CITY OF GALLATIN
COUNCIL COMMITTEE MEETING
July 26, 2022

6:00 pm

Dr. J. Deotha Malone
Council Chambers

 Call to Order – Councilwoman Love
 Roll Call: Alexander – Fann – Vice Mayor Fennell – George – Hayes– Love – Overton – Mayor Brown
 Approval of Minutes: None Provided
 Public Recognition
 Mayor’s Comments

AGENDA
1. Dangerous Building – 616 Blythe St – 113J C 015.00 000 – Malone Vince Edwards, Owner (Chuck Stuart,
Building Official)
2. Discussion of Annexation Process (Susan High-McAuley, City Attorney)
3. Resolution No. R22Ø8-60 Approving New Job Descriptions Created by the Pay Study (Connie Flood, HR
Director)
4. Resolution No. R22Ø8-61 Approving New Job Descriptions for the Engineering Department’s Restructure
(Connie Flood, HR Director & Nick Tuttle, City Engineer)
5. Presentation and Discussion of the Findings of an Annexation Study for a 5.18 +/- Acre Parcel (Tax Map
112, Parcel 043.01) for HP Townhomes Located North of Hartsville Pike and East of Airport Road (Bill
McCord, City Planner)


Other Business



Department Head Reports



Adjourn

CITY OF GALLATIN
COUNCIL COMMITTEE AGENDA
July 26, 2022
DEPARTMENT:
Building Codes
AGENDA # 1
______________________________________________________________________________
SUBJECT:
Dangerous Building - 616 Blythe St, - 113J C 015.00 000 - Malone Vincent Edwards, Owner

SUMMARY:
This is an abandoned and unsecured building with accumulated debris and rubbish with a rodent
infestation. There are broken shingles, roof decking eves, overhangs and soffits. Structurally there
are broken and water damaged ceiling joists, windows, sills & screens and roof rafters. The
foundation walls & siding have holes. Electric and Gas is missing, with the Electric meter pulled
and gas meter locked.

RECOMMENDATION:
Request for Show Cause Hearing

ATTACHMENT:
_
_

_ Resolution
_ Ordinance

_
_

_ Correspondence
_ Contract

_
_

_ Bid Tabulation
_ Other

________________________________________________________________________
Approved ______
Rejected ______
Deferred ______
________________________________________________________________________
Notes:

Updated 7/20/2022

City of Gallatin, Tennessee

Building Codes Department

Dangerous Building Case Timeline
Address or Location Description: 616 Blythe Ave, Gallatin, TN 37066
Date Case Started: 10/26/2021
Notice Posted: ☒ Yes, Date: 10/26/2021

☐ No

Photos Taken: ☒ Yes, Date: 10/26/2021

☐ No

Photos show the following:
Notice posted ☒ Yes

☐ No

Proof of reason to believe building is Dangerous

☒ Yes

☐ No

Owner Name, Address & Parcel ID & Value: Vincent Malone, P.O. Box 281196, Nashville, TN
37228, 113J C 019.02 000
Verified by: ☒ Sumner County Property Assessor ☐ Other: Click or tap here to enter text.
Disconnection Dates and Records:
Utilities Disconnection Date: 08/05/2004
Electric Disconnection Date: Unknown, Prior to 2010
Police Response Dates within 1 year: None
Inspection Form completed ☒ Yes ☐ No
Certified Letter mailed out: ☒ Yes, Date: 10/27/2021

☐ No

Certified Letter Returned: ☒ Yes, Signee Name & Date: Returned Unclaimed
Owner Response: ☒ Yes, Notes: Said would apply for permit by 12/31/2021

☐ No
☐ No

Schedule for Committee Meeting to ask for a Show Cause Hearing
Committee Meeting Date: 07/26/2022

Is there a Permit:

☒ Yes

☐ No

Permit #: Remodel Permit BSCOMM-2022-000505 Issued 1/10/2022
Expiration Date: EXPIRED 07/25/2022
Additional Notes: No changes to property, Permit Expired with no improvements made.

132 West Main Street

Gallatin, TN 37066

(615) 451-5968

www.gallatinonthemove.com

CITY OF GALLATIN
COUNCIL COMMITTEE AGENDA
JULY 26, 2022
DEPARTMENT:
City Attorney
AGENDA # 2
______________________________________________________________________________
SUBJECT:
Annexation process

SUMMARY:

Gallatin's Planning Commission changed from a Municipal-Regional Planning Commission to a
Municipal Planning Commission after the county determined it would take back zoning. As a result,
Gallatin's planning region was dissolved, and the planning commission no longer has extraterritorial
jurisdiction. Tennessee's zoning statutes do not expressly permit municipal planning commissions to
act on rezoning requests for land outside the municipal boundaries. There is no exception in
Tennessee's statutes for rezoning requests attached to an annexation request by an owner.
Any action by the planning commission on land outside the municipal boundaries would in effect be
an advisory recommendation. MTAS has opined that there is no language in the Tennessee Code
that authorizes a municipal planning commission to consider a rezoning request and make an
advisory recommendation; all rezoning requests attached to annexations must be made after the
property is annexed by a municipality. MTAS provides step-by-step guidance for annexations by
owner consent. Those guidelines and best practices require a municipality to complete the
annexation process before beginning the rezoning process, so the planning commission is making a
recommendation on property within the municipal boundaries.
Some cities with municipal planning commissions allow their PCs to make advisory
recommendations and insert language in the rezoning resolution that the recommendation is
contingent on annexation by the governing body. These cities admit they have not been challenged
on this process, and they do not know if a court would uphold the process.
It must be noted that Tennessee follows Dillon's Rule. Dillon’s Rule outlines the kind of powers
legislatures give to municipalities and what happens if there is some doubt about a municipality’s
power: Basically, municipalities in Tennessee only have the powers given by the legislature. Courts
have held that any doubt concerning the existence of power is resolved against the municipality by
the court, and the power is denied.
It is undisputed that the proposed two-tiered annexation/rezoning process is more cumbersome,
lengthy and presents practical issues. However, given the fact that Tennessee follows Dillon's Rule
and the legislature has not given municipal planning commissions the express authority to make a
recommendation on property outside the municipal boundaries, even when attached to an annexation
by owner consent request, the most prudent and cautious approach is to follow MTAS's
recommendation of completing the annexation request prior to initiating the rezoning process. Of
course, the rezoning request must still be discussed along with the annexation request; it just cannot

be considered/voted on until the property is within the municipal boundaries. Other cities that allow
their municipal PCs to consider annexation and rezoning requests concurrently opine that adding
language to the rezoning resolution in the PC protects the City if challenged. To date, there is no
Tennessee case that addresses this issue. Regardless of Council's determination on this issue, I
recommend the City reach out to our legislators and request this issue be addressed in the next
legislative session.
MTAS's step-by-step process and best practices for cities to follow for annexations by owner
consent is attached.

RECOMMENDATION:

Council must determine if it desires to follow MTAS recommendation

ATTACHMENT:
_
_

_ Resolution
_ Ordinance

_
_

_ Correspondence
_ Contract

_
_

_ Bid Tabulation
_ Other

________________________________________________________________________
Approved __ __
Rejected __ __
Deferred __ __
________________________________________________________________________
Notes:

MTAS ANNEXATION GUIDANCE
Resolution for Annexation by Owner Consent: Step-by-Step including Best Practices (BP)
The following procedural steps, including best practices, should be followed when proceeding with
an annexation by owner consent:
1. Receive a written letter seeking annexation signed by all legal owners of record or 2/3 of the
legal owners of record in the territory proposed to be annexed, when the property owned by
those who consent totals more than ½ of the territory proposed for annexation, and 9 or
fewer parcels are being proposed for annexation.
2. If the municipality is interested in pursuing annexation, prepare annexation report and plan of
services. While the statute does not require an annexation report be prepared, by doing a
cost-benefit study the municipality will better understand the impact of the annexation on
existing municipal services and funding. This will assist the governing body in determining if
the annexation is warranted (BP).
3. Review the annexation report and plan of services with governing body and attain approval
to proceed.
4. If approval is received, submit plan of services to the planning commission, if there is one, for
review and recommendation.
5. Following return of a recommendation from the planning commission (which must be
rendered within ninety days after submission unless by resolution a longer period is allowed),
adopt a ‘proposed annexation by owner consent’ resolution (Resolution D). This resolution
sets forth the territory proposed to be annexed and includes the plan of services.
6. Following adoption, post the ‘proposed annexation by owner consent’ resolution in three (3)
public places in the territory proposed to be annexed and in three (3) public places within the
municipality.
7. Publish a public hearing notice on the plan of services in a newspaper of general circulation
a minimum of fifteen (15) days prior to the hearing. The notice must indicate the time, place,
and purpose of the hearing; as well as the location(s) where the proposed plan of services is
available for public viewing.
8. Publish a public hearing notice on the proposed annexation in a newspaper of general
circulation, if there is one, in such territory and municipality “at about the same time” that the
resolution is posted (see step 6), but in no event less than seven (7) days in advance of the
public hearing. The notice must include a map that includes a general delineation of the area
to be annexed by use of official road names or numbers, or both, and other identifiable
landmarks, as appropriate. The publication requirements in step 7 and step 8 can be
combined into a single notice provided both are published a minimum of fifteen (15) days in
advance of the public hearings.
9. If the municipality does not maintain a separate municipal school system, provide written
notice to the affected county school systems as soon as practicable, but in no event less
than thirty (30) days before the public hearing. This is mandatory. If the municipality
maintains a municipal school system, send notice as soon as practicable (BP).
10. Mail to property owners in the area being proposed for annexation a copy of the ‘proposed
annexation by owner consent’ resolution, including the plan of services, a minimum of
fourteen (14) calendar days prior to the public hearing on the proposed annexation.
11. Conduct public hearings on the annexation and plan of services as advertised.
12. Following the public hearings, adopt an ‘annexation by owner consent’ resolution (Resolution
E) approving the annexation and plan of services.
13. The territory is immediately annexed upon adoption of the ‘annexation by owner consent’
resolution.
14. Send the adopted ‘annexation by owner consent’ resolution, as well as the plan of services,
to the county mayor.

15. Commence the ordinance process to zone the territory newly annexed into the corporate
limits. (BP)
16. Commence the process to place the territory in the appropriate ‘districts’ as may be required
by charter or code (i.e. council wards, school district wards, package liquor store areas, etc.).
17. Send a welcome letter to annexed property owners with other general information about
municipal services. Although not statutorily required, this is a best practice in reaching out to
your new municipal residents (BP).
18. Send the revised voting precinct maps to the Office of Local Government in the Comptroller's
Office.
19. Send the ‘annexation by owner consent’ resolution to the utility district or municipal utility
board serving the area, if the municipality is desirous of purchasing the utility system in the
annexed area.
20. Notify the Tennessee Department of Revenue for the purpose of tax administration.
21. Send the ‘annexation by owner consent’ resolution, as well as the portion of the plan of
services related to emergency services and a detailed map of the annexed territory, to any
affected emergency communication district.
22. Record the ‘annexation by owner consent’ resolution with the register of deeds.
23. Send the ‘annexation by owner consent’ resolution to the Tennessee Comptroller of the
Treasury, as well as to the property assessor in each county affected.
24. Commence the process of satisfying the plan of service requirements and commitments that
will take longer to complete (sewer extension, street lighting, etc.).
25. As appropriate, complete census of annexed area.
26. The annexed property is placed on the municipality’s tax roll on January 1 after the effective
date of the annexation.

CITY OF GALLATIN
COUNCIL COMMITTEE AGENDA
July 26, 2022
DEPARTMENT:

Human Resources

AGENDA# 3

SUBJECT:
A request for approval of Resolution No. R2208-60 to approve new job descriptions created by the
Pay Study.

SUMMARY:
RECOMMENDATION:
Approve
ATTACHMENT:

[XJ

Resolution
_[]_ Ordinance

_o_ Correspondence
_o_ Contract

_[]_ Bid Tabulation
Other

_o_

D

Approved
Rejected _D_
Deferred _D_
Notes:

RESOLUTION NO. R2298.60
RESOLUTION APPROVING NEW JOB DASCRIPTIONS CREATED BY THE
PAY STUDY
BE IT RESOLVED BY THE CITY OF GALLATIN, TENNESSEE, that the
job descriptions attached hereto as Collective Exhibit A be approved and ordered
implemented into the City of Gallatin Personnel Classification System.
New

Assistant City Attorney

Pay Grade

Current

Facility Maintenance Mechanic I
Facility Maintenance Mechanic II
Facility Maintenance Mechanic III

Pay Grade GH
Pay Grade GJ
Pay Grade GM

New

Administrative Assistant III
Codes Inspector I
Codes Inspector II
Codes Inspector III
Codes Inspector IV
Codes Inspector V
Permit Associate I
Permit Associate II

Pay Grade GM
Pay Grade GO
Pay Grade GP
Pay Grade GR
Pay Grade GT
Pay Grade GU
Pay Grade GL
Pay Grade GM

New
New

Administrative Assistant V - EDA
Special Projects Manager

Pay Grade GO
Pay Grade GS-S

New

New
New
New

Administrative Assistant IV - Engineering
Engineering Project Manager I
Engineering Project Manager II
Engineering Project Manager III
Engineering Technician I
Engineering Technician II
Engineering Technician III
Stormwater Project Manager I
Stormwater Project Manager II
Stormwater Project Manager III
Stormwater Technician I
Stormwater Technician II
Stormwater Technician III
Surveyor/Engineering Technician

Pay Grade GN
Pay Grade GS
Pay Grade GV
Pay Grade GX
Pay Grade GN
Pay Grade GP
Pay Grade GR
Pay Grade GS
Pay Grade GU
Pay Grade GW
Pay Grade GN
Pay Grade GP
Pay Grade GR
Pay Grade GS

New

Administrative Assistant V

Pay Grade GO

New

Assistant Fire Chief - Administration

New
New
New
Current
Current
Current
Current

New
Current

Current
Current

New
Current

New
New
Current

New
New
Current

-

-

Codes

Fire

GAA

Pay Grade GY-S

New
New
New
New
New
New
New
New
New
New
New
New

Assistant Fire Chief - Operations
Assistant Fire Marshal
Battalion Chief
EMS Chief
Fire Captain
Firefighter I - l't Responder
Firefighter II - EMT
Firefighter/Engineer
Fire Lieutenant
Fire Marshal
Fire Records Coordinator
Fire Training Officer

Pay Grade GY-S
Pay Grade GX
Pay Grade FHH
Pay Grade GX
Pay Grade FGG
Pay Grade FBB
Pay Grade FCC
Pay Grade FEE
Pay Grade FFF
Pay Grade GY-S
Pay Grade GO
Pay Grade GX

New
New
New

New

Administrative Assistant V - Public Utilities
Assistant Customer Service Manager
Customer Service Clerk III - Public Utilities
Gas Service Worker I
Gas Service Worker II
Regulatory Compliance Manager
Utility Service Worker I
Utility Service Worker II

Pay Grade GO
Pay Grade GP
Pay Grade GI
Pay Grade GJ
Pay Grade GI
Pay Grade GT
Pay Grade GH
Pay Grade GI

New
New

Administrative Assistant III - IT
Assistant Director, Information Systems

Pay Grade GM
Pay Grade GV

New
New
New
Current
New
New

Administrative Assistant V - Public Works
Administrative Assistant I - Public Works
Environmental Service Crew Leader
Mechanic I - Vehicles
Mechanic II - Vehicles
Mechanic III - Vehicles

Pay Grade GO
Pay Grade GJ
Pay Grade GL
Pay Grade GK
Pay Grade GL
Pay Grade GN

New
New

New

Administrative Assistant IV - Parks & Recreation
Administrative Assistant II - Parks & Recreation
Mechanic I - Parks & Recreation
Mechanic II - Parks & Recreation
Mechanic III - Parks & Recreation
Park Technician I
Park Technician II

Pay Grade GN
Pay Grade GK
Pay Grade GK
Pay Grade GL
Pay Grade GN
Pay Grade GH
Pay Grade GI

New
New

Administrative Assistant III
Surety & Planning Coordinator

Pay Grade GM
Pay Grade GP

New
New
New

Administrative Supervisor
Administrative Assistant V - Police
Information Systems Advisor I - Police

Pay Grade GN
Pay Grade GO
Pay Grade GS

Current

New
New
Current

Current

New
New
Current

New
New

Master Patrol Officer
Police Major

Pay Grade GO
Pay Grade GY-S

New

Executive Administrative Assistant

Pay Grade GP

New

Customer Service Clerk

III - Recorder

Pay Grade GI

BE IT FURTHER RESOLVED, that this Resolution shall take effect from and
after its final passage, the public welfare requiring such.

IT IS ORDERED.
PREENTAND VOTING
AYE

NAY
DAIED:

MAYOR PAIGE BROWN
ATTEST:

CONNIE KITTRELL
CITY RECORDER

APPROVED AS TO FORM:

SUSAN HIGH.MCAULEY
CITY ATTORNEY

TITLE: Assistant City Attorney
PG: GAA
DEPARTMENT: City Attorney
REPORTS TO: City Attorney
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
The purpose of this position is to perform a variety of complex, high level administrative, technical and professional work
and the preparation of legal documents, all at the request of and under the direction of the City Attorney. Assistant City
Attorney also assists the City Attorney in advising city officials, city boards, and city commission as to the legal rights
and obligations of the City and practices other phases of applicable local, state and federal law.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
The following duties are normal for this position. These are not to be construed as exclusive or sll-inclusive. Other
duties may be required and assigned.

1. Renders legal opinions to the City Council, Mayor, and other City officials, as requested by the City Afforney.
2. Analyzes federal and state legislation affecting the City. Researches legal issues and prepares legal opinions,
3.
4.
5.
6.

memoranda and correspondence.
Reviews proposed contracts, insurance policies, deeds, easements, leases and other legal documents affecting the

City.
Processes claims for bankruptcies and determines liability for cost collection when City property is damaged.
Prosecutes contested ordinance violations in City Court and appeals to Circuit Court.

Reviews the City Municipal Code on an on-going basis to determine if changes are needed to comply with state or
federal or regulations or if additional ordinances would be beneficial to the City.
i
7. Represents the City in lawsuits and administrative hearings. Handles litigation brought on behalf of or brought
against the City, City officials, or City employees. Researches, drafts, and files pleadings, motions, briefs, and
other documents and exhibits. Conducts depositions, trials and appeals of proceedings in city court, state and
federal courts.
8. Drafts ordinances, ordinance amendments and repeals.
9. Attends various meetings such as staff meetings, committee meetings, City Council meetings, Beer Board
meetings, Planning Commission meetings and prepares resolutions for City Council agenda items.
10. Assists in training for employees on legal and risk management issues.
1 1. Assists the Risk Manager in processing and investigating claims and accidents.
12. Prepares and amends policies and procedures for the City and its various departments, as requested.
13. Assists the IT department in litigation hold, e-discovery and other technical, legal matters.
14. Assists the Recorder's Office in responding to records requests. Continually monitors changes to Tennessee
Public Records Law. Reviews records requests for necessary redactions. Performs searches of e-mail and other
electronic data to fulfill open records requests.
15. Assists the paralegal in answering phone calls and greeting visitors as needed for backup to paralegal. Performs
related duties and responsibilities to assist other employees in the department as required.
16. Performs related duties as assigned.

MINIMUM OUALIFICATIONS

:

o Juris Doctorate degree; admission to the Tennessee State Bar and in good standing.
o A minimum of three (3) years' of progressively responsible related experience, preferably

and with

in a municipal environment

civil litigation experience.

o Must have a

valid driver's license.

KNOWLEDGE. SIilLLS AND ABILITIES:
o Considerable knowledge of state statutes relating to rnunicipal affairs.
r Considerable knowledge of laws relating to the purchase of goods and services, contracting, labor/employment, and
land use.
o

Working knowledge of modern policies and practices of municipal law and public administration.
knowledge of personal computers including word processing applications.

o Considerable

. Skill in preparing briefs, memoranda and other legal documents.
. Ability to prepare and analyze comprehensive legal documents.
Ability to car'ry out assigned projects to their completion.
Ability to communicate effectively both verbally and in writing.
o Ability to establish and maintain effective working relationships with employees, City officials, the coutt system, and
o
o

the general public.

. Ability to anticipate and resolve problems before a crisis ensues.
r Understanding of the City's political environment and sensitivities.
to function effectively within that environment.
o Ability to establish and maintain effective and professional working relationships with vendors, department heads and
their staff, and governmental officials.
o General knowledge of current office practices and procedures and knowledge of the operation of standard office

. Ability

equipment and software.

. Ability to prepare and maintain accurate and

concise records and reports.
understand and effectively carry out verbal and written instructions.
communicate effectively with other members of the staff, supervisor, and the public.
communicate in both written and verbal form.
develop, interpret and implement local policies and procedures; written instructions, general
correspondence; federal, state, and local regulations.
. Ability to define problems and deal with a variety of situations.
. Ability to think quickly, maintain self-control, and adapt to stressful situations.
o Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable state and federal statutes and regulations.
r Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.

Ability
. Ability
o AbiliW
o Ability
o

to
to
to
to

. Ability to maintain confidentiality.
. Ability to work the allocated hours of the position.
PHYSICAL REOUIREMENTS:
This is sedentary work requiring the exefiion of up to

of force occasionally and a negligible amount of force
frequently or constantly to move objects and some medium work requiring the exertion of up to 50 pounds of force
occasionally. Physical activities include stooping, pulling, lifting, reaching, fingering, grasping, and repetitive motions.
Also includes the necessity to communicate by talking, hearing/listening. Specific vision abilities required by this job
include close, distance and peripheral vision; depth perception; and the ability to adjust focus.
10 pounds

WORK ENVIRONMENT:
Works in an office setting, in generally comfortable conditions
The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the bosis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political affiliation.

In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodotions to qualiJied
individuals with disabilities and encourages both prospective and current employees to discuss potential
accommodations with the employer.
EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE:

DATE:

TITLE

:

F

acility Maintenance Mechani c llll/lll

PG: GH/GJ/ GM (depending on level of Maintenance experience)
DEPARTMENT: Public Works - Facilities Maintenance
REPORTS TO: Manager of Facilities Maintenance
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
The purpose of this positon is to perform skilled work in general building and facilities maintenance, and in other areas
owned or managed by the City. Level I, II, or III is dependent upon certifications and experience. See "MINIMUM
QUALIFICATIONS" for qualifications specific to each level.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned.

1.
2.
3.

Performs general building and facilities maintenance activities.
Operates necessary equipment needed to maintain and repair buildings.
Performs carpentry, electrical up to three phase 480 VAC, welding, masonry, mechanical, electronic and plumbing
repair and maintenance work.
Prepares, installs, and maintains decorative lighting systems.
Installs seasonal banners and sound systems.
Installs, repairs, and replaces traffic and street lights.
Prepares sutfaces for painting, paints walls, ceilings, doors, windows, cabinets and equipment.
Diagnose and repair electrical, electronics, refrigeration and air conditioning malfunctions.
Installs heating and air conditioning equipment along with installing gas lines for up to 2 pound systems.
10. Set up portable generators and electrical distribution panels.

4.
5.
6.
7.
8.
9.

I l Program different types of PLC's. (Programmable Logic Controllers)
12. Frames and lays out work to perform carpentry tasks; repairs walls and furniture; stains and varnishes surfaces.
13. Installs and replaces receptacles and switches; pulls wire; installs light fixtures, ballasts, conduit, and computer

wires.

14. Installs, program, and maintain CCTV security cameras, access control systems, panic alarms, fire alarms, burglar
alarms, and equipment dialers.

15. Read and understand schematics, blueprints, and diagrams to diagnose problems.
16. Paints office furniture, hand railings, building exterior, ceilings, etc.
17. Computer skills to research products, utilize Microsoft Office, and work order program.
I 8. Prepares informational signs.
19. Assists with special events.
20. Other duties as assigned.

MINIMUM OUALIFICATIONS:
Facility Maintenance Mechanic I
o HighSchoolDiploma/GED.
o Must have post High School education in maintenance or construction.
r Must have two (2) to five (5) years' recent work experience in maintenance, construction, or building repair
o Must be able to maintain criminaljustice security awareness certificate for working in locations that contain

o

confi dential information.

Must have valid driver's license.

X'acilitv Maintenance Mechanic II
o Must meet all qualifications of Facility Maintenance Mechanic I.
o Minimum three (3) years' of experience specifically related to facility maintenance issues concerning electrical,
plumbing, mechanical, masonry, or carpentry repairs or maintenance.
o EPA License
o Other facility maintenance specific training and/or education.

Facility Maintenance Mechanic III
r Must meet all qualifications of Facility Maintenance Mechanic I & II.
o Minimum five (5) years' of experience specifically related to facility maintenance issues concerning electrical,

o
o
e

plumbing, mechanical, masonry, or carpentry repairs or maintenance.
EPA license
Limited License Electrician
Other facility maintenance specific training and/ or education.

KNOWLEDGE. SIilLLS AND ABILITIBS:
a
Knowledge ofthe occupational hazards involved and the safety precautions necessary to the proper operation of
a

a
a

a
a

a

a

a
a
a
a

varied construction and maintenance equipment.
Knowledge of cleaning methods, materials and equipment.
Knowledge of mechanical systems.
Knowledge of material safety data sheets. Knowledge of OSHA or TOSHA regulations as they relate to the
performance of duties or duties of custodians.
Knowledge of the maintenance, repair and manualtasks of the area assigned.
Knowledge of the use of hand and specialized power tools required in the work.
Knowledge of the safe use and operative and preventive maintenance of mechanical equipment required in the
work.
Skill in making repairs and adjustments to equipment.
Ability to safely move furniture, boxes, equipment, etc.
Ability to detect flaws in the operation of equipment and to determine proper remedial measures.
Ability to perform manual labor for extended periods including under unfavorable weather conditions.
Ability to calculate surface, volumes, weights and measures.
Ability to maintain simple records and prepare reports, manual or computerized.
Knowledge of maintenance, repair and manual tasks of the area assigned.
Knowledge of the use of common hand and specialized power tools required in the work.
Knowledge of the safe use and operation and preventive maintenance of electrical and mechanical equipment
required in the work.
Knowledge of the occupational hazards involved and safety precautions necessary to the proper operation of
varied construction and maintenance equipment.
Ability to make minor repairs and adjustments to equipment.
Ability to make decisions to accomplish specific tasks and operations within the scope of the position.
Ability to interact with the public effectively, professionally and politely, and with discretion.
Ability to effectively communicate with and establish and maintain an effective working relationship with
department staff and other personnel.
Ability to understand and effectively carry out written and oral instructions.
Must have ability to work accurately with attention to detail.
Ability to maintain confi dentiality.
Ability to work the allocated hours of the position.
Organizational and time management skills needed to meet deadlines.

PHYSICAL REOUIRBMENTS:
This is heavy work requiring the exertion of I 00 pounds of force occasionally, up to 50 pounds of force frequently, and up to
20 pounds of force constantly to move objects Physical activities include climbing, balancing, stooping, standing, walking,
pushing, pulling, lifting, reaching, fingering, grasping, and repetitive motions. Also includes the necessity to
communicate by talking, hearing/listening. Specific vision abilities required by this job include close, distance and
peripheral vision; depth perception; and the ability to adjust focus, for operation of machines and equipment,
determination accuracy and thoroughness of work, and observation of general surroundings.

WORK ENVIRONMENT:
The employee is subject to inside and outside environmental conditions including, extreme cold, extreme heat, noise, vibration,
hazards, atmospheric conditions, dust/dirt, grease/oils, paint fumes, moving pafts of machinery and extreme weather conditions
but hot and cold.

The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political affiliation.

In compliance with the Americans with Disabilities Act, the City will provide reasonuble accommodotions to qualiJied
individuals with disabilities and encourages both prospective and current employees to discuss potential
accommodations with the employer.
EMPLOYEE NAME (PLEASE PRINT)

EMPLOYEE SIGNATURE:

DATE:

TITLE: Administrative Assistant III
PG: GM
DEPARTMENT: Codes
REPORTS TO: Building, Electrical, Fire and Gas Codes Official
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
The purpose of this position is to perform admirristrative work to the Building Official and Codes Depaftment.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
following duties are normal for this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned.
The

l.

Assists the Building Official with preparation, meeting schedules and correspondence; provides clerical and
administrative support; prepares and maintains detailed records and files.
2. Receives calls for the Building Official and ascertains nature ofbusiness.
3. Answers questions and responds to inquiries or complaints on departmental operations, policies and procedures.
4. Assists with meeting preparation, coordinates ordinance and resolutions.
5. Attends meetings of Council and committees ifrequired.
6. Prepares minutes of meetings, prepares files and forwards action needs to Building Official and staff.
7. Assists with budget preparation.
8. Undertakes special projects as assigned by the Building Official.
9. Maintains calendar, schedules appointments, responds to invitations and schedules interviews.
10. Coordinates building maintenance and repair of vehicles.
1 1. Coordinates meetings and schedules meeting rooms.
12. Reviews accounts payable.
13. Prepares repofts as required by the Building Official.
14. Maintains various files and records; maintain data base.
I 5. Transcribes correspondence, composes routine corespondence, and types a variety of reports and materials.
16. Performs other duties as assigned.

MINIMUM OUALIFICATIONS:

. High School

Diploma/GED.
in administrative assistant or related field.

o Associates degree

o Bachelor's degree is preferred.

Must have five (5) years' recent work experience in clerical/office work, preferably working directly with executive level
positions.
o Must have a valid driver's license.
o

I(NOWLEDGE. SKILLS AND ABILITIES:
o

Knowledge of standard office practices, procedures, equipment and secretarialtechniques.

. Knowledge of business English, spelling and arithmetic.
r Knowledge ofthe organization and functions ofthe department and ofgeneral

administrative policies and practices.

Ability to keep office records and to prepare accurate reports from file sources.
o Ability to perform and organize work independently.
. Ability to prepare effective correspondence on routine matters and to perform routine office management details without
referralto superuisor.
o Ability to maintain effective working relationships with other employees and the public and to deal with public relations
problems coufteously and tactfully.
o Ability to establish and maintain effective and professional working relationships with vendors, finance staff, other
o

o department heads and

governmental officials.

o Knowledge ofcurrent office practices and procedures and knowledge ofthe operation ofstandard office equipment
o and software.

. Ability to prepare and maintain accurate and concise records and repofts.
. Ability to understand and effectively carry out verbal and wriffen instructions.
r AbiliW to communicate effectively with other members ofthe staff, supervisor, and the public.

. Ability to communicate in both written and verbalform.
o

Ability to develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.

Ability to define problems and deal with a variety of situations.
r Rbility to think quickly, maintain self-control, and adapt to stressful situations.
o Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of open
o

records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meetdeadlines.
o

.
.

Must have ability to work accurately with attention to detail.
Ability to maintain confidentiality.
Ability to work the allocated hours of the position.

PHYSICAL REOUIREMENTS:
This is sedentary work requiring the exeftion ofup to 10 pounds offorce occasionally and anegligible amount offorce
frequently orconstantly tomove objects and some medium work requiring the exertion ofupto 50 pounds offorce
occasionally. Physicalactivities include stooping, pulling,lifting, reaching, fingering, grasping, and repetitive motions. Also
includes the necessity to communicate by talking, hearing/listening. Specific vision abilities required by thisjob include close,
distance and peripheral vision; depth perception; and the ability to adjust focus.

WORK ENVIRONMENT:
Works if an office setting, in generally cornfortable conditions
The City of Gallatin is a drug-free equal opportunily employer, with policies of non-discrimination on the basis of race,
sex' religion, color, national ot ethnic origin, age, disability, militory service, or political afriliation.

In compliance with the Americans with Disabilities Act, the City will provide reasonable uccommodations to qualiJied
individuals with disabilities and encourages both prospective and cutent employees to discuss potential accommodations
with the employer.

EMPLOYEE NAME (PLEASE PRINT)

EMPLOYEE SIGNATURE

DATE:

TITLE:

Code Inspector AIAIIUIY

PG: GO/GP/GR/GT/GU

N

(depending on minimum qualifications)

DEPARTMENT: Codes
REPORTS TO: Building, Electrical, Fire and Gas Codes Official
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
The purpose of this position is to perform intermediate technical work in the plan review and inspection of
residential, commercial, industrial, and public facilities for compliance with building, plumbing, mechanical, gas
piping and electrical codes, and other ordinances. May be assigned specific inspection areas, and other duties per
position.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
Thefollowing duties are normalfor this position. These are not to be constraed as exclusive or all-inclusive. Other
duties may be required and assigned

1.

Performs field inspections of residential, commercial, industrial, and public facilities for compliance
with building, plumbing, mechanical, gas piping and electrical codes, and otherordinances.
2. Conducts building and related inspections.
3. Prepares and maintaining inspection records and files.
4. Receives and investigates complaints regarding non-compliant construction and inspects existing buildings
for hazardous conditions or systems failure.
5. Receives and resolves complaints regarding defective construction and handles enforcement issues.
6. Researches manufacturing specs for compliance with standards. Communicatesfindings.
7 . Inspects existing building for hazardous conditions, structural failure.
8. Reports hazardous or life-threateningconditions to the Building Official and assists with the complaint as assigned
9. Receives applications, issues and maintains file of various permits and maintains appropriate records.
10. Where construction is not in compliance with regulations as to methods andlot materials, works with
the builder to bring the construction into compliance, and issues warnings and stop-work order if
necessary.
11. Answers questions and provides assistance to private citizens, contractors, and builders. Provides
12.
13.
14.
15.
16.
17.
18.
19.

code interpretations.
Checks plans to verif, code compliance.
Prepares cases for the Construction Board of Adjustments andAppeals.
Testifies in court on code violation cases or before the Construction Board of Adjustments and Appeals.
Compiles reports, prepares and maintains records regarding inspections.
Assists with plan reviews for determining codes, standards, and life safety standard compliance.
Compiles reports, data, and photographic evidence as required for meetings of the Board of Adjustments and
Appeals.
Assists with various other types of inspections where required.
Performs related tasks as required.

MINIMUM OUALIFICATIONS:
Codes Inspector I
. High School Diploma/GED.
o Must have five (5) years' recent construction related experience.
o Must obtain two (2) I.C.C. certifications as identified by and beneficial to the City
o Must have a valid driver's license.
Codes Inspector II
Must meet all qualifications of Code Inspector I.
. High School diploma/GED.
r Must have five (5) or more l.C.C. certifications as identified by and beneficial to the City.
o

Codes Insnector III
o Must meet all qualifications of Code Inspector I & IL
o High School diploma/GED.
o Must have six (6) or more LC.C. certifications as identified by and beneficial to the City.
o Must meet TN requirements for plumbing, mechanical, fire and/or building andlor plan review certification.
Codes Inspector IV
o Must meet all qualifications of Code Inspector I, II

& III.

o Bachelor's degree.
o
o

Must have eight (8) to ten (10) years' experience as a contractor, superintendent of construction or inspector.
Must possess or obtain eight (8) I.C.C. certifications as identified by and beneficial to the City, including
residential and commercial building, plumbing, mechanical, and/or electrical and/or plan review.

Codes Insnector

V

o Must meet all qualifications
o Bachelor's degree.

of Code Inspector I, II, III & IV.

Must have eight (8) to ten (10) years' experience as a contractor, sub-contractor, inspector or superintendent.
o Must possess or obtain ten (10) LC.C. certifications as identified by and beneficial to the City, including residential
o

and commercial building, plumbing, mechanical, gas piping, electrical, fire and/or commercial plan review.

KNOWLEDGE. SKILLS AND ABILITIES:
o Based on certifications, knowledge of electrical installations, materials and methods and stages of construction

r
o
.
o
.

when possible violations and defects may be most easily observed and corrected.
Based on certifications, knowledge of building construction materials and methods and stages of construction when
possible violations and defects may be most easily observed and corrected.
Based on certifications, knowledge of Plumbing & Mechanical materials and methods and stages ofconstruction
when possible violations and defects may be most easily observed and corrected.
Ability to detect poor workmanship, inferior materials, and hazards of fire and collapse in Building, Plumbing,
Electrical and Mechanical systems.
General knowledge of State and City building and related codes, laws andordinances.
Ability to read and interpret plans, specifications and blueprints accurately and to compare them with construction in
process.

a
a
a

a

Ability to contact building owners, contractors

and the public and effect satisfactory working relationships.
Finnness and tact in enforcing ordinances and codes.
Ability to establish and maintain effective and professional working relationships with vendors, finance staff, other
department heads and governmental officials.
Generalknowledge of cunent office practices and procedures and knowledge of the operation of standard

office equipment and software.
Abilify to prepare and maintain accurate and concise records andreports.
Ability to understand and effectively cany out verbal and writteninstructions.
Abilify to communicate effectively with other members of the staff, supervisor, and the public.
Ability to communicate in both written and verbal form.
Ability to develop, interpret and implement local policies and procedures; written instructions,
a
a
a

general correspondence; Federal, State, and local regulations.
Ability to define problems and deal with a variety ofsituations.
Ability to think quickly, maintain self-control, and adapt to stressful situations.
Ability to maintain discretion regarding business-related files, reporls and conversations, within the provision
of open records law and other applicable State and Federal Statutes andRegulations.
Organizational and time management skills needed to meetdeadlines.
Must have ability to work accurately with attention to detail.
Ability to maintain confidentiality.
Ability to work the allocated hours of the position.
Ability to train and supervise personnel.

PHYSICAL REOUIREMENTS:
This is medium work requiring the exertion of 50 pounds of force occasionally, up to 20 pounds of force frequently,
and up to l0 pounds of force constantly to move objects; work requires climbing, balancing, stooping, reaching,
standing, walking, fingering, grasping, and feeling; vocal communication is required for expressing or exchanging ideas
by means of the spoken word; hearing is required to perceive information at normal spoken word levels; visual acuity is
required for preparin g and analyzing written or computer data, visual inspection involving small defects andlor small
parts, use of measuring devices, operation of motor vehicles or equipment, determining the accuracy and thoroughness
of work, and observing general surroundings and activities.

WORK ENVIRONMENT:
Work is often in an office setting. However, the employee is subject to outside environmental conditions
including, extreme cold, extreme heat, noise, vibration, hazards, atmospheric conditions, dusVdirt, grease/oils,
paint fumes, moving parts of machinery and extreme weather conditions.
The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the bask of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political affiiation.

In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodotions to qualified
individusls with disabilities and encoarages both prospective and cunent employees to discuss potential
accommodations with the employer.

EMPLOYEE NAME (PLEASE PRINT)

EMPLOYEE SIGNATURE:

DATE:

TITLE: Permit

Associate

I

PG: GL
DEPARTMENT: Codes
RtrPORTS TO: Building, Electrical, Fire and Gas Codes Official
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
The purpose of this position is to assist the public and provide technical office support duties related to the processing
and issuance of building permits.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
The following duties are normal for this position. These are not to be construed as exclusive or ull-inclusive. Other
duties may be required and ossigned.

t.

Reviews plot plans, plats, and permit documents for pertinent information in order to veriflr accuracy and
completeness of information.
2. Determines permit, plan, and process requirements for prospective applicants.
3. Reviews building plans and permit applications for completeness and compliance with established codes,
ordinances, policies and procedures.
4. Processes permit applications and plan intake.
5. Determines processing needs for projects.
6. Provides information to members of the public/permit applicants regarding building permit requirements,
inspection, and general requirements of the permit process.
7. Obtains general information from customers regarding permittingneeds.
8. Assists the public in completing building permitapplications.
9. Responds to telephone inquiries regarding permits, permit processes, building codes, and other related ordinances
and local laws.
L0. Processes and issues building, plumbing, mechanical, and other relatedpermits.
LL. Calculates fees based on established fee schedules and monitors approval of plans by other regulatory agencies.
L2. Collects payments for permits and inspections.
13. Maintains computer files and other manual logs on all building permits and relateddocuments.
14. Interviews and obtains information from customers in order to determine theirneeds.
15. Obtains technical and code information from customers regarding permittingneeds.
L6. Informs customers of special requirements and specialproblem areas such as flood zones and historic districts in
for to expedite the permit process.
17. Performs records research in order to document project historycompliance.
18. Coordinates permit processes with outside agencies to ensure that all permit requirements are being met.
19. Processes appeals and suspension or revocation ofapprovals, decisions and/orpermits.
20. Coordinates with field inspectors to ensure permits are correctly applied.

21. Performs other duties

as assigned.

MINIMUM OUALIFICATIONS:
o Bachelor's Degree in business or other professional related field.
r Must have a minimum of three (3) years' relevant experience in construction/inspections experience, preferably in an

administrative role.
o Must have

cerlification as a Permit Technician through a recognized certification organization within six (6) months from

date of hire.
o

Must have valid driver's license.

KNQTilLEDGE. SKILLS AND ABILITIES:
o Knowledge of internaland external public agency permittingrequirements.
o Knowledge of construction plans, construction terminology, construction practices, and basic math

. Ability to use and

manipulate MicrosoftOffice.
Ability to review, interpret, and explain written documents
. Ability to use a computer and related softwareapplications.
o Abili8 to communicate effectively in both written and oral formats.
o

Ability to maintain effective working relations with other employees and the public and to deal with public relation
problems courteously and tactfully.
o Ability to establish and maintain effective and professional working relationships with vendors, finance staff, other
depaftment heads and governmental officials.
o General knowledge of curent office practices and procedures and knowledge of the operation of standard office
o

equipment and software.
AbiliW to prepare and maintain accurate and concise records andreports.
. Ability to understand and effectively carry out verbal and writteninstructions.
o Ability to communicate effectively with other members of the staff, supervisor, and the public.
. Ability to communicate in both written and verbal form.
o Ability to develop, interpret and implement local policies and procedures; written instructions, general
o

correspondence; Federal, State, and local regulations.

. Ability to define problems and deal with a variety ofsituations.
. Ability to think quickly, maintain self-control, and adapt to stressful
o

situations.

Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of

open records law and other applicable State and Federal Statutes andRegulations.
c Organizational and time management skills needed to meetdeadlines.
o Must have ability to work accurately with attention to detail.
. Ability to maintain confidentiality and to adhere to regulations required for PCI compliance.
. Ability to work the allocated hours of the position.

PHYSICAL REOUIREMENTS:
This is sedentary work requiring the exertion of up to l0 pounds of force occasionally and a negligible amount of force
frequently or constantly to move objects; work requires climbing, stooping, reaching, fingering, grasping, and repetitive
motions; vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is
required to perceive information at normal spoken word levels; visual acurty is required for preparingand analyzing
written or computer data, operation of machines, determining the accuracy and thoroughness of work, and observing
general surroundings and activities.

WORI( ENVIRONMENT:
Works in an office setting, in generally comfortable conditions.
The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political afJ'iliation.

In compliance with the Americans with Disabilities Act, the City will provide reasonoble accommodations to qualilied
individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations
with the employer.

EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE:

DATE:

TITLE: Permit Associate II

PG: GM

DEPARTMENT: Codes
REPORTS TO: Building, Electrical, Fire and Gas Codes Official
REVISION DATE: JALY 2022
PURPOSE OF POSITION:
The purpose of this position is to assist the public and provide technical office support duties related to the processing
and issuance of building permits.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
Thefollowing duties are normalfor this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned.

l.

Reviews plot plans, plats, and permit documents for pertinent information in order to verifu accuracy and
completeness of information.
2. Detetmines permit, plan, and process requirements for prospective applicants.
3. Reviews building plans and permit applications for completeness and compliance with established codes,
ordinances, policies and procedures.
4. Processes permit applications and plan intake.
5. Determines processing needs for projects.
6. Assists building inspectors by performing code and records research and compilingdata.
7. Provides information to members of the public/pennit applicants regarding building permit requirements,
inspection, and general requirements of the permit process.
8. Obtains general information from customers regarding permittingneeds.
9. Assists the public in completing building permitapplications.
10. Responds to telephone inquiries regarding permits, permit processes, building codes, and other related ordinances
and locallaws.
1 1. Processes and issues building, plumbing, mechanical, and other relatedpermits.
12. Calculates fees based on established fee schedules and monitors approval of plans by other regulatory agencies.
13. Collects payments for permits and inspections.
14. Maintains computer files and other manual logs on all building permits and relateddocuments.
15. Interviews and obtains information from customers in order to determine theirneeds.
16. Obtains technicaland code information from customers regarding permittingneeds.
17. Informs customers of special requirements and special problem areas such as flood zones and historic districts in
for to expedite the permit process.
18. Performs records research in order to document project historycompliance.
19. Coordinates permit processes with outside agencies to ensure that all permit requirements are being met.
20. Processes appeals and suspension or revocation ofapprovals, decisions andlorpermits.
21. Coordinates with other departments in the permitting process to achieve completion in a timely manner.
22. Assists in the training of new hires/Permit Associate I positions and serves as a point of contact.
23. Serves as a back-up to the Data Quality and Training Administrator position.
24. Reviews and checks permit's/verif, plans are accurate and complete with current codes labeled prior to plan review

submittal.
25. Performs other duties

as assigned.

MINIMUM OUALIFICATIONS:
Bachelor's Degree in business or other professional related field. Must have a minimum of three (3) years' relevant
experience in construction/inspections experience, preferably in an administrative role.
o Must have certification as a Permit Technician through a recognized certification organization within six (6) months from
date of hire.
o Must have certification as aZoningTechnician through a recognized certification organization within six (6) months
from date of hire.
o Must have a minimum of one (l) year permitting process experience, preferably in a government municipality
environment with Tyler Munis and Energov Systems.
o Must have valid driver's license.
o

KNOWLEDGE. SKILLS AND ABILITIES:
o Knowledge of internal and external public agency permitting requirements.
o Knowledge of construction plans, construction terminology, construction practices, and basic math.
o

Ability to use and manipulate Microsoft Office.

. Ability to review, interpret, and explain written

documents

Ability to use a computer and related software applications.
r Abili8 to communicate effectively in both written and oralformats.
. Ability to maintain effective working relations with other employees and the public and to deal with public relation
problems courteous ly and tactfully.
. Ability to establish and maintain effective and professional working relationships with vendors, finance staff, other
department heads and governmental officials.
o General knowledge of current office practices and procedures and knowledge of the operation of standard office
o

equipment and software.
Ability to prepare and maintain accurate and concise records andreports.
. Ability to understand and effectively carry out verbal and written instructions.
o Ability to communicate effectively with other members of the staff, supervisor, and the public.
. Ability to communicate in both written and verbalform.
o Ability to develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
. Ability to define problems and deal with a variety ofsituations.
o Ability to think quickly, maintain self-control, and adapt to stressfulsituations.
o Ability to maintain discretion regarding business-related files, reports and conversations, within the provision
open records law and other applicable State and Federal Statutes andRegulations.
o Organizational and time management skills needed to meetdeadlines.
o Must have ability to work accurately with attention to detail.
o Ability to maintain confidentiality and to adhere to regulations required for PCI compliance.
o Ability to work the allocated hours of the position.
o

of

PHYSICAL REOUIREMENTS:
This is sedentary work requiring the exertion of up to 10 pounds of force occasionally and a negligible amount of force
frequently or constantly to move objects; work requires climbing, stooping, reaching, fingering, grasping, and repetitive
motions; vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is
required to perceive information at normal spoken word levels; visual acuity is required for preparin g and analyzing
written or computer data, operation of machines, determining the accuracy and thoroughness of work, and observing
general surroundings and activities.

WORK ENVIRONMENT:
Works in an office setting, in generally comfortable conditions
The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discriminotion on the basis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political affiliation.

In complionce with the Americans with Disabilities Act, the City will provide reosonable accommodutions to qualffied
individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations
with the employer.

EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE

DATE:

TITLE: Administrative Assistant V
PG: GO
DEPARTMENT: EDA
REPORTS TO: Executive Director of EDA
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
The purpose of this position is to perform clerical and administrative work for the Gallatin Economic Development
Agency. The Administrative Assistant III position will assist the Executive Director with the continuing health of
Gallatin's existing industries by focusing on consistent communication with the more than 80 manufacturing and
distribution companies. The Administrative Assistant III position will also help improve the existing business support
program (Gallatin Expansion and Retention - G.E.A.R).

BSSENTIAL DUTIES AND RESPONSIBILITIES:
Thefollowing duties are normalfor this position, These are not to be construed as exclusive or qll-inclasive. Other
duties may be required and assigned.

1.
2.
3.
4.
5.
6.
7.

Primary clerical support for the Executive Director of EDA providing administrative support and performs
routine office work.
Works with the Executive Director to gain a general understanding of all initiatives within the Economic
Development Agency allowing this position to represent the Agency and City in the Executive Director's
absence.

Leads Workforce Development and GEAR initiatives under the direction of the Special Projects Director.
Works with the Executive Director to design and produce marketing materials designed to promote the
community to potential business and industry.
Cultivates strong relationships with key Workforce Development partners including, but not limited to
Employers, Sumner County Schools, Vol State Community College, TCAT's, and TNECD.
Develops creative solutions to improve the effectiveness of the existing industry support program.
Conducts existing industry visits, identifies expansion opportunities, and develops programming in support

localindustry.
8. Completes in-depth research and utilizes analysis skills for gathering information.
9. Coordinates working groups and meetings.
10. Maintains up-to-date existing industry records.
I 1. Represents the Agency, and city when appropriate, at Job Fairs. Responsibility includes designing and
ordering promotional materials as needed.
12. Maintains and updates the Economic Development Agency's website and social media telecommunications.
13. Maintains and tracks budget expenses and detailed budgetary documentation.
14. Performs routine office duties, including but not limited to P-Card reconciliation, ordering supplies,
15.
16.
17.
18.

answering phone calls, etc.
Completes diverse administrative tasks including; appointment management, meeting and presentation
preparation and database management, while maintaining strict confidentiality.
Arrange travel needs (including but not limited to hotel, air and registrations) for the agency.
Willingness to attend conferences, which may require occasional overnight travel.
Performs other duties as assigned.

MINIMUM OUALIFICATIONS:
o Associates degree.

o Bachelor's degree is preferred.

Must have at least five (5) years' recent work experience in a related capacity, preferably working directly with
executive level positions.
o TNCED or CEcD certification is prefened.
o Must have a valid driver's license.
o

of

KNOWLEDGB. SKILLS AND ABILITIES:
I Ability to thoroughly understand the organization and functions of the department, with the ability to perform general
administrative duties in adherence to policies and practices set forth by the Board of Directors and the City of Gallatin
o Abili8 to develop strong working relationships within and outside of the agency.
. Ability to work in a team environment.
o AbiliW to demonstrate creative problem-solving skills.
. Ability to prioritize multiple projects and deadlines.
o Ability to perform and organize work independently.
r Advanced computer skills with a thorough knowledge of Microsoft Office applications.
o

Must have Social media and marketing experience.
skills in a fast paced environment.
. Strong customer/constituent focus.
. Ability to track and maintain budget expenses.
o Experience in event organization, including arranging venues, catering and audio/visual needs.
o Knowledge of trade-shows.
o Ability to assist in response to RFI's and various client development activities.
o A strong and thorough understanding ofthe English language and excellent proofreading skills.
o Strong organizational and multi-tasking

PHYSICAL REOUIREMENTS:
This is sedentary work requiring the exertion of up to I 0 pounds of force occasionally and a negligible amount of force
frequently or constantly to move objects, and some light work requiring the exertion of up to 20 pounds of force
occasionally, up to 10 pounds of force frequently, and negligible amount of force constantly to move objects; work
requires stooping, reaching, standing, fingering, grasping, and repetitive motions. Vocalcommunication is required for
expressing or exchanging ideas by means of the spoken word; hearing is required to perceive information at normal
spoken word levels; visual acuity is required for preparin g and analyzing written or computer data, operation of machines,
determining the accuracy and thoroughness of work, and observing general surroundings and activities.

WORI( ENVIRONMENT:
Works in an office setting, in generally comfortable conditions.

The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political affiliation.

In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to quolified
individuals with disabilities and encourages both prospective and current employees to discuss potential
accommodations with the employer,

TITLE:

Special Projects Manager

PG: GS-S
DEPARTMENT: EDA
REPORTS TO: Executive Director of EDA
REVISION DATE: IULY 2022
PURPOSE OF POSITION:
The purpose of this position has dualroles:
Manage special projects as assigned by the Mayor

1.

2.

of Gallatin
Perform professional and administrative work assisting the Executive Director of the Economic
Development Agency and coordinating activities of the Economic Development Agency.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
Thefollowing duties are normalfor this position. These are not to be construed us exclusive or ull-inclusive. Other
duties may be required and assigned.
Special Project for the Mayor of Gallatin:
I . Plans and coordinates efforts necessary to accomplish programs or projects of interest as assigned by the Mayor
2. Briefs the Mayor/Council Members on assigned projects and secures information required for proper action.
3. Communicate with public and other appropriate parties related to projects assigned by the Mayor.
4. Interfaces with County Officials, Council Members, and other community agencies as a representative when
requested.

5.
6.
7.
8.
9.

Monitors proposed Federal and State legislation for possible impacts on the City of Gallatin.
Reviews contracts, budget requests, and oversees grants related to projects as directed by the Mayor.
Obtains and maintains all required certifications to manage projects assigned by the Mayor.
Operates standard office, word, and data entry equipment.
Performs other duties as assigned.

Special Project for the Economic Development Agency:
l. Identifies and recruits likely business prospects, responds to new business inquires, maintains an inventory of
available sites/buildings, and aggressively markets suitable sites to such business prospects.
2. Evaluates economic, statistical, and demographic data to analyze best means to attract, retail, or expand
businesses andl or industries.
3. Coordinates activities and/or resolutions of problems/complaints through Federal, State, and local government
agencies (e.g., localtranspoftation boards, local development departments, etc.)
4. Communicates with public and other appropriate parties related to Economic Development Agency projects.
5. Maintains and develops contacts with land owners, developers, site consultants, realtors, entrepreneurs,
government officials, private industry representatives, chambers of commerce, and economic development related

6.
7.
8.
9.

organizations and agencies.
Promotes the creation ofjob opportunities and private capital investment and improvements within the city.
Prepares updates to community demographic information and maintains curent data regarding the community on
the economic development website and in electronic files for use in RFI's and other project communications.
Assists in the research and preparation of grant applications for submittal in coordination with the City's Grant

Coordinator.

Prepared prospect proposals, provides information to site consultants, and responds to the general public
regarding economic development projects and initiatives.
10. Coordinates with the local resource partners on matters such as workforce development, small business initiatives,
financing, business expansion, and more.
1 1. Prepares agenda packets for GEDA Board and assists with operations of the Board.
12. Guides and mentors the Existing Industries Manager and Administrative Assistant for the Economic Development

Agency.
13. Manage and assure compliance with grants pursued and obtained by the EDA
14. Write news releases and other promotional materials for the EDA.
15. Assure EDA brand print compliance.
16. Attend national, regional, state, and local meetings and/or conferences related to economic development.

17. Attends Gallatin Planning Commission and City Council meetings as requested by the Executive Director.
18. Supervises and assists the contract employees for the Gallatin Industrial Development Board and the Gallatin
Health, Educational, and Housing Facilities Board, with board operations, reporting requirements, and incentives,
including, but not limited to Payments In Lieu of Taxes (IPLOTs), and Tax Increment Financing (TIFs).
19. Train new employees on the overallmission of economic development, and on the job-specific responsibilities.

20. Write and prepare award submittals.
2l. Coordinate and assist with upkeep of the agency website as well as with agency marketing, including social
media, print, and other outlets.
22. May be required to work during a declared or undeclared emergency.
23. Performs other duties as assigned.

MINIMUM OUALIFICATIONS:
o Bachelor's degree or equivalent experience in business or closely related
a profess ional/executive setting

field with five (5) years' recent experience in

Minimum of three (3) years' of experience in economic development.
CEoD or TCeD certification is prefered.
o Experience with project management and working for elected officials is preferred.
o Must have a valid driver's license.
o

o

I(NOWLEDGE. SKILLS AND ABILITIES:
o Thorough knowledge

of principles and practices of govemmental organizations, policy-making, and administration.
knowledge of standard offrce practices, procedures, equipment, and administrative techniques.
o Thorough knowledge of business English, spelling, and arithmetic.
o AbiliW to performs and organize work independently.
. Ability to research and develop solutions to complex administrative problems.
o Ability to prepare effective correspondence on routine matters and to perform sophisticated office management details.
. Ability to maintain effective working relationships with other employees and the public and to deal with public
relation problems courteously and tactfully.
. Ability to establish and maintain effective working relationships with employees, City Officials, and the general
public.
o Ability to anticipate and resolve problems before a crisis ensues.
o Understanding of the City's political environment and sensitivities.
. Ability to function effectively within that environment.
r General knowledge of current office practices and procedures and knowledge of the operation of standard office

. Through

equipment and software.

. Ability to prepare and maintain accurate and concise records and reports.
. Ability to understand and effectively carry out verbal and written instructions.
. Ability to communicate effectively with other members of the staff, supervisor,

and the public.

Ability to communicate in both written and verbal form.
. Ability to develop, interpret, and implement local policies and procedures, written instructions, general
o

correspondence, Federal, State, and local regulations.

Ability to define problems and deal with a variety of situations.
o AbilitY to maintain discretion regarding business-related files, repofts and conversations within the provisions of the

o

open records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines
o Must have the ability to work accurately with attention to detail.
o
o

Ability to maintain confidentiality.
Ability to work the allocated hours of the position.

PHYSICAL REOUIREMENTS:

This is sedentary work requiring the exertion of up to 10 pounds of force occasionally and a negligible amount of force
frequently or constantly to move objects; work requires reaching, fingering, grasping, and repetitive motions; vocal
communication is required for expressing or exchanging ideas by means of the spoken word; hearing is required to
perceive information at normal spoken word levels; visual acuity is required for preparin g and analyzing written or
computer data, operation of machines, determining the accuracy and thoroughness of work, and observing general
surroundings and activities.

WORK ENVIRONMENT:
Works in an office setting, in generally comfortable conditions. Travel is required as assigned by the Executive Direction,
including flying.
The City of GaUafin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race,
sex' religion, color, notional or ethnic origin, age, disability, military service, or political affiliation,

In compliance with the Americuns with Disabilities Act, the City will provide reasonable occommodations
individuals with disabilities and encourages both prospective and current employees to discuss potential
accommodations with the employer.

EMPLOYEE NAME (PLEASE PRINT):

E,MPLOYEE SIGNATURE:

DATE

to qualiJied

TITLE: Administrative Assistant IV
PG: GN
DEPARTMENT: Engineering
REPORTS TO: City Engineer
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
The purpose of this position is to perform clerical and administrative work and to assist the City Engineer

SSENTIAL DUTIES AND RBSPO
TIte following duties are normal for this position, Tltese are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned.

1.
2.
3.
4.
5.

Provides clerical support to the department head. Provides administrative and clerical support to Engineering
staff.
Transcribes correspondence, composes routine correspondence, and types a variety of repofts and materials.
Maintains calendar, schedules appointments, responds to invitations and schedules interviews.
Answers questions and responds to inquiries or complaints on operations, policies and procedures.
Receives calls and callers for the executive and ascertains nature of business, directs to appropriate authority for

disposition.
Maintains plat inventory lists approved by the Planning Commission.
Communicates street and subdivision updates to local agencies and other city departments as needed.
Prepares City Council Resolution and Ordinances that involved the Engineering Department and coordinate with
other departments throughout those processes.
9. Assists with compliance of the City's Stormwater (MS4) Program. Duties include assisting with the
planning/coordination of events, maintaining event and volunteer contacts, coordinating advertising for events
and other marketing activities, purchasing of related supplies, and maintaining necessary records.
10. Assists Engineering staff with submittals and file maintenance for driveway permits, right-of-way permits, land
disturbance permits, engineering construction plans, and related planning reviews for compliance with City
ordinances, policies, and standard of design as they relate to Engineering and Stormwater Administration.
1 l. Plans and coordinates routine building and site maintenance for the Engineering Office including contractual
work, at the direction of the City Engineer.
12. Inventory and purchase all building maintenance, janitorial, and office supplies as needed.
13. Receives all records requests for the Department. Gathers requested information and returns to the City
Recorder's Office.
14. Maintains Department webpage
15. Maintains employee and personnel records, reviews records for accuracy, and maintains files.
16. Coordinates in/out-processing for all Engineering employees in addition to ordering necessary equipment,

6.
7.
8.

supplies, business cards, etc.

17. Maintains records of allstaff certifications and licenses renewals.
18. Maintains record of consulting firms working with the City.
19. Edits Municipal softwares and suggests efficiency improvements as the Department's Super User or Subject
Matter Expert. Coordinates this work with the department's staff and IT, Planning, and Codes Departments.
20. Prepares documents and reimbursement requests required for City projects as required and in accordance with
City/State/Federal rules and regulations.
27. Prepares and maintains accounting systems and various records and files.

22. Assists the City Engineer with budget preparation.
23. Maintains department bookkeeping and program records, reviews and processes accounts receivables and
payables.

24.Prepares monthly, quarterly and annual repofts for departmental projects, finances, and properfy/equipment
inventories in order to comply with State Auditors and fulfill inquires for annual reports from both Finance and
Risk Manager.

25. Undertakes special projects as assigned by the department head.
26. Performs other duties as assigned.

n/ITNTN/TITM rlTT

A T TU'Trr A

TI()Nq..

. High

Scliool Diplonia/GED.
in administrative assistant or related field. Bachelor's degree is preferred.
o Must have five (5) years' recent work experience in clerical/office work, preferably working directly with executive
level positions.
o Notary Public commission is preferred.
o Must have a valid driver's license.
o Associates degree

KNOWLEDGE. SKILLS AND ABILITIES:

. Knowledge of standard office practices,
o Knowledge

. Knowledge

procedures, equipment and secretarial techniques.

of business English, spelling and arithrnetic.
of the organization and functions of the area to which she/he is assigned and of general administrative

policies and practices.

. Ability to keep office records and to prepare accurate reports from file
. Abilify to perform and organize work independently.
o

Ability to prepare effective correspondence on routine matters

sources.

and to perform routine office management details

without referral to supervisor.

Ability to maintain effective working relationships with other employees

and the public and to deal with public
relations problems courteously and tactfully.
. Ability to establish and maintain effective and professional working relationships with vendors, finance staff, other
department heads and governmental officials.
o Generalknowledge of curent office practices and procedures and knowledge of the operation of standard office
equipment and software.
o Ability to prepare and maintain accurate and concise records and reports.
. Ability to understand and effectively carry out verbal and written instructions.
o Abiliry to communicate effectively with other members of the staff, supervisor, and the public.
o Ability to communicate in both written and verbal form.
. Ability to develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
o Ability to define problems and deal with a variety of situations.
. Ability to think quickly, maintain self-control, and adapt to stressful situations.
. Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.
e Ability to maintain confidentiality.
. Ability to work the allocated hours of the position.
o

PHYSICAL REOUIREMENTS:
This is sedentary work requiring the exertion of up to 10 pounds of force occasionally and a negligible amount of force
frequently or constantly to move objects and some medium work requiring the exertion of up to 50 pounds of force
occasionally. Physical activities include stooping, pulling, lifting, reaching, fingering, grasping, and repetitive motions.
Also includes the necessity to communicate by talking, hearing/listening. Specific vision abilities required by this job
include close, distance and peripheral vision; depth perception; and the ability to adjust focus.

WORK ENVIRONMENT:
Works in an office setting, in generally comfortable conditions.
The City of GaUafin is a drug-free equal opportunity employer, with policies of non-discrimination on tlte bosis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political afJiliotion,

In compliance with the Americans with Disabilities Act, the City will provide reusonsble accommodations to qualiJied
individuals witlt disabilities and encourages botlt prospective and current employees to discass potential
accommodations witlt tlte employer.
EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE,:

DATE:

TITLE: Engineering Project Manager ltililII

PG: GS/GV/GX (dependent upon qualifications)
DBPARTMBNT: Engineering
RBPORTS TO: Assistant City Engineer
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
The purpose of this position is to perform professional work in the design, construction, inspection and maintenance of a
variety of public facilities. Project Managers may have more of an emphasis in one of three areas within the Engineering
Department: ( 1) Traffic/Transportation, (2) Existing Transpoftation Infrastructure/Capital Improvements, and (3)
Developrnent Services.

ESSENTIAL DUTIES AND RBSPONSIBILITIES:
TIte

following duties are normal for this position.

These are not to be construed as exclusive or all-inclusive. Other

duties may be required and assigned,

1.
2.
3.
4.
5.
6.
7.

Plans, coordinates, and participates in review of submittals for subdivisions, site plans, zoning changes, and
related items for compliance with City ordinances, policies, and standard of design as they relate to engineering;
Reviews engineering construction drawings and inspects construction for compliance.
Verifies accuracy of design calculations for stormwater and transpoftation infrastructure submitted by engineers
for private development projects.
Manages all aspects of Capital Improvement construction projects from concept through construction related to
the City's bridges, roadway and traffic control system, resurfacing, and stormwater projects.
Prepares engineering construction drawings from field notes, sketches, record information, topographic maps, and
design calculations pertaining to stormwater, streets, utilities, or other City owned infrastructure, and inspecting
construction for compliance.
Calculates subdivision performance sureties, inspects construction, and reports estimates.

Evaluates and reports on proposed projects using accepted civil engineering design practices.
Communicates both broadly and specifically on Capital Improvement projects whatever information that should
be shared to all those required.
8. Investigates and evaluates citizen complaints concerning stormwater, street, andlor traffic control device problems
using accepted engineering design practices.
9. Prepares reports on recommended solutions and writes work orders for stormwater issues, street repair, traffic
control devices, and/or street signs.
10. Assists the Street Division by rnaking recommendations and inspections of construction associated with
stormwater, traffic control, and other construction projects.
I 1. Reports on street infrastructure conditions annually and recommends rehabilitation methods.
12. Inspects bridges for safety and assesses the need for repairs.
13. Manages, supervises, and performs programming, timing and communication corrections, and maintenance to
traffic control devices.
14. Inspects right-of-way excavations, traffic signals, and any other traffic control device installations.
15. Issues stop work orders on projects in violation of City requirements.
16. Collects data in the field, using basic surveying techniques for civil engineering project designs.
17. Provides other surveying expertise as education and skills allow. Including, but not limited to, construction and
boundary survey staking, topographic and boundary surveys, and preparing boundary/right-of-way/easement

information.
18. Prepares cost estimates, bid documents, and construction contracts.
19. Prepares and maintains engineering files and records.
20. Attends Planning Commission meetings as assigned.
21. Assist City Engineer with budget preparation related to own projects or activities.
22. Manages, administers, and performs tasks associated with the City's Stormwater (MS4) Program that are
nonnally performed by the Stormwater Utility Administration staff as necessary. This includes public education
and outreach, discharge and erosion prevention, inspections, mapping of the stormwater infrastructure, ernployee
training, development of operational procedures, procurement of grants, construction plan review, compliance
monitoring, and administration of violations.
23. Performs any and all tasks normally perfonned by the Engineering Technician or Traffic Signal Corrtrol
Technician as necessary.
24. Performs related tasks as required.

MINIMUM OUALIFICATIONS

:

Proiect Ma naoer I
o Bachelor's Degree in Civil Engineering or closely related field.
o Engineer Intern certification, or ability to obtain the certification within one year is preferred.
o Must have a valid driver's license.
Proiect Manager II
o Bachelor's Degree in Civil Engineering or closely related field, with a minimum of four (4) years recent professional
work experience in Civil Engineering.
o Professional Engineer (PE) Licensing.
r Must have a valid driver's license.
Proiect Manager III
o Bachelor's Degree in Civil Engineering or closely related field, with a minimum of eight (8) years of recent
professional work experience in Civil Engineering.
r Professional Engineer (PE) Licensing.
o Registered Licensed Surveyor preferred and can count toward required experience.
o Must have a valid driver's license.

Note: Project Manager II level eligibility is attained by achieving Professional Engineer (PE) licensure. Duties
II level have greater expectations and responsibilities tltan
that of the Project manager I level and so onfor the Proiect Manager III level.
and performance requirements at the Project Manager

KNOWLBDGE.

,S

AND ABILITIES:

Knowledge of civil engineering design methods and practices.
. Knowledge of the techniques and methods of drafting.
r Knowledge of the principles of mathematics relating to the civil engineering field.
o Skill in the use of engineering surveying instruments.
. Ability to design water, storm water management and other public works and public utility projects.
. Ability to establish and maintain effective working relationships with others.
o Abiliry to establish and maintain effective and professional working relationships with vendors, finance staff other
department heads and governmental officials.
. General knowledge of current office practices and procedures and knowledge of the operation of standard office
o

equipment and softwares.
to prepare and maintain accurate and concise records and reports.
to understand and effectively carry out verbal and written instructions.
to communicate effectively with other members of the staff, supervisor, and the public.

Ability
o Ability
o Abiliry
. Ability
. Ability
o

to communicate in both written and verbal fonn.
to develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
o Abili8 to define problems and deal with a variety of situations.
r AbiliW to think quickly, maintain self-control, and adapt to stressful situations.
o Abiliry to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.
. Ability to maintain confidentiality.
. Ability to work the allocated hours of the position.

PHYSICAL REOUIREMENTS :
This is medium work requiring the exertion of 50 pounds of force occasionally, up to 20 pounds of force fi'equently, and
up to 10 pounds of force constantly to move objects; work requires climbing, balancing, stooping, reaching, standing,
walking, fingering, grasping, and feeling; vocal communication is required for expressing or exchanging ideas by means
of the spoken word; hearing is required to perceive information at normal spoken word levels; visual acuity is required for
preparing and analyzing written or computer data, visual inspection involving small defects and/or small pafts, use of

measuring devices, operation of motor veliicles or equipment, determining the accuracy and thoroughness of work, and
observing general surroundings and activities.

WORI( ENVIRONMENT:
Work is often in an office setting. However, the employee is subject to outside environmental conditions including,
extreme cold, extreme heat, noise, vibration, hazards, atmospheric conditions, dust/dirt, grease/oils, paint fumes, moving
pafts of machinery and extreme weather conditions both hot and cold.
Tlte City of Gallatin is a drug-free equal opportunity employer, witlt policies of non-discrimination on the basis of race,
sex, religion, color, national or etltnic origin, age, disability, military service, or political afJiliation.

In compliunce witlt tlte Americans with Disabilities Act, tlte City will provide reasonable accommodations to qualiJied
individuals with disabilities and encourages botlt prospective and current employees to discuss potential
accommodations with tlte employer.

EMPLOYEE NAME (PLEASE PRINT)

EMPLOYEE SIGNATURE:

DATE:

TITLE: Engineering Technician VIIIII
PG: GN/GP/GR (Dependent upon qualifications)
DEPARTMENT: Engineering
REPORTS TO: Assistant City Engineer
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
The purpose of this position is to perform inspection of public infrastructure construction, alteration, maintenance and
repair to ensure compliance with the approved plans and specifications, or other approved standards. Perform other
infrastructure management duties. Serve as a liaison between the Engineering Dept. and other departments.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
The following duties are normal for tltis position. Tlrcse are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned.

1.

Performs, documents, and communicates back to relevant parties' on-site ir-rspections of both public and privately
funded/constructed infrastructure projects for compliance with approved plans and specifications, and other
related standards.
2. Collaborates with Engineering Project Managers to monitor performance surefy and private developer
performance. Including, but not limited to initial installation, progress, and final inspections on privately
contracted public infrastructure construction and creation and updating surety calculations for completion of this
infrastructure.
3. Coordinates with the Building Codes Department and other members of Engineering and Stormwater Utility
Administration regarding Building Permit and Certificate of Occupancy issuance. This includes making sure that
all necessary Engineering and Stormwater requirements are being met related to these permits.
4. Collaborates with Engineering Project Managers on all permitting and inspection associated with ROW
Excavation and Driveway permits. This includes work that does not require permitting for in-house departments.
5. Maintains engineering files and records.
6. Reviews plans and specifications for contractibility and conformance to established construction standards.
7. Performs tests on various construction materials for quality assuranoe.
8. Processes quantity of work completed tabulation, cost estimates, and payment preparation for Contractors.
9. Checks and documents material delivery tickets.
10. Calculates project materials quantities.
I 1. Inspects traffic control devices within the City right-of-way for compliance with adopted regulations.
12. Monitors construction work zones for proper safety measures and traffic management.
13. Collects data in the field, using basic surveying techniques.
14. Performs other data collection regarding City's infrastructure.
15. Maintains accurate and up-to-date inspection records.
16. Prepares memos, progress reports, notices and logs as required.
17. Sketches and reviews "as-built" drawings to ensure accurate project documentation.
I 8. Assists in notifring property owners of project start and stop dates, street closings, and other information related
to planned or on-going projects.
19. Assists in the tasks associated with the City's Stormwater (MS4) Program. This includes public education and
outreach, discharge and erosion prevention, inspections, mapping of the stormwater infrastructure, assisting in
construction plan review, compliance monitoring, and administration of violations.
20. Investigates and resolve citizen complaints and identif,, recommended solutions.

21. Prepares work orders.
22. Performs related tasks as required.

MINIMUM OUALIFICATIONS

:

Enpineerins Technician I
Associate's Degree in Engineering or closely related field or four (4) years' recent professional experience in
construction inspection, surveying, or related field.
oTDOT Concrete Field Testing, Hot Mix Asphalt Roadway Certifications preferred.
o TDOT Soils Technician training preferred.
o Must have a valid driver's license.
o

Ensineerins Tech nician II
o Associate's Degree in Engineering or closely related field or eight (8) years' of recent professional
experience in construction inspection, surveying, or related field.
o TDOT Concrete Field Testing, Hot Mix Asphalt Roadway Certifications preferred.
o TDOT Soils Technician training prefened.
o Must have a valid driver's license.

Ensineerins Technician III
oAssociate's Degree in Engineering or closely related field or twelve (12) years' of recent professional
experience in construction inspection, surveying, or related field.
o TDOT Concrete Field Testing, Hot Mix Asphalt Roadway Certifications preferred.
o TDOT Soils Technician training preferred.
o Must have a valid driver's license.
KNOWLEDGE" SKILLS AND ABILITIES:
o Knowledge of methods and practices of public works inspection.
o Knowledge of construction methods, materials and equipment
o Knowledge of the principles of basic mathematics relating to the civil engineering/construction field.
o Skill in the use of engineering surveying instruments.
. Ability to read and interpret plans and specifications accurately and to compare them with construction in progress.
. Ability to establish and maintain effective working relationships with contractors, general public and other employees.
. Ability to establish and maintain effective and professional working relationships with vendors, finance staff, other
department heads and governmental officials.
o Generalknowledge of current office practices and procedures and knowledge of the operation of standard office
equipment and softwares.
to prepare and rnaintain accurate and concise records and reports.
to understand and effectively carry out verbal and written instructions.
to communicate effectively with other members of the staff, supervisor, and the public.
to communicate in both written and verbal form.
to develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
. Ability to define problems and deal with a variety of situations.
. Ability to think quickly, maintain self-control, and adapt to stressful situations.
. Ability to maintain discretion regarding business-related files, repofts and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
c Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.

. Abilify
. Ability
. Ability
. Ability
. Ability

. Ability to maintain confidentiality.
o

Ability to work the allocated hours of the position.

PHYSICAL REQUIREMENTS:
This is medium work requiring the exertion of 50 pounds of force occasionally, up to 20 pounds of force frequently, and up
to 10 pounds of force constantly to move objects; work requires climbing, balancing, stooping, reaching, standing, walking,
fingering, grasping, and feeling; vocal communication is required for expressing or exchanging ideas by means ofthe spoken

word; hearing is required to perceive informatiott at normal spoken word levels; visual acuity is required for preparing and
analyzing written or computer data, visual inspection involving small defects and/or small pafts, use of measuring devices,
operation of motor vehicles or equipment, detennining the accuracy and thoroughness of work, and observing general
surroundings and activities.

WORI{ BNVIRONMENT:
Work is often in an office setting. However, the employee is subject to outside environmental colditions including,
extreme cold, extreme heat, noise, vibration, hazards, atmospheric conditions, dust/dirt, grease/oils, paint fumes, moving
pafts of machinery and extreme weather conditions both hot and cold.
Tlre City of Gallatin is a drug-free equal opportunity employer, witlt policies of non-cliscrimination on the basis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political affiliation.

In compliance witlt

the Americans witlt Disabilities Act, the City will provide reasonable accommodations to quolifie1
individuals witlt disabilities and encourages both prospective ancl carrent employees to tliscuss potential
accontmodations witlt the employer.

EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE

DATE:

TITLB: Stormwater Project Manager ItIllilI
PG: GS/GU/GW (dependent upon qualifications)
DBPARTMENT: Engineering - Stormwater
REPORTS TO: Stormwater Utility Manager
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
The purpose of this position is to supporl the goals and regulatory requirements of the City of Gallatin Stormwater Utility,
Stormwater Programs, and the Engineering Division. This includes, but is not limited to professional work in the design,
plans review, inspection, and maintenance of the City's stormwater facilities, assisting with and or managing programs,
tasks, and events related to ensuring compliance with the City of Gallatin's Municipal Separate Storm Sewer System
(MS4) Permit as re-issued by the State of Tennessee with increased requirements every five years as part of the National
Pollutant Discharge Elimination System (NPDES) system.

ESSRNTIAI, DI]TIF"S A

RESPONSIBILITIES:

Tltefollowing duties are normalfor this position, These are not to be construed as exclusive or all-inclusive. Other
daties may be required and assigned,

l.
2.
3.
4.
5.
6.
7.
8.
9.

Plans, coordinates, and participates in review of submittals for subdivisions, site plans, zoning changes, and
related items for compliance with City ordinances, policies, and standard of design as they relate to Stormwater;
Reviews engineering construction drawings and inspects construction for compliance.
Verifies accuracy of design calculations for stormwater infrastructure submitted by engineers for private
development projects.
Manages all aspects of Capital Improvement construction projects from concept through construction related to
the City's bridges and stormwater infrastructure projects.
Prepares engineering construction drawings from field notes, sketches, record information, topographic maps, and
design calculations pertaining to stormwater or other City owned infrastructure, and inspecting construction for
compliance.
Manages, administers, and performs tasks associated with the City's Stormwater (MS4) Program. This includes
public education and outreach, discharge and erosion prevention, inspections, mapping of the stormwater
infrastructure, employee training, development of operational procedures, procurement of grants, construction
plan review, compliance monitoring, and administration of violations.
Calculates subdivision performance sureties, inspects construction, and reports estimates.
Evaluates and reports on proposed projects using accepted civil engineering design practices.
Investigates and evaluates citizen complaints concerning stormwater problems using accepted engineering design
practices. Coordinates solution, and prepares reports on recommended solutions and/or writes work orders for

stormwater issues.

Assists the Street/Stormwater Maintenance Division by making recommendations and inspections of construction
associated with stormwater and other construction projects.
10. Inspects bridges for safety and assesses the need for repairs.
I l. Assists in enforcing the provisions of the City of Gallatin Stormwater Ordinance. Including Issuing stop work
orders on projects in violation of City requirements.
12. Prepares cost estimates and bid documents.
13. Prepares and maintains engineering files and records.
14. Attends Planning Commission meetings as assigned.
15. Performs any and alltasks normally performed by the Stormwater Technician as necessary.
16. Performs related tasks as required.

MINIMUM OUALIFICATIONS

:

Proiect Manager I
o Bachelor's Degree in Civil Engineering, Construction, and/or Water related field.
o Engineer Intern certification, or ability to obtain the certification within one year is preferred
o Must have a valid driver's license

Proiect Manaqer II
o Bachelor's Degree in Civil Engineering, Construction, andlor Water related field,
r Must have a minimum of four (4) years' recent professional work experience that fulfills the requirements of
the position.
. Professional Engineer (PE) Licensing.
o TDEC Level 1 and 2 certifications, or the ability to obtain these certifications, is preferred.
o Certified Floodplain Manager (CFM) or APWA: Cer"tified Stormwater Manager (CSM) certifications, or the
ability to obtain these certifications, is preferred.
o Must have a valid driver's license.
Proiect Manager III
o Bachelor's negree in Civil Engineering, Construction, and/or Water related field
o Must have a minimum of eight (8) years' recent professional work experience that fulfills the requirements
of the position.
o Professional Engineer (PE) Licensing. TDEC Level 1 and2 certifications, or the ability to obtain these
cer1ifi cations, is preferred.
o Certified Floodplain Manager (CFM) or APWA: Certified Stormwater Manager (CSM) certifications, or the
ability to obtain these certifications, is preferred.
o Must have a valid driver's license.

Note: Proiect Manager II level eligibility is attained by achieving Professional Engineer (PE) licensure. Daties ancl

performance requirements at the Project Manager II level have greater expectations and responsibitities than that
tlte Project manager I level and so onfor the Project Manager III level.

of

KNOWLBDGE. SIilLLS AND ABILITIES:
o Knowledge of civil engineering design methods and practices.
o Knowledge of the techniques and methods of drafting.
e Knowledge of the principles of mathematics relating to the civil engineering field.
o Skill in the use of engineering surveying instruments.
o Ability to design water, storm water management and other public works and public utility projects.
o Ability to establish and maintain effective working relationships with others.
r Ability to establish and maintain effective and professional working relationships with vendors, finance staff, other
department heads and governmental officials.
. General knowledge of curent office practices and procedures and knowledge of the operation of standard office
equipment and software.
to prepare and maintain accurate and concise records and reports.
to understand and effectively carry out verbal and written instructions.
to communicate effectively with other members of the staff, supervisor, and the public.
to communicate in both written and verbal form.
to develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
. Ability to define problems and deal with a variety of situations.
o Ability to think quickly, maintain self-control, and adapt to stressful situations.
o AbilitY to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.

Ability
. Ability
. Abilify
. Ability
. Ability
o

. Ability
o

to maintain confidentiality.

Ability to work the allocated hours of the position.

PHYSICAL REQUIREMENTS :
This is medium work requiring the exeftion of 50 pounds of force occasionally, up to 20 pounds of force frequently, and
up to 10 pounds of force constantly to move objects; work requires climbing, balancing, stooping, reaching, standing,
walking, fingering, grasping, and feeling; vocal communication is required for expressing or exchanging ideas by means
of the spoken word;hearing is required to perceive information at normal spoken word levels; visual acuity is required for
preparing and analyzing written or computer data, visual inspection involving small defects and/or small parts, use of
measuring devices, operation of motor vehicles or equipment, determining the accuracy and thoroughness of work, and
observing general surroundings and activities.

WORK ENVIRONMENT:
Work is often in an office setting. However, the employee is subject to outside environmental conditions including,
extreme cold, extreme heat, noise, vibration, hazards, atmospheric conditions, dusVdirt, grease/oils, paint fumes, moving
parts of machinery and extreme weather conditions both hot and cold.
. TIte City of Gollutin is a drug-free equal opportunity employer, witlt policies of non-tliscrimination on the basis
race' sex' religion, color, national or ethnic origin, age, disability, military service, or political affitiation.

of

In compliance with the Americans with Disabilities Act, the City witl provide reasonable accommoclations to qualifietl
individuals with disabilities and encourages both prospective and cument employees to cliscuss potential
accommodations witlt tlre employer.

EMPLOYEE NAME (PLEASE PRINT)

EMPLOYEE SIGNATURE:

DATE:

TITLE: Stormwater Technician VIVII
PG: GN/GP/GR (dependent upon qualifications)
DBPARTMENT: Engineering - Stormwater
REPORTS TO: Stormwater Utility Manager
REVISION DATE: JULY 2022
PIIRPOSE OF POSITION:
The purpose of this position is to support the goals and regulatory requirements of the City of Gallatin
Storrnwater Utility,
Stormwater Programs, and the Engineerirrg Division. This includes, tut is not lirnited to onsite inspections,
assisti,g wiih
or managing the Land Disturbance Permit (LDP) program, tasks, and events related to ensuring compliance
with thJCity
of Gallatin's Municipal Separate Storm Sewer System (M54) Permit as re-issued by the State of Tennessee
with increased
requirements every five years as part of the National Pollutant Discharge Elimination System (NpDES)
system.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
Tlte following duties are normal for this position. These are not to be construed as exclusive
or all-inclusive. Otlter
duties may be required and assigned.

1.
2'

Enforces the provisions of the city of Gailatin Stormwater ordinance.
Conducts inspections of construction sites to ensure stormwater concerns, erosion control structures,
and Best
Management Practices (BMPs) are installed, utilized, and maintained in accordance with the
approved
construction plans, and in accordance with City, State, and Federal Regulations.
3' Preforms initial inspections of the initial erosion controls on a construction site and determines if site has met the
conditions for issuing an LDP.
4' Performs final inspections after completiott and stabilization of stormwater and erosion control structures and
determines if LDP can be closed.
5. Performs on-site inspections of both public and privately funded/constructed infrastructure projects for
compliance witlr approved plans and specifications, and other related standards.
6. Assists and leads in some areas the tasks associated with the City's Stormwater (MS4) program. This includes
public education and outreach, construction site inspections, illicit discharge investigation{stream
assessments,
and plans review.
7. Maintains detailed records, inspection repofts, case files and related documentation utilizing a mulicipal
management software system.
8' Leads and administers the Land Disturbance Permit process, including organization and leading of preconstruction meetings with all necessary parties.
9' Performs work in a Self-motivated, independent manner focusing on personaltime management and coordination
with contractors and permit requirements.
10' Assists in the review of stormwater and erosion control plans to ensure compliance with local regulations.
l-1. Assists with watershed monitoring and mapping activities and performs data collection, includiig
hot spots,
stream assessments, compliance inspections, etc.
12' Performs enforcement actions as needed including verbal and written Notice of Violation and Stop Work
orders.
communicates with contractors and developers in correcting violations.
L3. Assists in enforcing all zoning, subdivision, and technical codes and ordinances relative to
the Engineering
Department and Stonnwater Division.
L4' Attends meetings, seminars, and training sessions as required to remain knowledgeable in the field
a'd to promote
improved job performance.
l-5. Performs administrative functions such as scheduling, answering telephones, taking and relaying
messages,
making presentations, and assisting in issuing appropriate permits.
16. obtains professional certifications necessary to enforce adopted codes.
17' Investigates and resolves citizen complaints and identifier.".orrr,rr"nded solutions.
1-8. Prepares related work orders as required.
L9. Complies with all safety requirements as required by the City and by individual construction sites.
20. Performs related tasks as required.

MINIMIIM OII

CATIONS:

Stormwater Technician I
o Associate's Degree in an Environmental Science, Civil or Environmental
Engineering, or closely related
field or High School Diploma/GED with a minimum of four (4) years' recent and related work experience.
o TDEC Level I Erosion and Sediment Control course cerlifications
or ability to obtain certifications within six
(6) months of employment. Ability to obtain TDEC Level II andlor CPESC certifications preferred.
o Must have valid driver's license.
Stormwater Technician II
oAssociate's Degree in an Environmental Science, Civil or Environmental Engineering, or closely related
field or High School Diploma/GED with a minimum of eight (8) years' recent and related work experience.
o TDEC Level I and Level II Erosion and Sediment Control course certifications
or ability to obtain
certifications within six (6) months of employment. Ability to obtain TDEC Level II and/or CPESC
certifi cations preferred.
o Must have valid driver's license.
Stormwater Technician III
rAssociate's Degree in an Environmental Science, Civil or Environmental Engineering, or closely related
field or High School Diploma/GED with a minimum of twelve (12) years' recent and related work
experience.
o TDEC Level I and Level II Erosion and Sediment Control course certifications
or ability to obtain
certifications within six (6) months of employment.
o Ability to obtain CPESC certifications preferred.
o Must have valid driver's license.

I(NOWLEDGE. SKILLS AND ABILITIES:
. Knowledge of Local, State, and Federal regulations pertaining to stormwater.
Knowledge of the trade(s) required in the maintenance, repair andlor construction of stormwater systems.
Knowledge of the occupational hazards and safety precautions of the work.
o Knowledge of GIS, GPS, CAD, and other special technology.
o Knowledge of Microsoft Office computer software.
o Knowledge of EnerGov, Munis, or other municipal management software.
o Ability to maintain records and prepare detailed reports.
o AbilitY to skillfully use the specialized tools and operate equipment related
to the area assigned.
r Ability to multitask and prioritize requests and projects.
. Ability to work under tight time frames to meet target dates.
. Ability to take control of situations in a responsible manner.
o Ability to plan, organize, manage, direct, and evaluate the work.
' Ability to establish and maintain effective and professional working relationships with other employees, department

'

o

heads and governmental officials.

. Ability to prepare and maintain accurate and concise records and reports both handwritten and digital.
. Ability to understand and effectively carry out verbal and written instructions.
. Ability to communicate effectively with other members of the staff, supervisor, and the public.
r Ability to communicate in both written and verbal form.
. Ability to develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.

r Ability to define problems and deal with a variety of situations.
o AbilitY to think quickly, maintain self-control, and adapt to stressful situations.
o AbilitY to maintain discretion regarding business-related files, repofts and conversations,
within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
accurately with attention to detail.
AbilitY to work the allocated hours of the position, including after hours as needed during extrerne events.
Ability to deal courteously and effectively with the public.

. Ability to work

'

.

PHYSICAL REOUIREMENTS:
This is medium work requirirrg the exeftion of 50 pounds of force occasionally, up to 20 pounds of force frequently, and
up to I 0 pounds of force constantly to move objects, and some heavy work requiring tlie exeftion of I 00 pounds of force
occasionally, up to 50 pounds offorce frequently, and up to 20 pounds offorce constantly to move objects. Physical
activities include climbing, balancing, stooping, standing, walking, pushing, pulling, lifting, reaching, fingering, grasping,
and repetitive motior-rs. Also includes the necessity to comrnunicate by talking, hearing/listenirig. Specific vision
abilities required by this job include close, distance and peripheral vision; depth perception; and the ability to adjust focus,
for operation of machines and equipment, determination accuracy and thoroughness of work, and observation of general
surroundings.

WORK ENVIRONMENT:
The employee is subject to inside and outside environmental conditions including, extreme cold, extreme heat, noise,
vibration, hazards, atlnospheric conditions, dusVdilt, grease/oils, paint fumes, moving parts of machinery, extreme
weather conditions both hot and cold, rugged terrain including work in and around streams. Work is generally outdoors.

The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the bosis of race,
sex, religion, color, national or etltnic origin, age, disability, military service, or political affiliation.

In compliance witlt

the Americans with Disabilities Act, the City will provide reasonable accommodations to qualiJied
individuals with disabilities and encourages botlt prospective and cument employees to discuss potential
accommodations with the employer,

EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE:

DATE:

TITLE: Surveyor/Engineering Technician
PG: GS
DEPARTMENT: Engineering
REPORTS TO: Assistant City Engineer
REVISION DATB: JULY 2022
PURPOSE OF POSITION:
The purpose of this position is to offer professional surveying services to all departments within the City of Gallatin. This
position performs professional work in the design, construction, inspection, and maintenance of a variety of public
facilities. Serve as a liaison between the Engineering Dept. and other depaftments.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
The following duties are normal for this position, These are not to be construed as exclasive or all-inclusive. Other
duties may be required and assigned

Collects data in the field, using basic surveying techniques.
Provides surveying expertise to all City departments.
Performs and creates drawings for topographic and boundary surveys.
4 Performs construction and boundary survey staking.
Prepares and reviews all manner of boundary/right-of-way/easement information.
5
6 Plans, coordinates and participates in submittals for subdivisions and related reviews for compliance with City
ordinances, policies, and standard of design as they relate to surveying. Reviews engineering construction drawings
and inspects construction for compliance.
7. Collaborates with the City's GIS personnelto ensure the City's GIS mapping is accurate and up-to-date.
8. Assists the Gallatin Police Department in both accident scene and crime scene surveying.
9. Assists the Street Division with drainage, roadway, and other related construction projects by providing stakeout,
benchmarks, and other pertinent information for construction.
10. Ensures construction accuracy by inspecting and performing "as-built" surveys.
I l. Prepares engineering construction drawings from field notes, sketches, record information, topographic maps and
design calculations pertaining to stormwater, streets, utilities, or other City owned infrastructure, and inspect
I

2
J

construction for compl iance.
12. Performs, documents, and communicates back to relevant parties' on-site inspections of both public and privately
funded/constructed infrastructure projects for compliance with approved plans and specifications, and other
related standards.
13. Collaborates with Engineering Project Managers to monitor performance surety and private developer
performance. Including, but not limited to initial installation, progress, and final inspections on privately
contracted public infrastructure construction and creation and updating surety calculations for completion of this

infrastructure.
14. Coordinates with the Building Codes Depaftment and other members of Engineering and Stormwater Utility
Administration regarding Building Permit and Certificate of Occupancy issuance. This includes making sure that
all necessary Engineering and Stormwater requirements are being met related to these permits.
15. Collaborates with Engineering Project Managers on all permitting and inspection associated with ROW
Excavation and Driveway permits. This includes work that does not require permitting for in-house departments.
16. Investigates and resolve citizen complaints and identify recommended solutions.
17. Prepares and maintains surveying and engineering files and records.
18. Attends Planning Commission meetings as assigned.
19. Serves as and performs the role of City Surveyor.
20. May perform other tasks normally performed by the Engineering Technician.
2l . Performs related tasks as required.

MINIMUM OUALIFICATIONS:
o Bachelor's Degree in

Civil Engineering or closely related field.
Education and Experience must meet the guidelines outlined in the Tennessee State Board of Examiners for Land
Surveyors requirements Category A, B, or C.
o Professional Surveying (PS) Licensing.
o Must have a valid driver's license.
o

KNOWLEDGE" SKILLS AND ABILITIES:
o Knowledge of civilengineering design methods and practices.
o Knowledge of the techniques and methods of drafting.
r Knowledge of the principles of mathematics relating to the civil engineering field.
o Skill in the use of engineering surveying instruments.
o Ability to design water, storm water management and other public works and public utility projects.
e Ability to establish and maintain effective working relationships with others.
. Ability to establish and maintain effective and professional working relationships with vendors, finance staff, other
department heads and governmental officials.
o General knowledge of cument office practices and procedures and knowledge of the operation of standard offrce
equipment and software.
to prepare and maintain accurate and concise records and reports.
o Ability to understand and effectively carry out verbal and written instructions.
o Ability to communicate effectively with other members of the staff, supervisor, and the public.

o

Abilif

o

Abili8

o

Abilif

to communicate in both written and verbal form.
to develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
. Ability to define problems and deal with a variety of situations.
o Abilify to think quickly, maintain self-control, and adapt to stressful situations.
. Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.
. Ability to maintain confidentiality.
o Ability to work the allocated hours of the position.
o Knowledge of land surveying and construction surveying.
o Knowledge of the techniques and methods of surveying and drafting; thorough knowledge of the principles of
mathernatics relating to the surveying field; skill in the use of surveying instruments; ability to establish and maintain
effective working relationships with others.

PHYSICAL REOUIREMENTS:
This is medium work requiring the exeftion of 50 pounds of force occasionally, up to 20 pounds of force frequently, and
up to l0 pounds of force constantly to move objects; work requires climbing, balancing, stooping, reaching, standing,
walking, fingering, grasping, and feeling; vocal communication is required for expressing or exchanging ideas by means
of the spoken word; hearing is required to perceive information at normal spoken word levels; visual acuity is required for
preparing and analyzing written or computer data, visual inspection involving small defects and/or small parts, use of
measuring devices, operation of motor vehicles or equipment, determining the accuracy and thoroughness of work, and
observing general surroundings and activities, the worker is subject to inside and outside environmental conditions, noise,
hazards, and atmospheric conditions.

WORK ENVIRONMENT:
Work is often in an office setting. However, the employee is subject to outside environmental conditions including,
extreme cold, extreme heat, noise, vibration, hazards, atmospheric conditions, dust/dirt, grease/oils, paint fumes, moving
parts of machinery and extreme weather conditions both hot and cold.
The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race,
sex, religion, color, national or ethnic origin, age, disabilily, military service, or political affiliation.

In compliance with the Americans with Disabilities Act, the City will provide reasonable occommodations to qualiJied
individuals with disabilities and encourages both prospective and current employees to discuss potential
accommodations with the employer.
EMPLOYEE NAME (PLEASE PRINT)
EMPLOYEE SIGNATURE

DATE:

TITLE: Administrative Assistant V
PG: GO
DEPARTMENT: Fire Department
REPORTS TO: Fire Chief and Assistant Fire Chief
REVISION DATE: JULY 2022

PURPOSE OF'POSITION:
The purpose of this position is to perform clerical and administrative work supporting the Fire Administrative Staff for the
Gallatin Fire Department.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

following duties ure normal for this position. These are not to be construed as exclasive or all-inclusive. Other
duties may be required and assigned.
The

L
2.
3.
4.
5.
6.
7.
8.
9.
10.
I 1.

12.
13.

Serves as primary clerical support to the Fire Chief.
Prepares and maintains accounting systems and various records and files;
Assists with administrative tasks as assigned.
Receives calls and callers for the Fire Staff and directs to appropriate authority for disposition.
Maintains employee and personnel records, reviews records for accuracy, and maintains files.

Assists with budget preparation.
Undertakes special projects as assigned by the Fire Chief or Administrative Fire Chief.
Maintains calendar, schedules appointments, responds to invitations and schedules interviews.
Processes service requests, prepares work orders.
Follows up on work orders to insure proper and timely action.
Maintains bookkeeping and program records, reviews and processes accounts receivable and payable.
Prepares rnonthly, quarterly and annual reports.
Prepares minutes of meetings, prepares files and forwards action needs to proper department/division.

14. Transcribescorrespondence,composesroutinecorrespondence,andtypesavarietyofreportsandmaterials.

15. Performs other duties as assigned.

MINIMUM OUALIFICATIONS:
. High School Diploma/equivalent.
o Associates degree

in administrative assistant or related field.

r Bachelor's degree is preferred.
o Must have

five (5) years' recent work experience in clerical/office work, preferably working directly with executive
level positions.
o Must have a valid driver's license.

KNOWLEDGE. SKILLS AND ABILITIES:
o Knowledge of standard office practices, procedures, equipment and secretarial techniques.
r Knowledge of business English, spelling and arithmetic.
o Knowledge of the organization and functions of the department and of general administrative policies and practices.
o Knowledge and ability to effectively utilize Microsoft Office (Word, Excel, PowerPoint) to generate repofts including
written documents.
o AbilitY to keep office records and to prepare accurate repofts from file sources.
o Ability to perform and organize work independently.
. Ability to operate a computer and word processor and to type at a reasonable rate of speed (65 wpm or more).
o Rbility to prepare effective correspondence on routine matters and to perform routine office management details
without referral to supervisor.
. Ability to maintain effective working relationships with other employees and the public and to deal with public
relations problems courteously and tactfully.
. Ability to establish and maintain effective and professional working relationships with vendors, finance staff, other
departrnent heads and governmental officials.

Generalknowledge of current office practices and procedures and knowledge of the operation of standard office
equipment and software.
e General knowledge of Fire Records Management Systems.
. Ability to prepare and maintain accurate and concise records and reports.
. Ability to understand and effectively carry out verbal and written instructions.
o Ability to communicate effectively with other members of the staff, supervisor, and the public.
o Ability to communicate in both written and verbal form.
. Ability to develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
. Ability to define problems and deal with a variety of situations.
o Ability to think quickly, maintain self-control, and adapt to stressful situations.
o Abiliff to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
r Must have ability to work accurately with attention to detail.
o

. Ability
. Ability

to maintain confidentiality.
to work the allocated hours of the position.

PHYSICAL REOUIREMENTS:
This is sedentary work requiring the exertion of up to l0 pounds of force occasionally and a negligible amount of force
frequently or constantly to move objects. Work requires climbing, stooping, reaching, fingering, grasping, and repetitive
motions; vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is
required to perceive information at normal spoken word levels; visual acuity is required for preparin g and analyzing
written or computer data, determining the accuracy and thoroughness of work, and observing general surroundings and
activities.

WORK BNVIRONMENT:
Works is in an office setting, in generally comfortable conditions.
The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political affiliation.

In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations
individuals with disabilities and encourages both prospective and cument employees to discuss potential
accommodations with the employer.

EMPLOYEE NAME (PLEASE PRINT):

EMPI,OYEE SIGNATURE

DATE:

to qualified

TITLE: Assistant Fire Chief * Administration
DEPARTMENT: Fire Depaftment
Pay Grade: GY-S
REPORTS TO: Fire Chief
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
Under direction of the Fire Chief, develops and monitors the Fire Department's annual budget. Admilisters and directs
support services that include emergency management, logistics, facility and fleet maintenance, along with grant
development. Will provide executive level assistance with policy analysis and labor management relations.

ESSBNTIAL DIITIES A

RESPONSIBILITIES:

following duties are normal for this position. These are not to be construed as exclusive or all-inclusive, Other
duties may be required and assigned,
Tlte

1.

Plan, direct, and coordinate department activities in accordance with specified objectives. During absence of the
Fire Chief, may assume fullresponsibilify of department operations.
2. Oversees the repair and maintenance of allFire Department facilities, fire apparatus, vehicles, and firefighting
related equipment.
3. Serves as manager for all Fire Department assets and coordinates purchases with Finance Department following
established procurement practices.
4. Assists with grant development and management.
5. Provides staff assistance to the Fire Chief; prepares and presents detailed reports and records on departmental
activities for executive management review; participates in providing technical presentations to elected officials,
City Administration, and various groups.
6. Participate in formulating and administering Fire Department policy and guidelines along with developing longrange goals and objectives.
7. Serves as the Fire Department's ISO Project coordinator in collaboration with other staff members and line
personnel.
8. In collaboration with the Fire Chief, oversee subordinate staff by providing work direction, resolving problems,
preparing shift schedules and setting deadlines to ensure completion of operational functions.
9. Responds to emergency incidents as a member of the Incident Command Staff and provides supervision and
guidance within the established incident command structure.
10. Take personal responsibility to provide excellent internal and external customer service in order to promote and
maintain a positive City image, a constructive working environment, and foster pride and professionalism in the
workplace and community.
1 1. Monitors and evaluates the efficiency and effectiveness of service delivery methods and procedures. Identifies
opportunities for improvement and reviews with Fire Chief; directs the implementation of improvements

activities.
12. Represent the department at avariety of meetings, public functions, and conferences to provide and obtain
information and to promote and coordinate department activities.
13. Maintain liaison and working relationships with other City Departments, citizens, public and private
organizations, other fire departments, and various local, state and federal agencies.
14. Performs the full range of duties as a Fire Fighter, including operation of fire apparatus and providing emergency

medical care as needed.
15. Take personal responsibility to provide excellent internal and external customer service in order to promote and
maintain a positive City image, a constructive working environment, and foster pride and professionalism in the
workplace and community.

MINIMUM QUALIFICATIONS:
o

Bachelor's Degree in Public Safety, Public Administration, Business Administration or related field.
Must be certified by the Tennessee Commission as Fire Officer IV, Fire Instructor II, and Safety Officer
o Must hold the rank of Battalion Chief, or higher, with the Gallatin Fire Department.
o Must have completed FEMA courses IS-100, IS-200, IS-300, IS-400, IS-700, and IS-800.
r Must have completed FEMA course 03-305 All-Hazards Incident Management Team.
o

. Must

have completed FEMA course L-0950 All-Hazards Incident Management Team Incident Commander
Must have completed FEMA course L-0958 All-Hazards Incident Management Team Operations Cliief.
r Must have completed FEMAAIIFA course Public Information Officer.
o Must be certified by the Tennessee Emergency Management Agency as aHazardous Materials Technician.
o Must be, and maintain, licensed as an Advanced-Emergency Medical Technician by the State of Tennessee.
o Must meet physical standards established by the Gallatin Fire Department.
o Must have a valid driver's license.
o

PREFEFFED OUALIFICATIONS:
o Master's Degree in Public Safety, Public Adrninistration, Business Administration or closely related field
o Chief Fire Officer Designation from Center of Public Safety Excellence.
o Executive Fire Officer Designation from the National Fire Academy.

KNOWLEDGE. SKILLS. ABILITIES:
. Thorough knowledge of fire administration, personnel management, and budget administration.
r Comprehensive knowledge of fire suppression, emergency medical services, hazardous materials response service,
technical rescue service along with all required principles, practices, apparatus, equipment, techniques, and methods
r Thorough knowledge of local, state, and federal laws governing fire, emergency medical services, and technical
rescue.
o

Knowledge of OSHA, ANSI, NFPA, and General Industry Standards.

. Knowledge of radio and telephone communication
o

systems and methods of operation.

Proficient knowledge in personal computing skills, electronic mail, record keeping, database activity, and word
processing.

. Ability to prepare technical and administrative recommendations and reports.
. Ability to handle confidential material and information in an ethical, highly professional manner.
. Ability to plan and schedule the work of others and to supervise, motivate, and evaluate staff.
o

Ability to handle multiple tasks simultaneously and in a timely manner.

. Ability to speak effectively before officials

and citizen groups.

r Ability to communicate effectively, both orally and in writing.
r Physical ability to perform essential job duties.
o Knowledge of comprehensive safety and risk management systems.
o Knowledge of public labor and procurement laws.
o Ability to make sound decisions.
o Abilify to formulate action plans quickly in an emergency.
o Knowledge of computer systems and ability to apply new technology effectively.
. Strong organizational analysis skills in problern solving.
o Skill in budgetary development and administration.
o Knowledge of management principles and practices.
PHYSICAL REOUIREMENTS:
Is generally light work in an office setting requiring the exertion of up to 20 pounds of force, but can be expected to
perform heavy work requiring the exeftion of 100 pounds of force occasionally, up to 50 pounds of force frequently, and
up to 20 pounds of force constantly to move objects. The heavy work can require climbing, balancing, stooping, kneeling,
crouching, crawling, reaching, standing, walking, pushing, pulling, lifting, fingering, grasping, feeling, and repetitive
motions; vocal communication is required for conveying detailed or important instructions to others accurately, loudly, or
quickly; hearing is required to perceive information at normal spoken word levels; visual acuity is required for depth
perception, night vision, peripheral vision, visual inspection involving small defects and/or small pafts, use of measuring
devices, operation of machines, operation of motor vehicles or equipment, determining the accuracy and thoroughness o1
work, and observing general surroundings and activities.

WORK ENVIRONMENT:
Generally, work from an office or velricle, but may be exposed to extreme outdoor elements for an extended period of
time. When responding to emergency incidents the worker is subject to outside envirolmental conditiols. The worker
may be exposed to blood borne pathogens and may be required to wear specialized personal protective equipment. May
come in contact with bio-hazardous materials aud waste, byproducts of smoke, narcotics, hostile individuals, and
individuals with contagious diseases. May be exposed to extreme situations including direct exposure to fire, chemicals,
poorly lighting, andhazardous sites. Hazards of the job include moving mechanical parts; high, precarious places; fumes
or airborne particles; toxic or caustic chemicals; extreme cold or heat; extreme humidity; a1d electrical shock. Must be
available, after normal business hours, 24 hours a day,7 days per week for emergency incidents.
The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race,

sex, religion, color, national or ethnic origin, age, disability, military service, or political affiliation.

In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodatiorts to quali/iert
individuals with disabilities and encourages both prospective and current employees to discuss potential
accommodations witlt the employer.

EMPLOYEE NAME (PLEASE PRINT)

EMPLOYEE SIGNATURE

DATE:

TITLE: Assistant Fire Chief - Operations
DEPARTMBNT: Fire Department
Pay Grade: GY-S
RBPORTS TO: Fire Chief
REVISION DATB: JULY 2022
PURPOSE OF POSITION:
Under direction of the Fire Chief, administers and directs all emergency operations which includes fire suppression,
emergency medical services, technical rescue, and grant development. Will provide executive level assistance with policy
analysis and development, budget preparation, and labor management relations.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
TIte following duties are normal for this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned.

1.
2.
3.
4.
5.
6.
7

.

8.
9.

Plan, direct, and coordinate department activities in accordance with specified objectives. During absence of
the Fire Chief, may assume full responsibility of department operations.
Assumes command at emergency incidents and oversees incident operations. Determines and directs proper
deployment of emergency response personnel, resources, and special response units at routine and emergency
incidents.
Oversee, plan, and organize various programs and projects such as technical rescue and hazardous materials
teams.

Plan and coordinate the Fire Department's Emergency Medical Services program with the EMS Chief.
Provides staff assistance to the Fire Chief; prepares and presents detailed reports and records on departmental
activities for executive management review; participates in providing technical presentations to elected
officials, City Administration, and various groups.
Participate in formulating and administering Fire Department policy and guidelines along with developing
long-range goals and objectives.
In collaboration with the Fire Chief, oversee subordinate staff by providing work direction, resolving
problems, preparing shift schedules and setting deadlines to ensure completion of operational functions.
Serves as lead staff member with personnel selection and promotion. Reviews, develops, evaluates testing
instruments used to select and promote personnel. Recommends employment, promotion, disciplinary action,
and other personnel actions to the Fire Chief.
Organize emergency services for special events conducted within the City. Serves as liaison on special event

planning committee(s).
10. Take personal responsibility to provide excellent internal and external customer service in order to promote
and maintain a positive City image, a constructive working environment, and foster pride and professionalism
in the workplace and community.
I L Monitors and evaluates the efficiency and effectiveness of service delivery methods and procedures.
Identifies opportunities for improvement and reviews with Fire Chief; directs the implernentation of
improvements activities.
12. Represent the department at a variety of meetings, public functions, and conferences to provide and obtain
information and to promote and coordinate department activities.
13. Maintain liaison and working relationships with other City Departments, citizens, public and private
organizations, other fire departments, and various local, state and federal agencies.
14. Serves as primary staff member to conduct investigations and manage requests for information.
15. Performs the full range of duties as a Fire Fighter, including operation of fire apparatus and providing
emergency medical care as needed.

MINIMUM OUALIFICATIONS:
Bachelor's Degree in Public Safety, Public Administration, Business Adrninistration or related field.
be certified by the Tennessee Commission as Fire Officer IV, Fire Instructor II, and Safety Officer
o Must hold the rank of Battalion Chief, or higher, with the Gallatin Fire Departrnent.
o Must have completed FEMA courses IS-100, IS-200, IS-300, IS-400, IS-700, and IS-800.
o

r Must

o Must have completed

FEMA course 03-305 All-Hazards Incident Management Team.
Must have completed FEMA course L-0950 All-Hazards Incident Management Team - Incident Commander
o Must have completed FEMA course L-0958 All-Hazards Incident Management Team Operations Chief.
o Must have completed FEMAAtrFA course Public Information Officer.
o Must be certified by the Tennessee Emergency Management Agency as aHazardous Materials Technician.
o Must be, and maintain, licensed as an Advanced-Emergency Medical Technician by the State of Tennessee.
o Must meet physical standards established by the Gallatin Fire Department.
o Must have a valid driver's license.
o

PREF'I]"F'F'ED O UALIFICATIONS:
o Master's Degree in Public Safety, Public

Administration, Business Administration or closely related field.
Chief Fire Officer Designation from Center of Public Safety Excellence.
o Executive Fire Officer Designation from the National Fire Academy.
o

KNO\^/I,F"DGF". SKILLS. ABILITIES:
o Thorough knowledge of fire administration, personnel management, and budget administration.
. Comprehensive knowledge of fire suppression, emergency rnedical services, hazardous materials response service,
technical rescue service along with all required principles, practices, apparatus, equipment, techniques, and methods
o Thorough knowledge of local, state, and federal laws governing fire, emergency medical services, and technical
rescue.

Knowledge of OSHA, ANSI, NFPA, and General Industry Standards.
communication systems and methods of operation.
o Proficient knowledge in personal cornputing skills, electronic mail, record keeping, database activity, and word

o

. Knowledge of radio and telephone
processing.

. Ability to prepare technical and administrative recommendations and reports.
. Ability to handle confidential material and information in an ethical, highly professional manner.
. Ability to plan and schedule the work of others and to supervise, motivate, and evaluate staff.
. Ability to handle multiple tasks simultaneously and in a timely manner.
. Ability to speak effectively before officials and citizen groups.
. Ability to communicate effectively, both orally and in writing.
Physical ability to perform essential job duties.
o Knowledge of comprehensive safety and risk management systems.
o Knowledge of public labor and procurement laws.
o Ability to make sound decisions.
. Ability to formulate action plans quickly in an emergency.
o Knowledge of computer systems and ability to apply new technology effectively.
. Strong organizational analysis skills in problem solving.
o Skill in budgetary development and administration.
o Knowledge of management principles and practices.
o

PHYSICAL REOUIREMENTS:
Is generally light work in an office setting requiring the exertion of up to 20 pounds of force, but can be expected to
perform heavy work requiring the exertion of 100 pounds offorce occasionally, up to 50 pounds offorce frequently, and
up to 20 pounds of force constantly to move objects. The heavy work can require climbing, balancing, stooping, kneeling,
crouching, crawling, reaching, standing, walking, pushing, pulling, lifting, fingering, grasping, feeling, and repetitive
motions; vocal communication is required for conveying detailed or important instructions to others accurately, loudly, or
quickly; hearing is required to perceive information at normal spoken word levels; visual acuity is required for depth
perception, night vision, peripheral vision, visual inspection involving small defects and/or small parts, use of measuring
devices, operation of machines, operation of motor vehicles or equipment, determining the accuracy and thoroughness of
work, and observing general surroundings and activities.

WORK ENVIRONMENT:
Generally, work from an office or vehicle, but may be exposed to extreme outdoor elements for an extended period of
time. When responding to emergency incidents the worker is subject to outside environmental conditions. The worker
may be exposed to blood borne pathogens and may be required to wear specialized personal protective equipment. May
come in contactwith bio-hazardous materials and waste, byproducts of smoke, narcotics, hostile individuals, and
individuals with contagious diseases. May be exposed to extreme situations including direct exposure to fire, chemicals,
poorly lighting, andhazardous sites. Hazards of thejob include moving mechanicalparts;high, precarious places; fumes
or airborne particles;toxic or caustic chemicals; extreme cold or heat; extreme humidity; and electrical shock. Must be
available, after normal business hours, 24 hours a day,7 days per week for emergency incidents.
The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race,
sex, religion, colot, national or etltnic origin, age, disability, military service, or political affiliation.

In compliance witlt

tlte Americans with Disabilities Act, the CiE will provide reasonable accommodations to quali/ied
individuals witlt disabilities and encourages both prospective ancl curuent employees to discuss potential
accommodations witlt tlte employer.

EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE:

DATE

TITLE: Assistant Fire Marshal
PG: GX
DEPARTMENT: Fire Department
REPORTS TO: Fire Marshal
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
Under general supervision, assists the Fire Marshal in managing the City's Fire Prevention program that includes
inspections, fire cause investigations, code enforcement, plans review, and Communify Risk Reduction activities in
accordance with local, state, and federal laws governing fire prevention activities. Serves as the manager of the Fire
Department's Fire Record Management System, including the NFIRS reporting process. Works in cooperation with the
Building and Codes Department during the plans review and building construction inspection process.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
TIte following duties are normal for this position, These are not to be construed as exclusive or all-inclusive, Other
duties may be required and assigned,

l.
2.
3.
4.
5.

Conducts technical inspections for fire and building code requirements to ensure compliance with national, state,
county, and local fire safety codes and ordinances. Maintain standards as identified in NFPA and NFC.
Reviews building plans for code compliance and provides direction and guidance to city staff and outside
developers and contractors in code interpretation and plans review. Assists with overseeing construction projects
to ensure compliance with national, state, and local fire & building codes, and city ordinances.
Makes decisions regarding code violations and determines actions required for mitigation.
Manages all aspects of the Fire Department's Pre-Fire Planning Program.
Assists with and serves as a resource on aspects of safety and safety training for personnel in other City

departments.
Operates general inspection type instruments.
Assists in overseeing the Fire Department's Fire Records Management System to ensure correct and accurate
repofts and files.
8. Supervises, directs and coordinates fire department personnel and external agencies in fire scene investigations to
determine origin and cause of structural fires. Preserves evidence and works with law enforcement agencies and
City Attorney as required, ensuring successful prosecution when appropriate.
9. Assists with the development and delivery of Community Risk Reduction activities within the fire department,
with other City Departments, outside agencies, businesses, and educational institutions.
10. Organizes, evaluates, and participates with the Fire Department's Clown Troupe.
I l. Attends seminars, conferences, and training opportunities for professional development and the maintenance of

6.
7.

certifications and licenses.
12. Responds to emergency incidents as a member of the Incident Command Staff and provides supervision and
guidance within the established incident command structure.
13. Perform all duties of a firefighter including fire suppression and rescue, emergency medical service, salvage
operations, and fire prevention.

14. Take personal responsibility to provide excellent intemal and external customer service in order to promote and
maintain a positive City image, a constructive working environment, and foster pride and professionalism in the
workplace and community.

MINIMUM OUALIFICATIONS

:

e

Bachelor's degree in Public Safety, Public Administration, Business Administration, or related field.
o Must hold the rank of Lieutenant with the Gallatin Fire Department.
o Must be certified by the Tennessee Commission on Fire Fighting as a Fire Officer II, Fire Instructor II, and Safety

Officer.
Must be, and maintain, a licensed Advanced Emergency Medical Technician by the State of Tennessee.
o Must be certified, and maintain certification, as a Tennessee Emergency Management Agency Hazardous Materials
Technician.
o Must be, and maintain, a licensed Fire Inspector by the State of Tennessee or obtain within six months from date of
promotion.
o

Must be ceftified, and maintain certification, as a Fire Investigator by the IAAI (or equivalent) or obtain certification
within 12 months frorn date of promotion.
o Must complete FEMA courses IS-100,1s-200,IS-300,1s-400,IS-700, and IS-g00.
o Must meet and maintain qualifications and training standards as established by the
Department and the State of
o

Tennessee.

r Knowledge in basic supervisory principles and practices.
. Knowledge in the training of staff in work procedures.
o Must have valid driver's license with "F" endorsement if Tennessee resident or equivalent
with out of state driver's
license.
o

Must meet physical standards established by the Gallatin Fire Department.

KNOWLEDGE. SKILLS AND ABILITIES:
' Thorough knowledge of fire safety requirements including State requirements, some knowledge of City codes, etc. as
it relates to inspections of a wide variety of properfy.
r Some knowledge of ADA requirements and TOSHA training mandates.
. Ability to inspect.
' Ability to communication sufficient to convey deficiencies in facilities and options for bringing up to standard.
o Knowledge of construction methods.
r Knowledge of types of building construction materials and methods and stages of construction.
e Mechanical aptitude necessary to inspect arly necessary paft of a wide variety of types
of building structures.
Knowledge
prevention
of
fire
methods
and
of
State
and
City
regulations
as
applied
for
fire suppression and prevention
'
o Knowledge of modern fire suppression procedures and techniques of combustible material,
and of moden industrial
safety procedures and techniques.
safety laws.
o Knowledge of the capabilities and limitations of a variety of fire equipment.
. Ability to operate a variety of fire equipment.
r AbilitY to exercise good judgment in evaluation situations and making decisions.
o AbilitY to react quickly and calmly in emergency situations and to determine proper
course of action.
. General knowledge of the geography of the City; knowledge of locations of City fire hydrants.
r Ability to use general inspection type instruments, small hand and power tools, and specialized firefighting equipment.
. Ability to exercise good judgment in evaluation and mediation of situations.
. Ability to adjust work schedule to accommodate seasonal variations in building inspections, etc.
o Ability to maintain effective working relationships with the generalpublic, CEOs, building
owners, general
contractors, department employees, City inspection and engineering staff, State agencies, etc.
o Sufficient skills in mathematics to make necessary calculations.
. Ability to interpret and enforce rules with tact and impartiality.
. May be required to testif, in court.
. Ability to exercise good judgment in evaluation situations and making decisions.
. Ability to react quickly and calmly in emergency situations and to determine proper course of action.
o AbilitY to exercise good judgment in evaluation and mediation of situations.
o AbilitY to maintain simple records and prepare reports, manual or computerized.
o AbilitY to make decisions to accomplish specific tasks and operations within the scope
of the position.
. Ability to interact with the public effectively, professionally and politely, and with discretion.
' Ability to effectively communicate with and establish and maintain an effective working relationship with department
staff and other personnel.
o AbilitY to understand and effectively carry out written and oral instructions.
o Knowledge of the occupational hazards involved and safety precautions.
o Must have ability to work accurately with attention to detail.

. Knowledge of Tennessee fire

. Ability to maintain confidentiality.
. Ability to work the allocated hours of the position.

PHYSICAL RBQUIREMENTS:
Is generally light work in an office setting requiring the exertion of up to 20 pounds of force, but can be expected to
perform lieavy work requiring the exertion of 100 pounds of force occasionally, up to 50 pounds of force frequently, and
up to 20 pounds of force constantly to move objects. The heavy work can require climbing, balancing, stooping, kneeling,
crouching, crawling, reaching, standing, walking, pushing, pulling, lifting, fingering, grasping, feeling, ar,d repetitive
motions; vocal communication is required for conveying detailed or important instructions to others accurately, loudly, or
quickly; hearing is required to perceive information at normal spoken word levels; visual acuity is required for depth
perception, night vision, peripheral vision, visual inspection involving small defects and/or small parts, use of measuring
devices, operation of machines, operation of motor vehicles or equipment, determining the accuracy and thoroughness of
work, and observing general surroundings and activities.

WORK ENVIRONMENT:
Generally, work from an office or vehicle, but may be exposed to extreme outdoor elements for an extended period of
time. When responding to emergency incidents the worker is subject to outside environmental conditions. The worker
may be exposed to blood borne pathogens and may be required to wear specialized personal protective equipment. May
come in contact with bio-hazardous materials and waste, byproducts of smoke, narcotics, hostile individuals, and
individuals with contagious diseases. May be exposed to extreme situations including direct exposure to fire, chemicals,
poorly lighting, andhazardous sites. Hazards of the job include moving mechanical parts; high, precarious places; fumes
or airborne particles; toxic or caustic chemicals; extreme cold or heat; extreme humidity; and electrical shock. Must be
available, after normal business hours, 24 hours a day,7 days per week for emergency incidents.

Tlte City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race,
sex' religion, color, nationul or ethnic origin, age, disability, military service, or political affiliation.

In compliance witlt

the Americans with Disabilities Act, the City will provide reasonable accommotlations to qualiJied

individuals with disabilities and encourages both prospective and current employees to discuss potential
accommodations with the employer.

EMPLOYEE NAME PLEASE PRINT)

EMPLOYEE SIGNATURE:

DATE:

TITLE: Battalion Chief
DBPARTMENT: Fire Department
Pay Grade: FHH
REPORTS TO: Assistant Fire Chief of Operations
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
Performs difficult protective service and responsible administrative work in commanding the fire suppression activities on
an assigned shift including management of personnel, fire prevention, and training activities, and oversight of major
programs. Supervision is exercised over all shift personnel.

BSSENTIAL DUTIES ANI) RESPONSIBILITIES:
Tltefollowing duties are normalfor this position.
duties may be required and assigned,

l.
2.
3.

Tlaese are

nol to be construed as exclusive or all-inclusive. Other

Serves as Shift Commander.
Organize, control, direct, and coordinate daily operations of assigned shift to ensure that operations comply with
all departmental policies, procedures and regulations, and that fire apparatus, equipment, and personnel are

adequately prepared for emergency incidents.
Plans, organizes and supervises emergency operations ensuring proper staffing and equipment are available and

properly used.
Prepares and maintains files and records.
Establishes shift objectives and plans.
Organizes and assigns and reviews the work of personnel assigned to the shift.
Instructs and advises on administrative or operational instructions and information.
B. Prepares, reviews, and maintains reports and records, personnel time and attendance sheets, inspects personnel,
equipment, and apparatus and station maintenance, station budgeting, and personnel assignment.
9. Responds to emergency incidents, assumes command, develops and coordinates strategy and tactics, directs the
work of fire companies, and determines the necessity of additional firefighting companies.
10. Performs the full range of duties of a Firefighter and provides emergency medical care as required.
I 1. Conducts fire safety inspection of public and institutional buildings.
12. Instructs and assists owners and occupants in fire code requirements.
13. Evaluates, counsels and disciplines personnel.
14. Assists in the development and enforcement of departmental rules and regulations.
15. Directs and promotes fire prevention activities by company personnel.
16. Performs other duties as assigned.
17. Take personal responsibility to provide excellent internal and external customer service in order to promote and
maintain a positive City image, a constructive working environment, and foster pride and professionalism in the
workplace and community.

4.
5.
6.
7.

MINIMUM QUALIFICATIONS :
. Bachelor's Degree in Public Safety, Public Administration, Business Administration or related field.
o
o

Must be, and maintain, a licensed Advanced Emergency Medical Technician by the State of Tennessee.
Must be certified by the Tennessee Commission on Fire Fighting as a Fire Officer III, Fire Instructor II, and Safety

Officer.

r Shallhold the rank of Captain with the Gallatin Fire Department and fulfill all minimum requirements of that position.
o Must have successfully completed the Tennessee Fire Service and Code Enforcement Academy Fire Officer I/II course
series or equivalent.
Must have successfully completed the Tennessee Fire Service and Codes Enforcement Academy Fire Officer III
course or equivalent.
r Must be certified, and maintain certification, as a Tennessee Emergency Management Agency Hazardous Materials
Technician.
o Must complete FEMA online courses IS-100, IS-200, IS-300, IS-700, and IS-800.
o Must be able to respond to the assigned Fire Station within 45 minutes in case of call back for emergency service.
o Must have a valid driver's license with "F" endorsement or equivalent with out of state driver's license.
o Must meet physical standards established by the Gallatin Fire Department.
o

KNOWLEDGE. SIilLLS AND ABILITIES:

. Thorough knowledge of the principles and practices of fire suppression and prevention.
. Thorough knowledge of emergency medical techniques and procedures.
. Thorough knowledge of the fire prevention Code, practices, and policies.
o

Thorough knowledge of managerial and administrative principles and practices.

. Ability to delegate authority and responsibility.
. Ability to detennine the feasibility of various municipal

projects.
Ability to identi$ and respond to community issues, concerns, and needs.
o Ability to promote a safe work place.

o

o

Thorough knowledge

of

general laws and administrative policies governing municipal financing practices and

procedures.
. Ability to establish and maintain effective working relationships with other department heads and governmental officials.
o General knowledge of curent office practices and procedures and knowledge of the operation of standard office
equipment, including computer hardware and software.
. Ability to prepare and maintain accurate and concise records and reports.
. Ability to understand and effectively carry out verbal and written instructions.
. Ability to communicate effectively with other members of the staff, supervisor, and the public.
. Ability to communicate in both written and verbal form.
o Ability to develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
. Ability to define problems and deal with a variety of situations.
. Ability to think quickly, maintain self-control, and adapt to stressful situations.
o Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.
o

Ability to maintain confidentiality.

. Ability to work the allocated

hours of the position.

PHYSICAL REQUIRBMENTS :
This is heavy work requiring the exeftion of 100 pounds of force occasionally, up to 50 pounds of force frequently, and up
to 20 pounds of force constantly to move objects while wearing protective equipment that can be very heavy and hot.
Additional physical demands include carrying 80-100 lbs. of equipment while working; climbing many flights of stairs,
ascending and descending on ground ladders and fire escapes; and working at heights and in confined spaces to fight fires
and rescue victims. Work requires climbing, balancing, stooping, kneeling, crouching, crawling, reaching, standing,
walking, pushing, pulling, lifting, fingering, grasping, feeling, and repetitive motions; vocal communication is required for
conveying detailed or important instructions to others accurately, loudly, or quickly; hearing is required to perceive
information at normal spoken word levels; visual acuity is required for depth perception, night vision, peripheralvision,
visual inspection involving small defects and/or small parts, use of measuring devices, operation of machines, operation of
motor vehicles or equipment, determining the accuracy and thoroughness of work, and observing general surroundings
and activities.

WORK ENVIRONMENT:
The worker is subject to inside and outside environmental conditions. The worker may be exposed to blood borne
pathogens and may be required to wear specialized personal protective equipment. Generally work from an office or
vehicle, but may be exposed to extreme outdoor elements for an extended period of time. May come in contact with biohazardous materials and waste, byproducts of smoke, narcotics, hostile individuals, and individuals with contagious
diseases. May be exposed to extreme situations including direct exposure to fire, chemicals, poorly lighting, and
hazardous sites. The general work schedule requires 24-hour shifts, assigned on an alternating basis with two days off
between assignments. While on duty, employees live and sleep at the fire station.

TIte City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race,
sex, religion, color, national or etltnic origin, age, disability, military service, or political affiliation,

In compliance witlt tlte Americans witlt Disabilities Act, the City will provide reasonable uccommodations to qualffied
individuals witlt disabilities and encourages botlt prospective and cunent employees to discuss potential
acc o mmo datio ns wit It t h e emp loy er.
EMPLOYEE NAME PLEASE PRINT)

EMPLOYEE SIGNATURE:

DATE:

TITLE: EMS Chief
DEPARTMENT: Fire Department
Pay Grade: GX
REPORTS TO: Fire Chief
REVISION DATE: JALY 2022
PURPOSE OF'POSITION:
Under direction, oversees, coordinates, monitors, and evaluates the delivery of emergency medical services for the City,
ensuring compliance with local and state regulations and guidelines related to EMS programs; coordinates the medical
quality assurance program, educational activities, paramedic/EMT re-certification and operational changes; maintains
records and statistics; ensure sufficient level of EMS supplies, monitor budget and expenditures, and responds to inquiries
from the general public, outside agencies and city officials regarding emergency services.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
Thefollowing duties are normolfor this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned

L
2.
3.
4.
5.
6.
.

Coordinates the City's Emergency Medical Services program, monitors operation and personnel for compliance
with state and local regulations and guidelines.
Coordinate and manages Emergency Medical Services budget including preparation and monitoring of budget;
makes recommendation for adjustments and expenses to Fire Chief.
Works with Medical Director to develop and update treatment protocols and operational procedures, and
monitors paramedic and EMT performance to ensure adherence.
Performs field observations of EMS calls to evaluate the effectiveness of the delivery of emergency medical
services by department personnel. Monitors and provides direction for patient care, advising on proper
paramedic/EMT methods and techniques.
Conducts quality assurance reviews of EMS reports; investigates citizen complaints and inquiries, and possible
violations relating to services provided; and takes corrective action as needed.
Acts as liaison with local and state regulatory EMS agencies, hospital personnel, EMS instructors, other fire
agencies, and the public in the course of overseeing the EMS program. Serves as program representative to
various groups to advise and inform regarding EMS services, and to ensure the department's interests are
represented.

Coordinates the training of Fire Deparlment personnel in current EMS procedures, ensuring compliance with
state and national regulations pertaining to training, certification and recertification. Reviews and recommends
revisions to training program as appropriate to remain compliant.
8. Performs the full range of duties of a Firefighter and provides emergency medical care as needed.
9. Responds to emergency incidents as a member of the Incident Command Staff and provides supervision and
guidance within the established incident command structure.
10. Evaluates and selects equipment and supplies appropriate for pre-hospital emergency medical care; stays abreast
of new developments in EMS equipment and supplies to assure optimalpractices; oversees equipment
maintenance, monitors and maintains inventory, makes purchases, and monitors expenditures.
11. Collects, analyzes and evaluates program operation data to ensure effective EMS performance. Prepares reports
of conclusions, recommends policy changes, and develops proposals for enhancing EMS delivery.
12. Manages and maintains EMS records relating to certifications, training, patient care, and data management
mandated by local, state and federal requirements, ensuring accuracy and confidentiality.
13. Must be punctual and timely in meeting all job performance requirements, including but not limited to,
attendance and tardiness standards and work deadlines.
14. Take personal responsibility to provide excellent internal and external customer service in order to promote and
maintain a positive City image, a constructive working environment, and foster pride and professionalism in the
workplace and community.
7

MINIMUM OUALFICATIONS:
Bachelor's Degree in Public Safety, Public Administration, Business Administration, or related field.
Must be, and maintain, a licensed Paramedic by the State of Tennessee.
o Must be a current employee of the Gallatin Fire Department.
r Must currently serve in a supervisor capacity (Lieutenant or higher) with the Gallatin Fire Department.
o Must be certified by the Tennessee Commission on Fire Fighting as a Fire Officer II and Fire Instructor II.
o Must be able to obtain the EMS Instructor/Coordinator license endorsement within twelve (12) months.
o Must be an American Heart Association BLS Instructor.
o Must meet and maintain qualifications and training standards as established by the Department and the State
o

o

of

Tennessee.
o

Must complete FEMA courses IS-l00,IS-200,1S-300, I5-400, IS-700, and IS-800

KNOWLEDGE" SKILLS AND ABILITIES:
e Thorough knowledge of federal, state and local laws, rules, regulations and standards which affect the operation and
administration of the EMS program.
Knowledge of the rules, regulations, policies, and procedures of the Department.
o Knowledge of emergency medical training methods and techniques.
o Knowledge of basic and advanced life support equipment and supplies.
o Skill in using computer to enter data and prepare repofts, correspondence, and documents.
o Ability to analyze program needs and develop, recommend and implement policies and procedures to achieve desire
o

results.

r Ability to coordinate services and establish and maintain cooperative and effective working relationships with public
agencies, medical professionals and community groups.
and analyze datato identify needs and evaluate program effectiveness.
o Ability to analyze emergency conditions and adopt quick, effective and reasonable courses of action.
r Physical ability to perform essential job duties.
. Ability to prepare and maintain accurate and concise records and reports.
r AbiliU to understand and effectively carry out verbal and written instructions.
. Ability to communicate effectively with other members of the staff, supervisor, and the public.
. Ability to communicate in both written and verbal form.
o Ability to develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
o Ability to define problems and deal with a variety of situations.
o Ability to think quickly, maintain self-control, and adapt to stressful situations.
o Ability to maintain discretion regarding business-related files, repofts and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.

. Ability to collect

o
o

Ability to maintain confidentiality.
Ability to work the allocated hours of the position.

PHYSICAL REOUIREMENTS:
This is heavy work requiring the exertion of 100 pounds of force occasionally, up to 50 pounds of force frequently, and up
to 20 pounds of force constantly to move objects while wearing protective equipment that can be very heavy and hot.
Additional physical demands include carrying 80-100 lbs. of equipment while working; climbing many flights of stairs,
ascending and descending on ground ladders and fire escapes; and working at heights and in confined spaces to fight fires
and rescue victims. Work requires climbing, balancing, stooping, kneeling, crouching, crawling, reaching, standing,
walking, pushing, pulling, lifting, fingering, grasping, feeling, and repetitive motions; vocal communication is required for
conveying detailed or important instructions to others accurately, loudly, or quickly; hearing is required to perceive
information at normal spoken word levels; visual acuity is required for depth perception, night vision, peripheral vision,
visual inspection involving small defects and/or smallpafts, use of measuring devices, operation of machines, operation of
motor vehicles or equipment, determining the accuracy and thoroughness of work, and observing general surroundings
and activities.

WORI( ENVIRONMENT:
The work generally involves light to moderate work in an office setting. The worker is subject to inside and outside
environmental conditions. The worker may be exposed to blood borne pathogens and may be required to wear specialized
personal protective equipment. Generally, work from an office or vehicle, but may be exposed to extreme outdoor
elements for an extended period of time. May come in contact with bio-hazardous materials and waste, byproducts of
smoke, narcotics, hostile individuals, and individuals with contagious diseases. May be exposed to extreme situations
including direct exposure to fire, chemicals, poor lighting, and hazardous sites.

The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race,
sex, religion, colot, national or ethnic origin, age, disability, military service, or political affiliotion.

In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualiJied
individuals with disabilities and encourages both prospective and cunent employees to discuss potential
accommodations with the employer.

EMPLOYEE NAME PLEASE PRINT)

EMPLOYEE SIGNATURE

DATE:

TITLE: Fire Captain
PG:

FGG

DEPARTMENT: Fire Department
REPORTS TO: Battalion Chief
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
Performs protective service and routine administration work in fire suppression, prevention and training. Work is
performed under emergency conditions and may involve considerable personal hazard. Supervision is exercised over a
station or fire company on an assigned shift.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
Thefollowing duties ore normalfor this position. These
duties may be required and assigned

l.
2.

ue not to be construed

as exclusive or all-inclusive, Other

8.

Directly assists the Battalion Chief. Serves as Battalion Chief during the Battalion Chief s absence.
Responds to emergency incidents, direct and coordinate emergency incident activities until relieved by a
supervisor or command personnel.
Supervise personnel engaged in suppressing and extinguishing fires, conducting emergency rescues and providing
emergency medical care;train, evaluate performance, and implement disciplinary action according to established
policies and procedures; disseminate information and promote good morale.
Perform all duties of a firefighter including fire suppression and rescue, emergency medical service, salvage
operation, and fire prevention.
Plans, schedules and directs work assignments and station personnel; prepares and maintains records and files.
Plan and direct the maintenance of fire and rescue apparatus, equipment, facilities and grounds and conduct
inspections to ensure depaftmental standards and operating procedures regarding general appearance, working
condition, and safety are met.
Instruct and drill employees in firefighting and emergency medical service techniques, ensuring that efficiency is
maintained at a uniform level throughout the fire company. Assure that subordinates attain all necessary training
to meet department, State and ISO requirements.
Maintain records and prepare reports concerning emergency incidents and shift activities, the use and condition of

9.

apparatus, related equipment, and supplies, and other reports as required.
Identi$, training needs of assigned employees and participate in training of new employees and subordinates to

3.
4.
5.
6.
7.

enhance their skills.
10. Directs and participates in pre-fire surveys, residential, commercial and industrial fire inspections.
I
Keeps records and makes operational and personnel reports.
12. Evaluates work and performance of subordinates.
13. Present fire safety presentations and programs to community groups and schools.

l.

MINIMIIM OI]

TIONS:

Associate's Degree in Public Safety, Public Administration, Business Administration, or related field.
r Must be, and maintain, a licensed Advanced Emergency Medical Technician by the State of Tennessee.
o Must be certified by the Tennessee Commission on Fire Fighting as a Fire Officer I, Fire Instructor I, and Fire
Apparatus Operator (or equivalent).
o Shall hold the rank of Lieutenant with the Gallatin Fire Department and fulfill all minimum requirements of that
position.
o Must have successfully completed the Tennessee Fire Service and Code Enforcement Academy Fire Officer I/II course
series or equivalent.
o Must be certified, and maintain certification, as a Tennessee Emergency Management Agency Hazardous Materials
Technician.
o Must be able to respond to the assigned Fire Station within 45 minutes in case of call back for emergency service.
o Must complete FEMA online courses IS-100, IS-200, IS-700, and IS-800.
o Must have valid driver's license with'oF" endorsement if Tennessee resident or equivalent with out of state driver's
o

license.
o

Must meet physical standards established by the Gallatin Fire Department.

KNOWLEDGE" SIilLLS. AND ABILITIES:
r Thorough knowledge of the principles and practices of fire suppression and prevention.
o Thorough knowledge of emergency medical techniques and procedures.
o Thorough knowledge of deparlmental rules and regulations.
. Thorough knowledge of the operation and maintenance of apparatus and equipment.
o Thorough knowledge of fire prevention methods and City ordinances and stated laws relating to fire prevention.
o General knowledge of supervisory principles and practices.
o Thorough knowledge ofoccupational hazards and necessary safety precautions.
o Ability to program activities and implement same.
. Ability to establish and maintain effective working relationships.
r Ability to effectively supervise others at fires and other emergencies.
o Ability to establish and maintain effective working relationships with fellow employees and the general public.
o Ability to provide leadership, training, and direction to subordinate direct reports.
o Ability to keep simple records and prepare repofts.
o Possession of mechanical aptitude.
o Physical endurance and agility.
o Knowledge of Tennessee fire safety laws.
r Ability to operate a variety of fire equipment.
o Ability to exercise good judgment in evaluating situations and making decisions.
. Ability to react quickly and calmly in emergency situations and to determine proper course of action.
. Ability to exercise good judgment in evaluation and mediation of situations.
. Ability to maintain simple records and prepare reports, manual or computerized.
. Ability to make decisions to accomplish specific tasks and operations within the scope of the position.
. Ability to interact with the public effectively, professionally and politely, and with discretion.
o Ability to effectively communicate with and establish and maintain an effective working relationship with department
staff and other personnel.

. Ability to understand and effectively carry out written and oral instructions.
. Knowledge of the occupational hazards involved and safety precautions.
o Must have

ability to work accurately with attention to detail.
Ability to maintain confidentiality.
o Ability to work the allocated hours of the position.
o

PHYSICAL RBOUIREMENTS:
This is heavy work requiring the exertion of 100 pounds of force occasionally, up to 50 pounds of force frequently, and up
to 20 pounds of force constantly to move objects while wearing protective equipment that can be heavy and hot.
Additionalphysical demands include carrying 80-100 lbs. of equipment while working; climbing many flights of stairs,
ascending and descending on ground ladders and fire escapes; and working at heights and in confined spaces to fight fires
and rescue victims. Work requires climbing, balancing, stooping, kneeling, crouching, crawling, reaching, standing,
walking, pushing, pulling, lifting, fingering, grasping, feeling, and repetitive motions; vocal communication is required for
conveying detailed or important instructions to others accurately, loudly, or quickly; hearing is required to perceive
information at normal spoken word levels; visual acuity is required for depth perception, night vision, peripheral vision,
visual inspection involving small defects andlor small pafts, use of measuring devices, operation of machines, operation of
motor vehicles or equipment, determining the accuracy and thoroughness of work, and observing general surroundings
and activities.

WORI( ENVIRONMENT:
The worker is subject to inside and outside environmental conditions. The worker may be exposed to blood borne
pathogens and may be required to wear specialized personal protective equipment. Generally work from an office or
vehicle, but may be exposed to extreme outdoor elements for an extended period of time. May come in contact with biohazardous materials and waste, by-products of smoke, narcotics, hostile individuals, and individuals with contagious
diseases. May be exposed to extreme situations including direct exposure to fire, chemicals, poorly lighting, and
hazardous sites. The general work schedule requires Z|-hour shifts, assigned on an alternating basis with two days off
between assignments. While on duty, employees live and sleep at the fire station.

The Cily of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political affiliation.

In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified
individuals with disabilities and encourages both prospective and cunent employees to discuss potential
accommodations with the employer.

EMPLOYEE NAME PLEASE PRINT):

EMPLOYEE SIGNATURE

DATE:

TITLE: Firefighter I - l't

Responder

PG: FBB

DEPARTMENT: Fire Department
REPORTS TO: Fire Lieutenant or Fire Captain (Depending on Assignment)
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
Performs protective service work in fire suppression, emergency medicine, rescue, property conversation, and fire
prevention activities. Perform as a first responder to provide basic life support and emergency care to victims of illness or
injury.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
The following duties are normalfor this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned.

l.
2.

Participate in fire suppression and rescue activities. Operate pumps, aerial ladders, and other auxiliary fire
equipment and apparatus.

Participate in fire apparatus operations at scene of fire, lay hose lines, operates nozzle and directs water streams to
fire. Raise and climb ladders, use portable fire extinguishers, bars, hooks, ropes, and other equipment to
suppress and extinguish fires.
Perform salvage and overhaul operations, sweeping water, removing debris, and searching for and extinguishing
hidden fires.
Provide basic life support, within scope of practice, to persons who are sick or injured.
Provide fire prevention information to propefty owners and general public.
Participate in required drills, classes, continuing education events and activities as provided by the Fire
Department or as directed.
Perform regular/routine safety checks and maintenance of firefighting tools, equipment, and apparatus.
Perform general maintenance work in the up-keep of fire department buildings and grounds.
combat

3.
4.
5.
6.
7.
8.

MINIMUM OUALIFICATONS:
. High school diploma/equivalent.
o Successful completion

of Fire Recruit School approved by the State of Tennessee
Must be certified by the Tennessee Commission on Fire Fighting as a Fire Fighter I within I year of employment
o Must be, and maintain, a licensed Emergency Medical Responder by the State of Tennessee or obtain within three (3)
months of employment.
r Must be certified by the Tennessee Commission on Fire Fighting as a Fire Fighter II within 2 years of employment
o Must be licensed by the State of Tennessee as an Emergency Medical Technician-Basic within 2 years of employment
o Must complete FEMA online courses IS-100, I5-200, IS-700, and lS-800.
o Must meet and maintain qualifications and training standards as established by the Department and the State of
o

Tennessee.
o

Must have valid driver's license with

ooF"

endorsement if Tennessee resident or equivalent with out of state driver's
license.
o Must meet physical standards established by the Gallatin Fire Department.

KNOWLEDGE. SKILLS. AND ABILITIES:
o Knowledge of fire suppression and rescue principles, practices, techniques, apparatus and equipment.
o Knowledge of fire prevention techniques.
. Knowledge of emergency medical care techniques and methods in their skill and application.
o Knowledge of salvage and overhaul operations.
o Skill in operating fire apparatus and firefighting equipment.
o Proficient knowledge in personal computing skills, electronic mail, record keeping, database activity, and word
processing.

. Ability to
o

analyze conditions and respond quickly according to standard operating guidelines and policies.
a direct threat to self or others.

Ability to work safely without presenting

. Ability
. Abili8

to establish and maintain working relationships with fellow employees and the public.
to prepare reports.

o Possession of mechanical aptitude.
o Physical endurance and agility.

. Ability to exercise

good judgement in evaluating situations and making decisions.
to react quickly and calmly in emergency situations.
o Ability to understand and effectively carry out written and oral instructions.
o Knowledge of the occupational hazards involved and safety precautions.
e Must have ability to work accurately with attention to detail.
. Ability to maintain confidentiality.
o Understand function and operation of hydraulic rescue tools.
o Ability to work the allocated hours of the position.

. Ability

PHYSICAL REOUIREMENTS:
This is heavy work requiring the exertion of 100 pounds of force occasionally, up to 50 pounds of force frequently, and up
to 20 pounds of force constantly to move objects while wearing protective equipment that can be heavy and hot.
Additional physical demands include carrying 80-100 lbs. of equipment while working; climbing many flights of stairs,
ascending and descending on ground ladders and fire escapes; and working at heights and in confined spaces to fight fires
and rescue victims. Work requires climbing, balancing, stooping, kneeling, crouching, crawling, reaching, standing,
walking, pushing, pulling, lifting, fingering, grasping, feeling, and repetitive motions; vocal communication is required for
conveying detailed or important instructions to others accurately, loudly, or quickly; hearing is required to perceive
information at normal spoken word levels; visual acuity is required for depth perception, night vision, peripheral vision,
visual inspection involving small defects and/or smallparts, use of measuring devices, operation of machines, operation of
motor vehicles or equipment, determining the accuracy and thoroughness of work, and observing general surroundings
and activities.

WORI( ENVIRONMENT:
The worker is subject to inside and outside environmental conditions. The worker may be exposed to blood borne
pathogens and may be required to wear specialized personal protective equipment. Generally work from an office or
vehicle, but may be exposed to extreme outdoor elements for an extended period of time. May come in contact with biohazardous materials and waste, by-products of smoke, narcotics, hostile individuals, and individuals with contagious
diseases. May be exposed to extreme situations including direct exposure to fire, chemicals, poorly lighting, and
hazardous sites. The general work schedule requires 24-hour shifts, assigned on an alternating basis with two days off
between assignments. While on duty, employees live and sleep at the fire station.

The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political offiliation.

In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qaali/ied
individuals with disabilities and encourages both prospective and current employees to discuss potential
accommodations with the employer.

EMPLOYEE NAME PLEASE PRINT):

EMPLOYEE SIGNATURE:

DATE:

TITLE: Firefighter II - EMT

PG: FCC
DEPARTMENT: Fire Department
REPORTS TO: Fire Lieutenant or Fire Captain (Depending on Assignment)
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
Performs protective service work in fire suppression, emergency medicine, rescue, property conversation, and fire
prevention activities. Perform as a first responder to provide basic life support and emergency care to victims of illness or
injury.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
following duties are normal for this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned
The

1.

2.
3.
4.
5.
6.
7.
8.

Participate in fire suppression and rescue activities. Operate pumps, aerial ladders, and other auxiliary fire
equipment and apparatus.
Participate in fire apparatus operations at scene of fire, lay hose lines, operates nozzle and directs water streams to
combat fire. Raise and climb ladders, use portable fire extinguishers, bars, hooks, ropes, and other equipment to
suppress and extinguish fires.
Perform salvage and overhaul operations, sweeping water, removing debris, and searching for and extinguishing
hidden fires.
Provide basic life support, within scope of practice, to persons who are sick or injured.
Provide fire prevention information to propefty owners and general public.
Participate in required drills, classes, continuing education events and activities as provided by the Fire
Department or as directed.
Perform regular/routine safety checks and maintenance of firefighting tools, equipment, and apparatus.
Perform generalmaintenance work in the up-keep of fire department buildings and grounds.

MINIMUM QUALIFICATONS:
. High school diploma/equivalent.
o Successful completion

of Fire Recruit School approved by the State of Tennessee

be certified by the Tennessee Commission on Fire Fighting as a Fire Fighter II.
be, and maintain, a licensed Basic Emergency Medical Technician by the State of Tennessee.
be qualified by the Tennessee Emergency Management Agency attheHazardous Materials Operations level.
complete FEMA online courses IS-100, IS-200,IS-700, and IS-800.
meet and maintain qualifications and training standards as established by the Department and the State of
Tennessee.
o Must have valid driver's license with ooF" endorsement if Tennessee resident or equivalent with out of state driver's

Must
o Must
o Must
o Must
o Must
o

license.
o Must rneet physical standards established by the Gallatin Fire Department.

KNOWLEDGE. SKILLS. AND ABILITIES:
o Knowledge of fire suppression and rescue principles, practices, techniques, apparatus and equipment.
o Knowledge of fire prevention techniques.
o Knowledge of emergency medical care techniques and methods in their skill and application.
o Knowledge of salvage and overhaul operations.
o Skill in operating fire apparatus and firefighting equipment.
r Proficient knowledge in personal computing skills, electronic mail, record keeping, database activity, and word
processing.

Ability
Ability
r Ability
o Ability

o

o

to analyze conditions and respond quickly according to standard operating guidelines and policies.
to work safely without presenting a direct threat to self or others.
to establish and maintain working relationships with fellow employees and the public.
to prepare reports.

o Possession of mechanical aptitude.
o Physical endurance and agility.
o

Ability to exercise good judgement in evaluating situations and making decisions
to react quickly and calmly in emergency situations.
to understand and effectively carry out written and oral instructions.

. Ability
. Ability

Knowledge of the occupational hazards involved and safety precautions.
Must have ability to work accurately with attention to detail.
. Ability to maintain confidentiality.
o Understand function and operation of hydraulic rescue tools.
. Ability to work the allocated hours of the position.
o
o

PHYSICAL REOUIREMENTS:
This is heavy work requiring the exertion of 100 pounds of force occasionally, up to 50 pounds of force frequently, and up
to 20 pounds of force constantly to move objects while wearing protective equipment that can be heavy and hot.
Additional physical demands include carrying 80-100 lbs. of equipment while working; climbing many flights of stairs,
ascending and descending on ground ladders and fire escapes; and working at heights and in confined spaces to fight fires
and rescue victims. Work requires climbing, balancing, stooping, kneeling, crouching, crawling, reaching, standing,
walking, pushing, pulling, lifting, fingering, grasping, feeling, and repetitive motions; vocal communication is required for
conveying detailed or important instructions to others accurately, loudly, or quickly; hearing is required to perceive
information at normal spoken word levels; visual acuity is required for depth perception, night vision, peripheral vision,
visual inspection involving small defects and/or small parts, use of measuring devices, operation of machines, operation of
motor vehicles or equipment, determining the accuracy and thoroughness of work, and observing general surroundings
and activities.

WORK ENVIRONMENT:
The worker is subject to inside and outside environmental conditions. The worker may be exposed to blood borne
pathogens and may be required to wear specialized personalprotective equipment. Generally work from an office or
vehicle, but may be exposed to extreme outdoor elements for an extended period of time. May come in contact with biohazardous materials and waste, by-products of smoke, narcotics, hostile individuals, and individuals with contagious
diseases. May be exposed to extreme situations including direct exposure to fire, chemicals, poorly lighting, and
hazardous sites. The general work schedule requires 24-hour shifts, assigned on an alternating basis with two days off
between assignments. While on duty, employees live and sleep at the fire station.

The City of GaUafin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race,
sex, religion, colo\ national or ethnic origin, age, disability, military service, or political affiliation.

In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to quali/ied
individuals with disabilities and encourages both prospective and cunent employees to discuss potential
accommodations with the employer.

EMPLOYEE NAME PLEASE PRINT):

EMPLOYEE SIGNATURE

DATE:

TITLE: F''irefighter - Engineer
PG: FEE
DEPARTMENT: Fire Department
REPORTS TO: Fire Lieutenant or Fire Captain (Depending on Assignment)
REVISION DATE: IULY 2022
PURPOSE OF POSITION:
Performs protective service work in driving fire apparatus, and the operation of pumps and rescue equipment. Work is
performed under emergency conditions and frequently involves an element of personal danger.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
The

following duties are normal for this position,

These are not to be construed us exclusive or all-inclusive. Other

duties may be required and assigned.

l.
3.
4.
5.
6.
7.
8.

Responds to emergency alarms; driving and operating fire equipment; prepares and maintains equipment;
participates in fire suppression and rescue.
Participate with other members in laying of hose lines, search and rescue, ventilation, salvage and overhauls, and
other activities necessary for handling emergency situations.
Operates pumps and apparatus at fire scene; regulates water pressure to insure required pressure at nozzle.
Assists in fire suppression including rescue, entry, ventilating and salvage work.
Assumes primary responsibility for the servicing and maintenance of fire apparatus, equipment, and tools.
Responds to alarms, drives assigned apparatus to required location.
Instructs other fire personnel in operation and care of fire equipment.
Participates in continuing training and instruction program by individual technical study and attendance at

9.

scheduled drills and classes.
Performs full range of duties of a Fire Fighter and provides emergency medical care to sick or injured persons.

2.

MINIMUM OUALIFICATIONS:
. High school diploma/equivalent.
of Firefighter with the Gallatin Fire Department and fulfill all requirements of that position.
Must have successfully completed the Gallatin Fire Department Pump and Aerial Schools (TFACA courses may

o Shall hold the rank
o

substitute).
o Must be certified by the Tennessee Commission on Fire Fighting as a Fire Fighter

II and Fire Apparatus Operator (or

equivalent).

Must have, and maintain, the Tennessee Emergency Medical Technician-Basic license.
Must complete FEMA online courses lS-100, IS-200, IS-700, and IS-800.
o Must have valid driver's license with "F" endorsement if Tennessee resident or equivalent with out of state driver's

o

o

license.
o

Must rneet physical standards established by the Gallatin Fire Department.

KNOWLEDGE. SIilLLS. AND ABILITIES:
o Thorough knowledge of firefighting techniques, procedures and mechanics

as applied to

fire suppression and pump

operation.

of emergency medical techniques and procedures
of the principles of hydraulics applied to fire suppression.
of the street system, major building and physical layout of the City.
of the operation and maintenance of firefighting equipment and apparatus and ability to operate
such equipment and apparatus safely and effectively.
. Ability to establish and maintain effective working relationships with fellow employees and the general public.
. Ability to keep simple records and prepare reports.
o Possession of mechanical aptitude.
o Physical endurance and agility.
o Knowledge of Tennessee fire safety laws.
o AbiliW to operate a variety of fire equipment.
Thorough
Thorough
o Thorough
o Thorough
o

o

knowledge
knowledge
knowledge
knowledge

. Ability to exercise good judgment in evaluating situations
o

Ability

and making decisions.
to react quickly and calmly in emergency situations and to determine proper course of action.

. Ability to exercise good judgment in evaluation and mediation of situations. Ability to maintain

simple records
and prepare repofts, manual or computerized.
. Ability to make decisions to accomplish specific tasks and operations within the scope of the position.
. Ability to interact with the public effectively, professionally and politely, and with discretion.
o Ability to effectively communicate with and establish and maintain an effective working relationship with department
staff and other personnel.
o Ability to understand and effectively carry out written and oral instructions.
. Knowledge of the occupational hazards involved and safety precautions.
o Must have ability to work accurately with attention to detail.

. Ability to maintain confidentiality.
. Ability to work the allocated hours of the position.
PHYSICAL REQUIREMENTS:
l'his is heavy work requiring the exertion of 100 pounds of force occasionally, up to 50 pounds of force frequently, and up
to 20 pounds of force constantly to move objects while wearing protective equipment that can be heavy and hot.
Additional physical demands include carrying 80-100 lbs. of equipment while working; climbing many flights of stairs,
ascending and descending on ground ladders and fire escapes; and working at heights and in confined spaces to fight fires
and rescue victims. Work requires climbing, balancing, stooping, kneeling, crouching, crawling, reaching, standing,
walking, pushing, pulling, lifting, fingering, grasping, feeling, and repetitive motions; vocal communication is required for
conveying detailed or important instructions to others accurately, loudly, or quickly; hearing is required to perceive
information at normal spoken word levels; visual acuity is required for depth perception, night vision, peripheral vision,
visual inspection involving small defects and/or small parts, use of measuring devices, operation of machines, operation of
motor vehicles or equipment, determining the accuracy and thoroughness of work, and observing general surroundings
and activities.

WORI( ENVIRONMENT:
The worker is subject to inside and outside environmental conditions. The worker may be exposed to blood borne
pathogens and may be required to wear specialized personal protective equipment. Generally work from an office or
vehicle, but may be exposed to extreme outdoor elements for an extended period of time. May come in contact with biohazardous materials and waste, by-products of smoke, narcotics, hostile individuals, and individuals with contagious
diseases. May be exposed to extreme situations including direct exposure to fire, chemicals, poorly lighting, and
hazardous sites. The general work schedule requires 24-hour shifts, assigned on an alternating basis with two days off
between assignments. While on duty, employees live and sleep at the fire station.
The City of Gatlatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race,
sex, religion, color, nationul or ethnic origin, age, disability, military service, or political affiliation.

In compliance with the Americans with Disabilities Act, the City will provide reasonable sccommodations
individuals with disabilities and encourages both prospective and cunent employees to discuss potential
accommodations with the employer.
EMPLOYEE NAME PLEASE PRINT)

EMPLOYEE SIGNATURE:

DATE:

to qualified

TITLE: Fire Lieutenant
PG: FFF
DEPARTMENT: Fire Department
REPORTS TO: Battalion Chief
REVISION DATE: JALY 2022
PURPOSE OF'POSITION:
Perfotms protective service work participating in and supervising fire suppression activities. Work is often performed
under emergency conditions and frequently involves considerable personal hazard. Supervision is exercised over
firefighters and engineers on an assigned shift.

BSSENTIAL DUTIES AND RESPONSIBILITIES:
Thefollowing duties are normalfor this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned

1.
2.
3.
4.
5.
6.
7.
8.
9.

Serves as front-line supervisor as a fire company officer.
Responds emergency incidents, directs and coordinates emergency incident activities until relieved by a supervisor
or command personnel.
Supervise personnel engaged in suppressing and extinguishing fires, conducting emergency rescues and providing
emergency rnedical care; train, evaluate performance, and implement disciplinary action according to established
policies and procedures; disseminate information and promote good morale.
Perform all duties of a firefighter including fire suppression and rescue, emergency medical service, salvage

operation, and fire prevention.
Plans, schedules and directs work assignments and station personnel; prepares and maintains records and files.
Plan and direct the maintenance of fire and rescue apparatus, equipment, facilities and grounds and conduct
inspections to ensure departmental standards and operating procedures regarding general appearancq working
condition, and safety are met.
Instruct and drill employees in firefighting and emergency medical service techniques, ensuring that efficiency is
maintained at a uniform level throughout the fire company. Assure that subordinates attain all necessary training
to meet department, State and ISO requirements.
Maintain records and prepare reports concerning emergency incidents and shift activities, the use and condition of
apparatus, related equipment, and supplies, and other reports as required.
ldentif, training needs of assigned employees and participate in training of new employees and subordinates to

enhance their skills.
10. Directs and participates in pre-fire surveys, residential, commercial and industrial fire inspections.
1 l. Keeps records and makes operational and personnel reports.
12. Evaluates work and performance of subordinates.
13. Present fire safety presentations and programs to community groups and schools.

MINIMUM OUALIFICATIONS:
o

Associate's Degree in Public Safety, Public Administration, Business Administration, or related field.

o Must be, and maintain, a licensed Advanced Emergency Medical Technician by the State of Tennessee.
o Must be certified by the Tennessee Commission on Fire Fighting as a Fire Officer I, Fire Instructor I, and Fire

Apparatus Operator (or equivalent).
Shall hold the rank of Firefighter/Engineer with the Gallatin Fire Department and fulfill all minimum requirements of
that position.
o Must have successfully completed the Tennessee Fire Service and Code Enforcement Academy Fire Officer I/ll course
series or equivalent.
o Must be certified, and maintain certification, as a Tennessee Emergency Management Agency Hazardous Materials
Technician.
o Must complete FEMA online courses IS-100, I5-200, IS-700, and IS-800.
r Must meet and maintain qualifications and training standards as established by the Department and the State of

r

Tennessee.

Knowledge in basic supervisory principles and practices.
Knowledge in the training of staff in work procedures.
o Must have valid driver's license with "F" endorsement if Tennessee resident or equivalent with out of state driver's
o

.

license.

r Must meet physical standards established by the Gallatin Fire Department.
.KNOWLEDGE. SKILLS. AND ABILITIES:
o Thorough knowledge of firefighting techniques, procedures and mechanics

as applied to

fire suppression and pump

operation.

Thorough knowledge of emergency medical techniques and procedures.
Thorough knowledge of the principles of hydraulics applied to fire suppression.
o Thorough knowledge of the street system, major building and physical layout of the City.
o Thorough knowledge of the operation and maintenance of firefighting equipment and apparatus and ability to operate
such equipment and apparatus safely and effectively.
. Ability to establish and maintain effective working relationships with fellow employees and the general public.
o AbiliW to provide leadership and direction to subordinate direct reports.
o Ability to keep simple records and prepare reports.
o

o

o Possession of mechanical aptitude.
o Physical endurance and agility.

Knowledge of Tennessee fire safety laws.
Ability to operate a variety of fire equipment.
o Ability to exercise good judgment in evaluating situations and making decisions.
. Ability to react quickly and calmly in emergency situations and to determine proper course of action.
. Ability to maintain simple records and prepare reports, manual or computerized.
o Ability to make decisions to accomplish specific tasks and operations within the scope of the position.
. Ability to interact with the public effectively, professionally and politely, and with discretion.
. Ability to effectively communicate with and establish and maintain an effective working relationships with department
staff and other personnel.
. Ability to understand and effectively carry out written and oral instructions.
o Knowledge of the occupational hazards involved and safety precautions.
o Must have ability to work accurately with attention to detail.
. Ability to maintain confidentiality.
o Understand function and operation of specialized hydraulic rescue tools.
. Ability to work the allocated hours of the position.
o

o

PHYSICAL REOUIREMENTS:
This is heavy work requiring the exertion of 100 pounds of force occasionally, up to 50 pounds of force frequently, and up
to 20 pounds of force constantly to move objects while wearing protective equipment that can be heavy and hot.
Additional physical demands include carrying 80-100 lbs. of equipment while working; climbing many flights of stairs,
ascending and descending on ground ladders and fire escapes; and working at heights and in confined spaces to fight fires
and rescue victims. Work requires climbing, balancing, stooping, kneeling, crouching, crawling, reaching, standing,
walking, pushing, pulling, lifting, fingering, grasping, feeling, and repetitive motions; vocal communication is required for
conveying detailed or important instructions to others accurately, loudly, or quickly; hearing is required to perceive
information at normal spoken word levels; visual acuity is required for depth perception, night vision, peripheral vision,
visual inspection involving small defects and/or small parts, use of measuring devices, operation of machines, operation of
motor vehicles or equipment, determining the accuracy and thoroughness of work, and observing general surroundings
and activities.

WORI( ENVIRONMENT:
The worker is subject to inside and outside environmental conditions. The worker may be exposed to blood borne
pathogens and may be required to wear specialized personal protective equipment. Generally work from an office or
vehicle, but may be exposed to extreme outdoor elements for an extended period of time. May come in contact with biohazardous materials and waste, by-products of smoke, narcotics, hostile individuals, and individuals with contagious
diseases. May be exposed to extreme situations including direct exposure to fire, chemicals, poorly lighting, and
hazardous sites. The general work schedule requires 24-hour shifts, assigned on an alternating basis with two days off
between assignments. While on duty, employees live and sleep at the fire station.
The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the bosis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political affiliation,

In compliance with the Americans with Disabitities Act, the City will provide reasonable accommodations to qualiJied
individuals with disabitities and encourages both prospective and current employees to discuss potential
accommodations with the employer.

EMPLOYEE NAME PLEASE PRINT):

EMPLOYEE SIGNATURE:

DATE

TITLB: Fire Marshal
PG: GY-S
DEPARTMENT: Fire Department
REPORTS TO: Fire Chief
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
Under general administrative direction, plans, organizes, develops, supervises, and provides oversight of the Fire
Marshal's Office, including fire inspection, plans reviews, fire investigation, public education, regulatory refonn and other
Cornmunity Risk Reduction programs. The Fire Marshal performs and manages a variety of administrative, technical and
managerial tasks related to Community Risk Reduction utilizing sound fiscal management practices and is responsible for
the enforcement of applicable city and state fire codes and regulations. Maintains memberships in professional
associations. Work is performed under the general direction of the Fire Chief.

ESSENTIAL DUTIES AND RESPONSIBILTIES:
Tlte following duties are normal for this position. These are not to be construecl as exclusive or all-inclusive. Other
duties may be required and assigned.

1.

Plans, organizes and directs activities of the Fire Marshal's Office; establishes goals, objectives and action plans;
develops and administers budget; selects, trains, directs, evaluates and disciplines staff; and plans and assigns
work projects and special assignments.
2. Monitors and reviews national fire codes and State legislation pertaining to fire prevention and fire protection to
determine the impact for the City; develops andlor updates fire codes, city ordinances and amendments for
submittal to city officials for adoption, coordinating with the City Attorney's Office when needed.
3. Reviews building plans for code compliance and provides direction and guidance to city staff and outside
developers and contractors in code interpretation and plans review. Oversees construction projects to ensure
compliance with national, state and local fire & building codes and city ordinances.
4. Makes decisions regarding code violations and determines legal action required. Administers subpoenas and
organizes, develops and evaluates documentation necessary for criminal or civil litigation. Coordinates efforts
with city prosecutors and police personnel in preparing depositions and /or testifuing in court.
5. Supervises, directs and coordinates fire department personnel and external agencies in fire scene investigations to
determine origin and cause of structural fires. Preserves evidence and works with law enforcement agencies and
City Attorney as required, ensuring successful prosecution when appropriate.
6. Coordinate and deliver Community Risk Reduction activities within the department, with other City Depaftments,
outside agencies, businesses, and educational institutions. Organizes, evaluates and participates in the
department's Clown Troupe.
7. Represents the City and Fire Department at various meetings. Serves on committees, task force, boards and
agencies related to promoting fire prevention. Makes presentations at public meetings and before city officials.
8. Oversees the maintenance of the Fire Department's Fire Records Management System to ensure current and
accurate reports and files.
9. Prepares news releases, responds to requests for information, and may serve as spokesperson with the media
regarding investigations.
10. Conducts technical inspections for fire and building code requirements to ensure compliance with national, state,
county, and local fire safety codes and ordinances. Maintain standards as identified in NFPA and NFC.
I l. Attend seminars, conferences, and training opportunities.
12. Advise Fire Chief on jurisdictional code issues. Assist Chief in planning and directing the Cornmunity Risk
Reduction activities of the Fire Department.
13. Perform all duties of a firefighter including fire suppression and rescue, emergency medical service, salvage
operation, and fire prevention.
14. Responds to emergency incidents as a member of the Incident Command Staff and provides supervision and
guidance within the established incident command structure.
15. Take personal responsibility to provide excellent internal and external customer service in order to promote and
maintain a positive Cify image, a constructive working environment, and foster pride and professionalism in the
workplace and community.

MINIMUM QUALIFICATIONS

:

Bachelor's Degree in Public Safety, Public Administration, Business Administration or related field.
o Must be certified by the Tennessee Commission on Fire Fighting as Fire Officer lV, Fire Instructor II, and Safety
Officer.
. Seven (7) years' of fire seruice experience with extensive experience in fire prevention and investigations.
o Must be, and maintain, licensed to conduct Fire Plans Review by the State of Tennessee or obtain within 12 months
from date of promotion.
o Must be, and maintain, a licensed Fire Inspector by the State of Tennessee or obtain within six months from date of
promotion.
o Must be certified, and maintain certification, as a Fire Investigator by the IAAI (or equivalent) or obtain certification
within twelve (12) months frorn date of promotion.
o Must complete FEMA courses IS-l00,IS-200, IS-300, IS-400,IS-700, and IS-800
o Must hold the rank of Assistant Fire Marshal or Baffalion Chief with the Gallatin Fire Department.
o Must be able to respond to the Fire Station within 45 minutes in case of call back for emergency.
o Must have a valid driver's license with "F" endorsement.
r Must meet physical standards set by the Gallatin Fire Department.
o

PREFBF'FED OU AI,IF'ICATIONS:
o Master's Degree in Public Safety, Public Administration, Business Administration or closely related field
. Fire Marshal Designation for Center of Public Safety Excellence.
e Executive Fire Officer Designation from the National Fire Academy.

KNOWLEDGE. SKILLS. ABILITITES:
o Thorough knowledge of Standard Fire Code, National Fire Code, State and local fire prevention codes, and related
laws and ordinances.

. Considerable

knowledge of fire prevention techniques, including inspection methods, fire hazards and methods of
eliminating hazardous conditions.
r Thorough knowledge of fire suppression, rescue and emergency medical services principles, practices, apparatus,
equipment, techniques and methods.

Knowledge of cument construction methods and materials.
e Thorough knowledge of fire administration, personnel management and budget administration.
o Ability to prepare technical and administrative recommendations and reports.
o Ability to gather pertinent facts, make through analyses, and arrive at sound conclusion.
o Ability to enforce fire and safety codes firmly, tactfully, impartially and consistently.
. A working knowledge of geography of the City along with all streets and hydrants as wellas fire hazards in the City.
o Knowledge of comprehensive safety and risk management systems.
. Ability to evaluate effectiveness of cument programs as well as recommend and implement improvements.
. Ability to teach personnel principles, practices, and procedures of fire prevention.
o Ability to communicate effectively (i.e.: writing, verbal, use of information technology devices), including speaking
before officials and citizen groups.
o Ability to formulate action plans quickly in an emergency.
. Knowledge of computer systems and ability to apply new technology effectively.
. Ability to interact successfully in a team-oriented organization.
. Strong organizational analysis skills in problem solving.
o Skill in budgetary development and administration.
r Knowledge of management principles and practices.
o Perform the full range of duties of a Firefighter including operation of fire apparatus and providing emergency medical
o

care as needed.

TIIREMENTS:
This is Iight work requiring the exeftion of up to 20 pounds of force occasionally, up to 10 pounds of force frequently,
and a negligible arnount of force constantly to move objects. Work requires reaching, running, fingering, grasping,
and repetitive motions; vocal communication is required for expressing or exchanging ideas by means of tlie spoken
word; hearing is required to perceive information at normal spoken word levels; visual acuity is required for preparing
and analyzing written or computer data, operation of motor vehicles or equipment, determining the accuracy and
thorougliness of work and observing general surroundings and activities.

PHYSICAL

WORK ENVIRONMENT:
The worker is subject to inside and outside environmental conditions. The worker may be exposed to blood borne
pathogens and may be required to wear specialized personal protective equipment. Generally, work fi'om an office or
vehicle, but may be exposed to extreme outdoor elements for an extended period of time. May come in contact with
bio-hazardous materials and waste, byproducts of smoke, narcotics, hostile individuals, and individuals with
contagious diseases. May be exposed to extreme situations including direct exposure to fire, chemicals, poorly
lighting, andhazardous sites. Hazards of the job include moving mechanical parls; high, precarious places; fumes or
airborne particles; toxic or caustic chemicals; extreme cold or heat; extreme hurnidity; and electrical shock. Must be
available, after normal business lrours, 24 hours a day,7 days per week for emergency incidents.

The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on tlre basis
ruce, sex, religion, color, national or etltnic origin, age, disability, military service, or politicnl affiliation.

of

In compliance with the Americans with Disabilities Act, tlte City will provide reasonable accommodations to
qualified individuals witlt disabilities and encourages botlt prospective and current employees to discuss potential
accommodations witlt tlte employer.
EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE:

DATE:

TITLE: Fire

Records Coordinator

PG: GO

DEPARTMENT: Fire Department
REPORTS TO: Fire Marshal
REVISION DATE: JALY 2022
PURPOSE OF POSITION:
Under general supervision, serves as primary administrator and technical support for the Fire Department's specialized
data and record management system. Assists fire personnel in the utilization of the system to support departmental goals
and functions. Oversees data input to ensure the accuracy and integrity of the database that is fed to the State and used
by the Fire Department for planning, reporting, and measuring performance. Provides administrative support to the Fire
Marshal'sOffice and schedules staff for public safety events and pre-fire planning inspections.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned.

L

Maintains the department's data collection and reporting system, ensuring that the database effectively captures
departmental data, including incident information, fire investigations, fire hydrant maintenance and/or testing,
building inspections, and pre-fire planning inspections.
2. Audits data input by fire personnel and performs quality assurance checks; reviews incident narratives for
correctness and consistentdata, correcting as necessary to ensure integrity ofdata in preparation for the feed into
State and Federal data systems.
3. Works with staff to identifo data to capture for reporting and measurement purposes. Generates system repofts and
creates standard queries to produce quarterly required statistics and ad hoc reports, and enters statistics into various
city performance measurement tools.
4. Develops and implements procedures to guide and educate equipment and software users to ensure consistency in
data reporting and overall database efficiency. Provides training, sometimes in the field, on proper data entry.
5. Serves as technical consultant to fire department staff regarding data management software and equipment, data
entry, repofting and querying information. Interfaces with vendors and City IT department, assisting with upgrades
and troubleshooting problems.
6. Participates in short and long range plans regarding system improvements, assessing departmental computer
system and hardware needs, and budgeting requirements for system improvement purchases.
7. Assists with scheduling and coordinating public education events, including special events for Fire Prevention
Week. Reviews departmental calendar to determine fire company availability for public education events.
8. Prepares and publishes to the City's website information for the public, including meetings, agendas, minutes,
forms, and general departmental information.
9. Gathers geographic coordinate information and coordinates with City GIS office.
10. As required, represents department in cross-functional teams and committees for the City.
1 1. Must be punctual and timely in meeting all job performance requirements, including but not limited to,
attendance and tardiness standards and work deadlines.

MINIMUM OUALIFICATIONS:
o Associate's degree

in Public Safety, Public Administration Business Administration, Computer Science,
Information Systems, or related fields. Bachelor's degree is preferred.
o Two (2) years' of experience in managing specialized data and records management systems.
o Two (2) years' of recent experience in clerical/office work, preferably working directly with mid-level or
executive level positions.
o Must have a valid driver's license.

KNOWLEDGE. SIilLLS. AND ABILITIES:
. Knowledge of and a good understanding of database systems.
. Knowledge of Uniform Fire Incident Reporting Codes, criteria, and report standards, and ability to interpret and apply.
. Knowledge of fire forms, terminology and records and a good understanding of medical and fire operations.
. Knowledge of fire and building codes.
. Knowledge and ability to effectively use Microsoft Office (Word, Excel, PowerPoint) to generate reports, including
written documents.

. Ability to exercise considerable

independent judgment in controlling an extensive data management system and

meeting required deadlines.
to work independently without direct supervision.
to organize, coordinate and prioritize a variety of assignments with varying deadlines.
to operate a complex computerized database, including the ability to manipulate datato generate reports.
to comprehend and make inferences from written materials, such as procedure manuals and written reports.
o Ability to prepare and maintain accurate and concise records and reports.
o Ability to understand and effectively carry out verbal and written instructions.
o Ability to maintain a high degree of quality and confidentiality of all work processed concerning incident reports.

. Ability
. Ability
. Ability
. Ability

o

Abiliry to communicate effectively with the general public, other City employees, and representatives from
variousbusinesses and agencies.

o

AbiliW to produce written documents with clearly organized thought using proper sentence construction, punctuation
and grammar.

r Ability to communicate in both written and verbal form.
. Ability to develop, interpret and implement local policies and procedures; written instructions, general corespondence;
Federal, State, and local regulations.

Ability to define problems and deal with a variety of situations.
o Ability to think quickly, maintain self-control, and adapt to stressful situations.
o Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of open
o

records law and other applicable State and Federal Statutes and Regulations.
skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.
o Organizational and time management

. Ability to maintain confidentiality.
o

Abiliry to work the allocated hours of the position.

PHYSICAL REQUIREMENTS:
This is sedentary work requiring the exertion of up to 10 pounds of force occasionally and a negligible amount of force
frequently or constantly to move objects. Work requires climbing, stooping, reaching, fingering, grasping, and repetitive
motions; vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is
required to perceive information at normalspoken word levels; visualacuity is required for preparingandanalyzing
written or computer data, determining the accuracy and thoroughness of work, and observing general surroundings and
activities.

WORK ENVIRONMENT:
Works is in an office setting, in generally comfortable conditions.
The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political al/iliation.

In compliance with the Americuns with Disubilities Act, the City will provide reasonable accommodations to qaaliJied
individuals with disabilities and encourages both prospective and current employees to discuss potential
accommodations with the employer.
EMPLOYEE NAME PLEASE PRINT):

EMPLOYEE SIGNATURE

DATE:

TITLE: Fire Training Officer
Pay Grade: GX
DBPARTMENT: Fire Department
REPORTS TO: Assistant Fire Chief - Adrninistration
REVISION DATE: JALY 2022
PURPOSE OF POSITION:
Under the direction of the Assistant Chief of Administration, plans, administers, and directs the Fire Department's
education and training activities to ensure compliance with local, state, and federal rules and regulations regarding the Fire
Service. Will provide mid-level assistance with policy analysis and development, budget preparation, and labor
management relations.

BSSENTIAL DUTIES AND RESPONSIBILITIES:
TIte following duties sre normal for tltis position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned.

l.
2.
3.
4.
5.
6.
7.

In conjunction with other staff, analyses the Fire Department's training and educational needs, develops and
execute training programs where needs are identified.
Conducts fire, general safety, and technical rescue training and evaluates performance by testing, reviewing,
evaluating, etc.

Develops the Annual 40-hour In-Service Training program and ensures all record keeping requirements.
Ensures compliance with ISO mandated training activities and any required documentation.
Develops and maintains lesson plans for all areas relating to fire suppression, technical rescue, etc.
Conducts and participates in training classes.
Assists with education to the public on fire safety/prevention; conducts fire prevention demonstrations, lectures,
and fire drills; organizes/conducts special events related to fire prevention.
8. Prepares and maintains training records and reports on training activities.
9. Receives and/or prepares various documentation (forms, checklists, reports, correspondence, etc.); processes, to
be completed, and/or forwards as appropriately necessary.
10. Participate in formulating and administering Fire Department policy and guidelines along with developing longrange training goals and objectives.
1 1. Responds to emergency incidents as a member of the Incident Command Staff and provides supervision and
guidance within the established incident command structure.
12. Perfoims the full range of duties as a Fire Fighter, including operation of fire apparatus and providing emergency

medical care as needed.
13. Maintain liaison and working relationships with other City Departments, citizens, public and private
organizations, other fire departments, and various local, state and federal agencies.
14. Take personal responsibility to provide excellent internal and external customer service in order to promote and
maintain a positive City image, a constructive working environment, and foster pride and professionalism in the
workplace and community.

MINIMUM QUALIFICATIONS:
Bachelor's Degree in Public Safety, Public Administration, Business Administration or related field.
Must be certified by the Tennessee Commission as Fire Officer III, Fire Instructor II, Public Fire and Life Safefy
Educator, and Safety Officer.
o Must hold the rank of Lieutenant, or higher, with the Gallatin Fire Department.
o Must have completed FEMA courses IS-100, IS-200, IS-300,IS-400, IS-700, and IS-800.
o Must be certified by the Tennessee Emergency Management Agency as aHazardous Materials Technician.
o Must be, and maintain, licensed as an Advanced-Emergency Medical Technician by the State of Tennessee.
r Must meet physical standards established by the Gallatin Fire Department.
r Must have a valid driver's license.
o

o

I,S AND ABILITIES:
. Thorough knowledge of the principles and practices of fire suppression & prevention,
o Thorough knowledge of departmental rules & regulations.
r Thorough knowledge of the operation and maintenance of apparatus and equipment.
. Thorough knowledge of fire safety requirements including State and Federalrules and regulations.
. Working knowledge of TOSHA training mandates'
o Considerable knowledge of State Fire Commission training and certification requirements for firefighting personnel
. Knowledge of effective training techniques for adult learners.
r Writing skills sufficient to design training curriculum, tests, etc.
r Knowledge of fire prevention methods.
r Knowledge of modern fire suppression procedures.
r Knowledge of Tennessee fire safety laws.
o Ability to exercise good judgment in evaluating situations and making decisions.
. Ability to react quickly and calmly in emergency situations to determine proper course of action.
o General knowledge of the geography of the City.
r General knowledge of Supervisory principles & practices.
o Thorough knowledge ofoccupational hazards & necessary safety precautions.
o Ability to program and implement activities.
r Ability to make decisions to accomplish specific tasks and operations within the scope of the position.
. Ability to interact with the public effectively, professionally and politely, and with discretion.
. Ability to effectively communicate effectively, both orally and in writing.
o Ability to establish and maintain an effective working relationship with others
. Ability to understand and effectively carry out written and oral instructions.
. Knowledge of the occupational hazards involved and safety precautions.
r Must have ability to work accurately with attention to detail'
o Ability to maintain confidentiality.
r Ability to work the allocated hours of the position.

KNOWLEDGE.

PHYSICAL REQUIREMENTS:
Is generally light work in an office setting requiring the exertion of up to 20 pounds of force, but can be expected to
perform heavy work requiring the exertion of 100 pounds offorce occasionally, up to 50 pounds offorce frequently, and
up to 20 pounds of force constantly to move objects. The heavy work can require climbing, balancing, stooping, kneelittg,
crouching, crawling, reaching, standing, walking, pushing, pulling, lifting, fingering, grasping, feeling, and repetitive
motions; vocal communication is required for conveying detailed or important instructions to others accurately, loudly, or
quickly; hearing is required to perceive information at normal spoken word levels; visual acuity is required for depth
perception, night vision, peripheral vision, visual inspection involving small defects and/or small parts, use of measuring
devices, operation of machines, operation of motor vehicles or equipment, determining the accuracy and thoroughness of
work, and observing general surroundings and activities.

WORK

Generally, work from an office or vehicle, but may be exposed to extreme outdoor elements for an extended period of
time. When responding to emergency incidents the worker is subject to outside en vironmental conditions. The worker
may be exposed to blood borne pathogens and may be required to wear specialized personal protective equiprnent. May
come in contact with bio-hazardous materials and waste, byproducts of smoke, narcotics, hostile individuals, and
individuals with contagious diseases. May be exposed to extreme situations including direct exposure to fire, chemicals,
poorly lighting, andhazardous sites. Hazards of the job include moving mechanical parts; high, precarious places; fumes
or airborne particles; toxic or caustic chemicals; extreme cold or heat; extreme humidity; and electrical shock. Must be
available, after normal business hours, 24 hours a day,7 days per week for emergency incidents.

The City of Gatlatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race'
sex, religion, color, national or ethnic origin, age, disability, military service, or political affiliation.

In compliance with the Americans with Disabilities Act, the City will provide reasonable uccommodations
indivicluuls wittt disabilities and encourages both prospective and cunent employees to discuss potential
accommodations witlt tlte employer.

EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE:

DATE:

to qualiJied

TITLE: Administrative Assistant V
PG: GO
DEPARTMENT: Public Utilities - Gas

REPORTS TO: Superintendent of Public Utilities
REVISION DATE: JULY 2022
PURPOSB OF POSITION:
The purpose of this position is to perform responsible, skilled clerical and administrative support functions to the Public
Utilities Department.

BSSENTIAL DUTIES AND RESPONSIBILITIES:
Thefollowing duties are normalfor this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be reqaired and assigned.

1.
2.
3.
4.
5.
6.
7.
8.
9.
1

0.

1

l.

12.
1

3.

14.

Serves as primary clerical support to the Superintendent of Public Utilities.
Creates and maintains specialized reports, records, and file required in connection with Departmental processes, as
well as State and Federal requirements.
Responds to public inquires on the telephone and in-person, providing general and specialized information and
assistance to the public, vendors, and contractors in a courteous manner.
Processes purchase requisitions, purchase orders, and vouchers.
Receives, verifies, and processes invoices for equipment, supplies, and services purchased by the Department.
Prepares personnel documents and forms, maintains Deparlmental personnelfiles and records.
Prepares correspondence on a rnultiplicity of matters requiring an in-depth understanding of the Department's goals
and objectives, Departmental policies and procedures, as well as City policies and procedures.
Types, edits, revises, proofreads, and prints agendas, agreements, contracts, correspondence, legal documents,
memoranda, technical reports, and other specialized material.
Maintains the Superintendent's calendar of appointments and meetings.
Receives incoming correspondence and refers to appropriate staff for reply or action.
Assists with administrative tasks as assigned.
Assists in the preparation of the Departmentalbudget, gathers dataand organizes supporting data.
Undertakes special projects as assigned by the Superintendent of Public Utilities.
Performs other duties as assigned.

MINIMUM OUALIFICATIONS:
High School Diploma/GED.
Associate's degree in a related field prefened.
o Mus have five (5) years' recent and related work experience in administrative clerical/office work, preferably working
directly with executive level positions; or an equivalent combination of education, experience, and training.
o A Public Notary prefered.
o Must have a valid driver's license.
o

o

KNOWLEDGE. SKILLS AND ABILITIES:
o Knowledge of standard office practices, procedures, equipment, and secretarialtechniques.
o Knowledge of business English, spelling, and arithmetic.
o Knowledge of the organization and functions of the Department and of general administrative policies and practices.
. Ability to maintain complex office records and the ability to prepare accurate reports from file sources.
e Ability to perform and organize work independently.
o Abiliry to operate a computer and word processor and to type at a reasonable rate of speed (65 wpm or more).
o Abiliry to prepare effective correspondence on routine matters and to perform routine office management details
without referral to supervisor.
o Ability to maintain effective working relationships with other employees and the public and to deal with public
relations problems coufteously and tactfully.
. Ability to establish and maintain effective and professional working relationships with vendors, finance staff; other
department heads, and governmental officials.

r General knowledge of current office practices and procedures and knowledge of the operation of standard office
equipment and software.
to prepare and maintain accurate and concise records and reports.
to understand and effectively carry out verbal and written instructions.
to communicate effectively with other members of the staff, supervisor, and the public.
to communicate in both written and verbalform.
to develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
o Ability to define problerns and deal with a variety of situations.
r Ability to think quickly, maintain self-control, and adapt to stressful situations.
. Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail'
. Ability to maintain confidentiality.
o Ability to work the allocated hours of the position.

r Ability
o Ability
o Ability
o Ability
o Ability

PHYSICAL REOUIREMENTS:
eexertionofuptol0poundsofforceoccasionallyandanegligibleamountofforce
-"li*bing,

stooping, reaching, fingering, grasping, and repetitive
frequently or constantly to mov! objects. Work riquir"t
motions; vocal comrnunication is required for expressing or exchanging ideas by means of the spoken word; hearing is
required to perceive information at normal spoken word levels; visual acuity is required for preparin g and analyzing
*.itt"n or cbmputer data, determining the accuracy and thoroughness of work, and observing general surroundings and
activities.

WORK ENVIRONMENT:
Work is in an office setting, in generally comfortable conditions.
The City of Gayatin is a drug-free equal opportunity employer, with policies of non-discriminution on the basis of race,
,"*, ,uiigion, color, national or ethnic origin, age, disability, military service, or political affiliotion.

In compliance with the Americans with Disabilities Act, the City witl provide reasonable accommodotions to qualifi'ed
inrlivicluats with disabilities and encourages both prospective und current employees to discuss potential
accommodations with the employer.

EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE:

DATE

TITLE: Assistant Customer

Service Manager

PG: GP
DEPARTMENT: Public Utilities - Gas/Water
REPORTS TO: Customer Service Manager
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
The purpose of this position is to perform technical and administrative work assisting in the oversight of the utility's
customer services department, assists in water, sewer, and natural gas billing and collection functions and ensuring the
maintenance of effective customer relations, also handles customer inquiries and issues related to utility billing, meter
reading, and collection.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
Thefotlowing duties are normalfor this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned.

1.

Assists in the planning, coordination, and direction of the utility's customer service department, including utility
billing, collections, and customer relations.
Works with staff to ensure a customer-service oriented work environment.
Oversees and maintains Customer Service side of the Department's AMI system
Coordinates and verifies AMI meter data and statistics

2.
3.
4.
5. Monitors the performance of the AMI system, troubleshoots and resolves issues with the AMI system
6. Compiles and processes meter data, troubleshoots alarms, and generates work orders
7. Responds to customer complaints or inquiries, prepares colrespondence and notices regarding utility
services.
8. Prepares and checks delinquent accounts for service disconnection
9. Coordinates the handling of computer related issues and problems.
10. Provides AMI system support to the Department

staff with unusual or diffrcult problems.
12. Reviews and makes adjustments to problem accounts.
13. Communicates with software and hardware vendors concerning software updates and other system
maintenance.
14. Performs other duties as assigned.
1

1. Assists

MINIMUM OUALIFICATIONS:
o Associates degree in business, accounting, or closely related field prefened.
o Must have three (3) years' recent and related work experience in customer service as
o

it relates to utility billing; or an

equivalent combination of education, experience, and training.
Previous supervisory/leadership experience preferred.

o Must be bondable
r Must have valid driver's license.

KNOWLEDGE. SIilLLS AND ABILITIES:
o Thorough knowledge and experience with a computerized billing system.
o Thorough knowledge of accounting and bookkeeping principles and practices

as they relate to

utility account billing

and collections.
o

Thorough knowledge of personal computers, software applications, as well as modern office management practices
and procedures.

r Ability to plan, organize, supervise and review the work of clerical and technical employees.
. Ability to maintain varied and complex records and filing systems and to prepare reports from such records'
. Ability to establish and maintain effective working relationships with other staff.
o General knowledge of curent office practices and procedures and knowledge of the operation of standard office

.

equipment, including computer hardware and software.
Ability to prepare and maintain accurate and concise records and repofts.

. Ability

understand and effectively carry out verbal and written instructions.
communicate effectively with other members of the staff, supervisor, and the public.
communicate in both written and verbal form.
develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
o Ability to define problems and deal with a variety of situations.
o Abiliry to think quickly, maintain self-control, and adapt to stressful situations.
o Abiliry to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.

to
o Abiliry to
e Abili8 to
. Ability to

o
o

Ability to maintain confidentiality.
Ability to work the allocated hours of the position.

PHYSICAL

REOUIREMENTS:

I

rtionofupto20poundsofforceoccasionally,uptol0poundsofforcefrequently,and
objects; work requires reaching, standing, fingering, grasping, and
."p"iitii. motions; vocal communication is required for expressing or exchanging ideas by means of the spoken word;
hearing is required to perceive information at normal spoken word levels; visual acuity is required for preparing and
analyiing*.itt"n or computer data, operation of machines, determining the accuracy and thoroughness of work, and
a negligible amount of

fo."" constantly to move

observing general surroundings and activities.

WORK ENVIRONMENT:
Work is in an office setting, in generally comfortable conditions.
The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race'
,"*, ,niigior, color, national or ethnic origin, age, disability, military service, or political ffiliation.
the Americans with Disabilities Act, the City witl provide reasonahle accommodations to qualffied
individuals with disabilities and encourages both prospective and current employees to discuss potential

In compliance with

accommodations with the employer.

EMPLOYEE NAME (PLEASE PRINT)

EMPLOYEE SIGNATURE:

DATE

TITLf,:

Customer Service Clerk

III

PG: GI
DEPARTMENT: Public Utilities - Gas/Water
REPORTS TO: Customer Service Manager
REVISION DATE: IULY 2022
PURPOStr OF POSITION:
The purpose of this position is to perform responsible clerical and technical accounting work involving utility customer
accounts and the preparation and/or maintenance offiscal or related records.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
Thefollowing duties are normalfor this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned.

L
2.
3.
4.
5.

Prepares and maintains utility customer account records and files.
Prepares daily cash reports and bank deposit.

Balances payment reports from cashier and customer service clerk I.
Maintains records for letters of credit, deposits, and surety bonds.
Maintain all records and files for cross-connection control program, including inspection reports, surveys, notification
letters, and inspection charges.
6. Processes final accounts, including transfer final balances and maintains final account checkbook.
7. Maintains septic tank hauler permits and accounts.
8. Processes and maintains daily service order report and completes service orders.
9. Prepares adjustments.
10. Assists customers with utility service requests and utility account information.
1 1 . Collects, processed, and accounts for payment of utility bills and fees.
12. Processes meter and service orders, sets up and maintains computer records.
13. Receives telephone calls from customers regarding new services, transferring accounts, discontinuing service, change
of address, bank drafts, cut on, cut off and billing problems.
14. Takes applications for new services, collects appropriate fees, assigns account numbers, sets up meter cards, and
prepares meter orders.
15. Receives customer inquiries, searches out information, answers customer questions.
16. Prepares applications for utility accounts.
1 7. Post and balances bad debt payments and prepares financial reports.
18. Gathers, assembles, tabulates, checks, and files financial data.
19. Posts, checks, balances, update utility accounts on the computer.
20. Accounts for checks and cash received daily and balances against receipts.
2l . Files various fiscal transaction documents.
22. Searches documents for posting errors.
23. Post bank drafts and prepares for bank.
24. Types service orders, requisitions, and correspondence.
25. Performs other duties as assigned.

MINIMUM OUALIFICATIONS:
o

High School Diploma/GED.

. One (1) year recent work experience with

bookkeeping or general office work, preferably as a cashier or data entry
clerk; some experience in dealing with the public and utilizing computerized systems preferred.
o A minimum of six (6) months experience as a Utility Customer Service Clerk I preferred; or an equivalent combination
of education, experience, and training.
r Must be bondable.
o Must have a valid driver's license.

KNOWLEDGE. SKILLS AND ABILITIES:
o General knowledge of bookkeeping terminology, methods, procedures and equipment.
e General knowledge of standard office practices, techniques, procedures and equipment.
o General knowledge of utility billing policies and procedures.
. Ability to operate standard office machines, including cash register and multiple computer systems.
o Ability to follow a wide variety of established detailed work procedures.
r Ability to post accounts and to perform mathematical computations with speed and accuracy'
o Considerable knowledge of procedures relating to the processing of a wide variety of types of records.
. Ability to establish and maintain effective working relationships with the general public, staff and City officials.
r Ability to establish and maintain effective and professional working relationships with vendors, finance staff, other
department heads and governmental officials.
o General knowledge of current office practices and procedures and knowledge of the operation of standard office
equipment and software.

. Ability to prepare and maintain accurate and concise records and reports.
. Ability to understand and effectively carry out verbal and written instructions.
Ability to communicate effectively with other members of the staff, supervisor, and the public.
o AbiliU to communicate in both written and verbal form.
. Ability to develop, interpret and implement local policies and procedures; written instructions, general
o

correspondence; Federal, State, and local regulations.
. Ability to define problems arrd deal with a variety of situations.
r Ability to think quickly, rnaintain self-control, and adapt to stressful situations.
r Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.

. Ability to maintain confidentiality.
o

Ability to work the allocated hours of the position.

PHYSICAL REOUIREMENTS:

Tht't''@rtionofupto20poundsofforceoccasionallyandl0poundsofforcefrequentlyanda
negligible amount of force constantly to move objects, work requires reaching, fingering, grasping, and repetitive
motions; work requires frequent standing; vocal communication is required for expressing or exchanging ideas by means
of the spoken word including through a drive-up window; hearing is required to perceive information at muffled and
normalipoken word levels; visual acuity is required for preparin g and analyzing written or computer data, operation of
machines, determining the accuracy and thoroughness of work, and observing general surroundings and activities.

WORI( ENVIRONMENT:
Wort is in an office setting, in generally comfortable conditions. The worker is subject to inside environmental
conditions.
The City of Gatlatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race'
sex, religion, color, nutional or ethnic origin, age, disability, military service, or political affiliation.

In compliance with the Americans with Disabitities Act, the City will provide reasonable accommodutions to qualified
individuats with disabilities and encourages both prospective and current employees to discuss potential
accommodutions with the employer,
EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE

DATE

TITLE: Gas Service Worker VII
PG: GI/GJ (dependent on qualifications)
DEPARTMENT: Public Utilities _ Gas
REPORTS TO: Utility General Supervisor
REVISION DATE: JULY 2022

- Gas

PURPOSE OF
The purpose of this position is perforrn semi-skilled work assisting in the construction, repair and maintenance of gas
utility lines and related fixtures involving the use of specialized tools.

ESSBNTIAL DUTIES AND RESPONSIBILITIES:
following duties are normal for tltis position. These are not to be construed as exclusive or all-inclusive. Otlter
duties may be required and assigned.
The

1.
2.
3.
4.
5.
6.
7.
8.
9.

Assists in the repair, replacement, and installation of gas utility lines, meters, regulators, and related facilities.
Fits taps and assists with pipe welding.
Responds to and investigates gas leaks.
Digs trenches by hand or machine.
Stocks truck with materials and supplies.
Makes minor repairs to tools and equipment.
Loads and unloads trucks.
Performs a variety of routine maintenance tasks such as grass mowing, painting, general cleaning, etc.
Operates a variety of construction and specialized equipment required including backhoe, compact loader, compact
excavator, dump truck, utility truck, ditch witch, boring machines, jackhammers, tamper, and related equipment.
i0. May be required to work overtime and/or be on call; and be able to respond to emergencies within a reasonable time.
1 1. Performs related tasks as required.

MINIMUM

I,IT'ICATIONS:

Gas Service Worker I
. High School Diploma/GED.
. One (1) year of recent work experience in equipment operation or utilities experience; or an equivalent combination
education and experience.
o Must have a valid driver's license.

of

Gas Service Worker II
o Must meet all the qualifications of Gas Service Worker I
o Two (2) to three (3) years' of recent work experience in equipment operation or utilities experience; or an equivalent
combination of education and experience
o Must have a CDL.

SPECIAL REOUIREMENTS:
o Must successfully complete Operator Qualification training administered by the Gallatin Natural Gas Department
within six (6) months of hire/promotion into the class, and must retain qualification throughout employment in order to
work on the City of Gallatin's natural gas system.
r This position is subject to DOT Pipeline andHazardous Materials Safety Administration (PHMSA) drug and alcohol
testing as outlined in 49 Code of Federal Regulations (CFR) Part 199.

I(NOWLEDGE. SKILLS AND ABILITIES:
o

Knowledge of the maintenance, repair and manual tasks in gas utility work.

. Knowledge of the use of common hand and specialized power tools required in the work.
. Knowledge of the safe use and operation and preventive maintenance of mechanicalequipment required in the work.
. Skill in the use of equipment to which assigned.
. Ability to perform manual labor for extended periods, often under unfavorable weather conditions.
. Ability to be contacted by phone in case of emergency.

. Ability to establish

and maintain effective and professional working relationships with vendors, staff, other departlnent

heads and governmental officials.

. Ability
. Ability
. Ability
. Ability

to
to
to
to
r Ability to

prepare and maintain accurate and concise records and repofts.
understand and effectively carry out verbal and written instructions.
communicate effectively with other members of the staff, supervisor, and the public.

communicate in both written and verbal forrn.
develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
. Ability to define problerns and deal with a variety of situations.
. Ability to think quickly, maintain self-control, and adapt to stressful situations.
. Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.
. Ability to maintain confidentiality.
. Ability to work the allocated hours of the position.

PHYSICAL REOUIREMENTS :
This is medium work requiring the exertion of 50 pounds of force occasionally, up to 20 pounds of force frequently, and
up to l0 pounds of force constantly to move objects, and some heavy work requiring the exertion of 100 pounds of force
occasionally, up to 50 pounds of force frequently, and up to 20 pounds of force constantly to move objects; work requires
climbing, stooping, kneeling, walking, pushing, pulling, lifting, grasping, and feeling; vocal communication is required
for expressing or exchanging ideas by means of the spoken word; hearing is required to perceive information at normal
spoken word levels; visual acuity is required for visual inspection involving small defects and/or small parts, use of
measuring devices, assernbly or fabrication of parts at or within arm's length, operation of machines, operation of motor
vehicles or equipment, detennining the accuracy and thoroughness of work, and observing general surroundings and
activities.

WORK ENVIRONMENT:
The employee is subject to inside and outside environmental conditions including, extreme cold, extreme heat, noise, vibration,
hazards, atmospheric conditions, dust/dirt, grease/oils, fumes, airborne particles, moving parts of machinery and extreme weatt
conditions both hot and cold, including wetness and humidity. Risk of electric shock. Work is generally outdoors.
The City of Gattatin is a drug-free equal opportanity employer, with policies of non-discrimination on the basis of race,
sex, religion, color, nationsl or ethnic origin, age, disability, military service, or political affiliation,

In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to quoliJied
individuals with disabitities and encourages both prospective and current employees to discuss potential
accommodations witlt the employer.
EMPLOYEE NAME (PLEASE PRINT)

EMPLOYEE SIGNATURE:

DATE:

TITLE: Regulatory Compliance Manager
PG: GT
DEPARTMENT: Public Utilities - Water
REPORTS TO: Superintendent of Public Works
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
The Water and Wastewater Regulatory Compliance Manager will provide senior level environmental compliance
management and compliance activities associated with the oversight, project management, and compliance audits with
respect to the Depaftment's Water, Wastewater, and Stormwater Permits. Assist with Public Awareness, and outreach
programs. Work is performed under general supervision, and may exercise functional or technical lead or supervision
over lower level staff.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
Thefollowing duties are normalfor this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned

1.

Assists with the development, Implementation, and maintenance of regulatory compliance programs related to
water/wastewater and stormwater.
2. Prepares written regulatory compliance plans; coordinates with operations to implement plans.
3. Proactively monitors anticipated regulations applicable to the Department's water/wastewater systems and advises
management of potential requirements.
4. Coordinates the preparation of required regulatory compliance repofts, as it relates to water/wastewater.
5. Assists in the preparation and update of various plans and procedures, as it relates to water/wastewater.
6. Assists in investigating water quality complaints and helps determine an appropriate course of action.
7. Assists the department with stormwater requirements.
8. Maintains a calendar of required sampling and reporting events for the water/wastewater systems.
9. Coordinates the data collection, data entry, and data manipulation from various field documents, forms, notes, and
reports.
10. Assists water system personnel that collect, produce, or utilize data.
I 1. Produces a variety of documents, reports, and other information.
12. Coordinates with contract laboratory in ordering, receiving, and shipping of required samples.
13. Assist with Public Awareness, and outreach programs.
14. Performs other duties as assigned.

MINIMUM OUALIFICATIONS:
o A Bachelor's Degree in chemistry, biology, environmental

science, or related field, three (3) to five (5) years' recent
and related work experience in water, wastewater, Stormwater, or environmental regulatory compliance; or an
equivalent combination of education, experience, and training.
o A Water Distribution, Wastewater Collection, and a Level I TNESPC certifications are preferred.
o Must have valid driver's license.

KNOWLEDGE. SKILLS AND ABILITIES:
. Knowledge of chemistry and chemical properties as they relate to water/wastewater treatment.
o Knowledge of utility methods, practices, procedures, and terminology.
o General knowledge of the operating characteristics of a water/wastewater plants, water distribution, and sanitary sewer
collection systems
o General knowledge of the chemical, hydraulic, and mechanical principles pertinent to water/wastewater plants, and

water distribution and sanitary sewer collection system operations.
knowledge of the principles, practices, and methods associated with water/wastewater treatment, distribution,
and collection.
o General knowledge of current office practices and procedures and knowledge of the operation of standard office

o General

equipment.

knowledge ofthe occupational hazards ofthe work and ofnecessary safety precautions.
Ability to deal with citizens in a coufteous and effective manner.

o General
o

. Ability

to understand and work from oral and written instructions and sketches.
to multitask and prioritize requests and projects.
to work under tight time frames to meet target dates.
to prepare and maintain accurate and concise records and reports.
to understand and effectively carry out verbal and written instructions.
to communicate effectively with other members of the staff, supervisor, and the public.
to communicate in both written and verbal form.
to develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
. Ability to define problems and dealwith a variety of situations.
e Ability to think quickly, maintain self-control, and adapt to stressful situations.
. Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
r Must have ability to work accurately with attention to detail.
. Ability to maintain confidentiality.
o Abili8 to work the allocated hours of the position, including after hours.

Ability
o Ability
o Ability
o Ability
o Ability
o Ability
. Ability
o

PHYSICAL REQUIREMENTS:
This is light work requiring the exertion of up to 20 pounds of force occasionally, up to 10 pounds of force frequently, and
a negligible amount of force frequently or constantly to move objects; work requires stooping, reaching, fingering,
grasping, and repetitive motions; vocal communication is required for expressing or exchanging ideas by means of spoken
words; hearing is required to receive information at normal spoken word levels; visual acuity is required for preparing and
analyzingwritten or computer data, color perception, use of measuring devices, operation of machines, determining the
accuracy and thoroughness ofwork, and observing general surroundings and activities.
WORI( ENVIRONMENT:
The worker is subject to inside and outside environmental conditions, noise, hazards, and atmospheric conditions. The
worker may be exposed to blood borne pathogens and chemicals and may be required to wear specialized personal
protective equipment.

The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or politicol affiliation.

In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualiJied
individuals with disabilities and encourages both prospective und current employees to discuss potential
accommodalions with the employer.
EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE

DATE:

TITLE: Utility Service Worker IAI
PG: GH/GI (dependent on qualifications)

DEPARTMENT : Publ ic Uti lities - Gas/Sewe r lW ater lW astewater Treatment P lant
REPORTS TO: Utility General Supervisor - Gas/SewerlWaterlChief Water Plant Operator
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
The purpose of this position is to perform unskilled manual and semiskilled work assisting in the installation,
construction, repair, maintenance and care of utility lines and related structures.
F"SSF"NTIAI, DUTIES AND RESPONSIBILITIES:
TIte following duties are normal for this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned,

1. Assists with the installation of water distribution and sanitary sewer lines and connections.
2. Assists in the flushing and maintenance of water distribution lines and appurtenances.
3. Assist in the maintenance and repair of water distribution and sanitary sewer lines and related infrastructure.
4. Assists in making water and sewer taps and repairing leaks.
5. Digs, fills and tamps trenches, ditches and pipe lines.
6. Cleans out, raises and repairs manholes.
7. Loads and unloads gravel, dirt and other materials, tools and equipment.
8. Assists in the operation of the hydraulic sewer cleaner in cleaning sanitary sewer lines and performs preventive
9.
10.
1 1.
12.
13.
14.
15.
16.

maintenance work.
Assists with CCTV inspection of sanitary sewer lines.
Operates trucks, tractors, and loaders in grounds preparation and maintenance work.
Restores repair and installation sites to original condition.
Services and maintains light automotive equipment.
Cleans up around shop and yard.
Runs errands, picks up and delivers supplies and materials.
May be required to work overtime and/or be on call; and respond to emergencies within a reasonable time.
Performs other duties as assigned.

MINIMUM OUALIFICATIONS:
Utility Service Worker I
. High School Diploma/GED.

.
o

Six (6) months' of recent work experience in construction, equipment operation, water distribution and /or sewer
collection system construction and maintenance, utilities experience; or an equivalent combination of education and
experience.
Must have a valid driver's license.

UtiliW Service Worker

II

Must meet all the qualifications of Utilify Service Worker I
o Two (2) to three (3) years' of work experience in construction, equipment operation, water distribution and /or
sewer collection system construction and maintenance, or utilities experience; or an equivalent combination of
o

education and experience.
Must successfully complete Operator Certification training for TN Grade 2Water Distribution System or TN Grade2
Wasterwater Collection System or possess one of these certifications upon hire.
o Must have a CDL.
o

KNOWLEDGE. SKILLS AND ABILITIES:
r General knowledge of the tools, materials and equipment used in general construction and maintenance work
o Knowledge of safety precautions applicable to the duties of the class.
o Ability to understand and follow oral and written instruction.
o Ability to use cornmon liand tools; ability to operate simple machinery and equipment.

. Good physical condition.
o Ability to perform manual labor for extended periods often under unfavorable weather conditior,s.
. Ability to establish and maintain effective and professional working relationships with vendors, and

governlnental

officials.
. Ability to prepare and maintain accurate and concise records and reports.
. Ability to understand and effectively carry out verbal and written instructions.
. Abilify to communicate effectively with other members of the staff, supervisor, and the public.
. Ability to communicate in both written and verbal form.
. Ability to develop, interpret and irnplement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
. Ability to define problems and deal with a variety of situations.
. Ability to think quickly, maintain self-control, and adapt to stressful situations.
. Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
r Must have ability to work accurately with attention to detail.
. Ability to maintain confidentiality.
. Ability to work the allocated hours of the position.

PHYSICAL REOUIREMENTS

:

This is heavy work requiring the exertion of 100 pounds of force occasionally, up to 50 pounds of force frequently, and up
to 20 pounds of force constantly to move objects; work requires climbing, balancing, stooping, reaching, pushing, pulling,
lifting, and grasping; vocal communication is required for expressing or exchanging ideas by means of the spoken word;
hearing is required to perceive information at normal spoken word levels; visual acuity is required for visual inspection
involving small defects and/or small parts, use of measuring devices, operation of machines, operation of motor vehicles
or equipment, determining the accuracy and thoroughness of work, and observing general surroundings and activities.

WORK EI\"VIRONMENT:
The worker is subject to inside and outside environmental conditions, noise, vibration, hazards, atmospheric conditions,
oils, and wearing a respirator. The worker may be exposed to blood borne pathogens and may be required to wear
specialized personal protective equipment.

The City of Galtatin is a drug-free equal opportunity employer, with policies of non-discrimination on tlte basis of race,
sex, religion, color, notional or ethnic origin, age, disability, military service' or political affiliation.

In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualiJied
indivicluals with disabilities and encourages both prospective and curuent employees to discuss potential
ac co mmo datio ns wit lt t It e e mp loy er.

EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE:

DATE

TITLE: Administrative Assistant III
PG: GM
DEPARTMENT: Information Technology
REPORTS TO: Chief Information Officer
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
The purpose of this position is to perform administrative work for the CIO and Information Technology Department.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
Thefottowing duties are normalfor this position. These are not to be construed as exclusive or all'inclusive. Other
duties may be required and ossigned.

1.

Assists the CIO with preparation, meeting schedules and correspondence; provides clerical and administrative
support; prepares and maintains detailed records and files.
2. Answers questions and responds to inquiries or complaints on departmental operations, policies and procedures.
3. Assists with meeting preparation, coordinates ordinance and resolutions.
4. Attends meetings of Council and committees if required.
5. Prepares minutes of meetings, prepares files and forwards action needs to CIO and staff.
6. Assists with budget preparation.
7. Undertakes special projects as assigned by the CIO.
8. Maintains calendar, schedules appointments, responds to invitations and schedules interviews.
9. Reviews accounts payable.
10. Prepares correspondence/reports as required by the CIO.
I 1. Maintains various files and records; maintains information in databases.
12. May assist users with basic technology questions and create support tickets for more complex issues'
13. Performs other duties as assigned.

MINIMUM OUALIFICATIONS:

. High School Diploma/equivalent.

o Associates degree

in administrative assistant or related field.

Bachelor's degree is preferred.
Must have five (5) years' recent work experience in clerical/office work, including the use of Microsoft Office
products (Excel, Outlook, PowerPoint) and Adobe. Experience with ESRI AToGIS products is prefered'
o Must have a valid driver's license.
o
o

KNOWLEDGE. SKILLS AND ABILITIES:
o Proficient in the use of technology.
o Abiliry to learn new technologies.
o Knowledge of standard office practices, procedures, and equipment.
o Excellent verbal and written communication skills.
o Knowledge of general administrative policies and practices.
o Ability to keep office records and to prepare accurate reports frorn file sources.
o Ability to perform and organize work independently.
. Ability to prepare effective correspondence on routine matters and to perform routine office management details
without referral to superuisor.
o Abiliry to maintain effective working relationships with other employees and the public and to deal with public
relations problems courteously and tactfully.
o Ability to establish and maintain effective and professional working relationships with vendors, finance staff other
department heads and governmental officials.
r Ability to develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.

r Ability to define problems and deal with a variety of situations.
e Abiliry to think quickly, maintain self-control, and adapt to stressful situations.

o

Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of open

records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
o

Must have ability to work accurately with attention to detail.

. Ability to maintain confidentiality.
. Abifity to work the allocated hours

of the position, including after hours for 2417 operations.

PHYSICAL REOUIREMENTS:
This is sedentary work requiring the exertion of up to I 0 pounds of force occasionally and a negligible amount of force
frequently or constantly to move objects and some medium work requiring the exertion of up to 50 pounds of force
occasionally. Physical activities include stooping, pulling, lifting, reaching, fingering, grasping, and repetitive motions.
Also includes the necessity to communicate by talking, hearing/listening. Specific vision abilities required by this job
include close, distance and peripheral vision; depth perception; and the ability to adjust focus.
WORI( ENVIRONMENT:
Works if an office setting, in generally comfortable conditions
The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discriminution on the basis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political afJiliotion.

In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualiiied
individuals with disabilities and encourages both prospective and cunent employees to discuss potential
accommodations with the employer.

EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE:

DATE:

TITLE: Assistant Director

of Information Systems

PG: GV
DEPARTMENT: Information Technology
REPORTS TO: Chief Information Officer
REVISION DATE: JALY 2022
PURPOSE OF POSITION:
The purpose of this position is ensuring accurate and efficient IT services by assisting in tlie planning, orgarizing, and
coordinating technology issues and activities for the City of Gallatin. Ensures satisfactory completion of maintenance of
wide area networks, local area networks, purchasing and maintenance of servers, PCs and peripherals, network
equipment, and data backups. Evaluates current status of the systems, projects future needs, develops policies/procedures
for standardization of equipment and software applications, and provides end user support and training.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
Tltefollowing duties are normalfor this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned,

1.

Oversees daily operations of the Inforrnation Technology division including: planning, coordinating, directing and
supervising the operations and staff of the division.
2. Assists the CIO in the development of the strategic vision for technology in the City.
3. Assumes duties and responsibilities in the absence of the CIO, as needed.
4. Maintains support ticket system.
5. Directs the work of and manages all assigned personnel.
6. Interviews and selects new employees; provides training and instruction; plans, coordinates, assigns and reviews
work; acts on problems and concerns; evaluates performance and recommends disciplinary action.
7 . Tracks progress of special projects and makes adjustments, as needed, for optimal perfonnance.
8. Determines the extent of complex user-reported problems with software applications, hardware, and
communications and the means to resolve them.
9. Ensures, that legal licensure for all software is documented and accounted for.
10. Coordinates the installation and use of available equipment, materials and staffing to minimize city department
disruptions as related to IT issues.
I L Responds to a variety of procedural questions from the user community and holds support sessions to update
procedures and answer questions.
12. Develops and maintains functional documentation for major applications and utilities on the network.
13. Develops and maintains division SOP manual.
14. Assists with division budget preparation and implementation. Authorizes division expenditures.
1 5. Maintains all servers. Performs nightly backups of all critical network servers and weekly backups of all other
servers.

16.

Ability to create/delete user login

and set up initial user directories.
17. Recommends plans for future growth including configuring existing systems for growth.
18. Administers dedicated internet access and related security issues.
19. Maintains security and confidentiality of allsensitive information encountered.
20. Oversees all IT related contracted services/vendors, and ensures compliance with the terms of their agreements.
21. Communicates all IT related issues that may have impact to operations to necessary users.
22. Recommends and administers best practices/ IT policies and procedures.
23. Keeps CIO appraised of project status, critical issues, and staff related problems.
24. Performs other duties as assigned.

MINIMUM OUALIFICATIONS:
. Bachelor's degree in an information technology field or business administration with
. Five (5) years' recent and related IT work experience.

emphasis in technology.

o Previous supervisory/leadership experience preferred.
o Given the sensitivity of the position, successful candidates must successfully pass background checks, and

maintain
finger prints on file. Must not have been convicted of or pleaded guilty to or entered a plea of nolo contendere to any

felony charge or to any violation of any federal or state laws or City ordinances relating to force, violence, theft,
dishonesty, gambling, or controlled substances.
o CJIS Ceftification will be required.
o Must have a valid driver's license.

KNOWLBDGE. SKILLS AND ABILITIES:
o Detailed knowledge and skill in current Information Teclinology, industry standards and best practices including:

o

Knowledge in network design, configuration, operation, troubleshooting and security in a complex network
environment;
o Knowledge in Active Directory and group policies;
o Knowledge in configuration, installation and operational support of network servers, database servers, personal
computers and their operating systems;
o Knowledge with backup hardware, software and emergency procedures and planning;
o Ability to document standards and best practices;
o Proven technology implementation experience;
o Knowledge in workstation security management and Network security management;
o Knowledge in Application security and database systems security management;
o Knowledge of IP networking, DNS, DHCP, streaming protocols and monitoring;
o Knowledge of project management best practices.
o Knowledge of IT standards, compliance requirements, and industry best practices.
. Ability to multitask and prioritize requests and projects
r Ability to work under tight time frames to meet target dates.
o Ability to take control of situations in a responsible manner.
. Ability to plan, organize, manage, direct, and evaluate the work of subordinate employees.
. Ability to establish and maintain effective and professional working relationships with other department heads and
governmental offi cials.
o Detailed knowledge of current office practices and procedures and knowledge of the operation of standard office
equipment.

. Ability to prepare and maintain accurate and concise records and reports.
. Ability to understand and effectively carry out verbal and written instructions.
Ability to communicate effectively with other members of the staff, supervisor, and the public.
Ability to communicate in both wriffen and verbal form.
. Ability to develop, interpret and implement local policies and procedures; written instructions, general

o

o

correspondence; Federal, State, and local regulations.

. Ability to define problems and deal with a variety of situations.
. Ability to think quickly, maintain self-control, and adapt to stressful situations.
. Abilify to maintain discretion and confidentiality regarding business-related files,

reports and conversations, within the

provision of open records law and other applicable State and Federal Statutes and Regulations.
c Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.
. Ability to work the allocated hours of the position, including after hours for 2417 operations.
. Ability to develop and implement strategic plans related to technology.

PHYSIC AL R

UIREMENTS:

This is medium work requiring the exertion of up to 60 pounds of force occasionally and a negligible amount of force
frequently or constantly to move objects; work requires the ability to sit for extended periods of time at a work station or
desk, but will also work in awkward or confining workspaces where the environment may be dusty.
Physical activities include reaching, fingering, grasping, and repetitive motions. Also includes the necessity to
communicate by talking, hearing/listening. Specific vision abilities required by this job include close, distance and
peripheral vision; depth perception; and the ability to adjust focus.

WORK ENVIRONMENT:
Works in an office setting, in generally comfortable conditions.
The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discriminstion on tlre basis of race'
sex, religion, color, national or ethnic origin, age, disability, military service, or political affiliation.
the City will provide reasonable accommodations to qualiJied
prospective
and cunent employees to discuss potential
both
and
encourages
individuals with clisabilities
accommodations with tlte employ er.

In compliance with the Americans with Disabilities Act,

EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE

DATE:

TITLE: Administrative Assistant V
PG: GO
DEPARTMENT: Public Works
REPORTS TO: Superintendent of Public Works
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
the purpose oittris position is to perform clerical and administrative work to the Public Works Department.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
Thefottowing duties are normalfor this position. These are not to be construed as exclusive or all'inclusive. Other
duties may be required and assigned.

1.

2.
3.
4.
5.
6.
7.
8.
g.

Serves as primary clerical support to the Director.
Prepares and maintains accounting systems and various records and files;
Assists with administrative tasks as assigned.
Receives calls and callers for the Director and directs to appropriate authority for disposition
Answers questions and responds to inquiries or complaints on operations, policies and procedures.
Maintains employee and personnel records, reviews for accuracy and maintains files.

Assists with budget preparation.
Undertakes special projects as assigned by Director.
Maintains calendar, schedules appointments, responds to invitations and schedules interviews.

10. Processes selices requests, prepares work orders.
l. Follows up on work orders to insure proper and timely action.
12. Maintains bookkeeping and program records, reviews and processes accounts receivable and payable.
13. Prepares monthly, quarterly and annual reports.
14. Attends meetings of commissions, boards and committees, complies and types agendas.
15. Prepares minutJs of meetings, prepares files and forwards action needs to proper department/division.
16. Transcribes correspondence, cornposes routine correspondence, and types a vatiety of reports and materials.
1

17. Performs related tasks as required.

MINIMUM OUALIFICATIONS:
. High School Diploma/GED.
o Associates degree

in administrative assistant or related field'

Bachelor's degree is preferred.
five (5) years' recent work experience in clerical/office work, preferably working directly with executive
level positions.
o Must have a valid driver's license.

o

o Must have

KNOWLEDGE. SKILLS AND ABILITIES:
o Knowledge of business English, spelling and arithmetic.

. Knowledge of the organization and functions of the department and of general administrative policies
. Ability to keep office records and to prepare accurate reports from file sources.

and practices'

Ability to perform and organize work independently.
r Abiliry to operate a computer and word processor and to type at a reasonable rate of speed (65 wpm or more).
o Ability to prepare effective correspondence on routine matters and to perform routine office management details
without referral to supervisor.
. Ability to maintain effective working relationships with other employees and the public and to deal with public
relations problems courteously and tactfully.
. Ability to establish and maintain effective and professional working relationships with vendors, staff, other department
heads and governmental officials.
o General knowledge of current office practices and procedures and knowledge of the operation of standard office
o

equipment and software.

. Ability to prepare and maintain

accurate and concise records and reports.

. Ability to understand
o

and effectively carry out verbal and wriffen instructions.
Ability to communicate effectively with other members of the staff, supervisor, and the public'

. Ability to communicate in both written
o

and verbal form.

Ability to develop, interpret and implement localpolicies and procedures; written instructions, general

corespondence; Federal, State, and local regulations.
. Ability to define problems and deal with a variety of situations.
o Ability to think quickly, maintain self-control, and adapt to stressful situations.
o Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
o Must have abi.lity to work accurately with attention to detail.
o Ability to maintain confidentiality.
. Ability to work the allocated hours of the position.

PHYSICAL REOUIREMENTS:

Tl't.@eexertionofupto10poundsofforceoccasionallyandanegligibleamountofforce

frequently or constantly to move objects. Work requires climbing, stooping, reaching, fingering, grasping, and repetitive
*ofion.; uocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is
required to perceive information at normal spoken word levels; visual acuity is required for preparin g and analyzing
*ritt"n or cbmputer data, determining the accuracy and thoroughness of work, and observing general suroundings and
activities.

WORK ENVIRONMENT:
Works in an office setting, in generally comfortable conditions.
The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race'
sex, religion, color, national or ethnic origin, age, disability, military service, or political affiliation.

In compliance with the Americans with Disabilities Act, the City witl provide reasonable accommodations to qualiJied
individuals with disabitities and encourages both prospective and current employees to discuss potential
accommodations with the employer.
EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE:

DATE:

TITLE: Administrative Assistant I
PG: GJ
DEPARTMENT: Public Works - Environmental Services
RBPORTS TO: Environmental Services Supervisor
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
Performs clerical and administrative work assisting the Environmental Services Supervisor and other Public Works staff.

ESSENTIAL DIITIES AND RESPO

TT,ITIF"S:

Thefoltowing duties are normalfor this position. These are not to be construed as exclusive or all-inclusive. Otlter
duties may be required and assigned.

1. Serves as the direct support for the Environmental Services Supervisor.
2. Assists customers with service requests, and provides information regarding status of service.
3. Maintains the filing system and assists with other administrative tasks as assigned.
4. Sorts mail and prepares invoices for payment for Environmental Services.
5. Receives calls and assists with inquiries or directs calls as appropriate for all of Public Works.
6. Processes and maintains computer records in garbage routing/ service software for garbage service and trash can
deliveries.
Manipulates and adjusts routes as necessary for drivers as needed.
Maintains routes, specialized records for accounts, and customer info in routing software.
Coordinates and uploads/ downloads routing assignments for drivers on daily basis.
10. Receives Public Works two way radio communications, and dispatches information correctly.
I l. Contacts customers as needed to maintain accurate records and accounts.
12. Coordinates with Utility Department, Recorder's office, and general public to provide appropriate billing, garbage
pick-up, and delivery services.
13. Operates office equipment including PC's, copiers, and document scanners.
14. Assists Superintendent of Public Works, Assistant Superintendent, Administrative Assistant III, and staff with
preparing reports, drafting correspondence, and provides clerical and administrative support.
15. Performs other duties as assigned.

7.
8.
9.

MINIMUM OU I,IF'ICATIONS:
. High School Diploma/GED.
in administrative assistant is preferred.
of three (3) years' recent work experience in a clerical support position.
have
a
minimum
Must
o Must have a valid driver's license.
o Associates degree
o

KNOWLEDGE. SKILLS AND ABILITIES:
o Knowledge of standard office practices, procedures, equipment and secretarial techniques.
o Knowledge of business English, spelling and arithmetic.
o Knowledge of the organization and functions of the department and of general administrative policies and practices.
o Ability to keep office records and to prepare accurate reports from file sources.
. Ability to perform and organize work independently.
o Ability to prepare effective correspondence on routine matters and to perform routine office management details
without referral to supervisor.
. Ability to maintain effective working relationships with other employees and the public and to deal with public
relations problems courteously and tactful ly.
and maintain effective and professional working relationships with vendors, finance staff, other
govemmental officials.
and
department heads
o Knowledge of current office practices and procedures and knowledge of the operation of standard office equipment
and software.
. Ability to prepare and maintain accurate and concise records and reports.
. Ability to understand and effectively carry out verbal and written instructions.

. Ability to establish

. Ability to communicate effectively with other members of the staff, supervisor, and the public.
o Ability to communicate in both written and verbal form.
. Ability to develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.

. Ability to define problems and deal with a variety of situations.
o Ability to think quickly, maintain self-control, and adapt to stressful situations.
. Ability to maintain discretion regarding business-related files, repofts and conversations, within

the provision of open

records law and other applicable State and Federal Statutes and Regulations.
c Organizational and time management skills needed to meet deadlines.
r Must have ability to work accurately with attention to detail.

. Ability to maintain confidentiality.
. Ability to work the allocated hours

of the position.

PHYSICAL REQUIREMENTS
This is sedentary work requiring the exertion of up to 10 pounds of force occasionally and a negligible arnount of force
frequently or constantly to move objects and some mediurn work requiring the exeftion of up to 50 pounds of force
occasionally. Physical activities include stooping, pulling, lifting, reaching, fingering, grasping, and repetitive motions.
Also includes the necessity to communicate by talking, hearing/listening. Specific vision abilities required by this job
include close, distance and peripheral vision; depth perception; and the ability to adjust focus.

WORK ENVIRONMENT
Works in an office setting, in generally comfortable conditions.
The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on tlte bosis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political affiliation.

In compliance

witla the Americans with Disabilities Act, the City will provide ressonable accommodations to qualiJied
individuals with disabilities and encourages both prospective and current employees to discuss potential

accommodations with tlte employer.

EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE:

DATE

TITLE: Environmental

Service Crew Leader

PG: GL
DEPARTMENT: Public Works - Environmental Services
REPORTS TO: Environmental Services Supervisor
REVISION DATE: JALY 2022
PURPOSE OF'POSITION:
The purpose of this position is to assist the Environmental Services Supervisor in leading and training the personnel of the
department in garbage pick-up, brush pick-up, recycling services, and to perform skilled work operating sanitation and
related equipment in the collection and transportation of solid waste.

ESSENTIAL DUTIDS AND RESPONSIBILITIES:
The following duties are normalfor this position. These qre not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned.

l.
2.
3.
4,
5.
6.
7.
8.
9.

Operates shuttle truck, boom truck, garbage packer and related equipment to load and dump trash, and to pick up
limbs and brush.
Transports trash and garbage to disposal sites.
Operates street sweeper and garbage packer as assigned.
Operates hydraulic mechanisms for compressing and dumping refuse.
Performs minor maintenance duties on equipment such as changing oil and tires and greasing.
Cleans refuse truck and equipment.
Repairs refuse containers.

Maintains paperwork as assigned.
Fills in for supervisor when supervisor is absent in assigning and coordinating personnel and equipment.
10. Assists supervisor in training employees in operation of all environmental services equipment.
I l. Addresses inquiries from the public regarding environmental services.
12. Performs other duties as assigned.

MINIMUM OUALIFICATIONS:
. High School Diploma/GED.
Must have extensive experience in the operation of Environmental Services and operation or mechanics of light or
heavy equipment.
o Must have a Class A CDL.
o Must have valid driver's license.
o

I(NOWLEDGE. SKILLS AND ABILITIES:
knowledge of the operation and servicing of automotive equipment.
Thorough knowledge of traffic laws and regulations governing equipment operation.
o Thorough knowledge of safe driving practices and occupationalhazards of the work.
o Skill in the operation of automotive equipment.
o Ability to understand and follow specific oral instructions.
. Ability to supervise the work of unskilled or skilled helpers.
o Ability to detect signs of the mechanical failure of the automotive and packing equipment.
o Knowledge of the use of common hand and specialized power tools required in the work.
o Knowledge of the safe use and operation and preventive maintenance of mechanical equipment required in the work.
o Knowledge of the occupational hazards involved and safety precautions necessary to the proper operation of varied
construction and maintenance equipment.
. Ability to plan, organize, manage, and direct the work of subordinate employees in absence of supervisor.
o Ability to make minor repairs and adjustments to equipment
o Ability to make decisions to accomplish specific tasks and operations within the scope of the position.
o Ability to interact with the public effectively, professionally and politely, and with discretion.
. Ability to effectively communicate with and establish and maintain an effective working relationship with department
staff and other personnel.
o General
o

. Ability to understand and effectively carry out written and oral instructions
o Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.
o
o

Ability to maintain confidentiality.
Ability to work the allocated hours of the position.

PHYSICAL REQUIREMENTS:
This is medium work requiring the exertion of 50 pounds of force occasionally, up to 20 pounds of force frequently, and
up to 1 0 pounds of force constantly to move objects, and some healy work requiring the exertion of 1 00 pounds of force
occasionally, up to 50 pounds of force frequently, and up to 20 pounds of force constantly to move objects. Physical
activities include climbing, balancing, stooping, standing, walking, pushing, pulling, lifting, reaching, fingering, grasping,
and repetitive motions. Also includes the necessity to communicate by talking, hearing/listening. Specific vision
abilities required by this job include close, distance and peripheral vision; depth perception; color vision; the ability to
adjust focus, for operation of machines and equipment, determination accuracy and thoroughness of work, and
observation of general surroundings.

WORI( ENVIRONMENT:
The employee is subject to inside and outside environmental conditions including, extreme cold, extreme heato noise, vibration,
hazards, atmospheric conditions, dusVdirt, grease/oils, paint fumes, moving pafts of machinery and extreme weather conditions
but hot and cold. Work is generally outdoors. The worker may be exposed to blood bome pathogens and may be required to
wear specialized personal protective equipment.

The City of Gallatin is a drag-free equal opportunity employer, with policies of non-discrimination on the basis of race'
sex, religion, color, national or ethnic origin, age, disability, military service, or political afjiliation.

In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualiJied
individuals with disabilities and encourages both prospective and cunent employees to discuss potential
accommodations with the employer.
EMPLOYEE NAME (PLEASE PRTNT)

EMPLOYEE SIGNATURE:

DATE:

TITLE: Mechanic

A

illilI

PG: GK/GL/GN (depending on level of Mechanic experience)
DEPARTMBNT: Public Works - Vehicle Maintenance
REPORTS TO: Equipment Maintenatlce Supervisor
REVISION DATE: JALY 2022
PURPOSE OF POSITION:
The purpose of this position is to perform skilled mechanicalwork on avariety of automotive equipment. This includes
but is not limited to diagnosing, servicing, repairing and rebuilding components of cars, light and heavy trucks, equipment
and machinery. Level I, II, or III is dependent upon certifications and experience. See "MINIMUM
QUALIFICATIONS" for qualifications specific to each level.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
Tlte

following duties sre normal for tltis position.

These are not to be constraed as exclusive or all-inclusive. Other

duties may be required and assigned.

1.

2.

Diagnoses, troubleshoots, services, maintains, repairs and rebuilds components of cars, light and heavy trucks,
truck equipment, trailers, tractors, heavy equipment and machinery including gasoline and diesel engines, manual
and automatic transmissions, clutches, drive trains, differentials, brake systems, hydraulic systems, pneumatic
systems, exhaust, electrical, steering, cooling, air conditioning, suspension, frames, lighting and communications
systems.

Trouble shootings equipment and vehicles through various types of equipment - laptop computers; hand held
scanners, diagnostic equipment, etc.
3. Performs preventative maintenance including lubrication, oil changes and tune-ups on cars, Iight and heavy
trucks, truck equipment, trailers, tractors, heavy equipment and machinery.
4. Maintain work area in a safe and clean manner.
5. Responds to service, maintenance and repair calls at job sites.
6. Fabricates special products by using processes such as welding, torch cutting, and other established methods.
7. Inspects City vehicles for compliance to State safety standards.
8. Installs lights and radio equipment on vehicles and equipment.
9. Performs building systems maintenance as required.
10. Maintain written records as required.
1 1. Performs other duties as assigned.

MINIMUM OUALIFICATIONS:
Mechanic I
. High School Diploma/GED.
o Must have one (1) year of full-time recent work experience in repairing automotive equipment or mechanical repair of
motorized equipment.
o Must have a valid CDL.
o Must have a valid driver's license.
Mech
il
o Must meet all qualifications of Mechanic I.
. High School Diploma/GED.
o Must have two (2) year of full-time recent work experience in repairing automotive equipment or mechanical repair of
motorized equipment.
r Must have valid CDL.
o Must have a valid driver's license.
. Approved certification in one or more of the following: Engine Repair, Fleet Heating and/or Air Conditioning,
Brakes/Air Brakes, Forklifts, Transmissions, Electrical, Suspension/Steering.

Mechanic III
o Must meet all qualifications of Mechanic I & II.
. High School Diploma/GED with five (5) years of full-time recent work experience in in repairing automotive
equipment or mechanical repair of motorized equipment.
o Must have a valid CDL.
o Must have a valid driver's license.
. Approved certification in more than one of the following: Engine Repair, Fleet Heating and/or Air Conditioning,
Brakes/Air Brakes, Forklifts, Transmissions, Electrical, Suspension/Steering.

KNOWLEDGE. SKILLS AND ABILITIES:
. Thorough knowledge of the methods, tools and equipment including electronic diagnostic equipment

used in the repair

of passenger cars, trucks, construction and maintenance or specialized equipment.
Knowledge and skill in the use and operation of shop tools and machinery, such as drills, presses, grinders,
micrometers, brake relining and drum grinding machines, welding equipment.
o Knowledge of the principles and practices of automotive repair.
o Ability to diagnose the more common defects in the drive trains, chassis and other components of automotive
o

equiprnent.
Ability to detect by inspection any worn or broken automotive parts.
o Ability to keep records of repairs and service.
. Ability to adapt available tools and repair parts to specific repair problems.
. Abilify to interpret and work form sketches, diagrams and installation and repair charts.
o Knowledge of the principles and practices of automotive repair.
. Knowledge of the characteristics and maintenance needs of a wide variety of automotive and mechanical equipment.
o Knowledge of the hazards and safety precautions of shop operation.
o Knowledge or the principles of operation of gasoline and diesel engines and/or of the repair and maintenance
characteristics of a variety of municipal automotive equipment.
e Ability to work under tight time frames to meet target dates.
. Ability to establish and maintain effective and professional working relationships with other employees, department
heads and governmental officials.
o Ability to prepare and maintain accurate and concise records and reports.
o

Ability
Ability
o Ability
o Ability

o

o

to
to
to
to

understand and effectively carry out verbal and written instructions.
communicate effectively with other members of the staff, supervisor, and the public.

communicate in both written and verbal form.
develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
o Ability to define problems and deal with a variety of situations.
o Ability to think quickly, maintain self-control, and adapt to stressful situations.
r Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
c Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.
o Ability to maintain confidentiality.
o Ability to work the allocated hours of the position, including after hours for 2417 operations.

PHYSICAL REOUIREMENTS:
This is medium work requiring the exertion of 50 pounds of force occasionally, up to 20 pounds of force frequently, and
up to l0 pounds of force constantly to move objects, and some heavy work requiring the exertion of 100 pounds of force
occasionally, up to 50 pounds offorce frequently, and up to 20 pounds offorce constantly to move objects. Physical
activities include climbing, balancing, stooping, standing, walking, pushing, pulling, lifting, reaching, fingering, grasping,
and repetitive motions. Also includes the necessity to communicate by talking, hearing/listening. Specific vision
abilities required by this job include close, distance and peripheralvision; depth perception; and the ability to adjust focus,
for operation of machines and equipment, determination accuracy and thoroughness of work, and observation of general
surroundings.

WORK
The employee is subject to inside and outside environmental conditions including, extreme cold, extreme heat, noise, vibration,
hazards, atmospheric conditions, dusVdirt, grease/oils, paint fumes, mov ing parts of machinery and extreme weather conditiotts
but hot and cold

The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political affiliation.
the Americans with Disabilities Act, the City will provide reasonable accommodations to qualiJied
intlividuals wittt tlisabitities und encourages both prospective and cunent employees to discuss potential
accommodatio ns witlt the employ er,

In compliance with

EMPLOYEE NAME (PLEASE PRINT)
EMPLOYEE SIGNATURE:

DATE:

TITLE: Administrative Assistant IV
PG: GN
DBPARTMENT: Parks & Recreation
REPORTS TO: Parks & Recreation Director
REVISION DATE: JULY 2022
PURPOSE OF POSITION:

@toperformclericalandadministrativeworktotheLeisureServicesDepartment'Maydirect
the work of some seasonal employees.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
Thefollowing tluties are normalfor this position. These are not to be construed as exclusive or all'inclusive. Other
duties may be required and assigned

l.
2.
3.
4.
5.
6.

Serves as primary clerical support to the Director.
Prepares and maintains accounting systems and various records and files;
Assists with administrative tasks as assigned.
Receives calls and callers for the Director and directs to appropriate authority for disposition'
Answers questions and responds to inquiries or complaints on operations, policies and procedures.
Maintains seasonal employee and persbnnel records for the Department, reviews records for accuracy, and

maintains files.

7.
8.
9.

Assists with budget preparation.
Undertakes special projects as assigned by the Director.
Maintains calendar, schedules appointments, and responds to invitations.
10. Processes service requests and prepares work orders.
I L Follows up on work orders to insure proper and timely action.
12. Maintains bookkeeping and program records, reviews and processes accounts receivable and payable.
13. Prepares monthly, quarterly and annualreports.
14. Attends meetings of commissions, boards and committees, complies and types agendas.
15. Prepares minutJs of meetings, prepares files and forwards action needs to proper department/division'
of reports and materials.
1 6. Transcribes correspondence, co.pores routine correspondence, composes a variety

17. Assigns work to seasonal works as required.
18. Performs other duties as assigned.

MINIMUM OUALIFICATIONS:
. High School Diploma/GED.
Associates degree in administrative assistant or related field.
o Bachelor's degree in administrative assistant or related field is preferred.
o Must have five (5) years' recent work experience in clerical/office work, preferably working directly with
executive level positions.
o Must have a valid driver's license.

o

KNOWLEDGE" SKILLS AND ABILITIES:
o Knowledge of standard office practices, procedures, equipment and secretarial techniques.
oKnowledge of business English, spelling and arithmetic.
o Knowledge of the organization and functions of the department and of general administrative policies and
practices.
o Ability to keep office records and to prepare accurate reports from file sources.
o Ability to perform and organize work independently'
o Ability to prepare effective correspondence on routine matters and to perform routine office management
details without referral to supervisor.
o Ability to maintain effective working relationships with other employees and the public and to deal with
public relations problems courteously and tactfully.

and maintain effective and professional working relationships with vendors, finance staff, other
governmental officials.
heads
and
department

. Ability to establish

oKnowledge of current office practices and procedures and knowledge of the operation of standard office
equipment and software.
o Ability to prepare and maintain accurate and concise records and reports.
o Ability to understand and effectively carry out verbal and written instructions.
o Ability to communicate effectively with other members of the staff, supervisor, and the public.
oAbility to communicate in both written and verbal form.
o Ability to develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
o Ability to define problems and deal with a variety of situations.
. Ability to think quickly, maintain self-control, and adapt to stressful situations.
. Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.

. Ability to maintain confidentiality.
r Ability to work the allocated hours of the position.
PHYSICAL REOUIREMENTS:
eexertionofuptol0poundsofforceoccasionallyandanegligibleamountofforce
frequently or constantly to move objects. Work requires climbing, stooping, reaching, fingering, grasping, and repetitive
111otionr; uocal communication is required for exprissing or exchanging ideas by means of the spoken word; hearing is
required to perceive information at normal spoken word levels; visual acuity is required for preparin g and analyzing
*.itt"n or cbmputer data, determining the accuracy and thoroughness of work, and observing general surroundings and
activities.

WORK ENVIRONMENT:
Works if an office setting, in generally comfortable conditions.
The City of Galtatin is i drug-free equal opportunity employer, with policies of non-discrimination on the basis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political ffiliation.

In compliance with the Americans with Disabilities Act, the City wilt provide reasonable accommodations to qualifi'ed
individuats with disabilities and encourages both prospective and cunent employees to discuss potential
accommodations with the employer.

EMPLOYEE NAME (PLEASE PRNT):

EMPLOYEE SIGNATURE:

DATE:

TITLE: Administrative Assistant II
PG: GK

DEPARTMENT: Parks & Recreation
REPORTS TO: Customer Service Supervisor
RBVISION DATE: IULY 2022
PURPOSE OF POSITION:

P*f"ffitrativeworkassistingtheCustomerServiceSupervisorandotherParksandRecreationstaff
ESSENTIAL DUTIES AND RESPONSIBILITIES:
Thefollowing duties are normalfor this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned.

.
2.
3.
4.
5.
6.
7.
8.
9.
1

Serves as the chief administrative support position to the Customer Service Supervisor
Maintains the accounting system and prepares entries and reports.
Maintains the filing system and assists with other administrative tasks as assigned.
Receives calls and assists with inquiries or directs calls as appropriate.
Reviews, researches, and drafts policies and procedures as assigned.

Maintains employee and personnel records.
Assists with budget preparation.
Assists with marketing and advertising efforts including taking and organizing photos.
Assists Marketing and Events Coordinator in managing GLS website and social media
10. Assists in the development and management of special events.
I l. Performs other duties as assigned

MINIMUM OUALIFICATIONS:
. High School Diploma/GED.
r Associates degree in administrative assistant is preferred.
o Must have a minimum of three (3) years' recent work experience in a clerical support position.
o Must have valid driver's license.
KNOWLEDGE. SKILLS AND ABILITIES:
o Knowledge of standard office practices, procedures, equipment and secretarial techniques.
oKnowledge of business English, spelling and arithmetic.
o Knowledge of the organization and functions of the department and of general administrative policies and
practices.
o Ability to keep office records and to prepare accurate reports from file sources.
o Ability to perform and organize work independently.
o Ability to prepare effective corespondence on routine matters and to perform routine office management
details without referral to supervisor.
oAbility to maintain effective working relationships with other employees and the public and to deal with
public relations problems courteously and tactfully.
r Ability to establish and maintain effective and professional working relationships with vendors, finance staff other
department heads and governmental officials.
oKnowledge of current office practices and procedures and knowledge of the operation of standard offrce
equipment and software.
o Ability to prepare and maintain accurate and concise records and reports.
o Ability to understand and effectively carry out verbal and written instructions.
oAbility to communicate effectively with other members of the staff, supervisor, and the public.
o Ability to communicate in both written and verbal form.
o Ability to develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.

o

Ability to define problems and deal with

a

. Ability to think quickly, maintain self-control,
o

variety of situations.
and adapt to stressful situations.

Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of open

records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.

. Ability to maintain confidentiality.
o

Ability to work the allocated hours of the position.

PHYSICAL REOUIREMENTS:
eexertionofupto10poundsofforceoccasionallyandanegligibleamountofforce
frequently or constantly to move objects and some medium work requiring the exertion of up to 50 pounds of force
occasionally. Physicaiactivities inilude stooping, pulling, lifting, reaching, fingering, grasping, and repetitive motions.
Also includes the necessity to communicate by talking, hearing/listening. Specific vision abilities required by this job
include close, distance and peripheral vision; depth perception; and the ability to adjust focus'

WORI( ENVIRONMENT:
Works if an offrce setting, in generally comfortable conditions.
The City of Gallatin is a drug-free equal opportunity employer, with poticies of non-discrimination on the basis of race'
sex, religion, color, national ot ethnic origin, age, disability, military service, or political al/iliation.

In compliance with the Americans with Disabilities Act, the City witl provide reasonuble accommodations to quaffied
indivitluals with disabitities and encourages both prospective and current employees to discuss potential
accommodations with the employer.

EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE:

DATE

TITLE: Mechanic IIIAIII
PG: GK/GL/GN (depending on level of Mechanic experience)
DEPARTMENT: Parks & Recreation
RBPORTS TO: Supervisor Maintenance
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
The purpose of this positon is to perform skilled mechanical work on a variety of automotive equipment and repair and
maintenance of a variety of mechanical and motorized equipment.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
The following duties sre normal for this position. Tltese are not to be construed as exclusive or all-inclusive. Otlter
duties may be required and assigned.

1. Services, maintains and repairs vehicles, and construction and specialized motorized equipment and machinery.
2. Services a broad range of municipal vehicles, construction and specialized equiprnent and machinery.
3. Rernoves, repairs and rebuilds engines and transmissions.
4. Operates specialized automotive diagnostic testing equipment in the diagnosis of mechanical problems.
5. Determines required repair or replacement of parts and initiates repair.
6. Overhauls tractors, lawn mowers, weed eaters, cleans and adjusts carburetors.
7. Repairs and sharpens cutting blades.
8. Replaces and repairs stafters, generators, fan belts, brakes and tunes tractor motors.
9. Checks and changes oil, transmission and brake fluid.
10. Refaces valves and seats, grinding, assembling and adjusting them.
I l. Installs rings and bearings and effects proper adjustment.
12. Overhauls and repairs carburetors and clutches.
13. Performs repairs and replacement on diesel driven equipment.
14. Repairs and overhauls brakes, ignition and fuel systems, transmissions, differentials, front and rear axle
assemblies.

15. Does diversified electrical work on automotive equipment, such as troubleshooting electricalproblems and
repairing or replacing defective parts, repairing and adjusting lights, and repairing generators and starters.
16. Inspects City vehicles for compliance to State safety standards.
17. Installs lights and radio equipment on vehicles and equipment.
18. Performs allthe duties of a groundskeeper.
19. Repairs irigation system.
20. Performs general mechanical repair and construction tasks, repairs buildings, equipment and tools, assembles and
repairs park equipment.
21. Performs building systems maintenance as required.
22. Performs other duties as assigned.

MINIMUM OU I,fi'ICATIONS:
Mechanic I
. High School Diploma/GED.
o Must have one (1) year of full-time recent work experience in repairing automotive equipment or mechanical
repair of motorized equipment.
o Must have a valid CDL.
o Must have a valid driver's license.
Mechanic II
o Must meet all qualifications of Mechanic I.
. High School Diploma/GED.
o Must have two (2) years' of full-time recent work experience in repairing automotive equipment or
mechanical repair of motorized equipment.
o Must have a valid CDL.
. Must have a valid driver's license.

Mechanic III
o Must meet all qualifications of Mechanic I & II.
. High School Diploma/GED with five (5) years of full-time recent work experience in repairing automotive equipment
or mechanical repair of motorized equipment.
o Must have a valid CDL.
o Must have a valid driver's license.

KNOWLEDGE" SKILLS AND ABILITIES:

. Knowledge
.
o

.

of the methods, tools and equipment including electronic diagnostic equipment used in the repair of
passenger cars, trucks, construction and maintenance or specialized equipment.
Knowledge of the operating principles of gasoline and electric motors and of the mechanical repair of tractors and

similar equipment.
Knowledge and skill in the use and operation of shop tools and machinery, such as drills, presses, grinders,
micrometers, brake relining and drum grinding machines, welding equipment.
Ability to diagnose the more common defects in the drive trains, chassis and other components of automotive

equipment.
Ability to detect by inspection any worn or broken automotive parts.
Ability to keep records of repairs and service.
Abiliry to adapt available tools and repair parts to specific repair problems.
Ability to interpret and work form sketches, diagrams and installation and repair charts.
o Knowledge of the principles and practices of automotive repair.
. Knowledge of the characteristics and maintenance needs of a wide variety of automotive and mechanical equipment.
o Knowledge of the hazards and safety precautions of shop operation.
e Knowledge or the principles of operation of gasoline and diesel engines and/or of the repair and maintenance
characteristics of a variety of municipal automotive equipment.
e Ability to work under tight time frames to meet target dates.
. Ability to establish and maintain effective and professional working relationships with other employees, department
heads and governmental officials.
. Ability to prepare and maintain accurate and concise records and reports.
. Ability to understand and effectively carry out verbal and written instructions.
o Ability to communicate effectively with other members of the staff, supervisor, and the public.

.
.
.
.

. Ability to communicate in both written and verbal form.
. Ability to develop, interpret and implement local policies

and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
o Ability to define problems and deal with a variety of situations.
r Ability to think quickly, maintain self-control, and adapt to stressful situations.
r Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.

. Ability to maintain confidentiality.
. Ability to work the allocated hours of the position, including after hours.
PHYSICAL REOUIREMENTS

:

This is medium work requiring the exertion of 50 pounds of force occasionally, up to 20 pounds of force frequently, and
up to l0 pounds of force constantly to move objects, and some heavy work requiring the exertion of 100 pounds of force
occasionally, up to 50 pounds offorce frequently, and up to 20 pounds offorce constantly to move objects. Physical
activities include climbing, balancing, stooping, standing, walking, pushing, pulling, lifting, reaching, fingering, grasping,
and repetitive motions. Also includes the necessity to communicate by talking, hearing/listening. Specific vision
abilities required by this job include close, distance and peripheral vision; depth perception; and the ability to adjust focus,
for operation of machines and equipment, determination accuracy and thoroughness of work, and observation of general
surroundings.

WORK ENVIRONMENT:
The employee is subject to inside and outside environmental conditions including, extreme cold, extreme heat, noise,
vibration, hazards, atmospheric conditions, dust/dirt, grease/oils, paint fumes, moving parts of machinery and extreme
weather conditions but hot and cold.

The City of Gallatin is a drug-free equal opportunity employer, witlt policies of non-discrimination on tlte basis of race,
sex, religion, color, national or etltnic origin, age, disability, military service, or political afJiliation.

In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualffied
individuals with disabilities and encourages botlt prospective und current employees to discuss potential
accommodations witlt the employer,
EMPLOYEE NAME (PLEASE PRINT)

EMPLOYEE SIGNATURE

DATE:

TITLE: Park Technician I/II
PG: GH/GI (dependent on qualifications)
DEPARTMENT: Parks & Recreation Department
REPORTS TO: Supervisor Facility & Equipment
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
The purpose of this position is to perform unskilled and skilled manual work for the Parks department.

ESSENTIAL DUTIES AND RESPONSIBLILITIES:
The

following duties are normal for this position.

Tlaese are not to be construed as exclusive

or all-inclusive. Otlter

duties may be required and assigned.

1. Assists with general building, grounds maintenance, utility and related work.
2. Cuts trees and maintains flower beds
3. Mows grass, blows grass off sidewalks and cleans entrances
4. Digs shallow trenches and ditches, installs various drainage and pipe systems.
5. Performs various grounds maintenance duties.
6. Picks up paper and debris on Park property.
7. Cleans and stocks Park facilities.
8. Assists in pouring/forming concrete and installing pipe and general work layout.
9. Loads and unloads gravel, dirt, timber, chemicals and other materials, tools and equipment

and supplies; Assists

in repair, installation, and maintenance of utility lines and related facilities.
10. Assists with cleaning of vehicles, daily cleaning duties at allparks facilities.
1 1. Performs minor repairs and maintenance on building and other park property.
12, Maintains chemicals and lawn/snow equipment.
13. Performs all custodial duties as identified on Custodian Job Description as needed and directed.
14. Stocks vending machines and assists with set ups for special events.
15. Performs other related tasks as required and cross-train to cover other department positions when necessary.
16. Moves and operates small equipment
17. Performs other duties as assigned.

MINIMUM OUALIFICATIONS:
Park Technician I
. High School Diploma/GED.
. One ( 1) year of recent work in custodial, light maintenance or hand tools or closely related experience
o Must have a valid driver's license.
Park Technician II
. High School Diploma/GED.
o Two (2) to three (3) years' of recent work in custodial, light maintenance or hand tools or closely related experience.
o Must have a valid driver's license.
KNOWLEDGE" SKILLS AND ABILITIES:
o

Knowledge of the standard methods, practices, tools and equipment used in maintaining facilities, grounds and

equipment.
o Skill in the use and operation of mowers, standard tools and equipment used in the care and maintenance of facilities,
grounds and equipment.
. Knowledge of the occupational hazards and safety precautions of the work.
. Ability to understand and follow work orders and prepare simple reports.
o Knowledge of the occupational hazards involved and the safety precautions necessary to the proper operation of varied
and maintenance equipment.
. Knowledge of the maintenance, repair and manualtasks of the area assigned.
. Knowledge of the use of hand and specialized tools and equipment required in the work.

. Knowledge of the safe use and operative and preventive maintenauce of mechanical equipment required in the work.
. Skill in making repairs and adjustments to equipment.
. Ability to detect flaws in the operation of equipment and to determine proper remedial measures.
. Abilify to perform manual labor for extended periods including under unfavorable weather conditions.
. Knowledge of the principles and practices and servicing trucks and equipment.
Knowledge of the occupational hazards involved and safety precautions necessary to the proper operation of varied
construction and maintenance equipment.
o Skill in the operation of a variety of small and medium equipment.
. Ability to make decisions to accomplish specific tasks and operations within the scope of the position.
. Ability to interact with the public effectively, professionally and politely and with discretion.
. Abiliry to effectively communicate with and establish and maintain an effective working relationship with department
staff and other personnel.
. Ability to understand and effectively carry out written and oral instructions.
o Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.
. Abilify to maintain confidentiality.
. Ability to work allocated hours of the position.
o

PHYSICAL REOUIREMENTS:
This is medium work requiring the exeftion of 50 pounds of force occasionally, up to 20 pounds of force frequently, and
to 10 pounds of force constantly to move objects, and some heavy work requiring the exertion of 100 pounds of force
occasionally. Physical activities include climbing, stooping, standing, walking, pusliing, pulling, lifting, reaching,
fingering, grasping, and repetitive motions. Also includes the necessity to communicate by talking, hearing/listening.
Specific vision abilities required by this job include close, distance and peripheralvision; depth perception; and the ability
to adjust focus, for operation of machines and equipment, determination accuracy and thoroughness of work, and
observation of general surroundings.
up

WORK ENVIRONMENT:
The employee is subject to inside and outside environmental conditions including, extreme cold, extreme heat, noise, vibration,
hazards, atmospheric conditions, dusVdirt, grease/oils, paint fumes, moving parts of machinery and extreme weather conditions
but hot and cold. Work is generally outdoors.

The City of Gallatin is a drug-free equal opportunity employer, witlt policies of non-discrimination on tlre basis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political affiliation.

In compliance with the Americuns witlt Disabilities Act, the City will provide reasonable accommodotions to quoliJied
individuuls witlt disabilities and encourages both prospective and current employees to discuss potential
accommodations witlt the employer.
EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE

DATE

TITLE: Administrative Assistant III
PG: GM
DEPARTMENT: Planning
REPORTS TO: City Planner/Assistant City
REVISION DATE: JULY 2022

Planner

PURPOSE OF POSITION:
The purpose of this position is to perform clerical and administrative work assisting the City Planner and staff

ESSENTIAL DUTIES AND RESPONSIBILITIBS:
Thefotlowing duties are normalfor this position. These are not to be construed as exclusive or all-inclusive. Otlter
duties may be required and assigned.
1

.

2.
3.
4.
5.
6.
7.
8.
9.
10.
I 1.
12.

13.
14.

Assists the City Planner and staff with preparation, meeting schedules and correspondence; provides clerical and
administrative support; prepares and maintains detailed records and files and databases; coordinates software
upgrades/revisions
Receives calls for the Planning Department and ascertains uature of business, directs to appropriate authority for

disposition.
Answers questions and responds to inquiries or complaints on operations, policies and procedures.
Assists tlie City Planner with budget preparation.
Undertakes special projects as assigned by the department head or assistant city planner.
Maintains calendar, schedules appointments, responds to invitations and schedules interviews.
Processes service requests and prepares work orders.
Follows up on work orders to insure proper and timely action.
Maintains bookkeeping and program records, reviews and processes accounts receivable and payable.
Assists in preparing monthly, quarterly and annual reports.
Attends meetings of staff and complies and prepares agendas.
Assists in preparing minutes of meetings, prepares files and forwards action needs to proper department/division,
and assisting other Planning Department staff members with work tasks
Transcribes correspondence, composes routine correspondence, and types a variety of reports and materials.
Administers and encodes data or other information into the permit/application software program.

15. Performs other duties as assigned.

MINIMUM OUALIFICATIONS :
. High School Diploma/GED with an Associate's

degree in administrative assistant or related field.
in clerical/office work, including office software products, preferably
(5)
work
experience
years' recent
Must have five
working directly with executive level positions.
o Must have a valid driver's license.

o

KNOWLEDGE. SKILLS AND ABILITIES:
o Knowledge of standard office practices, procedures, equipment and administrative techniques.
o Knowledge of business English, spelling and arithmetic.
o Knowledge of the organization and functions of the department and of general administrative policies and practices.
o Ability to keep office records and to prepare accurate reports from file sources both electronic and paper files and
maintain databases.

r Ability to perform and organize work independently.
. Ability to prepare effective correspondence on routine matters and to perform routine office management tasks without
referral to supervisor.
o Ability to maintain effective working relationships with other employees and the public and to deal with public
relations problems courteously and tactful ly.
e Ability to establish and maintain effective and professional working relationships with vendors, finance staff, other
department heads and governmental officials.
r Knowledge of cument office management practices and procedures and knowledge of the operation of standard office
equipment and software used in the Planning department'.'
. Ability to prepare and maintain accurate and concise records and reports.

. Ability
o Ability
. Ability
. Ability

to understand and effectively carry out verbal and written instructions.
to communicate effectively with other members of the staff, supervisor, and the public.
to communicate effectively in both written and verbal form.
to develop, interpret and irnplement local policies and procedures; follow written and oral instructions, and

prepare general correspondence.

. Ability to identify problems and deal with a variety of situations.
. Ability to think quickly, maintain self-control, and adapt to stressful situations.
. Ability to maintain discretion related to business decisions and managing files,

reports and conversations, within the

provision of open records law and other applicable State and Federal Statutes and Regulations.
o Ability to organize and exhibit time management skills needed to meet deadlines.
o Ability to work accurately with attention to detail.
. Ability to maintain confidentiality.
. Ability to work the allocated hours of the position.

PHYSICAL

TTRtr"MENTS:

This is sedentary work requiring the exertion of up to 10 pounds of force occasionally and a negligible amount of force
frequently or constantly to move objects and some medium work requiring the exertion of up to 50 pounds of force
occasionally. Physical activities include stooping, pulling, lifting, reaching, fingering, grasping, and repetitive motions.
Also includes the necessity to communicate by talking, hearing/listening. Specific vision abilities required by this job
include close, distance and peripheral vision; depth perception; and the ability to adjust focus.

WORK ENVIR
Works if an office seffing, in generally comfortable conditions
The City of Gullatin is a drug-free equal opportunity employer, witlt policies of non-discrimination on tlte bosis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political affiliation.

In compliance with the Americans with Disubilities Act, the City will provide reasonable accommodations to qualiJiecl
individuals with disabilities and encourages both prospective and current employees to discass potential
accommoclations witlt the employer.

EMPLOYEE NAME (PLEASE PRINT)

EMPLOYEE SIGNATURE:

DATE:

TITLE: Surety & Planning Coordinator
JOB GRADE: GP
DEPARTMENT: Planning
REPORTS TO: City Planner/Assistant City Planner
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
p"rf-ms ttmtteO p.ofessl""al work in the handling of surety administration and a variety of assignments in the planning
office; does related work as required. Work is performed under the regular supervision of the Assistant City Planner'

ESSENTIAL FUNCTIONS/TYPICAL TASKS:
The fottowing duties are normal for this position. These are not to be construed as exclusive
duties may be required and assigned.

1.
2.
3.
4.
5.
6.

ot ull-inclusive. Other

Coordinates surety obligations for (Site, Subdivision, Right-of-way,Land Disturbance, Maintenance and Utility)
Planning, Engineering and GPU. Interact with Planning, Engineering, and GPU project managers regarding surety
status and surety calculations, reducing or releasing.

Work with banks and developers on surety requirements.
Review Letter of Credit drafts and finals for appropriate language and work with banks on any required language'
Process new and renewed sureties (LOCs/Checks/Cash).
Create invoices for surety review fees and follow up with developers to collect fees and receipt fees.
Monitor sureties for expiration and renewal. Create resolutions for the Planning Commission, noti$ applicants
and create surety action forms and send to applicants.
7. Reconcile sureties quarterly and work with Finance on reconciliations of MUNIS and EnerGov or other related
software and create reports for auditors to review.
8. Assign resolution numbers to new projects.
9. Create department agendas and post notices and agenda packages to the web site.
10. Record/prepare/process meeting minutes and resolutions and scan and record minutes and resolutions on the
Planning I: Drive, Energov and with the City Recorder's office.
I I . Maintain a record of Board member training and terms.
12. Receipt invoices for the department.
13. Update curuent projects status and paper and electronic files/spreadsheets
14. Uses a variety of planning related software and maintain/update the departrnent web page information'
15. Review and process public records requests.
16. Assist with the research and development of current, long-range and/or other planning activities; assisting with
zoning/codes violations; assist and provide information to the public; assist in the preparation and maintenance of
various planning maps, files, graphics and records.
17. Assist with the research and review of plans submitted for zoning changes, subdivisions, variances and
conditional use permits.
18. Assist the public and respond to inquiries regarding planning and zoning activities and requirements.
19. Assist with the preparation of legal ads and public-notice mail-outs for the Planning Commission, Board of
ZoningAppeals and City Council.
20. Assist with the preparation of the comprehensive plan relating to a wide variety of social, physical and facility,
housing and neighborhood planning.
2l . Performs related tasks and special projects as required.

MINIMUM QUALIFICATION:
rAssociate's degree in Planning or closely related field, or any combination of education and experience equivalent to
graduation from an accredited community college or university with major course work in administration, financial
management, records management or related fields
o One (l) year of experience in professional planning work and with general understanding of community planning and
records management.

r Must have a valid driver's license.

KNOWLEDGE. SKILLS AND ABILITIES:
knowledge of the principles and practices of bond and surety management.
knowledge of economics and municipal finance related to community development.
o General knowledge of current literature, administrative and regulatory documents and recent developments in the field
o General
o General

o

of City Planning.
AbiliW to accurately prepare, analyze and systematically compile technical and statistical information and to prepare

technical reports including developing and maintaining spreadsheets and planningiproject management software.
Abiliry to prepare and present technical information, including financial and yearly reports, clearly and in an
interesting manner to focus groups and the public.
o Ability to establish and maintain effective working relationships and communication with professional colleagues,
employees and representatives of other public agencies and the public.

o

PHYSCIAL REOUIREMENTS:
This is light work requiring the exertion of up to 20 pounds of force occasionally, up to 10 pounds of force frequently, and
a negligible amount of force constantly to move objects; work requires climbing, balancing, reaching, walking, fingering,
grasping, and repetitive motions; vocal communication is required for expressing or exchanging ideas by means of the
spoken word; hearing is required to perceive information at normal spoken word levels; visual acuity is required for color
perception, preparing and analyzing written or computer data, visual inspection involving small defects andlor small parts,
operation of motor vehicles or equipment, determining the accuracy and thoroughness of work, and observing general
surroundings and activities; the worker is subject to inside and outside environmental conditions.

WORK ENVIRONMENT:
Work is performed in an office setting, in generally comfortable conditions. When at the job site, the employee is
occasionally subject to outside environmental conditions including extreme cold, extreme heat, noise, vibration dust
hazards, atmospheric conditions, dust/dirt, grease/oils, paint fumes, moving parts of machinery. Some of these conditions
may occur inside including in file/storage rooms.

The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discriminution on the basis of race,
sex, religion, color, national or ethnic origin, age, disability, military service or political affiliation.

In compliance with

the Americans with Disabilities Act, the City will provide reasonable accommodations to qualiJied
individuals with disabilities and encourages both prospective and current employees to discuss potential

accommodations with the employer.

EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE:

DATE

TITLE: Administrative Supervisor
PG: GN
DEPARTMENT: Police Department
REPORTS TO: Police Lieutenant
REVISION DATE: JALY 2022
PURPOSE O POSITION:
Perfonns administrative and clerical work for the Police Department. Supervision is exercised over Police Records
Personnel.

ESSENTIAL DUTIES AND RESPONSIRTT,ITTES:
The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned.

.

Assists the Chief of Police and Department Staff with preparation, meeting schedules and comespondence;
provides clerical and administrative support; prepares and maintains detailed records and files.
2. Receives calls and ascertains nature of business, directs to appropriate authority for disposition.
3. Answers questions and responds to inquiries or complaints on operations, policies and procedures
4. Maintains employee and personnel records, reviews records for accuracy, and maintains files.
5. Assists management with budget preparation.
6. Undertakes special projects as assigned by the department head.
7. Prepares monthly, quarterly and annual reports.
8. Attends committee meetings and prepares minutes.
9. Assist with administrative tasks as assigned.
10. Instructs Records Division Personnel as to work assignments and procedures.
I l. Directs, reviews and coordinates the work of Records Administrative Personnel.
12. Conducts Annual Performance Evaluation of Records personnel.
13. Evaluate work of subordinates.
1

14. Reporting Agency Coordinator for Tennessee Incident Based Reporting System.
15. Reviews reports for classification purposes.
16. Completes administrative work related to seizures, reviews documents, prepares certified letters and makes

notifications of hearing dates.
17. Assists in the absence of the Executive Administrative Assistant.
18. Performs other duties as assigned

MINIMUM OUALIFICATIONS:
. High School Diploma/GED/
o Associates degree

in administrative assistant or related field.

Bachelor's degree is preferred.
Must have five (5) years' recent work experience in clerical/office work, preferably working directly with executive
level positions.
r Within six (6) months of date of employment, must complete required State training for Reporting Agency
Coordinator and TIES/IrlCIC certifi cation.
r Must have a valid driver's license.
o

o

KNOWLEDGE. SKILLS AND ABILITIES:
. Knowledge of standard office practices, procedures, equipment and secretarial techniques.
. Knowledge of business English, spelling and arithmetic.
. Knowledge of the organization and functions ofthe department and of general administrative policies and practices
. Ability to keep office records and to prepare accurate reports from file sources.
. Ability to perform and organize work independently.
. Ability to operate a computer and word processor and to type at a reasonable rate of speed (65 wpm or more).

. Ability to prepare effective correspondence on routine matters and to perform routine office management details
without referral to supervisor.
. Ability to maintain effective working relationships with other employees and the public and to deal with public
relations problems coufteously and tactfully.
. Ability to establish and maintain effective and professional working relationships with vendors, finance staff, other
department heads and governmental officials.
. General knowledge of current office practices and procedures and knowledge of the operation of standard office
.
.
.
.
.

equipment and software.
to prepare and maintain accurate and concise records and repofts.
to understand and effectively carry out verbal and written instructions.
to communicate effectively with other members of the staff, supervisor, and the public.

Ability
Ability
Ability
Ability
Ability

to communicate in both written and verbal form.
to develop, interpret and implement local policies and procedures; written instructions, general correspondence;
Federal, State, and local regulations.
. Ability to define problems and deal with a variety of situations.
. Ability to think quickly, maintain self-control, and adapt to stressful situations.
. Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
. Organizational and time management skills needed to meet deadlines.
. Must have ability to work accurately with attention to detail. . Ability to maintain confidentiality.
. Ability to work the allocated hours of the position.

PHYSICAL REOUIREMBNTS :
This is sedentary work requiring the exertion of up to 10 pounds of force occasionally and a negligible amount of force
frequently or constantly to move objects. Work requires climbing, stooping, reaching, fingering, grasping, and repetitive
motions; vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is
required to perceive information at nonnal spoken word levels; visual acuity is required for preparingand analyzing
written or computer data, determining the accuracy and thoroughness of work, and observing general surroundings and
activities.

WORK ENVIRONMENT:
Works in an office setting, in generally comfortable conditions.
The Cily of Gallatin is a drug-free equal opportunity employer, witlt policies of non-discriminotion on tlte basis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political afJiliotion.

In compliance with the Americans witlt Dissbilities Act, tlte City will provide ressonable accommodations to qualiJied
individuals with disabilities and encourages both prospective and current employees to discuss potential
accommodations with tlte employer.
EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE

DATE:

TITLE: Administrative Assistant V
PG: GO
DEPARTMENT: Police
REPORTS TO: Police Chief
REVISION DATE: JULY 2022
POSITION:
PURPOSE
The purpose of this position is to perform clerical and administrative work to the Police Department.
ESSENTIAL DUTIES AND RESPONSIBILITIES:
Thefotlowing duties are normalfor this position, These are not to be construed as exclusive or all'inclusive- Other
duties may be required and assigned.

l. Serves as primary clerical support to the Director.
2. Prepares and maintains accounting systems and various records and files;
3. Assists with administrative tasks as assigned.
4. Receives calls and callers for the Director and directs to appropriate authority for disposition.
5. Maintains employee and personnel records, reviews records for accuracy, and maintains files.
6. Assists with budget preparation.
7. Undertakes special projects as assigned by the Director.
8. Maintains calendar, schedules appointments, responds to invitations and schedules interviews.
9. Processes service requests, prepares work orders.
10. Follows up on work orders to insure proper and timely action'
11. Maintains bookkeeping and program records, reviews and processes accounts receivable and payable.
12. Prepares monthly, quarterly and annual reports.
13. Attends meetings of commissions, boards and committees, complies and types agendas.
14. Prepares minutes of meetings, prepares files and forwards action needs to proper department/division.
I 5. Transcribes correspondence, composes routine correspondence, and types a variety ofreports and materials
16. Performs other duties as assigned.

MINIMUM OUALIFICATIONS:
. High School Diploma/GED.
o Associates degree

in administrative assistant or related field.

Bachelor's degree is preferred.
Must have five (5) years' recent work experience in clerical/office work, preferably working directly with executive
level positions.
o Must have a valid driver's license.
o
o

KNOWLEDGE. SKILLS AND ABILITIES:
o Knowledge of standard office practices, procedures, equipment and secretarial techniques.
o Knowledge of business English, spelling and arithmetic.
e Knowledge of the organization and functions of the department and of general administrative policies and practices
o Ability to keep office records and to prepare accurate repofts from file sources.
o Ability to perform and organize work independently.
. Ability to operate a computer and word processor and to type at a reasonable rate of speed (65 wpm or more).
. Ability to prepare effective correspondence on routine matters and to perform routine office management details
o without referral to supervisor.
. Ability to maintain effective working relationships with other employees and the public and to deal with public
relations problems courteous ly and tactful ly.
. Ability to establish and maintain effective and professional working relationships with vendors, finance staff, other
department heads and governmental officials.
o General knowledge of cunent office practices and procedures and knowledge of the operation of standard office

.
o

equipment and software.
AbiliW to prepare and maintain accurate and concise records and reports.

.
.
.
.

understand and effectively carry out verbal and written instructions.
communicate effectively with other members of the staff, superuisor, and the public.
communicate in both written and verbal form.
develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
. Ability to define problems and deal with a variety of situations.
o Ability to think quickly, maintain self-control, and adapt to stressful situations.
. Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines'
o Must have ability to work accurately with attention to detail.

Ability
Ability
Ability
Ability

to
to
to
to

. Ability to maintain confidentiality.
o

Ability to work the allocated hours of the position.

PHYSICAL REOUIREMENTS:
Thts ts sederta.y *o.k *q"trtng the exertion of up to 10 pounds of force occasionally and a negligible amount of force
frequently or constantly to movi objects. Work requires climbing, stooping, reaching, fingering, grasping, and repetitive
rnoiionr; uocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is
required to perceive information at normal spoken word levels; visual acuity is required for preparin g and analyzing
*ritten or cbmputer data, determining the accuracy and thoroughness of work, and observing general suroundings and
activities.

WORI( ENVIRONMENT:
Works in an office setting, in generally comfortable conditions.
The City of Gallatin is a drug-free equal opportanity employer, with policies of non-discrimination on the hasis of race,
sex, religion, color, nationol or ethnic origin, age, disability, military service, or political affiliation.
with Disabilities Act, the City will provide reasonsble accommodations to qualffied
both prospective and current employees to discuss potential
encourages
with
dissbilities
and
individuats
accommodutions with the employer.

In compliance with the Americans

EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE:

DATE:

TITLE: Information Systems Advisor
PG: GS
DEPARTMENT: Police Department
REPORTS TO: Police Chief
REVISION DATE: JULY 2022

I

PURPOSE OF POSITION:
UnOer generat OGclion, plunr, coordinates, oversees and manages the development, implementation. Integration,
operation and maintenance of the Police Department's Information Systems; designs and implements information systems
for provision of access to data; develops and implements specialized applications and interfaces for various information
ryri".r; oversees the design and development of databases associated with various City information systems; ensures the
availability, integrity and confidentialityof the City's data; and performs avariety of technical tasks relative to assigned
area of responsibility.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
Thefottowing duties are normolfor this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned

l.
2.
3.
4.

Plan, direct, and manage the acquisition, installation, administration and operation of the Departrnent's various
information systems including but not limited to Police Body Cams, LPR Systems, Video, Surveillance Cameras;
oversee software release installs and updates.
Coordinate, train and instruct staff in the operation of the various information systems.
Oversee and participate in providing services including preparation, layout and design of a variety of reports,
displays, literature, maps and computer graphics; ensure the accuracy and completeness of digital data files.

Develop, implement, coordinate, and maintain internal technical standards, including coordinating these activities
with the requirements and City & Police IT standards.
5. Implement information security processes and best practices to ensure the availability, integrity and
confidentiality of the Department's various information systems.
6. Serue as project manager for special projects including the planning, system integration, database development,
implementation and application development; meet with various users and IT staff to plan and discuss system
requirements; provide project status updates as needed.
7 . Serve as system administrator for the various information systems ensuring that application and server software
and hardware operates efficiently and meets the Department's needs and requirements for information technology
8. Oversee the design and development of databases of the Department's various information systems including
relational databases; develop standards and strategies for maintaining database security.
9. Employ automation where possible using scripting languages; schedule and automate workflows
10. Plan and develop Department-wide user training on the Department's information systems; develop policies,
processes, and procedures for users and output requirements for IT services.
1 l. Research and investigate industry techniques, products and best practices; evaluate and recommend software and
hardware systems.

12. Coordinate with software and hardware vendors as well as service consultants on planning issues, price quotes,
problem reporting and contracts.
13. Coordinate information system activities with other IT staff, City departments, and outside agencies as needed.
14. Attend and participate in professional group meetings, seminars and training in order to stay abreast of new trends
and innovations in the field of information technology.
15. Work flexible hours including nights, weekends, holidays and2417 on-call.
16. Perform other related duties as required.

MINIMUM OUALIFICATIONS:
. Applicants must have a Bachelor's

Degree from an accredited college or university with major course work in
information sciences, geographic information systems, engineering or a related field.
o Must be able to achieve CJIS certification within three (3) months of beginning employment.
o Must have a valid driver's license.

KNOWLEDGE. SKILLS AND ABILITIES:
o Operations, services and activities of the City's various information and geographic information system programs.
o Capabilities and operational characteristics of information system equipment and software including Microsoft
Windows Server, SQL and/or the ATcGIS software suite.
o Information security best practices and procedures.
o [T Service Management best practices (i.e., ITIL, ISO 20000, etc.)

r Project management best practices.
of relational database systems, database design and development.
o Scripting and programming languages to automate tasks, including but not limited to Python, T-SQL, Powershell, and
Arcade
o Principles and practices of user training and documentation.
o Peftinent federal, state and local laws, codes and regulations.
r Provide highly technical suppolt for the City's various information systems and underlying infrastructure including
desktop and server hardware/software, and SQL databases.
r Implement security measures and monitor infrastructure and applications for anomalies and breaches.
o Oversee multiple projects, tasks and priorities to achieve desired goals'
o Design, implement, maintain and administer relational database management systems.
o Author, schedule, and troubleshoot scripts that automate the processing and analysis of various datasets.
o Prepare accurate and detailed repofts, maps and records.
o Concepts

o Operate system software and database programs.
o

Troubleshoot desktop, server, network and application problems.

o Read, comprehend and interpret complex scientific and technical information as
o Provide instructions and assistance in using various computer applications.
o Use independent

it relates to information systems'

judgment and initiative in making recommendations regarding database applications.

o Install software and hardware components.
o Stay up-to-date on emerging technologies, information security practices, and

IT strategies and best practices'
r Work independently, prioritize projects and assignments, and keep the Chief Information Officer informed as needed,
seeking guidance when appropriate.

Communicate clearly and concisely, both orally and in writing.
o Establish and maintain effective working relationships with those contacted in the course work.

o

PHYSICAL REOUIREMENTS :
ft* ir t r"aium work requiring the exertion of up to 60 pounds of force occasionally and a negligible amount of force
frequently or constantly to move objects; work requires the ability to sit for extended periods of time at a work station or
desk, but will also work in awkward or confining workspaces where the environment may be dusty.
Physical activities include reaching, fingering, grasping, and repetitive motions. Also includes the necessity to
communicate by talking, hearing/listening. Specific vision abilities required by this job include close, distance and
peripheral vision; depth perception; and the ability to adjust focus.

WORK ENVIRONMENT:
Works in an office setting, in generally comfortable conditions.
The City of Gallatin is a drug-free eqaal opportunity employer, with policies of non-discrimination on the basis of race'
sex, religion, color, national or ethnic origin, age, disability, military service, or political affiliation,

In compliance with the Americuns with Disabilities Act, the City wilt provide reasonuble accommodations to qualified
inrlividuals with disabilities and encourages both prospective and current employees to discuss potential
accommodutions with the employer.
EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE

DATE

TITLE: Master Patrol Officer
PG: GO
DEPARTMENT: Police Department
REPORTS TO: Police Sergeant
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
The purpose of this position is to perform protective service work involving a variety of general or support duty police
assignments. Work is frequently performed under emergency situations and involves considerable personal hazard and
danger.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
The following duties are normul for this position. These are not to be construed as exclusive or all-inclusive. Other
dutiesmay be reqaired and assigned

1.

Patrols city, responds to service requests; enforces laws and ordinances; makes anests, testifies in court;

prepares records and files.
Seeks solution to possible problem before event occurs.
Pursues offenders on foot and or in a vehicle; use judgment in amount and type of force used.
Performs CPR, First Aid, and use AED equipment as needed.
On an assigned shift, operates a patrol vehicle to observe for violations of traffic laws, suspicious activities or
persons and disturbances oflaw and order.
Responds to radio dispatches and answers calls and complaints.
lssues citations for traffic violations.
Serves warrants and makes arrests and testifies in court.
Provides police escorts, directs traffic; performs residential and commercial checks.
10. Fills out arrest records, fingerprints, photographs, and other similar materials; performs prisoner security
functions; investigates traffic accidents, crimes reported; develop possible suspects to bring outstanding cases

2.
3.
4.
5.
6.
7.
8.
9.

to closure.
I 1. Reports unsafe conditions existing in street or other public facilities.
12. Assists with criminal investigations, conducts stakeouts, assists with presenting evidence, interviewing
victims and witnesses, and performs property and evidence duties.
13. Prepares detailed reports on activities and assignments.
14. Inspects vehicles and notifies garage of defective patrol units.
15. May be required to perform in-charge duties in the absence of a superior officer.
16. Participates in a variety of in-service training programs.
17. May be assigned to crime prevention, community policing/bike patrol, field training, special operations,
technical support or investigation operation. May assist with instruction of training classes andlor roll call

training.
18. May be required to work overtime andlor be on call and to be able to respond to emergencies within a
reasonable time.
19. Performs other duties as required.
20. May assume supervision of a shift detail if necessary at the direction of the Chief of Police or his/her
designee.

MINIMUM OUALIFICATIONS:
o d minimum of ten (10) years' of Law Enforcement

experience with at least three (3) of those years with the
Gallatin Police Department. The Chief of Police may at his or her discretion wave the three (3) year requirement.
o Have completed training in specialty area identified as a Police Officer II including:
o Shotgun certification
o Rifle certification
o Domestic violence training
o Mental Health training
o Must have a career plan with supervisor and choose one PO II Specialty concentration
o Must choose one Technical Field in collaboration with supervisor
o Must have a minimum of three of the following options:
o CBI Crime Scene class
o Bike Patrol certification

o
o
o
o

VerbalJudo
Couftroom Testimony
Sexual Assault Training
Use of Force certification

KNOWLEDGE. SKILLS AND ABILITIES:
General knowledge of police methods, practices and procedures.
General knowledge of the geography of the City, related county areas, and location of important buildings.
General knowledge of the rules and regulations of the police Department.
Ability to understand and carry out oral and written instructions and to prepare clear comprehensive reports.
Ability to deal coufteously but firmly with the public.

Ability to analyze situations and to adopt quick, effective and reasonable courses of action with due regard to

a
a

a
a
a
a

surrounding hazards and circumstances.
Skill in the use of firearms and the operation of motor vehicles.
Good physical condition.
Ability to make decisions to accomplish specific tasks and operations within the scope of the position.
Ability to meet and deal with the public effectively, professionally and politely, and with discretion.
Ability to effectively communicate with and establish and maintain aneffective working relationship with
department staff and other personnel.
Ability to understand and effectively carry out written and oral instructions.
Ability to maintain discretion regarding business-related files, reports and conversations, within the provisions
the open record laws.
organizational and time management skills needed to meet deadlines.
Must have ability to work accurately with attention to detail.
Ability to maintain confidentiality.
Ability to work the allocated hours of the position.

of

PHYSICAL REOUIREMENTS:
This is medium work requiring the exertion of 50 pounds of force occasionally, up to 20 pounds of force frequently, and
up to l0 pounds of force constantly to move objects, and some heavy work requiring the exertion of 100 pounds of force
occasionally, up to 50 pounds of force frequently, and up to 20 pounds of force constantly to move objecis. Work requires
climbing, balancing, stooping, crouching, crawling, standing, walking, running, pushing, pulling, lifting, fingering,
grasping, and feeling; Ability to escalate physical exertion from minimum to maximum instantaneously when necessary to
subdue/restrain individual. Vocal communication is required for conveying detailed or important instructions to others
accurately, loudly or quickly; hearing is required to receive detailed information through oral communications andlor
make fine distinctions in sound; visual acuity is required for night vision, peripheral vision, preparing and analyzing
written or computer data, visual inspection involving small defects andl or small parts, use of measuiing devises,
operation of motor vehicles or equipment, determining the accuracy and thoroughness of work and observing general
sunoundings and activities
WORK ENVIRONMENT:
The worker is subject to inside and outside environmental conditions, extreme cold, extreme heat, noise, hazards and
atmospheric conditions. The worker may be exposed to blood borne pathogens and may be required to wear specialized
personal protection equipment. Conditions are generally unsafe.

The City of Gallatin is a drug-free equal opportunity employer, with poticies of non-discriminution on the basis of race,
sex, religion, color, nationul or ethnic origin, age, disability, mititary service, or political affiliation,

In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to quatffied
individuuls with tlisabilities and encourages both prospective and cunent employees to discuss potential
accommodations with the employer.

EMPLOYEE NAME (PLEASE PRINT)

EMPLOYEE SIGNATURE:

DATE:

TITLE: Police Major
PG: GY.S
DEPARTMENT: Police Department
REPORTS TO: Assistant Police Chief
REVISION DATE: JULY 2022
PURPOSE OF'POSITION:
Performs complex protective service and difficult administration work assisting in directing the assigned duties
andactivities of the Police Department.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
Thefollowing duties are normalfor this position. These are not to be construed as exclusive or ull-inclusive, Other
dutiesmay be required and assigned

1'
2.
3'
4.
5.
6.
7.
8.
9.

Supervises subordinates, provides assignments, reviews and evaluates activities. Interviews and selects new
employees; provides training and instruction; plans, coordinates, assigns and reviews work; acts on problems
and concerns; evaluates performance and recommends disciplinary action
Assisting with the planning, organization and operations of the department; handling public information
andpublic relations matters; ensuring that all regulations and procedures are followed.
Assists in developing annual budget proposal and controlling budgeted expenses.
Assists in formulating and implementing police policy procedures, rules, regulations and programs.
Prepares and reviews reports for the Deputy Police chief and police chief.
Attends meetings and serves on committees, boards and agencies related to promoting crime prevention and
improving law enforcement, as directed by the Deputy Police Chief and Police Chief.
Prepares letters, memoranda, bulletins and other correspondence for the signature of the Deputy Police Chief
and Police Chief.
Assumes command of the department during the absence of the Chief of Police and the Assistant Chief.
Performs other duties as required.

MINIMUM OUALIFICATIONS:
r Bachelor's degree in law enforcement, criminal justice or related field.
A minimum of fifteen ( I 5) years' work experienceof a wide and progressively responsible nature in law enforcement.

o

. Upper level

management experience is preferred.

r Must have a minimum of five (5) years' supervisory experience.
o Successful completion of a managemenVexecutive development program such as the FBI

National Academy, The
Southern Police lnstitute's Administrative Officer's Course,Northwestern University's Schoolof Staff and Command
or the Southeastern Command and Leadership Academy is preferred.
o Must be P.O.S.T. Certified. Must meet Minimum Standards Law (TCA 38-8-106) requirements.
o Internal candidates must hold the rank of Lieutenant with the Gallatin Police Department and have completed
anyprobationary period for that rank.
o Must meet physical, psychological and criminal record and other standards established by
the Gallatin
PoliceDepartment.

r Must have a valid driver's license.
KNOWLEDGE. SKILLS AND ABILITIES:
o Comprehensive knowledge of laws, rules and court decisions relating to the administration of criminal justiceand
law enforcement.
knowledge of scientific methods of crime detection, criminal identification and radio
communication.

o Comprehensive

o Comprehensive knowledge

of controlling laws and ordinances.

Thorough knowledge of the geography of the City.
o Demonstrated ability to lead and direct the activities of police officers.
o

'o Ability

to evaluate effectiveness of the police operation and to institute improvements.
Knowledgeable in the use of computers and other modern equipment related to police operations.
o AbiliU to prepare, analyze, interpret, and review statistical information.
o Resourcefulness and soundjudgment in emergencies.
o Demonstrated integrity; tact.
o Thorough knowledge of budget preparation and personnel administration.
o Skill in oral and written communications.
o Thorough knowledge of managerial and administrative principles
and practices.
o Management skills to analyze programs, policies and operational needs.
o Knowledge of the principles and practices of program management, development
and administration.
o AbilitY to plan, organize, manage, direct, and evaluate the work
of subordinate employees.
o Ability to delegate authority and responsibility.
o AbilitY to lead and direct the operations, services, and activities
of the department.
. Ability to determine the feasibility of various municipal projects.
. Ability to identify and respond to communitlz issues, concerns, and needs.
. Ability to prepare and administer large and complex budgets.
o Ability to promote a safe work place.
r Thorough knowledge of general laws and administrative policies governing municipal financing practices and
procedures.

AbilitY to establish and maintain effective working relationships with other department heads and governmental
officials.
o General knowledge of current office practices and procedures and knowledge
of the operation of standardoffice
equipment, including computer hardware and software.
o AbiliU to prepare and maintain accurate and concise records and reports.
o AbilitY to understand and effectively carry out verbal and written
instructions.
o Ability to communicate effectively with other members of the staff,
supervisor, and the public.
o Ability to communicate in both written and verbal form.
' Ability to develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
. Abilify to define problems and deal with a variety of situations.
' Ability to think quickly, maintain self-control, and adapt to stressful situations.
' Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of
open records law and other applicable State and Federal Statutes and Regulations.
o organizational and time management skills needed to meet deadrines.
o Must have ability to work accurately with attention to detail.
. Ability to maintain confidentiality.
o Ability to work the allocated hours of the position.
o

PHYSICAL REOUIREMENTS :
This is light work requiring the exertion of up to 20 pounds of force occasionally, up to l0 pounds of force frequently,
and a negligible amount of force constantly to move objects. Work requires climbing, balancing, stooping, crouching,
crawling, standing, walking, running, pushing, pulling, lifting, fingering, grasping, und feeling; Ability to escalate
physical exertion from minimum to maximum instantaneously when neceisary to subdue/restrain individual. Vocal
communication is required for conveying detailed or important instructions to others accurately, loudly or quickly;
hearing is required to receive detailed information through oralcommunications andlor make fine distinctions in
sound;visual acuity is required for night vision, peripheral vision, preparing and analyzing written or computer data,
visual inspection involving small defects andl or small parts, use of measuiing devises, operation of motoi vehicles or
equipment, determining the accuracy and thoroughness of work and observing general surroundings and activities.
WORK ENVIRONMENT:
The worker is subject to inside and outside environmental conditions, extreme cold, extreme heat, noise, hazards and
atmospheric conditions. The worker may be exposed to blood borne pathogens and may be required to wear
specialized personal protection equipment. Conditions may be unsafe when away from the office setting.

The Cily of Gahafin is a drug-free equal opportunity employer, with poticies of non-discrimination on the basis of race,
sex' religion, color, national or ethnic origin, age, disability, military service, or politicat

ffiliation.

In compliance with the Americans with Disabilities Act, the City

witl provide reasonable accommodations to qualiJied
individuols with disabilities and encourages both prospective and cuirent emptoyees to discuss potential
accommodations with the employer.

EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE:

DATE:

TITLE: Executive Administrative Assistant

PG: GP
DEPARTMENT: Mayor's Office
REPORTS TO: Mayor
REVISION DATE: IULY 2022

PURPOSE OF POSITION:
The purpose of this position is to perform clerical and administrative work assisting the Mayor.

BSSENTIAL DUTIES AND RESPONSIBILITIES:
The following duties are normal for this position. These are not to be construed us exclusive or all-inclusive.
Other
duties may be required and assigned.

l.
2.
3.
4
5.
6.
7.
8.
9.

Assists the Mayor with agenda preparation, meeting schedules and correspondence; providing clerical and
administrative support; preparing and maintaining detailed records and filis.
Receives calls and callers for the Mayor and ascertains nature of business, directs to appropriate authority for

disposition.
Answers questions and responds to inquiries or complaints on departmental operations, policies and procedures.
Prepares agenda packets, coordinates numbering of ordinances and resolutions with City Recorder.
Processes mail, orders supplies, and other office functions.
Prepares Proclamations and other documents as required.

Undertakes special projects as assigned by the Mayor.
Maintains calendar, schedules appointments for Mayor, responds to invitations, and schedules interviews.
Coordinates meeting schedules, rental and use of meeting rooms in City Hall.

10, Coordinates special events, marquees, and showcases.
l. Maintains various files and records; maintains data base.
12. Transcribes correspondence, composes routine correspondence, tlzpes avariety of reports and materials.
13. Performs other duties as assigned.
1

MINIMUM OUALIFICATIONS:
. High School Diploma/GED.
o Associates degree in administrative assistant/business preferred.
o Three (3) years' recent work experience in an executive level office.
o

Must have a valid driver's license.

Thorough knowledge of standard office practices, procedures, equipment and secretarial techniques.
o Thorough knowledge of business English, spelling and arithmetic.
o Thorough knowledge of Microsoft office suite.
r General knowledge of the organization and functions of the department and of general administrative policies and
o

practices.

r AbilitY to keep office records and to prepare accurate reports from file sources.
o Ability to perform and organize work independently.
o Ability to prepare effective correspondence on routine matters
and to perform routine office management details
without referral to supervisor.
o Ability to maintain effective working relationships with other
employees and the public and to deal with public
relation problems courteously and tactfully.
o AbiliW to maintain effective working relationships with other
employees and the public and to deal with public
relations problems courteously and tactfully.
' Ability to establish and maintain effective working relationships with employees, City officials, the court system, and
the general public.

AbilitY to efficiently and effectively administer a municipal legal department.
Ability to anticipate and resolve problems before a crisis ensues.
r Understanding of the city's political environment and sensitivities.
o

o

. Ability to function effectively within

that environment.

Ability to establish and maintain effective and professional working relationships with vendors, finance staff other
department heads and governmental officials.
o General knowledge of current office practices and procedures
and knowledge of the operation of standard office
o

equipment and software.

. Ability to prepare and maintain accurate and concise records and repofts.
t AbilitY to understand and effectively carry out verbal and written instructions.

r AbilitY to communicate effectively with other members of the staff, supervisor, and the public.
o Ability to communicate in both written and verbal
form.
o Ability to develop, interpret and implement local policies
and procedures; written instructions, general
correspondence; Federal, State, and local regulations.

' Ability to define problems and deal with a variefy of situations.
' Ability to think quickly, maintain self-control, and adapt to stressful situations.
o Ability to maintain discretion regarding business-related
files, reports and conversations, within the provision of open

records law and other applicable State and Federal Statutes and Regulations.
skills needed to meet deadlines.
o Must have ability to work accurately with attention
to detail.
o organizational and time management

. Ability
o

to maintain confidentiality.
Ability to work the allocated hours of the position.

PHYSICAL REOUIREMENTS:
This is sedentary work requiring the exeftion of up to 10 pounds of force occasionally and a negligible amount of force
frequently or constantly to move objects; work requires reaching, fingering, grasping, and repeitiie motions; vocal
communication is required for expressing or exchanging ideas by rneanr o?t[e spoten wordihearing is required to
perceive information at normal spoken word levels; visual acuity is required for preparin g and analy:zing
wiitten or
computer data, operation of machines, determining the accuracy and thoroughneis of woik, and observi-ng general

surroundings and activities; the worker is not subject to adverse environmental conditions.

WORK ENVIRONMENT:
Work is an office setting, in generally comfortable conditions.
The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race,
-or
sex' rcligion, color, nationsl or ethnic origin, age, disability, military service, political afliliation.

In compliance with

the Americuns with Disabilities Act, the City witl provide reasonable accommodations to quatffied
individuals with disabilities and encourages both prospective and cuirent employees to discuss potential
accommodations with the employer,

EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE:

DATE:

TITLE: Customer Service Clerk III
PG: GI
DEPARTMENT: Recorder's Office
REPORTS TO: City Recorder
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
The. purpose of this

position is to perform clerical work assisting with the collection of and accounting for property taxes,
business and privilege licenses, assisting with Court records, maintaining official city records and reciiving
utitity Ui1
payments and other municipal fees and payments from the public.

Thefollowing duties are normalfor this position, These sre not to be construed as exclusive or sll-inclusive, Other
daties may be required and assigned

1.

Assists with the collection of and accounting for property taxes, business and privilege licenses; assists with Court
operations and records; prepares and maintains official city records
Participates in the collection, recording and filing of City iaxes, business and privilege license fees and other fines
Td fees; takes application for or processes business licenses, beer permits, vendor li-censes, solicitors, parades
Receives, posts, processes, receives payments for, reconciles colleCtions on ACV tax rebates, bankruptty claims,
payments on cemetery lots, parking tickets, collections for trash cans, police department deposits, ."nt, inru.un""
payments, etc.
Assists in the filing and notification of parking tickets.
Assists title searchers and other inquirers with tax information.
Receives payments from utility customers in person, through the mail or by night deposit, calculates penalties apd
interest, records payments and prepares receipts.
Checks payments for errors, additions, subtractions, etc.
As assigned, performs required duties as directed by the Municipal Court Clerk.
Assists in maintaining the official historical record of important documents; numbers, files and maintains
ordinances and resolutions, Council and committee minuies and legal documents; provides research for city
attorney, department heads and general public.
10. Becomes proficient in daily use of automated systems for business licenses and taxes or similar systems as
directed.
I l. Balances cash drawer with checks and stubs (daily).
12. Verifies and separates various utility account payments.
13. Prepares night deposit box for next days'business.
14. Receives customer calls and inquiries, searches out information, and answers customer questions.
15. Assists customers with billing information.
16' Assists City Recorder and Deputy Clerk with the coordination of all computer functions utilized by the

2.
3.

4.
5.
6.

7.
8.
9.

Recorder's Office

17. Undertakes special projects as assigned by the
18. Performs other duties as assigned.

city

Recorder or Deputy clerk.

MINIMUM OUALIFICATIONS:
o

High School Diploma/GED with one (l) year recent work experience with bookkeeping or general office work,
preferably as a cashier or data entry clerk; some experience in dealing with the public uira ut-itiring computerized
systems preferred.

Must be bondable.
o Must have a valid driver's license.
o

PREFERRED OUALIAFICATIONS :
e One (l ) year of Customer Service, Accounting, Banking
or a closely related field.
o Possess strong computer skills including proficiency in Microsoft
Office: Excel, Word and Outlook.
. Strong verbal and written communication skills.
o Must be organized, detail-minded and adaptable.
o Demonstrate being self-starter.

KNOWLEDGE. SIflLLS AND ABILITIES:
o Must have excellent computer skills in Microsoft Office: Excel, Outlook, PowerPoint and Word.
o Must have general knowledge of bookkeeping terminology, methods, procedures and equipment.
o Must have general knowledge of standard office practices, techniques, procedures and equipment.
o Ability to operate standard office machines.
o Ability to follow a wide variety of established detailed work procedures.
. Ability to post accounts and to perform mathematical computations with speed and ascuracy.
r Considerable knowledge of procedures relating to the processing of a wide variety of types of records.
o Some knowledge of City chart of accounts, property taxes and Municipal Court.
. Ability to establish and maintain effective working relationships with the general public, staff, all department heads
and governmental officials.
o General knowledge of current office practices and procedures and knowledge of the operation of standard office
equipment and software.

. Ability to prepare and maintain accurate and concise records and reports.
I AbilitY to understand and effectively carry out verbal and written instructions.
o Ability to communicate effectively with other members of the staff, supervisor,

and the public.
AbilitY to develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
e Ability to define problems and deal with a variety of situations.
. Ability to think quickly, maintain self-control, and adapt to stressful situations.
o AbilitY to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.
. Ability to maintain confidentiality.
o Thorough knowledge of business English, spelling and arithmetic.
. Ability to present ideas effectively, both verbal and in written form.
r Must have excellent communication and interpersonal skills, both verbal and written.
o

PHYSICAL REOUIREMENTS:
This is light work requiring the exertion of up to 20 pounds of force occasionally and l0 pounds of force frequently and a
negligible amount of force constantly to move objects, work requires reaching, fingering, grasping, and repetitive
motions; work requires frequent standing; vocal communication is required for expressing or exchanging ideas by means
of the spoken word including through a drive-up window; hearing is required to perceive information at muffled and
normal spoken word levels; visual acuity is required for preparin g and analyzing written or computer data, operation of
machines, determining the accuracy and thoroughness of work, and observing general surroundings and activities.

WORK ENVIRONMENT:
Works in an office setting, in generally comfortable conditions. The worker is subject to inside environmental conditions.
The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discriminotion on the basis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political affiliation.

In compliance with the Americuns with Disabilities Act, the City witl provide reasonable accommodations to quali/ied
individuals with disabilities and encourages both prospective and current employees to discuss potential
accommodations with the employer.

EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE:

DATE:

CITY OF GALLATIN
COUNCIL COMMITTEE AGENDA
July 26, 2022
DEPARTMENT:

Human Resources

AGENDA# 4

SUBJECT:
A request for approval of Resolution No. R2208-61 for new Engineering Department job
descriptions.

SUMMARY:
RECOMMENDATION:
Approve
ATTACHMENT:

[X] Resolution
_D._ Ordinance

_D._ Correspondence
_D._ Contract

_D._ Bid Tabulation
fiOther
X

Approved
Rejected
Deferred
Notes:

D
0
D

RESOLUTION NO. R2298.6I
RESOLUTION APPROVING NEW JOB DESCRIPTIONS FOR THE
ENGINEERING DEPARTMENT' S RESTRUCTURE
BE IT RESOLVED BY THE CITY OF GALLATIN' TENNESSEE, that the
job descriptions attached hereto as Collective Exhibit A be approved and ordered
implemented into the City of Gallatin Personnel Classification System.
New
New
New
New

Administrative Assistant II - Engineering
Assistant City Engineer - Capital Improvements
Assistant City Engineer - Development
Engineering Coordinator

Pay Grade GK
Pay Grade GY-S

Pay Grade GY-S
Pay Grade GS

BE IT FURTHER RESOLVED, that this Resolution shall take effect from and
after its final passage, the public welfare requiring such.

IT IS ORDERED
PREENTAND VOTING
AYE:

NAY
DATED

MAYOR PAIGE BROWN
ATTEST:

CONNIE KITTRELL
CITY RECORDER

APPROVED AS TO FORM:

SUSAN HIGH-MCAULEY
CITY ATTORNEY

TITLE: Administrative Assistant II
PG: GK
DBPARTMENT: Engineering
REPORTS TO: Engineering Coordinator
RBVISION DATE: JULY 2022
PURPOSE
The purpose of this position is to perform clerical and administrative work assisting Engineering and Stormwater staff.

BSSENTIAL DUTIBS AND RESPONSIBILITIES:
following duties are normal for this position, Tltese are not to be construed as exclusive or all-inclusive. Otlter
duties may be required and assigned.
The

l.
2.

Performs receptionist duties which includes answering all calls and directing to the appropriate person or office,
greeting walk in customers and citizens, taking detailed messages if staff is unavailable, maintaining staff
calendars, and preparing the conference room for any scheduled meetings.
Assists the City Engineer, Engineering Coordinator, and department staff with preparing reports and drafting
correspondence; provides clerical and administrative support; prepares and maintains detailed records and files

and databases, including electronic files.
Administering plan submittals and permit applications utilizing city software. Tasks include reviewing all
submittals for accuracy and completion, assigning plan reviews to appropriate staff, invoicing and collecting
development and permitting fees, assisting Project Managers with preparing comment letters and communicating
any comments with the applicants, issuing approved permits (Land Disturbance, Right-Of-Way, and Driveway),
keeping all software and digital files up to date.
4. Receiving all .inspection requests and assigning inspections in the software to the appropriate inspector.
5. Assists Engineering Coordinator and City Engineer with budget management, which could include receiving and
coding invoices to the appropriate account, updating department budget spreadsheets, requestirlg purchase orders
using city financial software, etc.
6. Maintains record of consulting firms working with the City.
7. Maintains an active contract database for the department.
8. Communicates street and subdivision updates to local agencies and other city departments as needed.
9. Prepare monthly, quarterly and annual reports.
10. Scans documents including, invoices, plans, signed plats, operational reports, and related documents.
I l. Maintains database information, including the City's street inventory, subdivision plat, and accepted infi'astructure

3.

lists.
12. Assists with special projects as assigned by the department head or assistant.
13. Operates office equipment including PCs, copiers, plotters/printers, and document scanners.
14. Drive a city vehicle as needed to take receipted checks to Finance, take inter-office mail to City Hall, travel to
purchase supplies, etc.
15. Performs other duties as assigned.

MINIMUM QUALIFICATIONS:
. High School Diploma/GED.
o

Minimum of five (5) years' recent work experience in clerical/office work, including office software products,
preferably experience in a professional office setting.

o Associates degree preferred.
o Must have a valid driver's license.

KNOWLEDGE" SKILLS AND ABILITIES:
. Knowledge of standard office practices, procedures, equipment and office management techniques.
e Knowledge of business English, spelling and arithmetic.

. Knowledge of the organization and functions of the department and of general administrative policies and practices.
. Ability to keep office records and to prepare accurate reports from file sources, both electronic and paper files, and
maintain databases.

r Ability to perform and organize work independently.

. Abilify to prepare effective

correspondence on routine matters and to perform routine office management details
without referral to supervisor.
o Ability to maintain effective working relationships with other employees and the public and to deal with public
relati on s probl ems courteou sly and tactful ly.
. Ability to establish and maintain effective and professional working relationships with supervisors, co-workers,
deparlment heads, governmental officials and vendors.
o Knowledge of current office practices and procedures and knowledge of the operation of standard office equipment
and software.
. Ability to prepare and maintain accurate and concise records and reports.
o Ability to understand and effectively carry out verbal and written instructions.
. Ability to communicate effectively with other members of the staff, supervisor, and the public.
o Ability to communicate effectively in both written and verbal form.
. Ability to develop, interpret and implement local policies and procedures; follow written and oral instructions, and
prepare general correspondence.
. Ability to identifli problems and deal with a variety of situations.
. Ability to think quickly, maintain self-control, and adapt to stressful situations.
. Abilify to maintain discretion related to business decisions and managing files, reports and conversations, within the
provision of open records law and other applicable State and Federal Statutes and Regulations.
. Ability to organize and exhibit time management skills needed to meet deadlines.
. Ability to work accurately with attention to detail.

Ability to maintain confidentiality.
. Ability to work the allocated hours of the position.
o

PHYSICAL REOUIREMENTS :
Tliis is sedentary work requiring the exertion of up to

10 pounds of force occasionally and a negligible amount of force
frequently or constantly to move objects and some medium work requiring the exertion of up to 50 pounds of force
occasionally. Physical activities include stooping, pulling, lifting, reaching, fingering, grasping, and repetitive motions.
Also includes the necessity to communicate by talking, hearing/listening. Specific vision abilities required by this job
include close, distance and peripheral vision; depth perception; and the ability to adjust focus.

WORI( ENVIRONMENT:
Works In an office setting, in generally comfortable conditions
The City of Gallatin is a drug-free equal opportunity employer, witlt policies of non-discrimination on tlte basis of race,
sex, religion, color, national or etltnic origin, age, disability, military service, or political affiliation.

In compliance with tlre Americans

with Disabilities Act, tlte City will provide reasonable uccommodotions to qualiJied
individuuls witlt disabilities and encouroges both prospective and current employees to discuss potential
sccommodations witlt tlte employer.

EMPLOYEE NAME (PLEASE PRINT)

EMPLOYEE SIGNATURE:

DATE:

TITLE: Assistant City Engineer - Capital Improvements
'PG: GY-S
DEPARTMENT: Engineering
RBPORTS TO: City Engineer
RBVISION DATE: JULY 2022
PURPOSE OF POSITION:
The purpose of this position is to plan, direct, manage, and oversee the activities, projects, and operations of the
Engineering Department under the direction and supervision of the City Engineer. This position performs professional
work in the design, construction, inspection, and maintenance of the City's transportation and stormwater facilities while
assisting the City Engineer in complex administrative support to the City Council. This position is focused on capital
improvements and other Public Works support as they relate to Engineering for the City of Gallatin.

ESSBNTIAL DUTIES AND RESPONSIBILITIES:
Thefollowing duties are normalfor this position. These are not to be construed ss exclusive or ull-inclusive. Otlter
duties may be required and assigned.

1.
2.
3.
4.
5.
6.
7.
8.
9.

Serves as the City Engineer in his/her absence.
Directs the work of and manages all assigned personnel, while providing professional and technical guidance to

Department Staff.
Interviews and selects new employees; provides training and instruction; plans, coordinates, assigns and reviews
work; acts on problems and concerns; evaluates performance and recommends disciplinary action.
Hires and oversees consultants for a variety of engineering projects subject to budgetary constraints.
Assists City Engineer with budget preparation related to own projects or activities.
Assists in preparing, developing, and maintaining a Capital Improvement plan for the City of Gallatin's
transportation and stormwater infrastructure.
Assists in managing all aspects of Public Capital Improvement construction projects from concept through
construction related to the City's bridges, roadway and traffic control system, resurfacing, and stormwater
projects.
Manages, administers, and issues Right of Way Excavation Permits, and Driveway Permits.
Coordinates all manner of Capital Improvement projects with the Gallatin Public Works Department, Gallatin
Public Utilities Department, and the Gallatin Department of Electricity on relevant projects for each Depaftment's

responsibilities.
10. Manages all aspects of Capital Improvement construction projects from concept through construction related to
the City's bridges, roadway and traffic control system, resurfacing, and stormwater projects.
I 1. Prepares engineering construction drawings from field notes, sketches, record information, topographic maps, and
design calculations pertaining to stormwater, streets, utilities, or other City owned infrastructure, and inspect
construction for compliance.
12. Evaluates and reports on proposed projects using accepted civil engineering design practices.
13. Communicates both broadly and specifically on Capitallmprovement projects whatever information that should
be shared to all those required.
14. Investigates and evaluate citizen complaints concerning stormwater, street, and/or traffic control device problems
using accepted engineering design practices.

15. Assists the Street Division by making recommendations and inspections of construction associated with
stormwater, traffic control, and other construction projects.
16. Reports on street infrastructure conditions annually and recommend rehabilitation methods.
1

7. Inspects bridges for safety and assess the need for repairs.

18. Collects data in the field, using basic surveying techniques for civil engineering project designs.
19. Provides other surveying expertise as education and skills allow. Including, but not limited to, construction and
boundary survey staking, topographic and boundary surveys, and preparing boundary/right-of-way easement
information.
20. Prepares cost estimates, bid documents, and construction contracts.
21 . Prepares and maintain engineering files and records.
22. Atlends Planning Commission and/or City Council meetings as assigned.
23. Performs any and all tasks normally performed by the Project Manager, Engineering Technician, or Traffic Signal
Control Technician as necessary.

24. Perforns related tasks as required.

MINIMUM OUALIFICATIONS:
o Bachelor's Degree in Civil Engineering or closely related field.
. Eight (8) years recent professional work experience in Civil Engineering.
o Two (2) years of supervisory experience.
. Professional Engineer (PE) Licensing.
o Must have a valid driver's license.
KNOWLEDGE, SKILLS AND ABILITIES:
. Knowledge of civil engineering design methods and practices.
r Knowledge of the techniques and methods of drafting.
. Knowledge of the principles of mathematics relating to the civil engineering field.
o Skill in the use of engineering surveying instruments.
. Ability to design water, storm water management and other public works and public utility projects
. Ability to establish and maintain effective working relationships with others.
. Ability to establish and maintain effective and professional working relationships with vendors, finance staff, other
department heads and governmental officials.
o General knowledge of current office practices and procedures and knowledge of the operation of standard office
equipment and softwares.
to prepare and maintain accurate and concise records and reports.
to understand and effectively carry out verbal and written instructions.
to communicate effectively with other members of the staff, supervisor, and the public.
to communicate in both written and verbal form.
to develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
. Ability to define problems and deal with a variety of situations.
. Ability to think quickly, maintain self-control, and adapt to stressful situations.
o Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
r Must have ability to work accurately with attention to detail.

. Ability
. Ability
. Ability
. Ability
. Ability

. Ability to maintain confidentiality.
r Ability to work the allocated hours of the position.
PHYSICAL REOUIREMENTS :
This is medium work requiring the exertion of 50 pounds of force occasionally, up to 20 pounds of force frequently, and
up to 10 pounds of force constantly to move objects; work requires climbing, balancing, stooping, reaching, standing,
walking, fingering, grasping, and feeling; vocal communication is required for expressing or exchanging ideas by means
of the spoken word; hearing is required to perceive information at normal spoken word levels; visual acuity is required for
preparing and analyzing written or computer data, visual inspection involving small defects and/or small parts, use of
measuring devices, operation of motor vehicles or equipment, determining the accuracy and thoroughness of work, and
observing general surroundings and activities.

WORK ENVIRONMENT:
Work is often in an office setting. However, the employee is subject to outside environmental conditions including,
extreme cold, extreme heat, noise, vibration, hazards, atmospheric conditions, dust/dirt, grease/oils, paint fumes, moving
parts of machinery and extreme weather conditions both hot and cold.
TIte City of Gallatin is a drug-free equal opportunity employer, witlt policies of non-discriminotion on the basis of race,
sex, religion, color, national or etltnic origin, age, disability, military service, or political afJiliation.

In compliance witlt

the Americans witlt Disubilities Act, tlte City will provide reasonable uccommodations to qualiJied
individuals with disabilities ond encourages both prospective und current employees to discuss potential
acco mmo datio ns wit It t lte emp loy er.

EMPLOYEE NAME (PLEASE PRINT)
EMPLOYEE SIGNATURE:

DATE:

TITLE: Assistant City Engineer - Development
PG: GY-S
DEPARTMENT: Engineering
REPORTS TO: City Engineer
REVISION DATE: JULY 2022
PURPOSB OF POSITION:
The purpose of this position is to plan, direct, manage, and oversee the activities, projects, and operations of the
Engineering Department under the direction and supervision of the City Engineer. This position performs professional
work in the design, construction, inspection, and maintenance of the City's transportation and stormwater facilities while
assisting the City Engineer in complex administrative support to the City Council. This position is focused on
development services and transpottation planning as they relate to Engineering for the City of Gallatin.

ESSBNTIAL DUTIES AND RESPONSIBILITIES:
The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned.

1.
2.

Serves as the City Engineer in his/her absence.
Directs the work of and manages all assigned personnel, while providing professional and technical guidance to

Departnrent Staff.
Interviews and selects new employees; provides training and instruction; plans, coordinates, assigns and reviews
work; acts on problems and concerns; evaluates performance and recommends disciplinary action.
4. Hires and oversees consultants for a variety of engineering projects subject to budgetary constraints.
5. Assists City Engineer with budget preparation related to own projects or activities.
6. Assists in preparing, developing, and maintaining the Subdivision Regulations, Design and Construction Manual,
and a Major Thoroughfare Plan for the City of Gallatin's transportation infrastructure.
7. Plans, coordinates, and participates in review of submittals for subdivisions, site plans, zoning changes, and
related items for compliance with City ordinances, policies, and standard of design as they relate to engineering;
Reviews engineering construction drawings and inspects construction drawings for compliance.
8. Verifies accuracy of design calculations for traffic and transportation submitted by engineers for private
development projects.
9. Prepares engineering construction drawings from field notes, sketches, record information, topographic maps, and
design calculations pertaining to stormwater, streets, utilities, or other City owned infrastructure, and inspect
construction for compliance.
10. Calculates subdivision performance sureties, inspects construction, and reports estimates.
I l. Evaluates and reports on proposed projects using accepted civil engineering design practices.
12. Investigates and evaluate citizen complaints concerning stormwater, street, and/or traffic control device problems
using accepted engineering design practices.
13. Assists the Street Division by making recommendations and inspections of construction associated with
stormwater, traffic control, and other construction projects.
14. Manages, supervises, and performs programming, timing and communication corrections, and maintenance to
traffic control devices.
15. Collects data in the field, using basic surveying techniques for civil engineering project designs.
16. Provides other surveying expertise as education and skills allow. Including, but not limited to, construction and
boundary survey staking, topographic and boundary surveys, and preparing boundary/right-of-way easement

3.

information.
17. Prepares cost estimates, bid documents, and construction contracts.
18. Prepares and maintain engineering files and records.
19. Attends Planning Commission andlor City Council meetings as assigned.
20. Performs any and all tasks normally performed by the Project Manager, Engineering Technician, or Traffic Signal
Control Technician as necessary.
21 . Performs related tasks as required.

MINIMUM QUALIFICATIONS:
. Bachelor's Degree in Civil Engineering or closely related field.
o Eight (8) years' recent professional work experience in Civil Engineering
. Two (2) years' of supervisory experience.

Professional Engineer (PE) Licensing.
o Must have a valid driver's license.
o

KNOWLEDGE. SIilLLS AND ABILITIES:

. Knowledge of civilengineering

design methods and practices.

Knowledge of the techniques and methods of drafting.
. Knowledge of the principles of mathematics relating to the civil engineering field.
. Skill in the use of engineering surveying instruments.
. Ability to design water, storm water management and other public works and public utility projects
o Ability to establish and maintain effective working relationships with others.
. Ability to establish and maintain effective and professional working relationships with vendors, finance staff, other
department heads and governmental officials.
o General knowledge of current office practices and procedures and knowledge of the operation of standard office
equipment and softwares.
. Ability to prepare and maintain accurate and concise records and repofts.
. Ability to understand and effectively carry out verbal and written instructions.
. Ability to communicate effectively with other members of the staff, supervisor, and the public.
o Ability to communicate in both written and verbal form.
o Ability to develop, interpret and implement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
. Ability to define problems and deal with a variety of situations.
. Ability to think quickly, maintain self-control, and adapt to stressful situations.
. Ability to maintain discretion regarding business-related files, reports and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.
o Ability to maintain confidentiality.
. Ability to work the allocated hours of the position.
o

PHYSICAL REQUIREMENTS:
This is medium work requiring the exertion of 50 pounds of force occasionally, up to 20 pounds of force frequently, and
up to 10 pounds of force constantly to move objects; work requires climbing, balancing, stooping, reaching, standing,
walking, fingering, grasping, and feeling; vocal communication is required for expressing or exchanging ideas by means
of the spoken word; hearing is required to perceive information at normal spoken word levels; visual acuity is required for
preparing and analyzing written or computer data, visual inspection involving small defects and/or small parts, use of
measuring devices, operation of motor vehicles or equipment, determining the accuracy and thoroughness of work, and
observing general surroundings and activities.

WORI( ENVIRONMENT:
Work is often in an office setting. However, the employee is subject to outside environmental conditions including,
extreme cold, extreme heat, noise, vibration, hazards, atmospheric conditions, dusVdirt, grease/oils, paint fumes, moving
parts of machinery and extreme weather conditions both hot and cold.
The City of Gallatin is a drug-free equal opportunity employer, witlt policies of non-discrimination on the basis of race,
sex, religion, color, national or ethnic origin, age, disability, military service, or political affiIiation.

In compliance with tlrc Americans witlt Disabilities Act, tlte City will provide reosonable accommodations to qualiJied
individuals witlt disabilities and encourages both prospective and current employees to discuss potential
accommodutions witlt tlte employer.
EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE:

DATE:

TITLE: Engineering Coordinator
PG: GS
DEPARTMENT: Engineering
RBPORTS TO: City Engineer
REVISION DATE: JULY 2022
PURPOSE OF POSITION:
The purpose of this position is to supporl the goals and requirements of the Engineering Department of the City of
Gallatin and provide complex office management along with administrative support to the City Engineer. This includes,
but is not limited to, tasks related to coordination of all reviews pertaining to development plans and permits for
Engineering and Stormwater, budget management, managing the collection of all departmental fees, coordination of all
grant funding for the department, supervising all clerical and administrative staff, and assisting with coordination of all
departmental tasks or processes in conjunction with other city departments and/or vendors.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
Thefollowing duties are normslfor this position. These are not to be construed ss exclusive or ull-inclusive. Other
duties may be required and assigned.

1.
2.
3.

4.
5.

6.
7.
8.
9.
10.
I 1.
12.

13.
14.
15.
16.
17.

18.
19.

20.
21.

Supervises, trains, and assigns tasks to the Administrative Assistant.
Reviews and approves all payroll timesheets for Engineering and Stormwater Staff.
Coordinates and assists Project Managers/Engineers with submittals and file maintenance for driveway permits,
right of way permits, land disturbance permits, subdivision construction plans, site plans, and other related
reviews for compliance with City ordinances, policies, and standard of design as they relate to Engineering and
Stormwater. Works closely with reviewers to ensure deadlines are met and correspondence with developers,

contractors, and citizens are made.
Works closely with the City's Grant Coordinator, Engineering Staff and Local/State/Federal officials to manage
Engineering and Stormwater Grants.
Creates invoices and processes payments using city software for development fees, permit fees, subdivision
signage fees, and sureties paid by means of check or credit card. Updates files and continues workflows in files
once payment is processed. Also, utilizes city software to create and close financial batch reports for any payment
received by the Department. Maintains records of reports in our departmental files and forwards a copy along with
payments to the Finance Department.
Maintain lists of all surety or any development fees that have been collected. Issue disbursement forms to Finance
for refunds on any that can be released.
Prepares and maintains accounting systems and various records and files which includes account receivables and
payables. Requests and maintains purchase orders for all accounts.
Holds Department credit cards (P-Cards). Maintains records of all purchases made with card and reconciles P-

Card statements through Munis.
Assists the City Engineer with budget preparation.
Prepares and coordinates execution ofcontracts/professional service agreements.
Works closely with department staff and the IT, Planning, and Codes Departments to maintain software efficiency
and consistency for department processes.
Plans, coordinates, and supervises all building and site maintenance for the Engineering Office.
Inventory and purchases allbuilding maintenance, janitorial, operating supplies, and office supplies as needed.
Coordinates and places order for staff uniforms.
Prepares City Council Resolutions and Ordinances that involve the Engineering Department and coordinate with
other departments throughout those various processes.
Assists with compliance of the City's Stormwater (MS4) Program.
Maintains plat inventory lists showing all recorded plats that have been approved by the Planning Commission.
Maintains the city street inventory list.
Distributes both plats and street/subdivision updates to local agencies, emergency services, and other city
departments as needed.
Answers questions and responds to inquiries or complaints on operations, policies and procedures.
Coordinates annual employee evaluations, new hire paperwork, and status change forms with HR, Supervisors,
and Department Head.

22. Mairftaius department employee records. Coordinates in processing and out processing of entployees.
23. Coordinate and maintain staff training, travel, cerlifications, and Iicenses.
24. Maintains calendar, schedules appointments, responds to invitations and schedules interviews forthe City
Engineer or other Depaftment staff as needed.
25. Prepares monthly, quarlerly and annual repofts for deparlmental projects, finances, and property/equiprnent
inventories in order to con'rply with State Auditors and fulfill inquiries for annual reports frorn both Finance and
the Risk Manager.
26. Receives all records requests for the department. Gather requested information and return to the City Recorder's
Office.
21. Maintains Department webpage. Work closely with deparlrnent staff and the Communications Director in the
Mayor's Office to ensure other information throughout the cify's website that is related to Engineering or
Stormwater stays up to date.
28. Serve as a public notary for deparlrnent staff or others as needed.
29. Transcribes correspondence, composes routine correspondence, and types a variety of reports and materials.
30. Undertakes special projects as assigned by the depaftment head.

MINIMUM QUALIFICATIONS :
o Bachelor's degree in Business, Accounting or closely related field with a minimum of four (4) years recent
professional work experience in office management and high-level clerical/office work or an Associate's
Degree with a minimum of eight (8) years' recent professional work experience in office management and
high-level clerical/office work, preferably working directly with executive level positions.
r Knowledge of Civil Engineering practices and Municippl Government practices is preferred.
o Must have or obtain Public Notary Cerlificate within 6 months of employment.
o Must have valid driver's license
KNOWLEDGE, SKILLS AND ABILITIES:
. Knowledge of standard office practices, procedures, equipment and secretarial techniques.
. Knowledge of local, state and federal grant policies.
. Knowledge of general accounting principles.
. General Knowledge of civil engineering practices.
. General Knowledge of GIS, Library systems, and other special technology.
. General Knowledge of the City's Stormwater MS4 Program and environmental permitting with TDEC and USACE
. Knowledge of business English, spelling and arithmetic.
. Knowledge of the organization and functions of the area to which she/he is assigned and of general administrative
policies and practices.

. Ability to multitask and prioritize requests and projects.
. Ability to keep office records and to prepare accurate reports from file sources.
. Ability to perform and organize work independently.
. Ability to prepare effective correspondence on routine matters and to perform routine office management

details

without referral to supervisor.
. Ability to maintain effective working relationships with other employees and the public and to deal with public
relations problems courteously and tactful ly.
. Ability to establish and maintain effective and professional working relationships with vendors, finance staf{ other
department heads and governmental officials.
. General knowledge of current office practices and procedures and knowledge of the operation of standard office
equipment and softwares.
. Ability to prepare and maintain accurate and concise records and reports.
. Ability to understand and effectively carry out verbal and written instructions.
. Ability to communicate effectively with other members of the staff, supervisor, and the public.
. Ability to communicate in both written and verbal form.
. Ability to develop, interpret and irnplement local policies and procedures; written instructions, general
correspondence; Federal, State, and local regulations.
. Ability to define problerns and deal with a variety of situations.
. Ability to think quickly, maintain self-control, and adapt to stressful situations.

. Ability to maintain discretion

regarding business-related files, repofts and conversations, within the provision of open
records law and other applicable State and Federal Statutes and Regulations.
o Organizational and time management skills needed to meet deadlines.
o Must have ability to work accurately with attention to detail.

. Ability to maintain confidentiality.
o

Ability to work the allocated hours of the position.

PHYSICAL RBOUIREMENTS:
This is medium work requiring the exeftion of 50 pounds of force occasionally, up to 20 pounds of force frequently, and
up to l0 pounds of force constantly to move objects, and some heavy work requiring the exeftion of 100 pounds of force
occasionally, up to 50 pounds offorce frequently, and up to 20 pounds offorce constantly to move objects. Physical
activities include climbing, balancing, stooping, standing, walking, pushing, pulling, lifting, reaching, fingering, grasping,
and repetitive motions. Also includes the necessity to communicate by talking, hearing/listening. Specific vision
abilities required by this job include close, distance and peripheral vision; depth perception; and the ability to adjust focus,
for operation of machines and equipment, determination accuracy and thoroughness of work, and observation of general
surroundings.

WORK ENVIRONMENT:
Works is mostly indoors in an office setting, in generally comfortable conditions, but could be subjected to outside
environmental conditions.
The City of Gallatin is a drug-free equal opportunity employer, with policies of non-discrimination on the basis of race,
sex, religion, color, national or ethnic origin, oge, disability, military service, or political affiliation.
the Americans with Disabilities Act, tlte City will provide reasonable accommodutions to qualified
individuals with disabilities und encourages botlt prospective and current employees to discuss potential
accommodations with the employer.

In compliance with

EMPLOYEE NAME (PLEASE PRINT):

EMPLOYEE SIGNATURE

DATE:

Memorandum
To

:

City Council

From

:

Nick Tuttle, City Engineer

Date

:

July 20, 2022

Subject

:

Engineering Department Restructure

The Engineering Division made two big proposals in the 2022-2023 Budget Request.
1. Add a new position that would be an assistant director position. The proposal was to add
the Assistant City Engineer. The budget proposal included the required salary, benefits, and
other additional items needed to cover this position.
2. To create and implement a fee schedule for Engineering Division services to the private
development community. The budget proposal included $300,000 in revenue from this
expected fee implementation.
The first big proposal to add a high level employee in the Assistant City Engineer position was put
on hold by the Mayor until we got through the salary study process. However, the second big
proposal including the revenue for the fee implementation was included in the adopted budget.
These two things really need to be working together!
At the time our budget request was made, Engineering had planned to present to the City Council
a proposal for an Engineering fee schedule in July or August. With much more consideration of
existing staff, how the fee schedule will be implemented and administered, and the departure of a
couple of more key employees over the past few months, we have created a revised proposal that
is charted out in the attached documents and will be explained more thoroughly in the Work
Session meeting.
This new proposal has been thoroughly discussed with the Mayor, HR Director, and Finance
Director and has been included in the Resolution to update to add and update positions and job
descriptions and Ordinance to include the necessary appropriation for the reclassifications and
additional position.
One great bonus of this new proposal is that it has less fiscal impact to the budget than the original
proposal including the Assistant City Engineer. The requested new position, an Administrative

Assistant II will assume added responsibilities to support Engineering and Stormwater fee
additions and strengthen collaboration across the Department by empowering the Engineering
Coordinator. In addition to that the requested reclassifications for promotion and restructure work
more harmoniously together to create a truly manageable department with better oversight,
increased efficiency, and makes the best use of each existing employee’s skills.
In approximately one month’s time, the Engineering Division will be presenting the full proposed
fee schedule for Engineering Division services to the Council.
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CITY OF GALLATIN
COUNCIL COMMITTEE AGENDA
July 26, 2022
DEPARTMENT:
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______________________________________________________________________________
SUBJECT:
Presentation and discussion of the findings of an Annexation Study for a 5.18 +/- acre parcel (Tax
Map 112, Parcel 043.01) for HP Townhomes located north of Hartsville Pike and east of Airport
Road.

SUMMARY:
An Annexation Study was prepared to analyze the fiscal impact of the proposed HP Townhomes
annexation on the city. This was based on assumptions of tax generation from the annexation and
proposed zoning and projected service fees. The Council Committee considered the proposal for
annexation and plan of service at the June 14, 2022 meeting.

RECOMMENDATION:
On March 28, 2022, the Gallatin Municipal Planning Commission recommended denial of the
annexation in GMPC Resolution No. 2022-040. (ANNX-2022-0024)

ATTACHMENT:
_
_

_ Resolution
_ Ordinance

_
_

_ Correspondence
_ Contract

_
_

_ Bid Tabulation
_ Other

________________________________________________________________________
Approved __ __
Rejected __ __
Deferred __ __
________________________________________________________________________
Notes:

HP TOWNHOMES ANNEXATION STUDY
July 26, 2022

CITY OF GALLATIN, TENNESSEE
HP TOWNHOMES ANNEXATION FEASIBILITY STUDY
July 26, 2022
INTRODUCTION
The City of Gallatin has experienced a steady growth rate over the past thirty years. According to the
United States Census Bureau, the population in the City of Gallatin increased from 30,278 in 2010 to
44,431 in 2020.The Census Bureau has estimated the 2021 Population to be 46,902. For purposes of this
study a population of 46,902 was assumed.
Gallatin’s growth is due in large part to its location and accessibility to the Nashville metropolitan area.
Several major roadway projects recently have been completed or are under development that will
improve Gallatin’s accessibility to the surrounding Nashville metropolitan area. In addition, the City’s
business recruitment efforts and excellent quality of life has enabled the City of Gallatin to attract many
new residential, retail, office and industrial developments.
The City of Gallatin expects the growth in the City and surrounding area to continue and rapidly increase
over the next 10 to 20 years. This growth is expected to occur more rapidly on the west side of Gallatin
between Red River Road (SR-25) and Nashville Pike (US-31E/SR-6) and more gradually on the north,
south and east sides of the City.
PlanGallatin! was adopted by the Planning Commission in February 2022, and will be used to guide
development in the city for the next 10 to 20 years. In 1998, the Tennessee General Assembly approved
Chapter 1101, which amended Tennessee Code Annotated, Title 6, Chapters 51 and 58, requiring local
governments to establish growth plans including urban growth boundaries (UBG) and comprehensive
plans. The city’s initial UGB Plan was established to accommodate the city’s growth over the 20 year
study period (1999-2019). The UGB encompassed 81 square miles (about 51,840 acres) while the current
city boundary encompasses 35 +/- square miles. The City is positioned to efficiently and effectively
provide the necessary urban services within most of the UGB during this time period. This includes, but
is not limited to, police, fire, sanitation, streets, leisure services, electric, gas, water, sewer, codes
administration, engineering, and planning and zoning services. The Urban Growth Boundary plan was
evaluated and, adjusted to accommodate growth needs for the next 20 years (2020-2040). The UGB now
encompasses 82.5 +/- square miles.
PURPOSE OF STUDY AND STUDY AREA
The purpose of this Annexation Study is to evaluate the feasibility of annexing a 5.18 acre parcel (Tax
Map 112, Parcel 043.01), consisting of 5.18 +/- acres, located north of Hartsville Pike and east of Airport
Road (Map 1). In February 2022, the property owner and owner’s agent petitioned the city for annexation
of the vacant property. The property is contiguous with the existing city boundary and within the Urban
Growth Boundary. The Tennessee Code Annotated §6-51-104 allows annexation by resolution. The
owner intends to use the property for a 52 unit single family attached development with a Horizontal
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Property Regime.
The property is currently zoned RR-Rural Residential by Sumner County. This zoning limits
development to lots sizes of no less than 40,000 square feet but can accommodate greater densities with
central water and sewer service.
Prior to 2015, municipalities were permitted to annex properties by Ordinance without the consent of the
affected property owners. The General Assembly amended the annexation statutes to limit annexation to
property owners who petition the city or by referendum. Since 2015, all City of Gallatin annexations
were the result of petitions submitted by the property owners adjacent to the current city limits or within
the Urban Growth Boundary and were adopted by resolution.
Municipalities will typically consider annexation for the following reasons:
x
x
x
x
x
x

To ensure the orderly future growth of the City and its surrounding areas;
To ensure unified planning and zoning regulations and enforcement consistent with the adopted
Comprehensive Plan and UGB plan;
To protect or enhance the current and future municipal tax base;
To increase the size and population of the community;
To distribute the cost of providing municipal services more equitably and to facilitate the longrange planning for the provisions of those services, and
To coordinate municipal services

The City of Gallatin shares similar motivations for considering the annexation of the area included in this
study as the City has a vested interest in ensuring the orderly future growth and development of this area
in accordance with City standards including the Comprehensive Plan.
The rezoning requested would change the zoning from the RR-Rural Residential District to the MRO –
Multiple Residential and Office District with a Preliminary Master Development Plan for a 52 unit
attached single-family residential development with private streets and common area open space tracts.
(Map 1.) The attached single-family residential use is a principal permitted use in the MRO district.
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CITY OF GALLATIN RECENT ANNEXATION HISTORY
The City was most recently chartered in 1953. Many annexations and de-annexations have occurred in
this time. All of the property annexed into the City between 2000 and 2015 has been at the request of
individual property owners or initiated by the City. Since mid-2015, all annexations have occurred by
resolution upon submittal of a petition by the property owner and approval by the City Council.
PLAN OF SERVICE REQUIREMENTS
Before any territory may be annexed, the governing body shall adopt a plan of services establishing the
services to be delivered and the projected timing of the services 1. The plan of services shall be
reasonable with respect to the scope of services to be provided and the timing of the services. The plan
of services shall include, but not be limited to: police protection, fire protection, water service, electrical
service, sanitary sewer service, solid waste collection, road and street construction and repair,
recreational facilities and programs, street lighting, and zoning/development services. However, Section
6-51-102(a)(2), exempts a plan of service by the municipal service provider if a private entity provides
these services. Upon annexation, all property owners/residents in the annexed territory shall be entitled
to the full benefits afforded to property owners and citizens in the City.
URBAN PUBLIC SERVICES INVENTORY AND ANALYSIS
Public Utilities – Water, Sanitary Sewer, and Gas
The Gallatin Public Utilities Department provides water, wastewater and natural gas services to
residential, business, and industrial customers in the City of Gallatin and in certain areas outside the
City’s corporate limits. The HP Townhomes project is within the Gallatin Public Utilities service area.
PlanGallatin was adopted by the Planning Commission in February 2022, and is currently being
considered by the City Council. The proposed extension of sanitary sewer, upgrading of potable water
service lines and natural gas services to this area and this property is consistent with the Comprehensive
plan policies including this area designated as the General Urban Community Character Area. The
developer is responsible for extending infrastructure to and within the development site.
Planned Sanitary Sewer Projects and Revenues
The Preliminary Master Development Plan, submitted with the application for annexation and rezoning,
indicates central sanitary sewer line extensions to and within the property. A trunk sewer line will be
constructed from the development site to tie into the sanitary sewer line serving the approved Bledsoe
Springs development currently under construction. With submittal of construction plans, the gravity flow
lines shall be indicated on the drawings. These improvements will be constructed in a proposed utility
easement.
For purposes of this study, estimated monthly water and sewer consumption was projected at 250
gallons per day/unit for 30.41 days (month) resulting in a consumption of 7600 gallons per unit per
month. For a 52 unit development at full build-out, this results in a yearly consumption of 4,742,400
gallons per year. Projected revenues for this volume of consumption is $22,969 (See Appendix ‘A’
Tables 1 and 2.) Projected yearly savings to the homeowner using sewer service in the City vs. in the
County with City sewer service is depicted in Appendix ‘A’.

1

Tennessee Code Annotated, §6-51-102
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Planned Water Line Projects and Revenues
Gallatin Public Utilities does not serve the 5.18 acre site. Upon development of the property, a existing
water line will have to be extended to the site to accommodate the proposed 52 unit development.
Extension and construction of water lines to and within the development site will be the responsibility of
the developer. Upon completion, the City may accept the public infrastructure improvements. The
Preliminary Master Development Plan indicates extending an 8” water main from the development to
the 8” water main at Hartsville Pike, at the southeast corner of the development. For purposes of this
study, estimated monthly water and sewer consumption was projected at 250 gallons per day/unit for
30.41 days (month) resulting in a consumption of 7600 gallons per unit per month. For a 52 unit
development at full build-out, this results in a yearly consumption of 4,742,400 gallons per year.
Projected revenues for this volume of consumption is $22,969 (See Appendix ‘A’ Tables 1 and 2.)
Projected yearly savings to the homeowner using central water and central sewer service in the City vs.
in the County with City sewer service is depicted in Appendix ‘A’.
Public Utility Gas Service and Revenues
The Gallatin Public Utilities (GPU) Department provides gas service in the area. Gas service will be
extended to serve each residential unit in the HP Townhomes development. The Department has
capacity to serve the proposed 52 unit development upon written request from the developer. GPU will
be responsible for extending natural gas lines within the development at developer expense. Home
contractors would then be responsible for applying for meter connections.
The City maintains two gas service rate structures for residential customers. The current monthly cost
per cubic feet (ccf) of consumption is $3.50 for the first 2 ccf and $1.53 for each ccf over the first 2 ccf
for customers inside the City. For customers outside of the City the current cost is $3.83 for the first 2
ccf and $1.68 for each ccf over the first 2 ccf. For a typical single family home in the city using 525
ccf/month this will result in an average monthly gas bill of $803.69. For customers outside the City, a
typical single family home using 525 ccf/month will result in an average monthly gas bill of $882.47.
Projected yearly savings to the homeowner using gas service in the City vs. the gas service in the County
is depicted in Appendix ‘A’. 2
Public Utility Staff
No additional employees or equipment is needed to provide service in the annexation area.
Electrical Service
The Gallatin Department of Electricity (GDE) provides electrical distribution service throughout the
City of Gallatin, but not including the HP Townhomes site.
GDE indicated that additional infrastructure will be needed to serve the area. Specifically, infrastructure
will need to be extended to the area. This will require the extension of underground service lines in the
area.
Projected electric revenues are included in Appendix ‘A’ Tables 1 & 2
Recreational Facilities and Programs
The Leisure Services Department provides recreational and athletic services for both city residents and
non-residents. Leisure Services operates approximately 486± acres of recreational/athletic
facilities/properties and open space including a 136-acre, 18-hole, municipal golf course on Long
2

Gas consumption can vary widely based on personal and seasonal use.
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Hollow Pike and a multi-purpose Civic Center which is used for a variety of civic, sports and
recreational activities. In addition, the City has approximately 193 acres of Army Corps of Engineers
park/recreational facilities within or adjacent to the city. The City Recreation Department maintains and
operates facilities within some of these areas.
The City owns a 46 acre parcel designated for a park within the Hidden Creek development. Additional
park facilities will be developed at the Hidden Creek site and greenways will be extended to the area.
The benefit and use of all recreational facilities and programs currently provided by the City of Gallatin
will be available to residents of HP Townhomes after the effective date of the annexation and will be
provided with existing personnel, facilities, and resources.
Recreation services cost were calculated based on budgeted cost per city resident. A total of $4,973,398
was programmed for recreation operating expenses to serve a population of 46,902 which includes the
Civic Center, the parks, and the City Golf Course. This results in a cost of $106.04 per person.
However, an estimated at 35% fixed-cost deduction was applied to the cost projection to derive at an
estimated cost necessary to apply the same level of service. Fixed-cost adjustments are commonly
applied for city services to discount the cost of operating existing facilities and programs. A fixed cost
adjustments of .35 was applied to recreation services, .40 for police services and .22 for fire services,
respectively.3 A fixed-cost reduction results in a cost of $68.92 per person or $165.42 per residential
unit for recreation services. (See Appendix ‘A’ Tables 1 and 3).
Public Works - Solid Waste Collection
The Public Works Department provides residential solid waste collection and disposal services
throughout the City. Additionally, it provides brush collection/disposal and junk collection/disposal
services. Sumner County currently does not provide solid waste collection services. Residents that live
outside the City in the County must either contract for collection by a private hauler or take their solid
waste to the Sumner County Resource Authority. Upon annexation, the City of Gallatin will begin
collecting solid waste in the area based on the provisions set forth in Chapter 14 of the Gallatin
Municipal Code. Depending on the growth rate citywide and in the annexation areas, additional vehicles
may be required to provide solid waste collection services. However, the Public Works Department will
not require an additional truck to serve the 52 unit development; existing personnel and equipment can
be utilized to serve the development.
The City charges $16 per month ($192/year) for a one-can residential garbage service. However, this is a
voluntary benefit where those that do not purchase this specific service are not obligated to pay for the
service. For purposes of this study all 52 units are expected to subscribe to city solid waste collection
and disposal services. This will generate $9,984 in yearly revenues to the City. (See Appendix ‘A’
Tables 1 and 2 for revenues derived from solid waste collection and disposal.)
Public Works – Vehicle Maintenance
The Public Works Department provides vehicle maintenance for all city vehicles and is budgeted at
$695,245 with a fixed cost factor of 50%. This represent a cost of $7.41 per person or $17.79 per unit.
Depending on the growth rate of the city, additional Public Works service vehicles and new positions
may be required to service the city including the annexed area. This was not figured into the analysis due
3

Fixed costs may vary widely from year to year and may be substantially less for each department operating budgets.
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to the relatively small size of the project. The Public Works Department should not require additional
vehicles to serve the 52 unit HP Townhomes development. Existing personnel and equipment can be
utilized to serve the development. However, the equipment will have to be maintained. Therefore, the
City maintenance of the city fleet is included in the analysis. The estimated cost share for vehicle
maintenance for the 52 unit development is $925.08 per year or $9,250.80 for ten years. (See Appendix
‘A’ Tables 1 and 3 for projected expenses for vehicle maintenance.)
Public Works - Street Construction and Repair
The Public Works Department provides street construction, resurfacing, and repair and maintenance
services throughout the City using in-house crews and contractors, depending on the specific scope of
the work. In addition, the Engineering Division and the Planning Department program long-range street
planning in coordination with the Tennessee Department of Transportation (TDOT) and the Nashville
Area Metropolitan Planning Organization.
The total yearly maintenance bill for all city-maintained roads ($2,129,814) can be divided between the
parcels to determine the per-parcel share. This is calculated by weighting the various distances of each
parcel from the core (with City Hall acting as a proxy), which gives a distance-based share of the total
bill. Parcels farther from the core (which, on average, have higher VMT) may be assigned a higher road
maintenance cost. City Hall is chosen as the standard by which dispersion of parcels is measured even
though it may not be the center of economic/community activity on which most trips are based. This is
because these calculations attempt to measure the cost of sprawl and its effects on roadway construction,
and sprawl is typically understood in terms of distance from the downtown core. The type of traffic and
materials, weather, etc., also affect the longevity of a road. Single-family homes each generate 9.52
vehicle trips daily on average.
Figure 1 shows the equation used to get the weighting factor. The total distances from City Hall include
the road miles a person must travel between each parcel in the city and City Hall (132 West Main
Street). Existing parcel distances total 46,948.39 miles (for 15,343 parcels for which there is routing
data—note that this figure is much higher than the total number of roadway miles within the city
because it measures each distance individually and adds them together, thus counting the same segment
of road many times over). The proposed 52 units are an average of 3.00 miles from City Hall, resulting
in 156 additional travel miles per day. These have been added to the total distances in the equation.

Figure 1. Distance-Based Weighting Factor Calculation
Total of all parcel distances from City Hall
Weighting Factor
Total Maintenance Bill

47,104.39 miles

x

a

=

$2,129,814

Solving for a gives a weighting factor of 45.2. Multiplying this factor by each distance and adding the
results gives the total maintenance bill above, so for each proposed unit (assuming an average distance
of 3.00 miles), multiplying its distance by the weighting factor gives a per unit cost of $135.60. This is
higher than the per unit cost cited above ($80.93). That figure was considered in isolation from the total
roadway system; this higher figure reveals the true cost based on the project’s weighted share of the total
cost of providing access to all parcels relative to distance from the core.
For all 52 units, the total estimated annual roadway maintenance cost of HP Townhomes is $7,051.20
($135.60 per unit). The total roadway repair and reconstruction budget of the City of Gallatin is
$888,000 annually. Divided between all parcels, the city is responsible for providing access to (15,343
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parcels plus the 135 proposed with this project), the per parcel burden is $57.68. This results in a yearly
funding deficit for roadway repair of $77.92 per parcel in the proposed development. These losses will
have to be made up somewhere else in the budget.
With development proposed with this annexation, Hartsville Pike may require roadway improvements
such as turn lanes. These costs would be the responsibility of the developer. No improvements are
indicated on the plan at this time.
Any additional budget allocations for the roadways will include revenue from property and fuel taxes
collected on the additional homes with the HP Townhomes development or from State and Federal
sources
Street Lighting
Street lighting is managed and maintained by the Gallatin Department of Electricity. Street lights
provide lighting for safe use of the streets at night, particularly at intersections. While some benefit is
received by abutting properties, the street lighting program is not designed to provide security lighting.
Public street lighting will not be extended into the annexation area along with the extension of the
electric facilities since the streets will be privately maintained. Street lighting is normally installed with
the occupancy of buildings in a developed area and will be installed and maintained by the developer.
The Gallatin Electric Department (GED) recently completed installation of newer, high-efficiency, LED
street lights throughout the city. Additional public streets lights will not be needed in the HP
Townhomes development.
Planning and Zoning Services
The City of Gallatin Planning Department provides planning and zoning services throughout the City.
The Planning Department works with property owners and developers to determine the most appropriate
zoning and uses for their property consistent with the City’s PlanGallatin! and the Zoning Ordinance.
The Municipal Planning Commission is responsible for reviewing and recommending rezoning requests
and approving development proposals. The City Council is responsible for approving rezoning requests.
The Planning Department also investigates and resolves zoning complaints and violations. The Sumner
County Planning and Codes Department is responsible for planning and zoning services in the areas
located in the UGB, outside of City Limits. As the City continues to develop, additional planning staff
may be necessary to service the community. The HP Townhomes property can be served by existing
Planning Department resources and is included in General Administrative costs in Tables 1 and 3.
Building and Codes Administration
The Building Codes Department is responsible for reviewing building plans and issuing residential and
non-residential building permits and providing the necessary inspections to ensure compliance with
adopted city codes throughout the City. The City does not enforce municipal code violations outside of
the city limits. Sumner County is responsible for enforcing code and nuisance complaints outside of the
city limits, regardless of whether the property is located within the UGB.
Buildings and Codes Administration Services will be available immediately upon the annexation area
and will be provided by existing Codes Department staff. Each unit is expected to be constructed with an
average floor area of 1,113.2 square feet.4 Based on an assumed average construction cost of $200,000
for each unit and including projected inspection services fees for each unit, total projected revenues for
4

Average floor area of each unit per development
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development of the subdivision is $51,849.72. This is a one-time revenue source associated with home
construction (See Appendix ‘A’ Table 1). Depending on the growth rate of the City and the annexation
area, additional vehicles and new positions may be required to service the annexed area.
Table 1: Estimated Building Permit fees for each Residential Unit
Fee
$0.30
$0.07
$0.10
$0.10
$0.20
$90
$45

Per Square
Foot

Each
Each

Source
Residential Building Permit – 1,113 sq. ft. home

Est. Amount
$339.00

Planning and Zoning Review Fee
Plumbing Permit
Mechanical Permit
Electrical Permit
HVAC Permit
Low Voltage Permit
TOTAL BUILDING FEE REVENUE/UNIT

$77.91
$111.30
$111.30
$222.60
$90.00
$45.00
$997.11

Additional expenditures in staff costs are not expected with the additional permits generated by this
development. The year budget for the Codes department is $1,739,877 and is expected to keep pace
with inflation.
Police Services
The City of Gallatin Police Department provides enforcement and safety education services within the
corporate limits of the City of Gallatin with a strong focus on domestic violence intervention, traffic
safety, and community outreach programs. A 2020 Annual Report by the Gallatin Police Department
indicates the department has 118 total staff, including 90 sworn officers, 14 civilian staff, and 14 reserve
officers (Gallatin Police Department). The Sumner County Sheriff’s Department has 100 deputies to
service the entire County with a population of 196,281 (2020 US Census). The City of Gallatin has
mutual aid agreements with surrounding jurisdictions to provide/receive additional support when
needed. Additionally, joint task forces have been established, including the Emergency Response Team,
the Drug Task Force, DUI checkpoints, criminal investigations, and criminal prosecutions.
Several growth related factors influence crime control and prevention service effectiveness, including:
x
x
x
x

Maintaining the level of service based on a 2.55 police officers per 1,000 population ratio,
the extent of the geographic service area,
the culture/nature of crimes, and
population density and concentration.

In 2007, the Municipal Technical Advisory Services (MTAS) recommended that the City maintain an
officer to population ratio of 2.55 police officers per 1,000 citizens. The national average is 2.4 officers
per 1,000. The current support personnel ratio is slightly more than 1.0 per 3,350 citizens (14/46,902)
and the current officer ratio of one sworn officer per 450 persons. A similar ratio must be maintained to
provide the same level of service as the city grows.
To provide one officer per 1000 persons would require 120 officers per MTAS recommendations or 113
officers to meet the national average. The Police Department indicated that no new position(s) would be
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needed to serve the proposed development. The station would likely be needed to serve future
development on the west side of Gallatin.
The police department currently operates seven (7) patrol zones with at least one officer assigned per
zone 24 hours a day, 7 days a week. Police currently travel along SR 25 to access existing portions of the
city. The Gallatin Police Department assigns each officer his/her own vehicle. The total cost for a fully
equipped patrol vehicle is $52,723 using 2022 City budget estimates.
For purposes of this study, police level of service was estimated based on the 2023 budget of
$11,147,128 and indicated in Table 6. With existing resources and applying the fixed cost reduction of
40%,, the cost of service is $142.60 per person. The estimated yearly cost for police service for this
property is $17,795.96
Table 2: Estimated Additional Costs per Capita
POLICE SERVICES BUDGET (Operating)
Projected additional streets maintenance costs.
2022 Budget:
$11,147,128
Additional Cost for HP Townhomes

$17,796.16

Fire Protection Services
The City of Gallatin Fire Department (GFD) provides full-time fire protection and first responder
medical service to all City residents and visitors. The GFD currently has 97 full-time employees,
including 90 shift personnel, 6 administrative personnel and 1 civilian staff member. Based on this
staffing level, the city provides one firefighter per 489 (46902/96) persons. The Fire Department
indicated that no new positions would be needed to accommodate the HP Townhomes development. The
area would primarily be served by Fire Station No. 1, with Fire Stations No. 3 and No. 5 serving as
backup. The community’s fire protection qualifies for a Fire Insurance Rating (Insurance Service’s
Office–ISO) of 2.
For purposes of this study, fire protection and first responder medical level of services was estimated
based on the 2023 budget of $11,331,925. With existing resources, and applying the fixed-cost
reduction of 22%, the cost of service is $188.45 ($11,331,925/46,902 persons) per capita. This is
indicated in Table 7.
Table 3: Estimated Additional Costs per Capita
FIRE PROTECTION SERVICES BUDGET (Operating)
Projected additional streets maintenance costs.
2023 Budget:
$11,331,925
Additional Cost for HP Townhomes

$23,518.54

PROJECT REVENUES AND COST FEASIBILITY
Upon adoption of a Plan of Services resolution and annexation resolution the city shall provide the
documents to Sumner County Emergency Management Communications Center per Section 6-51-119,
Tenn. Code Annotated. In addition, per Section 6-51-115, Tenn. Code Annotated, the City shall provide
information to the state pertaining to all sales and use taxes. The County shall continue to receive the
revenue from all state and local taxes until July 1 following the annexation. This includes income taxes
HP Townhomes Annexation Feasibility Study
Page 10 of 17

on dividends, and other such taxes “based on the status of their collection.” Since the property is not
developed, no sales or use tax revenues from this use is assumed from the property. However, property
taxes are generated each year. The current property tax revenues are identified in Table 5 below.
Table 4. Current Property Tax Revenues for Tax Parcel*
Map & Parcel Number
112 043.01

Taxable Value
$160,300

Assessed Value
$40,075.00

Property Taxes
$921.77

*(Residential properties are assessed at 25% of taxable value so the property tax assessment is $40,075.00. This results in a current property tax of $2523
based on the county’s rate of $2.262/$100 of value.)

All property tax revenues are attributed to Sumner County.
PROPERTY VALUATION
Residential property in Sumner County is assessed at 25 percent of its appraised value. Other land uses,
such as commercial uses, are assessed at 40 percent of appraised value. The City of Gallatin’s current
tax rate is $0.80 per $100 of assessed value and Sumner County’s current tax rate is $2.26 per $100 of
assessed value. Property owners located within the City of Gallatin pay a combined property tax rate
(City and County) of $3.06 per $100 of assessed value. Tables 2 and 6 compares the tax liability for a
single-family home valued at $300,000 located outside the City of Gallatin with the tax liability with the
equity-value of a single family home located inside the City. The projected total property tax obligation
for a home valued at $300,000 with applicable adjustments would be $1,695.00 in the county and
$2,295.00 within the city.
A property tax revenue projection for a typical $300,000 home is derived from the following formula:
Table 5. Projected Property Tax Revenues for HP Townhomes
City Tax Projection*
= $300,000 x .25 =$75,000 x .80/100 = $0,600.00
County Tax Projection
= $300,000 x .25 =$75,000 x 2.26/100 = $1,695.00
Total Project Tax Projection
$ 2,295.00
Development Property Tax Projection (52 units)
$ 119,340.00

The assumed average value of the homes proposed within HP Townhomes is based on information
provided by the applicant and sale prices of similar townhomes in the area. Upon build-out of the HP
Townhomes property, approximately $119,340 in yearly property tax revenue would be generated by the
development including $31,200 in yearly property tax revenue to the city (See Tables 1 and 2).
A total cost of services over a 10 year period provides a more accurate assessment of the cost feasibility
of annexing the property. To determine this long-term cost/benefit, cost averaging was applied to
property tax revenues. No assumption was made for a property tax increase or for inflation in the value
and assessment of property values. In addition, the increased cost of services and/or the benefit of
services was not included in the analysis. The projected revenues and projected cost (expenditures) are
indicated in Tables 1, 2 and 3.
A cost comparison table was developed which indicates the total tax revenues and cost of services to the
property as currently developed and if developed under the maximum density provided by the current
zoning and by the proposed MRO zoning with the 52 unit attached single-family development plan
requested by the developer. This comparison assumes all units in the city would receive full city services
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not available in the county. (See Appendix ‘A’)5
* The estimated property tax that would be collected by the City of Gallatin in the first year after annexation is based on a
rate of $0.80 per $100 of assessed value.

In addition, some insurance carriers may provide reduced premiums for homes within the service area of
a municipality since these areas would be served by a full-time fire department and the municipal police
service. These cost savings were not considered in this analysis.
City services are available within the City of Gallatin to city residents include:
; Full-time Fire Protection provided by Gallatin Fire Department
; Increased level of Police Protection provided by Gallatin Police Department
; City resident rates for recreational services provided by Gallatin Leisure Services Department at City
Parks and Gallatin Civic Center
; City of Gallatin Planning, Zoning, Building Code, Property Maintenance, and Animal Control
Services
; Lower home insurance and casualty rates for homes with City police and fire protection
; Stormwater fee for homes in the city
; Possible curbside solid waste collection and disposal and use of the city recycling center
Stormwater
The City of Gallatin is regulated by the Environmental Protection Agency (EPA) as part of the National
Pollutant Discharge Elimination System (NPDES), Phase II, to manage stormwater discharges
(Enviromental Protection Agency, 2019). In July of 2018, the City adopted an ordinance creating a
Stormwater Utility and Fee program to provide an action plan and a revenue source for the City to meet
its MS4 (Municipal Separate Storm Sewer) systems. As part of the ordinance, a monthly, per residence
fee was created and billed through the appropriate utility provider (GPU or WHUD).
For residential units a sliding fee based on the square footage of impervious area (house, driveway,
garage, pool, patio, etc.) was created (Table 14):
Table 6: Residential Stormwater Fees for the City of Gallatin (City of Gallatin, 2019)
Impervious Area per Lot
<2,114 square feet
2,115 to 6,560 square feet
>6,561 square feet

Monthly Fee
$3.00
$5.00
$9.00

Residential properties in the City of Gallatin pay an average monthly fee of $5.00 (City of Gallatin,
2019). The exact impervious area of each residential lot cannot be determined until full build out. The
City of Gallatin does not regulate house size, maximum driveway size, and/or require a pool/patio
structure. For the purposes of this report, the self-reported Citywide average of $5/month per unit was
used.
Table 7: Estimated Annual Residential Stormwater Fee
5

Cost Comparison between City Utility Services vs. CEMC and WHUD services
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Stormwater
Per Unit

Amount/Unit
$5.00

Units
52

Annual Residential Total
$3,120

A total of $3,120 is projected annually for the 52 residential units of the HP Townhomes Development.
However, since the HP Townhomes project is a HPR, the Stormwater fee may be assessed based on the
total impervious coverage of the project. For purposes of this study, a projected fee is based on
residential units.
The Stormwater fund is revenue neutral, with revenue generated equaling expenses. Therefore, no
additional expenses beyond those that are generated by the fund will impact the City. The Property
Owners Association will be responsible for the Long Term Maintenance of any stormwater features in
the development. A long term maintenance agreement will be filed with the City upon approval of the
Final Plat for the project.

SUMMARY OF ESTIMATED EXPENDITURES AND REVENUES IN STUDY AREA
Tables 8 and 9 summarize the estimated revenues and expenditures expected from the HP Townhomes
annexation. General Fund expenditures are derived from sources such as property taxes, solid waste
collection and disposal fees, business taxes, and State Shared revenue sources.
.
Table 8. 10-year Revenue Projection – HP Townhomes
Funding Source

Total

Property Taxes * ($0.80/$100 assessed)
Sales Tax (Local & State proration: $303.43 per capita annually)

$312,000.00

Solid Waste Collection/Disposal Fees
State Shared Taxes (not including Hall Income Tax) ($135.66 per
capita annually)

$101,760.00

Building Permit Fees (one-time fee)

$51,849.72

$378,680.64

$169,575.00

Stormwater Fees (Dedicated Revenue)
Total Estimated Ten year Revenue
* Does not include an increase in property taxes or service fees.

$31,200
$917,161.08

^ Assumes no home-based business/sales taxes

Table 9. 10-year Expenditures Projection – HP Townhomes
Source

Total

Police Services

$177,961.62

Fire Services

$160,747.44

Recreation Services

$86,015.89

Vehicle Maintenance

$9,249.54
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Stormwater Expenditures

$31,200

General Administrative Services

$168,797.46

Total Estimated Ten Year Expenditures

$708,409.23

Stormwater and solid waste collection and disposal service fees were included in the projections
described above although these revenues are dedicated to limited or targeted expenditures. (See
Appendix ‘A’ Tables 1, 2 and 3 for a listing of fees, revenues and expenses for each unit, 10 year
projections per unit and for all units and 10 year cumulative projections for HP Townhomes.)
Ten year revenues at full build-out are projected to exceed expenditures for services by a projected
$208,751.85. This could results in a lower overall service costs per person or per unit throughout the
city. However, this assumes that fixed cost will remain constant. It is likely that fixed cost will vary over
the 10 year time period as indexed for inflation and that variable cost will rise as a percentage of fixed
cost.
CONCLUSIONS AND RECOMMENDATIONS
The HP Townhomes annexation will require a relatively small initial investment to provide municipal
services to the area, especially when compared to the cost of services if the area was already developed.
The greater initial cost is expected initially to be borne by the developer to extend GDE and GPU
services lines to the site. The annexation of the property is cost feasible provided that the site is
developed consistent with the preliminary master development plan (Map 1). Net general revenues are
projected at $330.71 per unit per year upon build-out of the development. This equates to a total of
$17,196.67 per year in net general revenues that will be generated by the 52 unit development. In
addition, $12,211.20 in service fee revenues are projected for each unit which results in $634,982.40 per
year in projected service fee revenues from the 52 unit development at build-out, which does not include
one time fees from building permits (see Appendix ‘A’ Table 2).
This annexation study and preliminary plan of service was prepared after receiving the petition of
annexation for presentation to the City Council. A final Plan of Service will be considered with adoption
of Plan of Service and Annexation Resolutions. The City of Gallatin is prepared to provide for the future
growth and development that is expected to occur over the next 10 to 20 years. However, if annexation
is not pursued in a timely manner, the City’s ability to successfully manage this growth will be
negatively impacted.
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PLAN OF SERVICE FOR TAX MAP 112, PARCEL 043.01
(ANNX-2022-0024) pursuant to Tenn. Code Annotated § 6-51-102(b)
A. Water
Water service is currently not provided by Gallatin Public Utilities to this vacant property. Water
service can be made available to accommodate the development through a developer-funded
extension of the water line under Hartsville Pike. The HP Townhomes PMDP indicates extension
of an 8” water line with connection to a 6” water line at the southeast corner of the property with
installation of a fire hydrant.
Gallatin Public Utilities indicated that:
x Detailed water and sanitary sewer plans and specifications shall be submitted for review
and approval.
B. Sanitary Sewer
Sanitary sewer service is currently not provided by Gallatin Public Utilities to the vacant
property. Sanitary sewer service can be made available to accommodate the development
through a developer-funded extension of the sewer line to the property. The HP Townhomes
PMDP indicates connections to a proposed 8” sewer line that will be gravity flowed to the
adjacent Bledsoe Springs development. The Bledsoe Springs development shall be constructed
prior to completion of the HP Townhomes site unless an alternate sewer service plan is approved
by GPU.
Gallatin Public Utilities indicated that:
x Detailed water and sanitary sewer plans and specifications shall be submitted for review
and approval.
C. Street Construction and Maintenance
No new public right-of-way is proposed with this project. The site will be primarily accessed
from a future street to be constructed with the Bledsoe Springs Subdivision immediately to the
east and by an access easement extending from Hartsville Pike.
D. Solid Waste and Refuse Collection
Upon annexation, the City of Gallatin will begin collecting solid waste in the annexation area
based on the provisions set forth in the Gallatin Municipal Code. With the proposed use of this
property, a private collection service may handle the collection of solid waste from the proposed
dumpster. Residents will also have access to city operated resource recovery programs and
services.
E. Planning and Zoning Services
Sumner County Planning and zoning services are currently provided for the property. Upon
annexation, the property will be zoned by the City of Gallatin and administered by the City of
Gallatin Zoning and Subdivision regulations.
F. Building Inspections and Code Enforcement Services
Sumner County Building and Code inspection services are currently provided for the property.
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Upon annexation, the City of Gallatin Codes Department will review and approve building
permits and perform inspections of construction occurring on the property.
G. Fire Protection
The Gallatin Fire Department will provide fire protection after the effective date of the
annexation. The proposed annexation and development itself does not provide full justification to
request additional personnel, apparatus, and another fire station. However, when evaluating this
proposal, existing properties in the area, and future developments in the area, an additional fire
station will be needed soon. Upon annexation, this property will be primarily served by Fire
Station #1, with fire stations #3 and #5 serving as backup. A future station is proposed in the
area.
H. Police Protection
After the effective date of the annexation, police patrol, response to calls, and other routine
police services will be provided by the Gallatin Police Department. The Police Department
indicated that additional police officers and departmental vehicles will not be needed to provide
service to this area.
I. Animal Control
The Police Department provides animal control services and enforces the City’s animal control
ordinances. After the effective date of the annexation, these services will be available in the
annexation area.
J. Recreational Facilities and Programs
After the effective date of the annexation, the benefit and use of all recreational facilities and
programs provided by the Parks and Recreation Department will be available to future owners of
the property at the City’s rates. Recreational facilities and programs will be provided with
existing personnel, facilities, and resources. The abandoned railroad right-of-way is intended to
be utilized as a greenway in the future and is indicated on the Preliminary Master Development
Plan provided by the applicant.
K. Street Lighting and Electric Service
Gallatin Department of Electricity can provide electric service to the development through a
developer-funded extension of utility lines to the site.
L. Gas
The Gallatin Public Utilities Department provides natural gas services to residential, business,
and industrial customers in the City of Gallatin and outside the City’s corporate limits. An
existing gas line is located parallel to Airport Road and Hartsville Pike, adjacent to the property.
The extension of a gas line across Hartsville Pike will be required to serve the property. The
Gallatin Public Utilities Department may authorize the extension of natural gas service from this
existing line into the property upon development. Upon extension of gas lines by Gallatin Public
Utilities, the City will oversee and monitor such lines.
M. School System
The City provided written notice to the Sumner County School System of the proposed
annexation and proposed plan of development prior to the public hearing on the annexation
resolution as required by Tenn. Code Annotated, Section 6-51-102(b)(2).
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10YearRevenues/Unit

Allunits(10YearRevenues)

ServiceFeesdonotreturntotheGeneralFund

Fees,taxescostnotindexedforinflation

%Noadditionalcostsincenonewfirestation/truck/shiftrequired

&Police=1positionat$53,648/year+$8250vehicle/year+training/equipment=$62,488perofficer*1.5positions=$93,732

#Basedonaverageof$127insalestaxreceiptsperperson

ElectricUtilityBills(CEMC#)
ElectricUtilityBills(GDE#)
WaterͲGPU
Septic
Sewer
Gas
Stormwater
SolidWasteCollection/Disposal
BuildingPermitsFees(OneTimeFees)
TOTALCityServiceFeeRevenues

Ͳ
17,796.16
23,518.54
924.95
8,601.59

16,879.75
67,720.99
17,196.67

YearlyCostsͲAllUnits

YearlyServiceFeesͲAllUnits
n/a
$
76,932.96
$
22,969.44
n/a
$
22,969.44
$
 501,502.56
$
3,120.00

$
10,176.00
$
51,849.72
$
 689,520.12

$
$
$
$
$
$
$

$
$
$
$
$
$
$

88,140.00
31,200.00
37,868.06
Ͳ
15,849.60
Ͳ
84,917.66

YearlyRevenues(AllUnits)

Gasprices,andGasusagevariesfrommonthtomonth,gasfiguƌesshowmaximumusage
foreverymonth

177,961.62
235,185.43
9,249.54
86,015.89
168,797.46
677,209.93
171,966.71

10yearcostsͲAllunits

881,400.00
312,000.00
378,680.64
Ͳ
158,496.00
Ͳ
849,176.64

ServiceFeeRevenues(nottoGeneralFund)
10yearservicefees/unit
IyearserviceFees/Unit
10yearServiceFeesͲAllunits
n/a
n/a
n/a
$
 14,794.80 $
 1,479.48 $
 769,329.60
$
 4,417.20 $
441.72 $
 441,720.00
n/a
n/a
n/a
$
 4,417.20 $
441.72 $
 441,720.00
$
 96,442.80 $
 9,644.28 $
 5,015,025.60
60.00 $
31,200.00
$
600.00 $
$
 1,920.00 $
192.00 $
 101,760.00
$
997.11 $
997.11 $
 51,849.72
$
 123,589.11 $
 13,256.31 $
 6,852,604.92

$
$
$
$
$
$
$

$

$
$
$
$
$
$
1,633.03 $

1,695.00
600.00

728.23

Ͳ
304.80


ServiceCosts(ToGeneralFund)
10yearservicecost/unit
IyearserviceCosts/Unit
$
Ͳ
$
Ͳ
$
Ͳ
$
Ͳ
342.23

$
 3,422.34 $
452.28

$
 4,522.80 $
17.79
$
177.88 $
165.42

$
 1,654.15 $
324.61

$
 3,246.10 $
$
13,023.27 $
1,302.33
$
3,307.05 $
330.71

$

$
$
$
$
$

ServiceCosts(AlsoseeTable3)
YearlyRoadwayMaintenance/year
RoadwayResurfacing/year
PoliceService &
FireService%
VehicleMaintenance
Parks&Recreation
GeneralAdministration
TOTALServiceCosts
BalanceofRevenuesvs.ServiceCosts

16,950.00
6,000.00
7,282.32
Ͳ
3,048.00
Ͳ
16,330.32

$
$
$
$
$
$
$

YearlyRevenues/Unit

HPTownhomes10yearCostFeasibilityAnalysisTaxMap112Parcel043.01
PerUnit
All52Units
RevenueSources
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PropertyTaxes
County
City
SalesTaxincommunityfrom52Units
BusinessTaxes
StateSharedTaxes#
FranchiseFeesReceipts
TOTALCITYTAXREVENUES

Table1.

5.18

$300,000.00 $3,975,000 $0.99
$31,200.00

^GallatinFinanceDepartmentestimatesatapprox.$127/person(excludesHallIncomeTax)

* $300,000*.25=$75,000*.80/100=$600

52
Ͳ

$38,709.60

Water

Sewer

ServiceFeesRevenues/Year
Electric

TotalService
Fees

$3,120 $637,241.28 $707,151

Sanitation Stormwater

$69,909.60 $22,851 $22,851 $501,503 $76,933 $9,984

Gas

GRAND
TOTAL
REVENUES
$904.80 $439.44 $439.44 $9,644.28 $1,479.48 $192.00 $60.00 $12,254.64 $13,159.44
SUBTOTAL

EstimatedTotalAnnualRevenues
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CumberlandPointDevelopment
AdValorumandIncomeTaxFeesRevenues(GeneralFund)
CityProperty
Market
TotalBusiness StateShared Franchise
Lots/Units Acres Appriasal/LotͲ Assessment/L CityTax
Tax
Tax
Revenue^
Fees %
ot*
Rate/$100 Revenue/Lot
Unit
1
0.063 $300,000.00 $75,000 $0.80 $600.00
Ͳ
$304.80 Ͳ

Table2.

GovernmentServicesCost
Vehicle(Fleet)
RecreationͲ
Stormwater
General
PoliceProtection FireProtection
TOTAL
All52Units
Maintenance
Parks*
Fee
Administration
$
142.60 $188.45 $
7.41

$68.92 $25.00 $
135.26 $535.24 $67,975.27
$
342.23 $452.28 $
17.79 $165.42 $60.00 $
324.61 $1,284.54 $66,796.04

HPTownhomesEstimatedAnnualExpenditures
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> includesCityAdmin,CityAttorney,CityRecorder,Codes,Planning,Engineering,Finance,Govt.Bldgs,HR,IT=(12687726/15417)withaFixedCostFactorof50%

*ParksͲRec($4973398/46902)ͲincludesGolfCourse,Parks,CivicCenterFixedCostFactorof65%

Police$11,147,128/46902withaFixedCostFactorof40%;Fire$11,331,925/46902withaFixedCostFactorof78%,VehicleMaintenance=$695,245/46902withaFixedCostFactorof50%

Populationof46,902asIndependentvariabledoesnotaccountfornonͲresidentialusestaxgenerationw/oadjustment

Cost/PersonYear
Cost/UnitYear

Est.Population=125

Table3.

HPTownhomes

Project

52

DwellingUnits

5.18

TotalAcres

ProjectDescription

125

Estimated
Population
0

RoadLF#
No

Flood
Plain
No

Slopes

Constraints

Yes

Police
Yes

Fire
GPU

Water
GPU

Sewer
GPU

Gas
Yes

GDE

City

City

Streets Streetlights Sanitation Recreation

ServicestobeprovidedandmaintainedbytheCity

SummaryofLandUseandService
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