel; establishes effective work processes and assigns staff as appropriate;
recruits and recommends hiring to the Town Manager; conducts performance evaluations; coaches,
trains, motivates, and disciplines employees in accordance with County policies and procedures.
Reviews and analyzes reports on circulation, requests for informational services, collection
purging and development, programs offered, and other activities.
Works with Town administration and Advisory Board on planning objectives and policies and
lobbying local and state officials; prepares agenda items for Board meetings and prepares periodic
reports; maintains contact and facilitates communications with Town management and elected
officials.
Prepares annual operating budget proposal; prepares long range capital facilities plan;
identifies, requests, and administers grants; controls expenditures and administers budget; prepares
grant requests and administers awarded grants.
Advocates and promotes the library; represents the library and speaks to community, civic
and other groups regarding the objectives and activities of the library; effectively addresses patron
complaints and concerns.
Promotes and establishes effective communications to promote events, programs, and
services through news releases, email, news print, websites and social media; establishes working
relationships with various groups including daycares, schools, businesses, civic and community
groups, the general public, and the media.
Serves as liaison to Clayton Historical Association; oversees work of historian; houses and
stores Town historical source material and artifacts; organizes, inventories, and files electronically.
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Additional Job Duties
Performs related duties as required.
Recruitment and Selection Guidelines
Knowledges. Skills. and Abilities
Thorough knowledge of the principles, practices , and techniques of modern library operations
and management.
Thorough knowledge of the various types of reference works, literature, technical library
publications, and audio-visual materials.
Considerable knowledge of related North Carolina General Statutes, State Library
regulations , services, collection, and procedures.
Considerable knowledge of the organization and functions of local governments.
Considerable knowledge of budgeting , general accounting, planning, grant management and
sources, personnel management and policies, fund raising, customer service, and other
administrative practices and techniques .
Considerable knowledge of computer software and hardware applications in a library.
Skill in communicating and presenting ideas effectively in oral and written forms.
Ability to assess the current and changing library needs of the community and library patrons.
Ability to supervise and plan the work of subordinate staff.
Ability to problem solve and set direction for library services .
Ability to make effective presentations, and explain and promote library services.
Ability to deal tactfully and courteously with the public.
Ability to establish and maintain effective working relationships with community and
government officials, other departments, employees and patrons.
Ability to function independently and use sound judgment in decision making and directing
the activities of the library.
Physical Requirements
Must be able to physically perform the basic life operational functions of grasping, fingering,
talking, lifting, hearing, and repetitive motions.
Must be able to perform light work exerting up to 50 pound of force occasionally; up to 20
pound of force frequently; and/or up to 10 pounds of force constantly to move objects.
Must possess the visual acuity to prepare and analyze data and figures, operate a computer
terminal, review the accuracy and thoroughness of work, and do extensive reading.
Desirable Training and Experience
Graduation from an accredited professional library school with a master's degree in library
science and considerable professional experience in library administration including managerial and
supervisory experience; or an equivalent combination of training and experience.
Special Requirement
Possession of ALA certification.
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LIBRARY ASSISTANT
General Statement of Duties
Performs responsible clerical and paraprofessional work in the municipal public library.
Distinguishing Features of the Class
An employee in this class provides customer service in the circulation, reader's advisory,
and general provision of library services in the Library. Work includes staffing the circulation
desk, checking books or other media in or out, issuing library cards, collecting fees and fines,
shelving books, completion of various forms or reports, typing, filing, and assisting patrons in
locating books and resources and in the use of public computers, computerized catalogues,
Internet, and other equipment. Work requires significant public contact. Work is performed in
an inside environment under regular supervision of the Library Director and is evaluated for
customer service effectiveness and accuracy of work activities.
Duties and Responsibilities
Essential Duties and Tasks
Staffs the customer service desk assisting patrons; checks books, videos, and other
material in and out; enrolls new patrons; issues cards and assists with lost or replacement cards;
takes library fees and fines; updates patron database.
Provides assistance to patrons in reader's advisory and where to locate different types of
books; assists patrons with finding materials for research or reference; helps patrons select
books, films, equipment and videos; and forwards patron book recommendations to Library
Director or Librarian.
Performs and interprets library policies and procedures such as checking books in and
out, library fees, overdue charges and waivers, patron registration , loan periods and renewals,
reserving books and materials, and lost book procedures; calls patrons when reserve materials
are ready and when books are overdue.
Assists patron with self-service resources including eBook registration and accessing NC
Live resources; assists and instructs patrons in the use of the computerized catalogue and index,
and microfilm and microfiche readers and copiers, and Internet; directs patrons to various parts
of the library; assist patrons with public computer and printer problems; monitors patrons for
adherence to library policies.
Verifies, sorts, and shelves library books and other materials; reviews shelves to maintain
proper order and shifts and straightens collections; retrieves books from curbside drop; processes
materials request for and from delivery.
Updates, inputs, and locates information on personal computer; compiles data and
generates computer reports.
Answers telephone and responds to various questions; provides information on library
services, directions, and events; and transfers calls or takes messages.
Processes books; applies barcode, pockets, labels, and cover.
Mends, prepares and processes books, periodicals, and audio-visual materials; keeps
periodicals display current; replaces damaged and lost books; does light book repair.
Assists with library opening and closing procedures, processing new supplies, sorting and
delivering mail and materials, photocopying, and faxing information.
Develops work schedule and gives instruction to volunteers .
Additional Job Duties
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May assist in preparing and presenting children's programming and with summer reading
program.
May arrange for art or other displays and bulletin board .
Performs related tasks as required.
Recruitment and Selection Guidelines
Knowledges . Skills. and Abilities
Working knowledge of library procedures, methods, materials and practices.
Working knowledge of books and authors.
Working knowledge of computers, audio-visual equipment and other equipment in the library.
Working knowledge of the circulation, reader's advisory, and basic library procedures.
Working knowledge of business math, Dewey Decimal System; English, and the use of
business machines.
Working knowledge of business computer applications and utilization in a library.
Some knowledge of the theory and objectives of a public library system .
Ability to deal tactfully and courteously with the general public in person and by phone.
Ability to communicate effectively in oral and written form.
Ability to establish and maintain effective working relationships with employees, volunteers,
and patrons.
Ability to follow and explain library instructions and policies.
Ability to type accurately at a reasonable rate of speed.
Ability to assign and monitor work and train volunteers.
Physical Requirements
Must be able to physically perform the basic life operational functions of climbing, balancing,
stooping, kneeling, crouching, standing, walking, reaching, grasping, fingering, talking, lifting,
bending, pushing, pulling, feeling, hearing, and repetitive motions.
Must be able to perform medium work exerting up to 50 pounds of force occasionally; up to
20 pounds of force frequently; and/or up to 10 pounds of force constantly to move objects.
Must possess the visual acuity to maintain records, read book spines, count monies, operate
a computer, and to determine the accuracy, thoroughness and accuracy of work performed.
Desirable Training and Experience
Any combination of education and experience equivalent to graduation from high school and
considerable clerical experience including some experience working with the public and in a library
or related setting.
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Special Note: This generic class description gives an overview of the job class, its essential job
functions, and recommended job requirements. However, for each individual position assigned to
this class, there is available a complete job questionnaire with a physical abilities checklist which can
give further details about that one specific position. Those documents should be reviewed before
initiating a selection process. They can provide additional detailed information on which to base
various personnel actions and can assist management in making legal and defensible personnel
decisions.

LIBRARY ASSOCIATE
General Statement of Duties
Performs responsible clerical and difficult paraprofessional work providing customer
service, circulation, programming and other activities in the municipal public library.
Distinguishing Features of the Class
An employee in this class provides customer service in the circulation, reader's advisory,
and general provision of library services in the Library. Work includes staffing the circulation
desk, checking books or other media in or out, issuing library cards, collecting fees and fines,
shelving books, completion of various forms or reports, typing, filing, and assisting patrons in
locating books and resources and in the use of public computers, computerized catalogues,
Internet, and other equipment. Work is distinguished from the Library Assistant class by the
responsibility for participating in programming for children's reading and Summer Reading
programs, special events, or facilitating adult book clubs. Work includes selecting book material,
developing crafts and activities for program activities, facilitating book club discussion and outings
and book signing to support club activities, and developing promotional material. Work requires
significant public contact. Work is performed in an inside environment under regular supervision
of the Library Director and is evaluated for customer service effectiveness, quality and quantity of
services provided, and accuracy of work activities.
Duties and Responsibilities
Essential Duties and Tasks
Staffs the customer service desk assisting patrons; checks books, videos, and other
material in and out; enrolls new patrons; issues cards and assists with lost or replacement cards;
takes library fees and fines; updates patron database.
Provides assistance to patrons in reader's advisory and where to locate different types of
books; assists patrons with finding materials for research or reference; helps patrons select
books, films, equipment and videos; and forwards patron book recommendations to Library
Director or Librarian.
Performs and interprets library policies and procedures such as checking books in and
out, library fees, overdue charges and waivers, patron registration, loan periods and renewals,
reserving books and materials, and lost book procedures; calls patrons when reserve materials
are ready and when books are overdue.
Plans and organizes the children's and youth programs and activities including Summer
Reading Program, preschool story time, after school care story time, and other related children's
programming; prepares crafts, puppets and other audio-visuals; markets programs through
displays, fliers, brochures, and social media.
Assists in developing the collection in children and your area of the library including
investigating and recommending books; establishes attractive displays; plans and presents
various programs or themes; keeps current on children's collection by reading and reviewing
books and materials received; maintains inventory of craft supplies; reads books to groups.
Hosts on-site book club; selects book and facilitates group discussion; plans supporting
activities such as movie outing for book.
Coordinates activities for Summer Reading Program; follows state guidelines; researches
and recommends titles; establishes activity schedule and organizes activities such as scheduling
guest speakers and soliciting prizes; reads books to groups.
Assists patron with self-service resources including eBook registration and accessing NC
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Live resources; assists and instructs patrons in the use of the computerized catalogue and index,
and microfilm and microfiche readers and copiers, and Internet; directs patrons to various parts
of the library; assist patrons with public computer and printer problems; monitors patrons for
adherence to library policies.
Verifies, sorts, and shelves library books and other materials; reviews shelves to maintain
proper order and shifts and straightens collections; retrieves books from curbside drop; processes
materials request for and from delivery.
Updates, inputs, and locates information on personal computer; compiles data and
generates computer reports.
Answers library telephone and email; responds to various questions; provides information
on library services, directions, and events; and transfers calls or takes messages.
Processes books; applies barcode, pockets, labels, and cover.
Mends, prepares and processes books, periodicals, and audio-visual materials; keeps
periodicals display current; replaces damaged and lost books; does light book repair.
Assists with library opening and closing procedures, processing new supplies, sorting and
delivering mail and materials, photocopying, and faxing information.
Serves as lead, trains and directs the work of volunteers.
Additional Job Duties
May visit schools and senior centers to read stories or donate books.
Performs related tasks as required.
Recruitment and Selection Guidelines
Knowledges . Skills. and Abilities
Considerable knowledge of books, materials and resources in children's area.
Considerable knowledge of the operation practices of a public library and practices of library
science.
Knowledge of youth or adult books and authors.
Knowledge of computer applications, audio-visual equipment and other equipment in the
library.
Knowledge of the circulation, reader's advisory, and basic library procedures.
Working knowledge of business math, Dewey Decimal System; English, and the use of
business machines.
Some knowledge of the theory and objectives of a public library system.
Ability to plan and coordinate successful programs and services relating to assigned
collection of materials.
Ability
Ability
Ability
and patrons.
Ability
Ability
Ability

to deal tactfully and courteously with the general public in person and by phone.
to communicate effectively in oral and written form.
to establish and maintain effective working relationships with employees, volunteers,
to follow and explain library instructions and policies.
to type accurately at a reasonable rate of speed.
to assign and monitor work and train volunteers.

Physical Requirements
Must be able to physically perform the basic life operational functions of climbing, balancing,
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stooping, kneeling, crouching, standing, walking, reaching, grasping, fingering, talking, lifting,
bending, pushing, pulling, feeling, hearing, and repetitive motions.
Must be able to perform medium work exerting up to 50 pounds of force occasionally; up to
20 pounds of force frequently; and/or up to 10 pounds of force constantly to move objects.
Must possess the visual acuity to maintain records, read book spines, count monies, operate
a computer, and to determine the accuracy, thoroughness and accuracy of work performed.
Desirable Training and Experience
Any combination of education and experience equivalent to graduation from high school,
preferably including college level coursework and experience in a library including programming
experience in the assigned area.
Clayton
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Special Note: This generic class description gives an overview of the job class, its essential job
functions, and recommended job requirements. However, for each individual position assigned to
this class, there is available a complete job questionnaire with a physical abilities checklist which can
give further details about that one specific position. Those documents should be reviewed before
initiating a selection process. They can provide additional detailed information on which to base
various personnel actions and can assist management in making legal and defensible personnel
decisions.

LIBRARY TECHNICIAN
General Statement of Duties
Performs responsible administrative support and paraprofessional work in the municipal
public library.
Distinguishing Features of the Class
An employee in this class provides customer service in the circulation, reader's advisory,
and general provision of library services in the Library. Work includes staffing the circulation
desk, checking books or other media in or out, issuing library cards, collecting fees and fines,
shelving books, completion of various forms or reports, typing , filing, and assisting patrons in
locating books and resources and in the use of public computers, computerized catalogues,
Internet, and other equipment. In additional to the Library Assistant duties, the role serves as
general administrative support for the Library and the Friends of the Library. Work requires
significant public contact. Work is performed in an inside environment under regular supervision
of the Library Director and is evaluated for customer service effectiveness and accuracy of work
activities.
Duties and Responsibilities
Essential Duties and Tasks
Staffs the customer service desk assisting patrons; checks books, videos, and other
material in and out; enrolls new patrons; issues cards and assists with lost or replacement
cards; takes library fees and fines; updates patron database.
Provides assistance to patrons in reader's advisory and where to locate different types of
books; assists patrons with finding materials for research or reference; helps patrons select
books, films, equipment and videos; and forwards patron book recommendations to Library
Director or Librarian.
Performs a variety of administrative support duties including compiling various library
activity records and reports such as circulation activities, fines and fees received, reference
questions and requested materials; receives funds, maintains membership database and
records of funds received, and sends acknowledgement letters; collects and prepares times
sheets before forwarding to Director; maintains department calendar of meetings, events, and
staff absences; receives requests for Library meeting room; tracks magazine subscriptions;
handles correspondence for donations or books given to liven in memory of someone; serves as
coordinator for facility work orders and refers to Public Works Department; recruits artist for
monthly displays; and other general office support duties.
Performs and interprets library policies and procedures such as checking books in and
out, library fees, overdue charges and waivers, patron registration, loan periods and renewals,
reserving books and materials, and lost book procedures; calls patrons when reserve materials
are ready and when books are overdue.
Assists patron with self-service resources including eBook registration and accessing
NC Live resources; assists and instructs patrons in the use of the computerized catalogue and
index, and microfilm and microfiche readers and copiers, and Internet; directs patrons to various
parts of the library; assist patrons with public computer and printer problems; monitors patrons
for adherence to library policies.
Verifies, sorts, and shelves library books and other materials; reviews shelves to
maintain proper order and shifts and straightens collections; retrieves books from curbside drop;
processes materials request for and from delivery.
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Updates, inputs, and locates information on personal computer; compiles data and
generates computer reports.
Answers telephone and responds to various questions; provides information on library
services, directions, and events; and transfers calls or takes messages.
Processes books ; applies barcode, pockets, labels, and cover.
Mends , prepares and processes books, periodicals, and audio-visual materials; keeps
periodicals display current; replaces damaged and lost books; does light book repair.
Assists with library opening and closing procedures, processing new supplies, sorting
and delivering mail and materials, photocopying , and faxing information.
Provides training and direction to volunteers .
Additional Job Duties
Performs related tasks as required .
Recruitment and Selection Guidelines
Knowledges, Skills, and Abilities
Knowledge of office practices and procedures.
Knowledge of computers for letters, reports, spreadsheets, and other computer applications
used in the assigned office.
Working knowledge of library procedures, methods, materials and practices.
Working knowledge of books and authors.
Working knowledge of computers , audio-visual equipment and other equipment in the
library.
Working knowledge of the circulation, reader's advisory, and basic library procedures.
Working knowledge of business math, Dewey Decimal System; English, and the use of
business machines.
Working knowledge of business computer applications and utilization in a library.
Some knowledge of the theory and objectives of a public library system.
Skill in the operation of a typewriter, computer, copier, scanner, fax machine, or other office
equipment.
Ability to process data, information, and other information required by the program and
office.
Ability to deal tactfully and courteously with the general public in person and by phone.
Ability to communicate effectively in oral and written form.
Ability to establish and maintain effective working relationships with employees,
volunteers, and patrons.
Ability to follow and explain library instructions and policies.
Ability to type accurately at a reasonable rate of speed.
Ability to assign and monitor work and train volunteers.
Physical Requirements
Must be able to physically perform the basic life operational functions of stooping,
kneeling, crouching, standing, walking, reaching , grasping, fingering, talking, lifting, bending,
pushing, pulling, feeling, hearing, and repetitive motions.
Must be able to perform medium work exerting up to 50 pounds of force occasionally; up
to 20 pounds of force frequently; and/or up to 1O pounds of force constantly to move objects.
Must possess the visual acuity to maintain records, do accounting, read book spines,

METER TECHNICIAN
General Statement of Duties
Performs field clerical work in reading electric and water meters and in connecting and
disconnecting water and electric service.
Distinguishing Features of the Class
An employee in this class reads water and electric meters including operating mobile radio
collection devices and entering readings into hand held computer. The employee also connects and
disconnects utility services and performs light meter maintenance and repairs. Work is performed
alone driving to the field location in small pick up trucks. The employee is subject to the hazards of
various kinds of animals and work may be performed under varying weather conditions. Work is
performed under general supervision and evaluated on the basis of observation, complaint activity
and accuracy of readings taken .
Duties and Responsibilities
Essential Duties and Tasks
Reads water and electric meters on an assigned route; records meter readings by entering
into hand held computer.
Operates mobile computer to collect radio signals with meter readings by driving a
designated route.
Turns water and electric service on and off, re-reads meters, investigates leaking meters,
plumbing fixtures, or other possible reasons for high water or electric usage; hangs final notices on
doorknobs.
Verifies and reports abnormal consumption readings; reports hazardous conditions to
supervisor.
Drives pick-up truck to route.
Changes out water meters and/or meter boxes; raises meters, replaces water meter lids,
installs meters.
Performs minor maintenance and repair on vehicles and equipment.
Additional Job Duties
Performs related duties as required .
Recruitment and Selection Guidelines
Knowledges. Skills. and Abilities
Considerable knowledge of street layout and meter locations on assigned routes.
Considerable knowledge of the hazards involved in reading meters and associated safety
precautions.
Some knowledge of the use of technology applied to the work.
Some knowledge of the functional operation of water and electric meters.
Some knowledge of utility customer service policies and billing procedures.
Ability to perform data entry with required speed and accuracy.
Ability to meet deadlines.
Ability to deal courteously and effectively with the public.
Ability to read and record meter readings accurately.
Ability to make mathematical calculations accurately.
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Ability to work without close supervision.
Ability to work in varying weather conditions.
Physical Requirements
Must be able to physically perform the basic life operational functions of stooping, kneeling,
crouching, reaching, standing, walking, pulling, lifting, and grasping.
Must be able to perform medium work exerting up to 50 pounds of force occasionally; up to
20 pounds of force frequently; and up to 10 pounds of force constantly to move objects.
Must possess the visual acuity to read and record numbers, and visually inspect meter dials.
Desirable Education and Experience
Graduation from high school and some clerical experience, preferably involving data entry; or
an equivalent combination of education and experience.
Special Requirement
Requires possession of valid North Carolina driver's license.
Clayton
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Special Note: This generic class description gives an overview of the job class, its essential job
junctions, and recommended job requirements. However, for each individual positions assigned to
this class, there is available a completed job questionnaire with a physical abilities checklist which
can give further details about that one specific position. Those documents should be reviewed
before initiating a selection process. They can provide additional detailed information on which to
base various personnel actions and can assist management in making legal and defensible
personnel decisions.

PARKS MAINTENANCE SPECIALIST
General Statement of Duties
Performs a variety of skilled, semi-skilled and manual labor tasks in the maintenance and repair
of Town recreational facilities, parks, and grounds; serves as lead worker.
Distinguishing Features of the Class
An employee in this class leads and participates in a variety of skilled, semi-skilled and manual
labor tasks related to the maintenance and repair of parks and recreational facilities. The employee
leads temporary staff and makes assignments and determines priorities and assures maintenance and
repairs meet departmental standards. Work varies by season but includes performing various
landscaping and horticultural tasks, performing building maintenance tasks, mowing grass, marking ball
fields and operating equipment. The employee also performs unskilled to semi-skilled trades repairs.
Work subjects the employee to inside and outside environmental conditions, extremes in temperatures,
and hazards associated with equipment operation including fumes, oils, gases and mists. Work is
performed under the supervision of the Parks and Recreation Director and is evaluated through regular
project updates, direct observation, citizen comments and quality and quantity of work produced.
Duties and Responsibilities
Essential Duties and Tasks
Leads temporary workers and participates in a variety of grounds maintenance and landscape
tasks such as cutting grass, mulching, watering, pruning, seeding, fertilizing and trimming and
maintaining trails and park areas; applies herbicides and pesticides.
Leads and participates in the dragging, lining and preparation of athletic fields for play; insures
field is safe and not too wet, soft or have rocks or holes; mounts bases.
Leads and participates in a variety of building maintenance and cleaning activities forthe Parks
and Recreation buildings, comfort stations, concession stands, parks facilities and other related
structures; performs unskilled to semi-skilled carpentry, painting, masonry and plumbing repairs such
as replacing irrigation system heads and fittings, replacing sink parts, replacing and unstopping water
and sewer lines, repairing concession stands, etc.; cleans and stocks comfort stations and bathrooms;
empties trash cans; repairs graffiti.
Operates a variety of equipment to mow grass and maintain fields; uses chain saws, weed
eaters and other light equipment to cut, prune and trim shrubbery and trees; rakes leaves, and removes
fallen limbs and trash; operates backhoe to remove stone, snow, or for other purposes; operates
tractors to landscape, rake and mow.
Performs equipment repair and maintenance duties on equipment such as tractors, mowers;
changes blades and filters, makes belt changes and adjustments; lubricates equipment.
Keeps records and prepares reports on division activities such as jobs and materials,
playground checks, service records on equipment and vehicles, and time worked; purchases basic
supplies and makes recommendations to Director on larger purchases.
Handles requests for service and complaints concerning facility and grounds operations.
Inspects parks and facilities for safety and makes records for liability purposes; instructs
workers and inspects work for adherence to procedures and standards and to assure safe working
practices are followed.
Additional Job Duties
Performs related duties as required.
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Recruitment and Selection Guidelines
Knowledges. Skills . and Abilities
Considerable knowledge of the methods, tools, and equipment utilized in parks, grounds, and
facility maintenance and repair.
Considerable knowledge of the work hazards and applicable safety standards associated with
facility and parks maintenance and repair.
Considerable knowledge of the operation of equipment such as tractor, mower, and other
equipment operated .
Considerable knowledge of cleaning chemicals and pesticide application and ability to obtain
necessary State license.
Some knowledge of turf management and plant installation and maintenance.
Some knowledge of the application of information technology to the work.
Skill in the operation of equipment and tools utilized within the section.
Skill in collaborative conflict resolution.
Skill in unskilled to semi-skilled trades work including carpentry, plumbing, and masonry.
Ability to assign and supervise the work of subordinates and to instruct them in proper work and
safety methods and procedures.
Ability to establish and maintain effective working relationships with other employees and
subordinates.
Ability to use chemical and pesticides properly and in accordance with State rules and
regulations.
Physical Requirement
Must be able to perform the basic life operational functions of stooping, kneeling, crouching ,
crawling , reaching, standing, walking, pushing, pulling, lifting, fingering, grasping, feeling, talking,
hearing, and repetitive motions.
Must be able to perform medium work exerting up to 50 pounds of force occasionally, and/or up
to 20 pounds of force frequently, and/up to 10 pounds of force constantly to move objects.
Must possess the visual acuity to operate equipment hand tools, equipment and computer, to
maintain records, to analyze data and maps, to perform skilled trades tasks, and to inspect worksites.
Desirable Education and Experience
Graduation from high school and considerable experience in the area of parks and recreations
maintenance or closely related fields such as landscaping, horticulture, or maintenance, preferably
including some supervisory experience or training; or an equivalent combination of education and
experience.
Special Requirements
Possession of a valid North Carolina commercial driver's license prior to completion of
probationary period .
Ability to obtain a Pesticide Applicators license within timeframe set by Town.
Ability to obtain a Playground Maintenance certificate within timeframe set by Town.
Clayton
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PARKS MAINTENANCE SUPERVISOR
General Statement of Duties
Performs supervisor and a variety of skilled, semi-skilled and manual labor tasks in the
maintenance and repair of Town recreational facilities, parks, and grounds.
Distinguishing Features of the Class
An employee in this class supervises and participates in a variety of skilled, semi-skilled and
manual labor tasks related to the maintenance and repair of parks and recreational facilities. The
employee supervises full-time and part-time staff and makes assignments and determines priorities and
assures maintenance and repairs meet departmental standards. The employee also manages
contracts with external sources for work beyond the capacity of the Town staff. Work varies by season
but includes performing various landscaping and horticultural tasks, building and maintaining trails and
parks, performing building maintenance tasks, mowing grass, marking ball fields and operating
equipment. Work subjects the employee to inside and outside environmental conditions, extremes in
temperatures, and hazards associated with equipment operation including fumes, oils, gases and
mists. Work is performed under general supervision and is evaluated through regular project updates,
direct observation, citizen comments and quality and quantity of work produced.
Duties and Responsibilities
Essential Duties and Tasks
Supervises and participates in a variety of grounds maintenance and landscape tasks such as
cutting grass, mulching, watering, pruning, seeding, fertilizing and trimming and maintaining garden
areas; mixes and applies herbicide and pesticide, maintains agency pesticide application license.
Supervises and participates in the seeding, aeration, fertilization, and general turf management
of fields; supervises and participates in field preparation for athletic play including dragging, lining and
preparation of athletic fields for play; ensures field is safe and not too wet, soft or have rocks or holes;
mounts bases.
Supervises and participates in construction, repair and maintenance of parks, play grounds,
trails, ball fields, comfort stations, picnic shelters, concession stands, scoreboards, irrigation systems,
and other facilities; supervises and performs unskilled to semi-skilled carpentry, masonry, plumbing,
and other maintenance work.
Supervises and participates in the installation of plants and shrubs, pruning, fertilization,
mulching and irrigation; selects plants for beautification based on zone, weather and location.
Operates a variety of equipment to mow grass and maintain fields; operates tractors, chain
saws, weed eaters and other light equipment to cut, prune and trim shrubbery and trees; rakes leaves,
and removes fallen limbs and trash; operates backhoe to remove stone, snow, or for other purposes;
operates tractors to landscape, rake and mow.
Inspects parks for safety of play equipment and to identify any needed repairs from use or
vandalism.
Performs equipment repair and maintenance duties on equipment such as tractors, mowers;
changes blades and filters, makes belt changes and adjustments; lubricates equipment.
Participates in interviews of prospective employees; assures training and orientation; schedules
assignments; reviews work and coaches employees; coaches and recommends discipline if needed.
Prepares and administers function budget; purchases parts and supplies.
Keeps records and prepares reports on division activities such as jobs and materials,
playground checks, service records on equipment and vehicles, and time worked; purchases basic
supplies and makes recommendations to Director on larger purchases.
Handles requests for service and complaints concerning facility and grounds operations.
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Inspects parks and facilities for safety and makes records for liability purposes; instructs
workers and inspects work for adherence to procedures and standards and to assure safe working
practices are followed
Additional Job Duties
Performs related duties as required.
Recruitment and Selection Guidelines
Knowledges . Skills. and Abilities
Considerable knowledge of the methods, tools, and equipment utilized in parks, turf, fields,
grounds, and facility maintenance and repair.
Considerable knowledge of the work hazards and applicable safety standards associated with
facility and parks maintenance and repair.
Considerable knowledge of the operation of equipment such as tractor, mower, and other
equipment operated .
Considerable knowledge of cleaning chemicals and pesticide application and ability to obtain
necessary State license.
Knowledge of turf management principles and practices.
Knowledge of plant selection and installation.
Knowledge of trades skills including carpentry, plumbing, masonry, and related maintenance and
repair activities.
Knowledge of the application of information technology to the work.
Some knowledge of organizational personnel, budgeting and purchasing policies and procedures.
Skill in the operation of equipment and tools utilized within the section.
Skill in collaborative conflict resolution.
Ability to assign and supervise the work of subordinates and to instruct them in proper work and
safety methods and procedures.
Ability to establish and maintain effective working relationships with other employees and
subordinates.
Ability to use chemical and pesticides properly and in accordance with State rules and
regulations .
Ability to prepare and maintain necessary records and reports.
Ability to communicate effectively orally and in writing.
Physical Requirement
Must be able to perform the basic life operational functions of stooping, kneeling, crouching,
crawling, reaching, standing, walking, pushing, pulling, lifting, fingering, grasping, feeling, talking,
hearing, and repetitive motions.
Must be able to perform medium work exerting up to 50 pounds of force occasionally, and/or up
to 20 pounds of force frequently, and/up to 1O pounds of force constantly to move objects.
Must possess the visual acuity to operate equipment hand tools, equipment and computer, to
maintain records, to analyze data and maps, to perform skilled trades tasks, and to inspect worksites.
Desirable Education and Experience
Graduation from community college with a degree in turf management or related field and
considerable experience in the area of parks and recreations maintenance or closely related fields such
as landscaping, horticulture, or maintenance, preferably including some supervisory experience or
training; or an equivalent combination of education and experience.
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Special Requi rements
Possession of a valid North Carolina driver's license.
Ability to obtain an appropriate Pesticide Applicators license within timeframe set by Town.
Ability to obtain a Playground Maintenance certificate within timeframe set by Town.
Clayton
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PERMITS SPECIALIST
General Statement of Duties
Performs specialized administrative and record-keeping work to support the building permit
process and building inspections function for the Town.
Distinguishing Features of the Class
Employees in th is class provide a variety of responsible administrative and record-keeping
duties in support of the building inspections and permitting process for the Town . Employee provides
information to developers, contractors, and homeowners regarding the building permit process,
receives building permit applications, routes applications, accepts applicable fees, issues approved
permits, schedules inspections and tracks permits. Work also includes greeting the public, explaining
requirements, establishing electronic and hard copy records, handling complaints, preparation of
reports, and other administrative duties. The work involves considerable public contact, and requires
tact, courtesy, firmness, and the ability to communicate technical information to non-technical
individuals. Work requires a working knowledge of regulations and codes and considerable knowledge
of building permit procedures . Work is performed under the supervision of the Engineering and
Inspections Director and is evaluated through observation, conferences, quality of the work completed,
and feedback from the public.
Duties and Responsibilities
Essential Duties and Tasks
Answers telephone and greets visitors; gathers and provides information based on knowledge
of programs and procedures; uses tact and discretion to deal with difficult and angry customers.
Provides assistance to the public for obtaining building, zoning permits; interviews customers to
determine what type of permit is needed; provides appropriate applications and addenda, compiles
necessary information to complete permit, verifies contractors' licenses are current and appropriate for
the work to be done; ensures necessary development reviews and health department permits, etc.
have been obtained.
Issues building permits upon approval of applications; prepares and sends contractor bills;
schedules building inspections and re-inspections; types associated correspondence.
Assists developers, builders, contractors, and the general public with various development
services including zoning information, other State and federal regulatory compliance information,
various permit applications, communications with utility service providers, etc.
Compiles forms, permits, notices, licenses, or form letters with designated or routine
information; records data from approved building permit applications for the issuance of permits,
receipts and control numbers.
Maintains record of permits issued; enters permits, inspections and re-inspections information
into computer and creates and maintains hard copy files with applications, inspection reports, etc. and
retrieves filed materials based on knowledge of departmental activities.
Summarizes information and selects data from varied sources to prepare records and reports of
financial and inspection activities.
Additional Job Duties
Performs related administrative duties as required.
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Recruitment and Selection Guidelines
Knowledge, Skills. and Abilities
Considerable knowledge of building permitting process and requirements for various kinds of
construction .
Considerable knowledge of modern office practices and procedures including office automation
equipment and software for word processing, data base management, and spreadsheets.
Working knowledge of building codes and related ordinances applicable to building permits.
Working knowledge and ability to use correct grammar, vocabulary, and spelling.
Working knowledge of North Carolina contracting regulations and licensing requirements.
Ability to create and maintain accurate detailed records.
Ability to plan and organize administrative support activities and tasks .
Ability to communicate effectively in person and by telephone and to deal with difficult and angry
customers.
Ability to interpret building permitting requirements and regulations and give information and
instructions on departmental programs and procedures based on inquiries.
Ability to establish and maintain effective working relationships with supervisors, co-workers,
builders, developers, and the general public.
Ability to maintain records and files and to gather and compile data from a variety of sources to
produce required and requested reports.
Physical Req uirements
Must be able to physically perform the basic life operational support functions of stooping,
standing, reaching, pushing, pulling, lifting, fingering, talking, hearing, and repetitive motions.
Must be able to perform sedentary work exerting up to 10 pounds of force occasionally and/or a
negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects.
Must possess the visual acuity to compile and compute data and statistics, operate a computer
terminal, read extensively and proofread materials.
Desirable Education and Experience
Graduation from high school supplemented by business coursework and experience in
administrative support work involving customer contact, preferably in the building trades or construction
industries, or an equivalent amount of education and experience.
Clayton
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Special Note: This generic class description gives an overview of the job class, its essential job
functions, and recommended job requirements. However for each individual position assigned to this
class, there is available a job questionnaire with a physical abilities checklist which can give further
details about that one specific position. Those documents should be reviewed before initiating a
selection process. They can provide additional detailed information on which to base various personnel
actions and can assist management in making legal and defensible personnel decisions.

PUBLIC INFORMATION OFFICER
General Statement of Duties
Directs and performs responsible administrative work communicating and coordinating
information flow to the public, employees and other units of government on a broad range of Town
programs, activities, and services.
Distinguishing Features of the Class
An employee in this class directs and manages a strategic communications program
incorporating organizational-wide communication policies and procedures, departmental program
knowledges, branding, and the expectations of the citizenry for open and transparent government.
Employee plans for and implements the communications strategies as well as researches, writes,
edits, and coordinates a wide variety of documents and programs to inform and educate the public
on Town programs, activities, and services. Regular duties include serving as Town spokesperson
to the media; working with department heads to publicize their program activities and
accomplishments and customizing the communications during critical incidents. Work also
includes researching and responding to media inquiries; producing and distributing press releases,
publications and PSAs; and managing content on the Town's website, public access cable
television channels, and for social media to include Facebook, Twitter, and lnstagram. Work
requires a more strategic approach in coordinating all Division Directors in knowledge transfer,
nuances in communication, and strategy behind a more transparent methodology to ;avoid
unfortunate communication errors.
During critical incidents, the employee serves as
spokesperson to the media. Other activities include preparation of reports, record keeping, and
assisting with or performing special projects. Work requires knowledge of journalism and
significant writing skills as well as use of office and media technology. Special projects work
requires supervision, coordination, organization and research skills. Work involves considerable
broad contact with the-public, federal, State, and local government officials, and the media. The
employee supervises others and works under the regular supervision of the Town Manager and is
reviewed by inspection or in conference for accuracy, effectiveness, and citizen satisfaction.
Duties and Responsibilities
Essential Duties and Tasks
Directs and manages a strategic communications and branding program for the Town;
determines communication policy and procedures; obtains departmental operational knowledge to
customize communication practices and results.
Supervises and participates in preparing a variety of materials for dissemination to the
public such as memos, newsletters, reports, brochures, fliers, etc; prepares or acquires graphics
materials as needed; takes photographs.
Attends department head meetings and incorporates the communication strategy into the
topical discussions; serves as spokesperson during critical incidents.
Supervises, writes, and distributes press releases and newspaper articles; tracks
information such as various meeting schedules for communication to appropriate persons;
performs research; gathers, and compiles a broad variety of information for publication or other
purposes.
Determines and brands the Town's communication program; develops and reviews all
marketing information released to the public.
Gathers information from departments on issues of interest and composes materials using
a variety of publishing and related software to produce newsletters for Town distribution or for
website; edits materials, designs layout, and takes photographs for publications; coordinates
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printing ad distribution of materials.
Creates and supervises a social media presence through Facebook, lnstagram, and
Twitter.
Develops and maintains on-going relationships with press and representatives of other
local governments; answers media inquiries about Town business and activities; researches and
interviews staff to obtain answers and information to inquiries .
Attends meetings, hearings, or conferences to present or gather information; stays abreast
of changes in programs and technology.
Prepares information for and participates in radio shows on topics of interest to residents;
manages content on public access cable television channels .
Additional Job Duties
Performs related tasks as assigned .
Recruitment and Selection Guidelines
Knowledge . Skills, and Abilities
Thorough knowledge of the principles, methods, procedures, and strategies concerning a
public information, communications and community relations program, and of policies, regulations,
guidelines, and legal standards pertaining to the distribution of news and public information.
Considerable knowledge of grammar, punctuation, proofreading, editing, and layout.
Considerable knowledge of the Town's organization, activities, and functions.
Considerable knowledge of office and desktop publishing software applications, website
maintenance, and various media such as photographic and video equipment, and of photography,
graphics, design, and printing .
Ability to coordinate and disseminate information regarding program and services to media,
staff and the community in an accurate and timely manner that increases understanding of Town's
programs and activities.
Ability to gather, analyze, interpret, and report research findings.
Ability to work independently and to exercise sound judgment in making decisions related
to the release and communication of public information.
Ability to communicate effectively in conversations, public presentations and written form,
including news releases, newsletters, brochures, electronic medium, and other materials.
Ability to perform special projects that require skills such as research, meeting and event
planning, and coordination with various other governmental agencies and the press.
Ability to supervise others and establish and maintain collaborative relationships, internal to
and external of the organization.
Ability to establish and maintain effective working relationships with members of the press,
elected and appointed officials, department heads, employees, and general public.
Ability to maintain confidentiality of information obtained during work operations.
Physical Requirements
Must be able to perform the basic life operational functions of climbing, reaching, walking,
pushing, pulling, lifting, grasping, talking and hearing.
Must be able to perform light work exerting up to 20 pounds of force occasionally, and/or
up to 10 pounds of force frequently, and/or a negligible amount of force constantly to move
objects.
Must possess the visual acuity to compile and compute data and information, to perform
transcription tasks, operate a computer terminal , do extensive reading and research, and proof
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and inspect finished written material.
Desirable Education and Experience
Graduation from an accredited college or university with a Bachelor's degree in journalism,
marketing, business administration, or a related field and considerable related experience; or an
equivalent combination of education and experience.
Special Requirement
Possession of a valid North Carolina driver's license.
Town of Clayton
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PURCHASING AGENT
General Statement of Duties
Performs difficult administrative and fiscal functions in organizing and executing the purchasing
and procurement process for the Town.
Distinguishing Features of the Class
An employee in this class organizes and administers a purchasing and procurement program
for all Town departments. Work involves performing duties involving formal and informal bid
purchasing, providing internal customer service to departments to meet their needs in a timely and
efficient manner, and maintenance of records. The employee must exercise considerable independent
judgment and initiative in development of an efficient system across departments, in contract review
and authorization, and in advising departments on legal requirements. Work is performed in
accordance with North Carolina General Statutes, the State regulations governing purchasing in local
governments, and Town policies. Work is performed under the general direction of the Finance
Director and is evaluated through departmental feedback, conferences and review of records and
reports.
Duties and Responsibilities
Essential Duties and Tasks
Organizes and implements systems and procedures for procurement of Town equipment,
materials, and supplies; confers with department heads, local government officials and staff.
Reviews and authorizes purchases; determines appropriate method to purchase, i.e., informal
bids, formal bids, negotiated contracts or other procedure.
Conducts bid openings and oversees detailed legal process, for capital expenditures, analyzes
bids, reports results and recommends bid awards for purchase; works with departments or prepares bid
specifications for procurement items, coordinates with budget for funds availability and spending
authority.
Advises departments on equipment and supplies specifications and the purchasing process,
assist in determining standard products, equipment, supplies and materials to be used by all
departments.
Researches and identifies potential vendors; solves problems related to incorrect orders, late
deliveries, missing items, unwanted items, etc.
Maintains vehicles warranty and works with vendors for warranty claims and repairs;
participates in preparing bid specifications for equipment and vehicles; coordinates registration and
taps with OMV for Town vehicles.
Assists departments with obtaining price quotes for budget preparation.
Orders, manages and audits town motor fuel supplies.
Coordinates FCC licenses for radio system used by Town operations and public safety staff.
May perform special projects related to building or equipment maintenance, research, or other
activities.
Manages surplus property including preparation of list and advertisement through GovDeals.
Coordinates work with warehouse staff.
Additional Job Duties
Performs related duties as required .
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Recruitment and Selection Guidelines
Knowledges, Skills, and Abilities
Thorough knowledge of North Carolina General Statutes, and of local ordinances and
regulations governing the purchasing of materials, supplies and equipment and sale of surplus
equipment.
Thorough knowledge of modern purchasing methods and procedures.
Considerable knowledge of grades and qualities of items purchased and/ or sources of supply
and price trends in water, sewer, electric, public works and other municipal needs.
Considerable knowledge of the application of information technology to purchasing and
warehousing.
Working knowledge of accounting in relation to procurement and purchasing.
Skill in developing bid specifications and in evaluating bids.
Skill in establishing and maintaining effective work relationships with public vendors,
management and government officials and with other employees.
Skill in communicating and presenting ideas effectively in oral and written forms.
Skill in use of office technology.
Skill in internal customer service excellence and collaborative conflict resolution.
Skill in price negotiation.
Ability to interpret and explain laws and procedures relating to the procurement and purchasing
process.
Ability to schedule deliveries in collaboration with other staff and Town needs.
Ability to meet established deadlines.
Physical Requirements
Must be able to physically perform the basic life operational functions of fingering, climbing,
stooping, kneeling, crouching, reaching, pushing, pulling, talking, and hearing.
Must be able to perform heavy work exerting up to 50 pounds of force frequently and/or up to 20
pounds of force constantly to lift, carry, push, pull, or otherwise move objects.
Must possess the visual acuity to operate a computer terminal, to do extensive reading and
detailed analysis of vendor information, legal contracts, bid specifications and formal and informal bids,
to inspect shipments for defects, to operate equipment, and to use measurement devices.
Desirable Education and Experience
Graduation from a two year college or university with a degree in business administration or
related field and considerable experience in the purchasing field or similar capacity preferably in the
public sector; or an equivalent combination of education and experience.
Special Requirements
Possession of a valid NC driver's license.
Possession of CLGPO certification desirable.
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PAYROLL SPECIALIST
General Statement of Duties
Performs technical and specialized governmental payroll and accounting functions for the
Town .
Distinguishing Features of the Class
An employee in this class performs a variety of fiscal and paraprofessional accounting tasks
in support of a full range of payroll and other accounting functions of the Town . Duties include
verifying time sheets, entering and verifying payroll data, maintaining the employee data base,
compliance with FLSA, sending the direct deposit to the bank, assisting departmental contacts with
employee payroll issues, etc. Work also includes bank reconciliation, audit of P Card activity,
approving requisitions and crating purchase orders, and related tasks. Work involves maintenance
and processing of payroll deductions, assisting employees, and applying established principles of
payroll policies and procedures to the duties performed . Work requires knowledge of advanced
paraprofessional accounting principles and practices and related legal and regulatory requirements.
Judgment and initiative are required in the performance of duties. Works is performed under regular
supervision and is evaluated through conferences, timeliness, performance appraisals, and review
of accuracy and completeness of payrolls and related reports, and by independent audit of financial
records.
Duties and Responsibilities
Essential Duties and Tasks
Verifies and enters time sheets and reviews electronic time sheets and related information
for the Town payroll data base on a bi-weekly schedule; reviews for compliance with FLSA and
Town policies and procedures; works with departments on payroll and leave data; works with
supervisors and employees about specialized payroll concerns.
Maintains employee changes in the payroll data base; enters changes for salary and payroll
deductions; adjusts for leave without pay and other special circumstances; applies payroll to each
situation to ensure the correct expenditure of Town funds and the correct salary payments for
employees.
Works with Human Resources on applying related policies; interprets and explains payroll
rules, taxes, and related payroll processes.
Prints direct deposit report and ensures the totals balance to the payroll edit and that each
direct deposit change is accurate.
Prepares electronic reports and payments for various payroll vendors and deductions;
completes and balances the monthly payroll reports including retirement, IRS, etc, for a variety of
Federal and State agencies and fringe benefits vendors; prepares a variety of records and reports;
works on collaborative problem-solving with benefits and payroll vendors.
Prepares quarterly and annual reports; generates and distributes W-2's; answers questions
on tax issues.
Stuffs envelopes with payroll stubs and distributes.
Updates and adjusts leave balances.
Works with the auditors on payroll procedures and policy and reviews documents related to
payroll actions.
Performs data entry for bank reconciliations; reconciles bank accounts with credit card and
bank drafts; reconciles credit card deposits against Customer Service records.
Compares credit card receipts with statement; codes for general ledger entries; orders new
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cards and cancels cards; maintains spreadsheets for uploading to financial package data base.
Reviews requisitions and codes for budgetary line items; creates purchase orders after
requisition approval by Finance Director; transmits POs to accounts payable.
Prepares monthly utility tax return and drafts sales taxes due.
Creates a variety of spreadsheets for data entry, internal service funds, and other needs.
Provides assistance to HR and the Finance Director as needed.
Maintains confidentiality of payroll information.
Additional Job Duties
Assists other staff in the department, as requested .
Performs related duties as required.
Recruitment and Selection Guidelines
Knowledges. Skills, and Abilities
Knowledge of paraprofessional accounting principles and practices and payroll practices and
procedures, including payroll laws, rules , and regulations such as FLSA, FMLA, and others that may
apply.
Knowledge of the application of information technology to payroll preparation and processing
including specialized financial package software, electronic payments and transfers, and
spreadsheets.
Knowledge of the Town 's personnel, purchasing and budgeting policies and procedures and
approved Town benefits.
Skill in collaborative conflict resolution.
Ability to use office technology with accuracy and required speed.
Ability to make arithmetic computations accurately and with reasonable speed and efficiency;
may require the ability to use spreadsheets for calculations and reports.
Ability to establish and maintain effective working relationships with department heads,
departmental payroll contacts, vendors, insurance claimants, employees and the general public.
Ability to communicate effectively in oral and written forms.
Ability to organize work efficiently and to meet established payroll deadlines.
Physical Requirements
Must be able to perform the basic life operational skills of stooping, kneeling, reaching,
walking, lifting, fingering, grasping, feeling, talking, hearing, and repetitive motions.
Must be able to perform sedentary work, exerting up to 10 pounds of force occasionally
and/or a negligible amount of force frequently or constantly to move objects.
Must possess the visual acuity to prepare and analyze data and figures, do accounting tasks,
operate a computer, and do payroll calculations, proofing payroll entries, and reading .
Desirable Education and Experience
Graduation from a two-year community college or business school with an associate degree
in business or accounting and experience in a payroll; or an equivalent combination of education
and experience.
Clayton
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RECREATION PROGRAM COORDINATOR
General Statement of Duties
Performs responsible recreation administrative and supervisory work in planning and
supervising special recreation programs.
Distinguishing Features of the Class
An employee in this class develops, supervises and participates in a variety of special
recreation programs and events. Work includes planning, organizing, and/or assisting with arts and
crafts, fitness, nature, tennis and other classes; youth programs; senior games; special events; and
related programs. The employee is expected to exercise independent judgment and initiative in
planning and conducting program activities. Considerable tact and courtesy are required in frequent
contacts with the public and with various population groups. The work involves exposure to indoor and
outdoor environmental conditions. Work in some recreation activities is subject to the final standards of
OSHA blood borne pathogens. Work is performed under regular supervision and is evaluated by
observation and through consultations.
Duties and Responsibilities
Essential Duties and Tasks
Plans, organizes, and supervises a variety of special recreation programs; evaluates programs
for effectiveness; locates and supervises instructors for fitness, arts and crafts, nature, tennis,
technology and other classes.
Hires, trains and supervises staff for after school programs, summer camps, evening child care,
school out days, preschool programs and special needs camps.
Assists with planning and supervising Senior Games, bocce and corn hole tournaments and
senior trips.
Organizes and supervises Clayton Youth Council meeting, volunteer opportunities, and event
participation.
Assists with planning, organizing, set up, clean up, recruiting and supervising volunteers and
vendors, and other activities associated with festivals, holiday and other special events.
Assists with supervising daily operations of the community center.
Participates in registering program participants and taking fees.
Maintains social media outlets, creates flyers and promotes a variety of programs, classes and
special events for the department; maintains department web site.
Assists other department staff in various events, programs, record keeping, data collection and
related activities.
Purchases special programming supplies within departmental guidelines.
Prepares and maintains a variety of records and reports.
Additional Duties
Performs related tasks as required.
Recruitment and Selection Guidelines
Knowledge. Skills. and Abilities
Knowledge of the policies and procedures of the Parks and Recreation Department and related
state and local laws.
Knowledge of the principles and practices of recreation programming.
Considerable knowledge of departmental programs, facilities and services.
Knowledge of the application of information technology to the work of the department.
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Skill in collaborative conflict resolution and problem-solving.
Skill in organizing a variety of activities including attention to details, deadlines, and proper
coordination with others.
Ability to work effectively with other departments, staff personnel, community organizations, the
general public and special population groups.
Ability to develop and implement small scale recreation programs.
Ability to evaluate program effectiveness.
Ability to design publicity material.
Ability to keep accurate records and prepare and present reports.
Ability to plan and execute creative interesting fun, and safe programming.
Ability to communicate effectively orally and in written form.
Ability to recruit, select, and supervise and organize the work of others.
Ability to train and instruct participants in a variety of activities.
Physical Requirements
Must be able to perform basic life function including climbing, balancing, kneeling, reaching,
lifting, standing, walking, fingering, hearing and talking.
Must be able to perform light work exerting up to 20 pounds of force occasionally, and/or up to
10 pounds of force frequently, and/or a negligible amount of force constantly to move objects.
Must possess visual acuity for preparing and analyzing data and figures, accounting,
transcription, computer terminal, extensive reading, and to evaluate program effectiveness.
Desirable Education and Experience
Graduation from an accredited college or university with a degree in Parks and Recreation or a
related field and some experience in recreation programming; or an equivalent combination of
education, experience, and training.
Special Requirements
Possession of a valid N.C. driver's license with passenger endorsement.
Possession of CPR and First Aid certification.
Certified Park and Recreation Professional preferred.
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RECREATION PROGRAM SUPERVISOR
General Statement of Duties
Plans, coordinates, implements, and supervises a variety of recreational activities and special
events for the Town; manages the Clayton community center.
Distinguishing Features of the Class
An employee in this class plans, organizes and supervises a variety of recreational and leisure
time activities for the citizens of the community including special events and festivals. In addition, the
employee supervises the daily operations of the community center. Work involves considerable
planning and scheduling of activities and contact with participants, volunteers and staff. The employee
modifies existing recreational programs in concert with the requested needs of the community;
supervises full-time, part-time and volunteer staff as well as participants; publicizes program activities;
coordinates activities with staff; and supervises the successful implementation of such programs.
Employee also is responsible for developing and administering division budget and maintaining the
safety of assigned buildings and facilities. Work is performed in accordance with departmental rules
and policies and requires judgmental discretion in the application and interpretation of programs, game
rules, and procedures. Employee is subject to hazards in parks and recreation including working in
both inside and outside environments and in extreme temperatures, and noise. Duties may also
expose the employee to human body fluids and the work is covered by the OSHA requirements ban
blood borne pathogens. Work is performed under the general supervision of the Parks and Recreation
Director and is evaluated in terms of program effectiveness and through observation and discussions
surrounding public acceptance.
Duties and Responsibilities
Essential Duties and Tasks
Plans, organizes, and promotes recreation activities for various age groups including such
programs as leisure classes, special events, physical fitness programs, dance, arts and crafts, and
other activities; arranges schedules, locations, and personnel to staff such activities; plans and
participates in programming for senior adults.
Plans, organizes, publicizes and supervises various activities such as July 4th celebration,
Easter Egg hunts, Halloween activities, seasonal and other festivals; works with volunteer and youth
groups; schedules and organizes music, entertainment and vendors; organizes physical setting and
supervises setup and cleanup.
Supervises full-time, temporary and volunteer staff; provides training, ensures safety and
provides performance coaching and evaluation.
Supervises and participates in promoting programs and events and soliciting donations or
sponsorships; contacts media and makes personal appearances before civic and business groups;
prepares press release, flyers, brochures for promotions and activities.
Supervises and participates in registering participants for various recreational programs and
events; collects fees and completes proper forms; maintains various records of events.
Monitors and assures safety and clean and neat appearance of community center; gives
directions to staff for preparation of center for activities; coordinates maintenance and repair needs with
Town staff.
Develops and administers division budget; purchases materials and maintains inventory of
equipment and supply needs.
Assists in the formulation and execution of departmental rules and policies.
Provides necessary liaison with other public and private groups and agencies.
Participates in event set up, building security, cleaning and maintenance activities.
Prepares and maintains records and reports as needed.
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Additional Job Duties
Represents the department and Town on various committees and groups.
Backs up other staff as needed.
Performs related duties as required.
Recruitment and Selection Guidelines
Knowledges Skills and Abilities
Considerable knowledge of principles, practices, and methods of recreational and leisure time
programs.
Considerable knowledge of current literature, trends, and developments in the field of public
recreation.
Knowledge of standard resources, materials, and facilities utilized in a public recreational
program.
Knowledge of the application of information technology and social media to programming,
marketing and records management.
Knowledge of Town personnel, budgeting and purchasing policies and procedures.
Some knowledge of employment laws and regulations.
Some knowledge of modern and effective supervisory principles and practices including
leadership, motivations, communication, and performance coaching and evaluation.
Skill in collaborative conflict resolution, problems-solving and customer service excellence.
Ability to effectively plan and execute a year round program of recreational activities.
Ability to plan and coordinate the work of temporary, volunteer, or paid workers.
Ability to express ideas effectively and communicate effectively in oral and written forms.
Ability to deal tactfully and courteously with the public.
Ability to establish and maintain effective working relationships with officials, citizens,
employees, supervisors, and participants.
Physical Requirements
Must be able to physically perform the basic life operational functions of climbing, balancing,
stooping, kneeling, crouching, crawling, reaching, standing, walking, pushing, pulling, lifting, fingering,
grasping feeling, talking , hearing, and repetitive motions.
Must be able to perform medium work exerting up to 50 pounds of force occasionally; and/or up
to 20 pounds amount of force frequently; and/or up to 10 pounds of force constantly to move objects.
Must possess the visual acuity to prepare and analyze data, operate a computer terminal, utilize
measuring devices, operate a motor vehicle, and inspect work of others.
Desirable Education and Experience
Graduation from a four year college or university with a degree in recreation administration,
physical education, or related degree and considerable experience in recreational programming; or an
equivalent combination of education and experience.
Special Requirements
Possession of a valid North Carolina driver's license.
Prefer possession of Certified Recreation Professional.
Clayton
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REVENUE COLLECTIONS SPECIALIST
General Statement of Duties
Performs responsible administrative and fiscal work collecting utility bills, other revenues and
delinquent accounts for the Town.
Disting uishing Features of the Class
An employee in this class performs a variety of activities designed to collect revenues and
delinquent utility accounts. Tasks include entering bank draft accounts for customers, managing the
service disconnections process for non-payment, uploading payments from credit card vendors, and
delinquent collections methods. Work involves considerable public contact, both in writing and
verbally, to notify customers of account status and make payment arrangements. Employee is
responsible for researching accounts, communicating to field personnel and for providing information
appropriate account information. The employee is also responsible for preparing various summary ,
collections and activity reports. Work is performed under general supervision and evaluated for
collection rate, accuracy of records and reports, and general customer response.
Duties and Responsibilities
Essential Duties and Tasks
Enters bank draft information into specialized software and data base; notifies bank of customer
drafts for payment of utility bills; creates and updates equal payment plan amounts and notifies
customers by mail.
Uploads payments for credit card and electronic payment vendors into customer accounts data
base; reconciles payments received with payments expected.
Counts and balances cashier cash drawers daily; prepares and take deposit to bank.
Creates final bills for customers moving out of town.
Enters and posts miscellaneous billing for different departments.
Creates reports and analyzes and determines delinquent accounts; notifies customers through
writing and verbal contact of status of account; enters late penalties; arranges payment of accounts or
notifies field personnel of necessary service disconnection action.
Maintains account and payment information of pending accounts; notifies field personnel and
accounting staff of need to change service activity order; records appropriate information in
computerized data base.
Assists customers with making payment arrangements; sets up payment terms and enforces
accordingly; authorizes extensions and partial payments; send letters to delinquent customers;
prepares documentation and coordinates issuance of warrants with District Attorney's Office; accesses
and enters information into NC Debt Set-off program to collect delinquent accounts from state income
tax refunds; edits data in Debt Set-off data base as payments are made; posts payments received in
customer accounts.
Follows-up and determines status of bills returned; determines if account needs to be closed or
forwarding address is required; processes collection activity based on findings.
Performs customer service duties on an as needed basis.
Performs various data entry and accounting duties including entering customer payments and
balancing or reconciling pay-lists and money received; prepares pay list transmittal to Finance office.
Calculates late fees due after assigned due dates.
Additional Job Duties
Backs up other staff as needed.
Performs other related work as required .
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Recruitment and Selection Guidelines
Knowledge. Skills and Abilities
Considerable knowledge of departmental policies and procedures concerning provision of and
payment for utility services, utility customer service policies, etc.
Considerable knowledge of the practices, techniques and procedures of collecting delinquent
fees .
Knowledge of laws related to delinquency collections, bankruptcies, and the use of warrants for
debts.
Considerable knowledge of the use of public documents and records to locate people, their
addresses, bank accounts, employers and other information for the purpose of delinquent account
collections .
Knowledge of modern office practices, procedures, and equipment.
Working knowledge of paraprofessional accounting principles and practices.
Considerable knowledge of the application of information technology to utility account
collections including knowledge of the use of spreadsheets and customer accounting.
Knowledge of arithmetic, grammar, spelling, punctuation, and vocabulary.
Skill in collaborative conflict resolution, assertiveness, and customer service excellence.
Skill in typing and data entry with required speed and accuracy.
Ability to make decisions relating to assigned operations in conformance with applicable laws
and policies.
Ability to perform mathematical computations with speed and accuracy.
Ability to communicate effectively orally and in writing .
Ability to exercise tact, courtesy, firmness and fairness in contact with customers and the
general public.
Ability to establish and maintain effective working relationships as necessitated by work
assignments.
Physical Req uirements
Must be able to physically perform the basic life operational functions of fingering, talking,
hearing, and repetitive motions.
Must be able to perform sedentary work exerting up to 1Opounds of force occasionally, and/or a
negligible amount of force constantly to move objects.
Must possess the visual acuity to work with data and figures, extensive reading, and maintain
manual and computer files and records.
Desirable Education and Experience
Graduation from an accredited community college with a degree in accounting or business and
considerable experience in billing and/or collections work including some public contact; or an
equivalent combination of education and experience.
Clayton
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SAFETY OFFICER
General Statement of Duties
Performs responsible administrative and technical work in the development, implementation,
and administration of a safety program for the Town and in the administration of the Town's substance
abuse prevention, and wellness programs.
Distinguishing Features of the Class
An employee in this class is responsible for planning, organizing, developing, implementing, and
enforcing a safety program, and for administering health and wellness and substance abuse
prevention programs for the Town. Work also includes administration of the workers' compensation
insurance program. Work involves coordinative and cooperative efforts with department heads,
supervisors and employees. Work includes conducting training on a variety of OSHA and safety
related rules and regulations , inspecting work areas to assure compliance with safety policies and
procedures, investigating accidents, conducting analysis of workers' compensation claims, and making
recommendations for improvement of the work environment and safety practices. Work requires
knowledge of OSHA laws, rules, and regulations; standard safety practices and procedures; knowledge
of worker's compensation general statutes and regulations; and creative and innovative ways to
develop and establish an effective program. The employee is subject to inside and outside
environmental conditions. Work is performed under the supervision of the Human Resources Director
and is evaluated through conferences, review of records and reports, and implementation of a
successful program.
Duties and Responsibilities
Essential Duties and Tasks
Plans, develops, organizes, and implements the Town's safety program using input and
assistance from department heads, supervisors, department representatives, and technical assistance
resources; investigates accidents and recommends remedial actions.
Develops health and wellness programs to prevent illnesses and create a healthy workforce;
plans and coordinates the annual wellness fair and biometric screening; conducts wellness breakfast
and lunch programs; coordinates smoking cessation programs; writes grants for program funding;
plans physical activities ..
Develops safety policies, procedures, and processes for the Town; conducts accident
investigations.
Inspects work areas for compliance with laws, policies, rules and regulations; communicates
corrective measures needed to management; reviews and rechecks progress on a regular basis until
standards have been met.
Obtains resources or offers training programs to implement the program, maintain safety
awareness, and assures laws and policies are being followed.
Prepares any safety, workers' compensation, OSHA, or related reports for monitoring and
compliance agencies; analyzes accident and injury patterns to identify hazards and training needs;
analyzes insurance costs and recommends cost saving approaches.
Researches various regulations and requirements; develops contact with monitoring agencies
and keeps current with changes in laws, rules, and regulations.
Conducts safety meetings or works with departments to present and conduct their own
sessions; provides staff coordination to Safety Committee.
Implements safety awards and recognition system.
Administers the Town's substance abuse prevention program; receives quarterly list for random
substance abuse testing; coordinates pre-employment drug screening; arranges for post accident
testing and reasonable suspicion testing.
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Additional Job Duties
Performs related duties as required .
Recruitment and Selection Guidelines
Knowledges . Skills. and Abil ities
Considerable knowledge of the principles and practices relating to OSHA laws and regulations
and safety and accident prevention.
Considerable knowledge of applicable federal, state, and local laws, regulations, and processes
regarding employee safety and of Town policies and procedures including substance abuse policy ..
Considerable knowledge of training techniques and adult education methodology and skill in
training program delivery.
Knowledge of the principles and practices of wellness programming.
Knowledge of the application of information technology to work activities.
Working knowledge of EPA and OSHA regulations and workers' compensation insurance
programs.
Skill in collaborative conflict resolution and group and meeting facilitation.
Ability to develop and conduct training and orientation programs.
Ability to inspect work sites, areas, and accidents and make objective reports and findings .
Ability to review safety standards and make recommendations for improvement and correction.
Ability to communicate effectively in oral and written forms.
Ability to develop and maintain effective working relationships with department heads,
supervisors, and employees.
Ability to compile data and records and file reports as required for the Town.
Ability to plan and coordinate projects and activities.
Ability to conduct objective and factual accident investigations and present finding accurately in
oral and written form .
Physical Requirements
Must be able to physically perform the basic life operational functions of fingering, talking, and
hearing.
Must be able to perform sedentary work exerting up to 10 pounds of force occasionally and/or
negligible amount of force frequently or constantly to lift, carry, push, pull, or otherwise move objects.
Must possess the visual acuity to prepare data, operate a computer terminal, do extensive
reading , and make visual inspections of work areas for safety standards.
Desirable Education and Experience
Graduation from a community college in industrial relations or related field and considerable
experience in safety program administration; or an equivalent combination of education and
experience.
Special Requirement
Possession of a valid NC driver's license.
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SENIOR ADMINISTRATIVE SUPPORT SPECIALIST
General Statement of Duties
Performs a variety of administrative support, secretarial tasks, and records processing in an
office and works independently performing duties requiring ability to interpret and apply departmental
rules and regulations to a variety of situations.
Distinguishing Features of the Class
Employees in this class perform a wide variety of administrative support, secretarial, and office
management duties. Work generally requires that employees independently handle certain activities
such as information processing, report generation, fiscal controls, computer systems administration, or
a special aspect of a program or office activity. Some positions in the class require office
management skills. The administrative support or program assistant duties are considered at the
advanced journey level and require considerable tact and discretion in handling sensitive or
confidential matters. Work requires a broader knowledge of more specialized office operations in
order that the role may serve as back-up and at a competent level in representing the supervisor or
manager. Work requires more independence and self-initiative in activities and may include more
independence in communications, both written and oral, and in functioning as the lead worker, or
providing technical assistance to other administrative support positions. Precedent-setting situations
are referred to higher level supervisors. Guides may include a variety of verbal instructions, written
manuals and instructions, as well as comprehensive rules, statutes, and regulations. Work is
performed under the supervision of the department head and is evaluated through observation,
conferences, and the quality and effectiveness of work completed.
Duties and Responsibilities
Essential Duties and Tasks
Secures information via telephone or personal contact; selects appropriate materials to answer
questions, and often handles the inquiries independently.
Handles confidential or sensitive information in an appropriate manner; may require verbal or
written reports on more complex issues.
Handles payroll, accounting and budgetary actions, and other functions for the department;
orders supplies and materials and serves as contact with the purchasing and finance operations;
reviews bills for payment; makes recommendations on equipment and technology upgrades to the
manager or supervisor.
May serve as secretary to one or more boards by developing agenda, making meeting
arrangements, and taking and transcribing minutes.
Interprets a variety of rules, regulations, and information on the organization's activities.
Operates a computer with related data files and generates correspondence, statistics,
minutes, and reports; reviews work for compliance, spelling, punctuation, and grammar; proofreads
final copies.
Some positions may serve as office manager or lead worker and may coordinate work
assignments, training, and provide leadership to other office staff.
May be responsible for evaluating staff members' technology skills and assists in providing or
locating resources for skills enhancement; may be involved in developing an office website.
Reviews and verifies records and reports for correct information; processes documents
including timesheets for payroll; files and retrieves materials; performs periodic follow-up activities.
Requests information using forms or direct contact; compiles information from data or statistics
from technology sources and from specialized files developed by higher level program specialists.
Maintains sensitive activity records and files; initiates appropriate follow-up or further action
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based on the status of program activity.
Based on review of office records or reports, identifies potential inconsistencies; determines
the cause; and resolves with staff and outside personnel.
Additional Job Duties
May organize and direct special programs and activities for the organization.
Serves as back-up for positions within the organization.
Performs related duties as required.
Recruitment and Selection Guidelines
Knowledge, Skills. and Abilities
Thorough knowledge of office practices and procedures.
Considerable knowledge and ability to use sophisticated computer technology, grammar,
vocabulary, and spelling.
Considerable knowledge of working with data, statistics, figures, and arithmetic.
Working knowledge of Town functions to which assigned and related policies, procedures, and
regulations.
Ability to be tactful and courteous in communicating information to customers and citizens.
Ability to use judgment in organizing and establishing priorities and work assigned.
Ability to record information, handle cash deposits, and balance figures.
Ability to maintain effective relationships with supervisors, employees, and the public.
May need the ability to plan, organize, monitor, evaluate, and delegate duties to others.
Physical Requirements
Must be able to physically perform the basic life operational functions of fingering, grasping,
talking, hearing, and repetitive motions.
Must be able to perform sedentary work exerting up to 10 pounds of force occasionally and/or
a negligible amount of force frequently to move objects.
Must possess the visual acuity to prepare and analyze data and figures, to operate a
typewriter or computer terminal, and to determine the accuracy, neatness, and thoroughness of the
work assigned. Some positions may be required to take and transcribe dictation and minutes.
Desirable Education and Experience
Graduation from business school and some administrative support, secretarial, office support,
or office management experience, including strong public contact duties; or an equivalent combination
of education and experience.
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Special Note: This generic class description gives an overview of the job class, its essential job
functions, and recommended job requirements. However, for each individual position assigned to this
class, there is available a completed job questionnaire with a physical abilities checklist which can
give further details about that one specific position. Those documents should be reviewed before
initiating a selection process. They can provide additional detailed information on which to base
various personnel actions and can assist management in making legal and defensible personnel
decisions.

SENIOR METER TECHNICIAN
General Statement of Duties
Performs responsible field clerical and technical work in connecting and disconnecting water
and electric service, installing and replacing meters, reading electric and water meters.
Distinguishing Features of the Class
An employee in this class performs a variety of field customer service activities to install and
replace water and electric meters, install temporary electrical service, connect and disconnect utility
service, trouble shoot leaking meters and high bills; and read meters as needed. The em ployee
may provide training or leadership to other meter readers. Work is generally performed alone. The
employee is subject to the hazards of various kinds of animals and work may be performed under
varying weather conditions. Work is performed under regular supervision and evaluated on the
basis of observation, complaint activity and accuracy of readings taken.
Duties and Responsibilities
Essential Duties and Tasks
Installs, replaces and repair water and electric meters.
Connects and disconnects water and electrical service in response to moving customers
and/or delinquent utility payments.
Performs meter re-reads.
Works with customers to investigate complaints; Investigates leaking meters, plumbing
fixtures, or other possible reasons for high water or electric usage; hangs final notices on
doorknobs.
Troubleshoots electric meters for lack of service; investigates circuit breakers, meter
integrity, open meter boxes, presence of voltage.
Drives pick-up truck to destination or on meter reading route.
Changes out meters and/or meter boxes; raises meters, installs meters.
Performs minor maintenance and repair on vehicles and equipment.
Reads water and electric meters on an assigned route; records meter readings by entering
into hand held computer; operates mobile radio-read device to collect meter readings.
Completes work orders and prepares other records of work activities.
Uses various small tools as needed.
Additional Job Duties
Performs related duties as required.
Recruitment and Selection Guidelines
Knowledges. Skills. and Abilities
Considerable knowledge of street layout and meter locations on assigned routes.
Considerable knowledge of the hazards involved in reading meters and associated safety
precautions.
Considerable knowledge of the functional operation of water and electric meters.
Considerable knowledge of utility customer service policies and billing procedures.
Knowledge of the use of technology applied to the work.
Skill in collaborative conflict resolution and customer service excellence.
Ability to deal courteously and effectively with the public.
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Ability to
Ability to
Ability to
Ability to
Ability to
Ability to

read and record meter readings accurately.
meet deadlines.
perform data entry with required speed and accuracy.
make mathematical calculations accurately.
work without close supervision .
work in varying weather conditions .

Physical Requirements
Must be able to physically perform the basic life operational functions of stooping, kneeling,
crouching, reaching, standing, walking , pulling , lifting, and grasp.ing.
Must be able to perform medium work exerting up to 50 pounds of force occasionally; up to
20 pounds of force frequently; and up to 10 pounds of force constantly to move objects.
Must possess the visual acuity to read and record numbers, and visually inspect meter dials.
Desirable Education and Experience
Graduation from high school and considerable water and electric meter experience; or an
equivalent combination of education and experience.
Special Requirement
Requires possession of valid North Carolina driver's license.
Clayton
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TOWN CLERK
General Statement of Duties
Performs difficult administrative and administrative support work supervising and participating in
the maintenance of official municipal records and documents; provides office management for the
Mayor and Town Council.
Distinguishing Features of the Class
An employee is this class is responsible for the preparation, maintenance and safekeeping of
official public records. Work involves the statutory responsibility for keeping the minutes of the Council
meetings and for the publication, indexing, filing and safekeeping of Council proceedings in accordance
with general statutes and local ordinances. Work also includes tracking Council appointments;
assisting the public with document research, drafting various legal documents, correspondence and
agenda preparation, title searches, and performing research on various topics. The employee
supervises and participates in the work of the office. Considerable tact, courtesy, and firmness are
required in the dealing with the public. Work is performed in accordance with North Carolina General
Statutes, Town ordinances, and standard office procedures governing the responsibilities of Town
Clerks. The employee is appointed by the Mayor and Town Council and works under their general
supervision with guidance from the Town Manager. Work is reviewed through observation, review of
records and file maintained as to their completeness and accuracy, and by conferences with
appropriate officials.
Duties and Responsibilities
Essential Duties and Tasks
Supervises and participates in the statutory responsibilities of Town Clerk; serves as official
custodian of public records including ordinances, resolutions, contracts, agreements, covenants, and
minute books; maintains them in accordance to General Statutes; prepares indexes; coordinates
microfilming of records for preservation; maintains spreadsheets to track location of documents.
Executes legal documents by affixing the proper signatures of Town officials and attesting to
their compliance with general statutes and local ordinances; signs, attests, and notarizes documents
appropriately.
Coordinates preparation of Council meeting agendas; compiles and organizes support
documents; publicizes meetings in keeping with state statutes; attends Town Council meetings and all
committee meetings of the Council; writes minutes of these meetings; processes ordinances,
resolutions, and other actions of the Town Council.
Performs office management, administrative and administrative support tasks for the Mayor and
Council members by handling correspondence, public inquiries, travel, and mail for these officials.
Serves often as liaison between these Town officials and the public with respect to such matters
as complaints, requests, and suggestions; researches and handles many of these issues
independently unless direct involvement of the Town official is required.
Records deeds; performs title searches; manages key inventory; processes franchises, special
use permits, incorporation conditions, utility extensions, annexation agreements, etc.
Researches and compiles information as requested by the Manager, Mayor, or Council
members; performs special project work as requested and in the most appropriate manner; handles
confidential information.
Coordinates annual codification of Town ordinances.
Supervises and participates in preparation and maintenance of a directory of all appointed
Councils and commissions with terms and expirations; prepares certificates of appointment.
Supervises assigned staff including hiring, training, performance coaching and evaluation.
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Additional Job Duties
Backs up other staff; may take and prepare minutes of Planning Board or other boards.
Performs related duties as required .
Recruitment and Selection Guidelines
Kn owledges. Skills. and Abilities
Thorough knowledge of North Carolina General Statutes and of local ordinances governing the
responsibilities of municipal clerks and related municipal procedures.
Thorough knowledge of the organization and functions of municipal government.
Considerable knowledge of computers and office software including word processing and
spreadsheets.
Considerable knowledge of standard and approved practices and procedures employed in the
processing, safekeeping and utilization of official municipal records and documents.
Considerable knowledge of standard modern office management and administrative practices
and procedures; considerable knowledge of the principles of grammar, spelling , and composition .
Considerable knowledge of the application of office hardware and software technology.
Ability to exercise sound judgment in making decisions in conformance with laws, regulations,
and policies.
Ability to take notes of the proceedings of official meetings and to prepare accurate minutes
reflecting the actions taken.
Ability to express oneself effectively in oral and written forms.
Ability to establish and maintain effective working relationships with employees, Town officials,
and the general public.
Ability to handle confidential information in an appropriate manner.
Physical Requ irements
Must be able to physically perform the basic life operational functions of climbing, kneeling,
crouching , reaching , walking, fingering, talking, hearing, and repetitive motions.
Must be able to perform light sedentary work, exerting up to 1O pounds of force occasionally
and/or a negligible amount of force frequently and constantly to lift objects.
Must possess the visual acuity to prepare and analyze data and figures, operate a computer
terminal, and do extensive reading.
Desirable Education and Experience
Graduation from a two year business school or community college with a major in business
administration or office technology and considerable journey level experience in office management
preferably including some experience in the safekeeping and care of public records; or an equivalent
combination of education and experience.
Special Requirement
Ability to obtain Certificate as a Municipal Clerk from the Institute of Government.
Ability to obtain Notary Public.
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UTILITY BILLING SPECIALIST
General Statement of Duties
Performs difficult administrative and fiscal work performing the utilities billing and customer
service functions.
Distinguishing Features of the Class
An employee in this class is responsible for the activities which involve the generation and
mailing of the utility bills; addressing customer inquiries relating to opening and closing utility accounts,
billings, and general fiscal support and reporting activities; preparing and monitoring bank drafts;
preparing and verifying a variety of reports and records; and coordinating with the field services
functions. Work is characterized by the multiple detailed procedural steps involved in the work, and the
required independent knowledge of the utility billing process and computer application. Work involves
public contact functions and coordination with other departments within the Town's organizational
structure, especially the electric and water and sewer utilities. Considerable tact and courtesy are
required in the public contact functions. Work is performed under general supervision and is evaluated
through conferences, by accuracy and timeliness of customer service records and bills, and
thoroughness of assigned responsibilities.
Duties and Responsibilities
Essential Duties and Tasks
Uploads meter readings from radio read mobile collector and hand held devices; reviews utilities
readings and generates billing information, performs edits, and mails bills to customers.
Enters meter readings and meter numbers into accounts as they change; enters customer
deposits into system.
Prints edit list and reviews after initial meter readings are entered; identifies potential mis-reads
and other potential problems; determines which meters require re-reading.
Submits billing to vendor electronically; reviews sample bill and approves.
Coordinates the activities of the office with the utilities personnel and the departments
responsible for the various utility functions within the Town; coordinates with utility personnel the meter
reading functions and the cutting on and off of services to customers; prepares work orders for a variety
of field customer services.
Answers complaints from citizens, researches problems, and answers to their questions;
adjusts bills for leaks, incorrect meter readings, etc.
Insures proper initial readings are entered; closes out accounts when customers move; adds
customers into the meter reading route.
Establishes, updates, and deletes accounts for multiple temporary development needs.
Monitors the billing cycle and ensures that all records are submitted on a timely basis in order
that established deadlines will be met.
Establishes bank draft files; transmits bank drafts electronically; processes bank draft
payments; processes equal payment plan customers; calculates and assigns payments, exports
payments to customer accounts.
Researches and prepares a variety of standard and special reports bulk billing, rate analysis,
utilization rates, etc. and for management as requested; creates or updates spreadsheets as needed.
Additional Job Duties
Performs related duties as required .
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Recruitment and Selection Guidelines
Knowledge, Skills, and Abilities
Considerable knowledge of local policy, billing and customer service cycles regarding water,
sewer, garbage, and electrical systems.
Thorough knowledge of the utility billing software application, spreadsheets, and ability to
operate hardware to produce accurate, timely bills.
Working knowledge of paraprofessional accounting principles, practices, and procedures.
Working knowledge of standard operating practices involved in modern office operation and
serving the public.
Working knowledge of electric and water meter operations.
Some knowledge of the Town's utility rate structures.
Skill in conflict resolution and customer service excellence.
Ability to create and maintain accurate records, reports, and files in support of a cash receipt
and customer oriented operation.
Ability to operate calculator, computer terminal , typewriter, cash register, and related office
equipment at the desired level of speed and accuracy.
Ability to communicate effectively in oral and written forms.
Ability to establish and maintain effective working relationships with coworkers, public officials,
and customers.
Ability to analyze data and solve problems.
Ability to meet established deadlines.
Physical Requirements
Must be able to physically perform the basic life operational functions of fingering, reaching,
lifting, grasping, talking, hearing, and repetitive motions.
Must be able to perform sedentary work exerting up to 1Opounds of force occasionally and/or a
negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects.
Must possess the visual acuity to prepare and use figures and statistics, operate a computer
terminal, read maps and written material extensively.
Desirable Education and Experience
Graduation from a community college with a degree in accounting or office technology and
considerable experience in a billing operation involving multiple step tasks and use of billing software,
and considerable experience in customer service; or an equivalent combination of education and
experience.
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WAREHOUSE SPECIALIST
General Statement of Duties
Performs responsible administrative and fiscal work in the operation of the warehouse for
the Town.
Distinguishing Features of the Class
An employee in this class is responsible for planning, organizing and performing activities
involved in operating a warehouse. Employee works with the user staff in determining needs and
coordinating program services across departments. Work includes establishing and maintaining
necessary inventory items and order points in electronic system; organizing warehouse for easy
location and retrieval; loading and unloading of materials; conducting inventory audits; records
management; and identifying and implementing efficiency measures. Judgment and independence
of action are exercised in coordinating activities of the warehouse operations with other Town
departments. Employee is subject to the hazards of warehouse including working in both inside
and outside environments in hot and cold weather occasionally and exposure to various hazards
such noises, fumes, dust, and moving mechanical parts. Work is performed under general
supervision and is evaluated through conferences, analysis of program accomplishments and
feedback from other departments.
Duties and Responsibilities
Essential Duties and Tasks
Plans, organizes and performs the activities of warehouse operation including the receipt,
storage and issuance of warehouse materials, parts, equipment, and supplies.
Plans goals annually in conjunction with the multiple Town departments; works
collaboratively with users to identify needs and provide timely and efficient service.
Identifies vendors; establishes order points; and manages electronic systems to provide
effective customer service and inventory security and accuracy.
Matches packing lists to purchase orders to ensure delivery accuracy; contacts vendors to
rectify shipment discrepancies.
Chooses parts for material requisitions for removal from inventory; issues materials to
internal customers; ensures accurate tracking of parts, supplies, tools and materials.
Orders replacement stock as minimums are reached.
Operates necessary electronic equipment including software, hardware, and peripherals;
operates fork lift to stack and load and unload supplies.
Prepares and maintains a variety of accurate records and generates reports on inventory
and status of stock; maintains records management and filing systems for the warehouse
Monitors and checks on back orders for the Town departments.
Conducts periodic audits of inventory; identifies efficiencies; implements effectiveness
measures.
Provides back up for the Purchasing Officer as needed.
Additional Job Duties
Performs related duties as required.
Recruitment and Selection Guidelines
Knowledges. Skills. and Abilities
Considerable knowledge of

methods and practices of warehouse operations; receipt,
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storage and issuance of materials and supplies and record keeping requirements.
Considerable knowledge of organization of warehousing operations.
Considerable knowledge and skill in office technology.
Considerable knowledge of the parts, supplies, tools and materials used in public works
and public utilities operations including electric, water, sewer, streets, drainage, building and
grounds and related trades.
Knowledge of the hazards and necessary safety precautions required by the work.
Skill in creative problem-solving.
Skill in the operation of fork lift machinery.
Skill in customer contact and collaborative conflict resolution.
Ability to plan, organize, and administer warehouse operations.
Ability to establish and maintain effective working relationships with other employees,
contractors, vendors and the general public.
Ability to communicate effectively in both oral and written forms.
Ability to establish and maintain accurate records and prepare accurate and timely reports.
Ability to meet established deadlines.
Flexibility, adaptability and responsiveness to customers and changing conditions.
Physical Requirements
Must be able to perform the basic life operational skills of climbing, balancing, stooping,
kneeling, crouching, crawling, reaching, standing, walking, pushing, pulling, lifting, fingering,
grasping, feeling, talking, hearing, and repetitive motions.
Must be able to perform heavy work, exerting up to 100 pounds of force occasionally,
and/or up to 50 pounds of force frequently, and/or up to 20 pounds of force constantly to move
objects.
Must possess the visual acuity to prepare and analyze data and figures and make
inspections for accuracy, neatness, and thoroughness of warehouse operations.
Desirable Education and Experience
Graduation from high school with business courses and considerable experience in
warehousing or stocking operations involving the use of technology; or an equivalent combination
of education and experience.
Special Requirements
Possession of a valid North Carolina driver's license.
Possession or ability to obtain forklift operation certification.
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