
 
FINANCE COMMITTEE 

MONDAY MAY 4, 2015 

 

COMMITTEE MEETING: 

 

PLACE: COUNCIL CHAMBERS 

7232 E. MAIN ST, REYNOLDBURG, OH 43068 

City of Reynoldsburg Page 1 Updated 4/29/2015 3:46 PM  

 President:         DOUG JOSEPH 

 

 

 Ward Members: Ward I - Scott A. Barrett 

    Ward II - Leslie Kelly   

    Ward III - Cornelius McGrady III 

    Ward IV - Mel Clemens 

 

  At Large Members: Barth R. Cotner 

    Chris Long 

    Dan Skinner, Esq. 

    

COMMITTEES: 

 

Community Development: Chmn Kelly, McGrady, Clemens, Cotner, Long, Barrett, Skinner 

Safety: Chmn Long, Skinner, Clemens, Kelly, Cotner, Barrett, McGrady 

Service:   Chmn Clemens, Barrett, Kelly, Cotner, Long, McGrady, Skinner 

Finance:   Chmn Cotner, Long, Clemens, Kelly, Barrett, McGrady, Skinner 

 

                                   * * * * * * * * * * 

 

 Agenda is subject to amendment by Committee/Council at the time of the meeting. 

 

 All meetings of the Council shall be held in accordance with the general laws of Ohio 

pertaining to requirements for open meetings of public bodies. 

 

 If you wish to speak before City Council concerning a specific topic on the agenda, or 

about a specific topic not on the agenda, please complete a “Speaker Form” and give to the Clerk 

of Council.  Forms are located in the wooden box on one of the bench seats in the atrium.  

Copies of the Rules of Discussion are available next to the wooden box. 

 

 

April Beggerow 

Clerk of Council 
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1. Call to Order 

2. Approval of Agenda 

3. Approval of Minutes 

a. Finance Committee - Committee Meeting - Apr 20, 2015 7:30 PM 

4. Discussion 

a. ORDINANCE TO AMEND THE CODE OF ORDINANCES OF THE CITY OF 

REYNOLDSBURG, OHIO: SECTION 160.02 “AUTHORIZED POSITIONS, 

PERSONNEL, CLASSIFICATION AND PAY GRADE” Subsection (A) 

“Administrative” and Subsection (C) "Department of Development"; of CHAPTER 160 

EMPLOYEE COMPENSATION 

b. Ordinance Appropriating Funds from Unappropriated General Fund to Account 

110.111.5362 for Donated Monies Received. (First Reading 4/27/2015). 

c. Ordinance Authorizing Mayor to Purchase 15 Oem Micro Mdts for Reynoldsburg Police 

Department. (First Reading 4/27/2015). 

d. Ordinance Authorizing City Auditor to Remove Equipment from the City’s Fixed Asset 

List.  (Police Cruisers ~ Second Reading 4/27/2015). 



 
FINANCE COMMITTEE 

MONDAY APRIL 20, 2015 

 

COMMITTEE MEETING: 

 

PLACE: COUNCIL CHAMBERS 

7232 E. MAIN ST, REYNOLDBURG, OH 43068 

City of Reynoldsburg Page 1 Updated 4/27/2015 11:30 AM  

1. Call to Order 

PRESENT: Barrett, Kelly, McGrady III, Clemens, Cotner, Long, Skinner, Joseph 

ABSENT:  

 

2. Approval of Agenda 

Stands Approved. 

3. Approval of Minutes 

a. Finance Committee - Committee Meeting - Apr 6, 2015 7:30 PM 

Stands Approved. 

4. Discussion 

a. Ordinance Authorizing Mayor to Purchase One Undercover Vehicle for Reynoldsburg 

Police Department and Declaring an Emergency. 

Chief O'Neill:  Thank you Chairman Cotner.  This request comes through our detective 

bureau.  Our undercover narcotics officer who's currently assigned to the Franklin County 

Drug Taskforce has been using a vehicle that has been in our fleet since I was Sgt. O'Neill if 

that puts a time frame on this, that had come into our possession on a drug forfeiture so it 

wasn't a new vehicle when we got it.  I don't know exactly what the mileage on it is exactly, 

but its seen some pretty tough driving over the past maybe 10 years.  It's just time we replace 

it.  It's a little difficult to find replacements because we have to find something that doesn't 

look too new but it has to hold up long enough to make it worth our while and after what I 

think is probably the fourth or fifth attempt to find something, Officer *** was able to find a 

truck that sort of met all of our needs and that's what we're asking you to purchase.   

 

Mr.Long:  I'm assuming, an undercover car, the monies are going to come out of the Drug 

Forfeiture fund.  

 

Chief O'Neill:  Yes, its going to come out of the forfeiture, I believe Drug Forfeiture, if not it 

may be coming out of Special Enforcement.  One of those two. 

 

Mr. McGrady:  You have a projected price of the truck?   
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Chief O'Neill:   I think it was right around $15,000.  And that was by all accounts the best we 

could do to find a vehicle that's going to meet all of our needs. 

RESULT: REFERRED TO COUNCIL [UNANIMOUS] Next: 4/27/2015 7:30 PM 

MOVER: Barth R. Cotner, At Large 

SECONDER: Chris Long, At Large 

AYES: Barrett, Kelly, McGrady III, Clemens, Cotner, Long, Skinner 

b. Ordinance Appropriating Funds from Unappropriated General Fund to Account 

110.111.5362 for Donated Monies Received. 

Chief O'Neill:  This is one of the few opportunities that we have to actually take money from 

people who are giving it to us willingly.  So we're more than happy to.  This is just basically 

an accounting function.  We had a similar Ordinance come through last year.  It just allows 

us to take that money that was donated and placed into the general fund and appropriate it 

back to the motor unit so that they can purchase the items that they use when they put up 

their display, when they make their public appearances and such. 

RESULT: REFERRED TO COUNCIL [UNANIMOUS] Next: 4/27/2015 7:30 PM 

MOVER: Barth R. Cotner, At Large 

SECONDER: Chris Long, At Large 

AYES: Barrett, Kelly, McGrady III, Clemens, Cotner, Long, Skinner 

c. Ordinance Authorizing Mayor to Purchase 15 Oem Micro Mdts for Reynoldsburg Police 

Department. 

Chief O'Neill:  This is the next step in our, I don't know if I want to call it an upgrade, but it's 

in our process to sort of keep in line with the requirements for our Mobile Data Computing as 

our software moves forward, the current hardware that we have is insufficient to sort of drive 

everything that's out there so we need to keep up to speed.  Recently, Mr. Kozanecki and the 

Lieutenant and I sat down and sort of outlined a sort of long range plan with where we 

wanted to go with our IT capabilities in our department and looking down the road, one of 

the goals that we had was to integrate our capabilities with that of the surrounding 

communities including Whitehall, Gahanna and New Albany.  In order to do that, we're 

somewhere down the road going to have to change our records management system and our 

MDT capabilities and this particular move puts us in line with being able to accomplish that.  

Overall the project that I'm talking about is probably going to take in the neighborhood of 3-5 

years to get everything in line.  We seem to have money already available to cover all of this 

stuff through some of our special accounts, so we're in a position right now that we could 

start moving forward and this is sort of a first step.  Even if we weren't going to move 

forward, we are a the point now with our MDT systems where just trying to move to the next 

version of the new software would put us right on the edge of being able to handle it from a 

hardware standpoint.  So we're going to have to make this move regardless, these particular 

items, the OEM MDTs are manufactured specifically for the purpose of being placed in a 

cruiser and kind of dealing with the special needs of this type of complication.  Its a smaller 

unit than we're currently using and as everyone knows who've been out to buy a car lately, 
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we're not driving around in 1977 LTDs anymore so there's a little bit more economy space 

that we're looking for.  This provides us a little bit more room and allows us to, on a regular 

basis, place 2 normal sized officers in one car.  Right now, its a little bit cramped if you have 

a bigger guy who's trying to sit in the passenger seat.  So this is going to allow us some 

capabilities there too. 

 

Mr. Cotner:  You say it's about 3-5 year long range? 

 

Chief O'Neill:  Obviously, not this particular thing but yeah, as we look down the road trying 

to incorporate our IT capabilities with the surrounding communities, I would think 3-5 years 

is a reasonable prediction.  Any time you try and tackle something of that magnitude and get 

everyone in line together there's a lot of balls in play at that point.  

RESULT: REFERRED TO COUNCIL [6 TO 0] Next: 4/27/2015 7:30 PM 

MOVER: Barth R. Cotner, At Large 

SECONDER: Dan Skinner, At Large 

AYES: Barrett, Kelly, McGrady III, Clemens, Cotner, Skinner 

RECUSED: Long 

d. Ordinance Authorizing City Auditor to Remove Equipment from the City’s Fixed Asset 

List.  (Police Cruisers ~ First Reading 4/13/2015). 

RESULT: REFERRED TO COUNCIL [UNANIMOUS] Next: 4/27/2015 7:30 PM 

MOVER: Barth R. Cotner, At Large 

SECONDER: Chris Long, At Large 

AYES: Barrett, Kelly, McGrady III, Clemens, Cotner, Long, Skinner 

e. Ordinance Authorizing City Auditor to Remove Equipment from the City’s Fixed Asset 

List. (Computer Dept ~ Second Reading 4/13/2015). 

RESULT: REFERRED TO COUNCIL [UNANIMOUS] Next: 4/27/2015 7:30 PM 

MOVER: Barth R. Cotner, At Large 

SECONDER: Dan Skinner, At Large 

AYES: Barrett, Kelly, McGrady III, Clemens, Cotner, Long, Skinner 
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City Council 
Doug Joseph 

 Phone 

 

 

ORDINANCE REQUEST 

 

DATE:  May 4, 2015 

TO:  Finance Committee 

    RE: ORDINANCE TO AMEND THE CODE OF ORDINANCES OF 

THE CITY OF REYNOLDSBURG, OHIO: SECTION 160.02 

“AUTHORIZED POSITIONS, PERSONNEL, CLASSIFICATION 

AND PAY GRADE” Subsection (A) “Administrative” and Subsection 

(C) "Department of Development"; of CHAPTER 160 EMPLOYEE 

COMPENSATION.   

 

Emergency/Suspension: Emergency 

Reason For Emergency: Financial needs of the City's government 

Statement of necessity:   

This is a request to Amend Chapter 160.02 to reflect the following changes: 

 

In the Clerk of Council's office:   

Change in job description for both the Clerk of Council and Assistant Clerk of Council to reflect 

additional administrative responsibilities brought into the Clerk of Council's office from the 

Development Department.   

Consolidate the two part-time Assistant Clerk positions into one part-time position. 

Change in pay grade for the Assistant Clerk from pay grade 5 to a pay grade 10. 

In the Development Department: 

Development Director Administrative Assistant changed from 1 full time position to 1 part time 

position. 

Both Departments: 

Assistant Clerk of Council to be shared with Development Administrative Assistant creating 1 

full time position shared between departments.   

 

4.a
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City Council 
Doug Joseph 

 Phone 

 

 

The Financials: 

 

Requesting to appropriate from the un-appropriated general fund to as follows to Council Funds: 

$10,000 to  Wages Staff (110.571.5102); $4,701 to Group Insurance (110.571.5161); $1,1667 to  

HSA (110.571.5109); $118.00 to Medicare (110.571.5166); $1,643 to OPERS (110.571.5151)  

and the following to Development funds: $11,739 Wages-Staff (110.580.5102): $4,701 to Group 

Insurance (110.580.5161); $1,1667 to  HSA (110.580.5109); $118.00 to Medicare 

(110.580.5166); $1,643 to OPERS (110.580.5151). 
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160.02 AUTHORIZED POSITIONS, PERSONNEL, CLASSIFICATION AND PAY GRADE 

 

Position        Personnel  Classification    Pay Grade 

 

(a) ADMINISTRATIVE 

Mayor      1   Unclassified  See Sect.141.01 

Auditor    1   Unclassified  See Sect.143.01 

City Attorney     1    Unclassified  See Sect.147.03 

Asst. City Attorney   1   Unclassified   19 

Asst. City Prosecutor    2 p/t   Unclassified               19 

City Attorney Secretary   1         Unclassified    15 

City Attorney Clerk   1   Classified     5 

Mayor's Secretary*   1   Unclassified   15 

Clerk of Courts    1   Unclassified   16 

Assistant Clerk of Courts   1   Classified   11 

Data Entry Operator   1p/t     Classified     6 

Data Entry Operator   1    Classified     6 

Clerk of Council    1  Unclassified   16 

Asst. Clerk of Council   2 1p/t** Unclassified   510 

Tax Administrator   1   Classified   15 

Deputy Auditor   1  Unclassified   15 

Auditor's Secretary   1 p/t  Unclassified   10 

Accounting Manager   1  Classified   21 

Civil Service 

Administrative Assistant  2 p/t  Unclassified   15 

* Mayor’s Secretary to be shared with Human Resources Department 

** Asst. Clerk of Council to be shared with Development Administrative Assistant. 

 

(b) DEPARTMENT OF COMPUTER SYSTEMS 

Director of Computer Systems 1  Unclassified   20 

Network Systems Administrator 1  Classified   19 

 

(c) DEPARTMENT OF DEVELOPMENT 

Development Director   1  Unclassified   21 

Development Director  

Administrative Assistant  11pt**  Unclassified   10 

Planning Administrator                  1  Classified   19 

 

(d) HUMAN RESOURCES DEPARTMENT 

Director of Human Resources  1p/t  Unclassified   20 

Human Resources Generalist   1  Unclassified   12 

 

(e) PARKS & RECREATION DEPARTMENT 

Director    1  Unclassified   20 

Administrative Assistant  1  Unclassified   12 

Director Senior Citizens Center 1  Classified   16 
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Position        Personnel  Classification    Pay Grade 

 

Senior Citizens Assistant  2 p/t  Classified     9 

Recreation Superintendent  1  Classified   14 

Grounds Superintendent  1  Classified   14 

Parks Maintenance –Crew Leader   1  Classified   11 

Parks Maintenance   2 p/t  Classified     2 

Horticulturist    1  Classified     7 

 

Seasonal & Occasional     Variable  Unclassified          See160.03(d) & (e) 

 

(f)  POLICE DEPARTMENT 

Director of Public Safety  1  Unclassified          26 

Chief of Police   1  Classified          26A 

Lieutenant    2  Classified          22A       

Sergeant    9  Classified  See Chapter 166 

Police Officer    46  Classified  See Chapter 166 

Dispatcher    8  Classified  See Chapter 162 

Property Room Clerk   2 p/t   Classified   7 

Chief of Police  

Administrative Assistant  1  Classified            14 

Public Service Records Technician 3  Classified   9 

Court Specialist   1  Classified   9 

Detective Bureau Administrative 

Assistant        1  Classified   9 

Command & Staff Administrative 

Assistant        1  Classified                              10 

Accreditation Manager  1 p/t  Classified            10 

Court Liaison    2 p/t  Classified            13 
 

 

(g) SERVICE DEPARTMENT 

(1)  Director of Public Service 1  Unclassified   25 

Service Director  

Administrative Assistant  1  Unclassified   13 

Secretary       1  Classified     8 

Maintenance Foreman   1  Classified   14 

Maintenance Worker 2  Classified     5 

Maintenance Crew Leader  1  Classified   9 

 

(2) Building Division 

Chief Building Inspector I  1  Classified   19 

Asst. Chief Building Inspector 1  Classified   17 

Building Inspector I   3  Classified   14 

Administrative Assistant  1  Classified   11 
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Code Compliance Officer  2 p/t  Classified     6 

 
 

 
 

Position        Personnel  Classification    Pay Grade 

 

(3) Water/Wastewater Division 

Superintendent   1  Classified   18 

Asst. Superintendent   1  Classified   15 

Maintenance Spec/Equip Operator 5  Classified   10 

Maintenance Spec/Equip Operator 1p/t  Classified   10 

Meter Reader    1  Classified     6 

Billing Supervisor   1  Classified   13 

Account Clerk 2   2  Classified     7 

 

(4) Street Division 

Superintendent   1  Classified   17 

Asst. Superintendent   1  Classified   15 

Administrative Assistant  1  Classified   8 

(To be shared with Storm Water Utility Division) 

Maintenance Spec/Equip Operator 5  Classified   10 

Maintenance Spec/Equip Operator 1 p/t  Classified   10 

Mechanic    1  Classified   14 

Assistant Mechanic   1  Classified   10 

 

(4)(a) Storm Water Utility Division 

Asst. Superintendent   1  Classified   13 

Administrative Assistant  1  Classified    8 

(To be shared with Street Division) 

Pollution Control Technician  1  Classified   10 

Maintenance Spec/Equip Operator 1  Classified   10 

 

(h) DEPARTMENT OF ENGINEERING 

 

Director of Engineering  1  Unclassified   23 
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CITY OF REYNOLDSBURG 
An Equal Opportunity Employer 

POSITION DESCRIPTION                                         Page 1 of 5 

 

 

 

 

Developed by: 

Effective Date:   01/01/03                                     Clemans, Nelson & Associates, Inc.        052802jrCO    

Date Revised:                                                               Dublin, Ohio 43017              pdreyccftastclk 

DEPT./OFFICE:   CITY COUNCIL 

CLASS TITLE:  ASSISTANT CLERK OF 

COUNCIL/DEVOLOPMENT ASSISTANT (FT) 

WORKING TITLE:  ASSISTANT CLERK OF 

COUNCIL/DEVELOPMENT ASSISTANT 

EMPLOYEE NUMBER:  0164 

Status:  Classified    Unclassified   

Full-Time    Part-Time    Other   

OT Status Per Ord.:  Non-exempt 

Citation Code:  160.02,  125, 7.03 

Reports To:  Clerk of Council/DEVELOPMENT 

DIRECTOR 

Normal Working Hours:  8:00 a.m. – 5:00 p.m. 

 

 

ESSENTIAL FUNCTIONS OF THE POSITION:  (For purposes of 42 USC 12101) 

 

20% (1)  Acts in place of the Clerk of Council during absences and assists the Clerk with 

preparing/delivering drafts of legislation to Council for consideration; researches, obtains, and 

develops supporting information for proposed legislation; assists with publishing draft 

legislation prior to adoption by Council; assures compliance with procedural requirements for 

legislation, zoning issues, annexations, etc.; records, disseminates, files, and publishes adopted 

ordinances and prepares same for codification. 

 

25%  (2) Assists Clerk with preparing/disseminating Council/committee agendas and all related 

materials (e.g., drafts agenda and ensures that it is complete and accurate in form, grammar, and 

content); prepares Council packets consisting of all necessary materials including 

correspondence, legislation, etc. for meetings (assembles, collates, and/or photocopies 

materials). 

 

2025%    (32) Assists in preparation of agenda for City Council, Planning Commission, Board of 

Zoning and Building Appeals, and special appointed committee/commission; prepares legal 

advertising and sends out required notification of meetings; posts agendas and minutes as 

required; sends out information about agenda items to members and necessary department 

heads; enters applications into computer system; assembles case files; assists in the preparation 

and distribution of packets for council/committee/board and commissions members.  

 

Assists Clerk with legislative aide/secretarial administrative duties for members of Council and 

Charter Review Commission (e.g., researches issues and prepares reports for Council members, 

reviews reports, analyzes information, and prepares summary reports as needed, publishes 

meeting notices, prepares routine correspondence); responds to citizen and City employee 

inquiries via telephone, e-mail or in person and informs Council of same; acts as liaison 

between council and administration.  
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CITY OF REYNOLDSBURG 
An Equal Opportunity Employer 

POSITION DESCRIPTION                                         Page 2 of 5 

 

 

 

 

Developed by: 

Effective Date:   01/01/03                                     Clemans, Nelson & Associates, Inc.        052802jrCO    

Date Revised:                                                               Dublin, Ohio 43017              pdreyccftastclk 

 

15%    (4) Assists Clerk with maintaining record management, storage, and retrieval system for actions 

by Council and committees.   

 

20%     (6) Performs general clerical duties for Clerk’s Office (opens and distributes mail, types routine 

correspondence, orders supplies, answers telephone and takes messages, etc.)  

 

 (7) Performs general clerical duties for Development Department (opens and distributes, mail, 

types routine correspondence, orders supplies, process invoices for payment.  Serves as back up 

to the Planning Administrator as assigned. 

 

4.a.b
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CITY OF REYNOLDSBURG 
An Equal Opportunity Employer 

POSITION DESCRIPTION                                         Page 3 of 4 

 

 

Working Title:  Assistant Clerk of Council/Development AssistantEmployee Number:  0164 

 

 

 

 

 

Developed by: 

Effective Date:   01/01/03                                     Clemans, Nelson & Associates, Inc.        052802jrCO    

Date Revised:                                                               Dublin, Ohio 43017              pdreyccftastclk 

          (7)  Remains informed of current developments and procedures pertinent to duties; participates in 

staff development activities and services review procedures; attends staff meetings and 

supervisory conferences. 

 

          (8)  Meets all job safety requirements and all applicable OSHA safety standards that pertain to 

essential functions. 

 

          (9)  Demonstrates regular and predictable attendance. 

 

OTHER DUTIES AND RESPONSIBILITIES: 

 

         (10)  Performs other related duties as assigned. 

 

MINIMUM ACCEPTABLE CHARACTERISTICS:  (*Indicates developed after employment) 

 

Knowledge of:  data processing techniques and procedures; database management; Council and 

committee goals and objectives;* Council and committee policies and procedures;* government 

structure and process; local laws and/or regulations;* public relations; media relations; community 

resources and services; office practices and procedures; English grammar and spelling; records 

management; office management; project management; local geographical area.    

 

Skill in:  word processing; adding machine or calculator operation; use of modern office equipment.   

 

Ability to:  interpret a variety of instructions in written, oral, picture, or schedule form; deal with many 

variables and determine specific action; define problems, collect data, establish facts, and draw valid 

conclusions; exercise independent judgment and discretion; understand, interpret, and apply laws, 

rules, or regulations to specific situations; select most qualified applicant according to specifications 

for referral: determine material and equipment needs; calculate fractions, decimals, and percentages; 

copy material accurately and recognize grammatical and spelling errors; prepare accurate 

documentation; compile and prepare reports; develop complex reports and position papers; respond to 

routine inquiries from public and/or officials; prepare and deliver speeches and presentations; 

communicate effectively; understand a variety of written and/or verbal communications; cooperate  

with co-workers on group projects; answer routine telephone inquiries; handle sensitive inquiries from 
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CITY OF REYNOLDSBURG 
An Equal Opportunity Employer 

POSITION DESCRIPTION                                         Page 4 of 4 

 

 

Working Title:  Assistant Clerk of Council/Development AssistantEmployee Number:  0164 

 

 

 

 

 

Developed by: 

Effective Date:   01/01/03                                     Clemans, Nelson & Associates, Inc.        052802jrCO    

Date Revised:                                                               Dublin, Ohio 43017              pdreyccftastclk 

and contacts with officials and general public; develop and maintain effective working relationships;  

resolve complaints.   

 

QUALIFICATIONS: (An example of acceptable qualifications) 

 

High school diploma or GED or equivalent; one (1) to two (2) years experience in business administration, 

office management or related field preferred; or any equivalent combination of training and experience.   
 

LICENSURE OR CERTIFICATION REQUIREMENTS: 

 

N/A 

 

INHERENTLY HAZARDOUS OR PHYSICALLY DEMANDING WORKING CONDITIONS:  
(FOR PURPOSES OF O.R.C. 4167) 

 

1. Has contact with potentially violent or emotionally distraught persons. 

 

PHYSICAL DEMANDS: 

 

Sedentary: lift, push, pull 10 pounds occasionally. 

 

CLASS TITLES OF POSITIONS DIRECTLY SUPERVISED: 

 

N/A 
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CITY OF REYNOLDSBURG 
An Equal Opportunity Employer 

POSITION DESCRIPTION                                         Page 5 of 4 

 

 

Working Title:  Assistant Clerk of Council/Development AssistantEmployee Number:  0164 

 

 

 

 

 

Developed by: 

Effective Date:   01/01/03                                     Clemans, Nelson & Associates, Inc.        052802jrCO    

Date Revised:                                                               Dublin, Ohio 43017              pdreyccftastclk 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This position description in no manner states or implies that these are the only duties and 

responsibilities to be performed by the position incumbent.  My (employee) signature below signifies 

that I have reviewed and understand the contents of my position description. 

 

_________________________________     ___________________________  

Employee Signature                                               Date 

 

_________________________________   ___________________________ 

Appointing Authority     Date 

 

_________________________________   ___________________________ 

Human Resources Director     Date 
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CITY OF REYNOLDSBURG 
An Equal Opportunity Employer 

POSITION DESCRIPTION Page 1 of 4 

Developed by: 
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pdreycouncilclk Date Revised: 04/22/2015 

 

 

 

 

DEPT./OFFICE:  CITY COUNCIL WORKING TITLE: CLERK OF COUNCIL 

  CLASS TITLE:  CLERK OF COUNCIL  EMPLOYEE NUMBER:  0120   

Status: Classified Unclassified 

Full-Time Part-Time Other 

OT Status Per Ord.: Non-exempt 

Citation Code: 160.02, 125, 7.03, 3.06 

Reports To: City Council 

Normal Working Hours: 8:00 a.m. - 5:00 p.m. 
 
 
 

ESSENTIAL FUNCTIONS OF THE POSITION: (For purposes of 42 USC 12101) 

 
30% (1) Maintains index of legislative actions. Performs all assignments, notifications and advertising 

as required by state and local law; performs all duties of "City Clerk” as outlined in Ohio 

Revised Code. Prepares budget documents for Council Follows up with preparation of changes 

for appropriation documents. 

 
Responds to requests from all City Council members in a timely and efficient manner. 

Processes  purchase  orders  for  City  Council;  secures  purchase  orders;  verifies  signs  and 

processes purchase orders; keeps accurate records of  funds available in  specific accounts; 

follows procedures for requesting additional funds as needed. 

 
20%  (2) Oversees the preparation of weekly Council packets; serves as backup to staff as needed. 

Trains new employees in usage of specialized software and cross trains to perform other jobs in 

office. 

 
(32) Prepares agenda for Planning Commission, City Council, Board of Zoning and Building 

Appeals, and special appointed committee/commission meetings and arranges clerical 

support; prepares and distributes completed minutes. Prepares legal advertising and sends out 

required notification of meetings; posts agendas and minutes on website; sends out information 

about agenda items to members and necessary department heads; enters applications into 

computer system; assembles case files. Oversees the preparation of weekly Council packets; 

serves as backup to staff as needed.  Trains new employees in usage of specialized software and 

cross trains to perform other jobs in office.  

 

Takes reservations for use of City Council chambers and committee rooms; ensures all are 

maintained; instructs users on use of audio/visual equipment. 
 

(3) Coordinates clerical responsibilities for Planning Commission, Board of Zoning and 

Building Appeals, Records Commission and Council Committees.  Assures that clerical support 

staff prepare minutes and agendas in a timely manner, legal notification is provided as required 

by code, adequate coverage at meetings is provided, and all other duties done efficiently, 
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accurately and timely. Serves as backup to clerical support as needed.   
 

 

15%   (4) Coordinates web page updates, posting all legislation and minutes. Coordinates with IT and 

vendors for upgrades and maintenance of specialized software. 

 
15% (5) Serves as Clerk to the Charter Review Commission every five years; prepares agendas; 

attends and prepares minutes; coordinates attendance by administrative officials and Council or 

Board and Commission members to discuss possible changes in City Charter; submits 

recommendations for Council action and completes process following required procedures. 
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Working Title: Clerk of Council Employee Number:  
 

 
 
 
 

20% (6) Maintains record management, storage and retrieval system for actions by Council and 

committees. 

 
(7)  Remains informed of current developments and procedures pertinent to duties; participates 

in staff development activities and services review procedures; attends staff meetings and 

supervisory conferences. 

 
(8)  Meets all job safety requirements and all applicable OSHA safety standards that pertain to 

essential functions. 

 
(9) Demonstrates regular and predictable attendance. 

 

 

OTHER DUTIES AND RESPONSIBILITIES: 
 

(10) Performs other related duties as assigned. 

 
MINIMUM ACCEPTABLE CHARACTERISTICS: (*Indicates developed after employment) 

 
Knowledge of:   Municipal laws, ordinances, and various codes. City government organization and 

operations. External governmental bodies and agencies related to area of assignment.  All computer 

applications and hardware related to performance of the essential functions of the job. 

 
Skill in: Organizing work. Setting priorities, meeting critical deadlines, and following up on 

assignments with a minimum of direction. Applying logical thinking to solve problems or accomplish 

tasks; to understand, interpret and communicate policies procedures, rules and regulations. 

Communicating orally and in writing and internal staff, citizens, committee/board members and other 

department staff in order to give and receive information in a courteous manner. 

 
Ability to:   Ability to communicate effectively with the public. While performing the essential 

functions of this job, the incumbent is regularly required to sit, see clearly, hear, read and write; stand, 

grasp and hold objects; keyboard; for referral; determine material and equipment needs; calculate 

fractions, decimals, and percentages; copy material accurately and recognize grammatical and spelling 

errors; prepare accurate documentation; compile and prepare reports; develop complex reports and 

position papers; respond to routine inquiries from public and/or officials; prepare and deliver speeches 
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Working Title: Clerk of Council Employee Number: 0120 
 

 
 
 
 

and presentations; communicate effectively; understand a variety of written and/or verbal 

communications; cooperate with co-workers on group projects; answer routine telephone inquiries; 

handle sensitive inquiries from and contacts with officials and general public; develop and maintain 

effective working relationships; resolve complaints. 
 

 

QUALIFICATIONS: 
 

Associate level degree in business or public administration or related field; and Seven to ten years of 

progressively responsible experience; or any combination of education, training and experience which 

provides the required knowledge, skills, and abilities to perform the essential functions of the job. 
 

 

LICENSURE OR CERTIFICATION REQUIREMENTS: 

 
Certified  Municipal  Clerk  obtained  within  four  years  of  employment.  Master  Municipal  Clerk 

desirable. 
 

 

INHERENTLY HAZARDOUS OR PHYSICALLY DEMANDING WORKING CONDITIONS: 
(FOR PURPOSES OF O.R.C. 4167) 

 

1.        Has contact with potentially violent or emotionally distraught persons. 
 

 

PHYSICAL DEMANDS: 
 
Sedentary: lift, push, pull 10 pounds occasionally. 

 

 

CLASS TITLES OF POSITIONS DIRECTLY SUPERVISED: 
 
(1) Assistant Clerk of Council (PT) 

(1) Assistant Clerk of Council (FT) 
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Working Title: Clerk of Council Employee Number: 0120 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This position description in no manner states or implies that these are the only duties and 

responsibilities to be performed by the position incumbent.  My (employee) signature below signifies 

that I have reviewed and understand the contents of my position description. 
 

_  _ 

Employee Signature Date 
 

_  _ 

Appointing Authority Date 
 

_  _ 

Human Resources Director Date 
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Police Department 
James O'Neill 

7240 E. Main Street 

Reynoldsburg OHIO 43068 

614-322-6947 Phone 

 

 

ORDINANCE REQUEST 

 

DATE:  May 4, 2015 

TO:  Finance Committee 

    RE: ORDINANCE APPROPRIATING FUNDS FROM UNAPPROPRIATED 

GENERAL FUND TO ACCOUNT 110.111.5362 FOR DONATED 

MONIES RECEIVED. (First Reading 4/27/2015). 

 

Please appropriate the following donations to account 110.111.5362, for the Division of Police 

Motor Unit project bike. 

 

Holly HIlls Cash  $40.00 

Ameristop CK 5193  $100.00 

Dodd's Body  CK 27243  $100.00 

Columbus 

Metro Bank CK 683970 $250.00 

 

  Total  $490.00 
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Police Department 
James O'Neill 

7240 E. Main Street 

Reynoldsburg OHIO 43068 

614-322-6947 Phone 

 

 

ORDINANCE REQUEST 

 

DATE:  May 4, 2015 

TO:  Finance Committee 

    RE: ORDINANCE AUTHORIZING MAYOR TO PURCHASE 15 OEM MICRO MDTS 

FOR REYNOLDSBURG POLICE DEPARTMENT. (First Reading 4/27/2015). 

 

To replace older, outdated Panasonic Toughbook Laptops.  

Request for Council to approve the purchase of 15 OEM Micro Mobile Data Terminal totaling 

$57, 237.80.  

 

The Division of Police requests to waive competitive bidding for purchase of these MDT's.  

 

The attached document explains in detail the benefit of the purchase of OEM Mirco MDTs and 

the break down of cost to purchase the MDTs.  
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Attachment: MDT Grant Authorization  (1050 : Purchase of 15 OEM Mirco MDTs)



Police Department 
James O'Neill 

7240 E. Main Street 

Reynoldsburg OHIO 43068 

614-322-6947 Phone 

 

 

ORDINANCE REQUEST 

 

DATE:  May 4, 2015 

TO:  City Council 

    RE: ORDINANCE AUTHORIZING CITY AUDITOR TO REMOVE 

EQUIPMENT FROM THE CITY’S FIXED ASSET LIST. (Police cruisers 

~ Second Reading 4/27/2015). 

 

The Division of Police received 2015 budget approval to purchase three new cruisers. This 

ultimately rotates the three oldest cruisers from the fleet. We received a quote from the Lebanon 

Ford Dealership regarding trade in value for the following: 

 

· 2009 Ford Crown Vic (245), 2FAHP71V69X101534 (118,870 miles): $1200.00 

· 2009 Ford Crown Vic (246), 2FAHP71V89X101535 (168,995 miles): $1200.00 

· 2009 Ford Crown Vic (247), 2FAHP71VX9X101536 (116,739 miles): $1200.00 

 

 

Therefore, we respectfully request the following: 

 

1. Permission to receive the trade in value for each of the cruisers and apply the value 

towards the cost of the three new cruisers.  

2. Permission to remove the above listed cruisers from the fixed asset list. 
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