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Call to Order  

Invocation       

Determination of a Quorum   

Adoption of the Agenda    Vote 

1. Department Operating Expenses  (001)   Vote 

2. Meeting Approvals (002 - 006)   Vote   

A. Approval of the 23 – 8TH Meeting Minutes held April 18, 2023. 

3. Director Reports              Information 

A. The Director reports approval of the creation of jurisdictional positions: (007 - 014)  

1. One (1) position of Office Manager, for the Mobile County Commission Misc #2 
Department,  

2. One (1) position of Buyer II, part time, for the City of Mobile, Procurement 
Department. 

3. One (1) position of Community Activities Coordinator, for the City of Mobile, Tennis 
Center Department. 

4. One (1) position of Customer Service Supervisor, for the City of Mobile, 311 
Department. 

5. One (1) position of Public Service Supervisor I, for the City of Mobile, Traffic 
Engineering Department. 

6. One (1) position of Maintenance Mechanic I, for the City of Mobile, GulfQuest 
Maritime Museum Department. 

7. One (1) position of Tree Trimmer II, for the City of Mobile, Public Services 
Administration Department, 

8. One (1) position of Emergency Preparedness Planning & Operations Officer I, for the 
Mobile County Emergency Management A 
 

4. Jurisdictional Requests        Action/Vote 

A. The Mobile County Sheriff’s Office requests approval to extend the eligible list for a period of 
six months from Board approval for the Sheriff’s Captain and Sheriff’s Lieutenant, which will 
expire May 2, 2023.  (015-017) 

B. The Mobile County Sheriff’s Office requests approval to implement the Deputy Sheriff Field 
Training Officer Incentive Policy.  (018 - 021) 

C. The City of Mobile requests approval to implement a Commercial Driver License (CDL) 
Incentive Policy for full time employees with valid CDL License and who meeting certain 
criteria.  (022 - 024) 

D. The City of Mobile requests approval to amend the Tool Allowance to $110.00 per month to 
full time employees whose primary duties are mechanic-type work and meet certain criteria. 
(025 - 027) 
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E. The Director reports receipt of an email from Kevin Beckham, Police Officer with the City of 
Mobile Police Department, for a supplemental promotional written exam for Police Corporal.  
Mr. Beckham states, with documentation, he will be absent for the examination on Friday, 
May 5, 2023, due to military training on the date and time of the examination. (028- 031) 

F. The Director reports receipt of an email from Jason Martin, Police Officer with the City of 
Mobile Police Department, for a supplemental promotional written exam for Police Corporal.  
Mr. Martin states, with documentation, he will be absent for the examination on Friday, May 
5, 2023, due to his son’s surgery scheduled on the date and time of the examination. (032 - 
035) 

G. The Director reports receipt of an email from Rashaud Grayson, Police Officer with the City 
of Mobile Police Department, for a supplemental promotional written exam for Police 
Corporal.  Mr. Grayson states, with documentation, he will be absent for the examination on 
Friday, May 5, 2023, due to military training on the date and time of the examination. (036 - 
040) 

H. The Director reports receipt of an email from Ronald Robinson, Police Officer with the City 
of Mobile Police Department, for a supplemental promotional written exam for Police 
Corporal.  Mr. Robinson states, with documentation, he will be absent for the examination 
on Friday, May 5, 2023, due to his college graduation ceremony on the date and time of the 
examination.  (041 - 046) 

I. The Mobile Area Water & Sewer System requests the approval and implementation of the 
Field Operations Pay Plan for the classifications attached, effective May 6, 2023. (047 - 051) 

J. The City of Creola is requesting a 5% Cost of Living Adjustment for all employees to be 
effective June 3, 2023. (052- 053)  

K. The Mobile County Personnel Board will vote to select a Personnel Director. 

5. Public Hearings         Action/Vote 
 

A. Public hearing concerning the following requests from the City of Mobile: (054 - 070)  

1. Amendment of the attached specification for the classification of City Engineer, 

2. Amendment of Salary Grade of 27 to Salary Grade 29 for the classification of City 
Engineer, 

3. Amendment of the attached specification for the classification of Assistant City 
Engineer, 

4. Amendment of Salary Grade of 26 to Salary Grade 28 for the classification of 
Assistant City Engineer. 

 

B. If Items A1—A2 are approved the City of Mobile requests the salary grade adjustment for 
the incumbent, Nicholas Amberger, City Engineer to Salary Grade 29 Step I.   

C. If Items A3—A4 are approved the City Mobile City requests the salary grade adjustment 
for the incumbent, Rosemary Ginn, Assistant City Engineer to Salary Grade 28 Step B.   

D. Public hearing concerning the following requests from the Mobile Area Water & Sewer: 
(071- 076) 
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1. Adoption of the classification of Risk Manager,  

2. Adoption of Salary Grade 21 for the classification of Risk Manager. 

E. If items D1—D2 are approved Mobile Area Water & Sewer Requests the creation of one 
(1) full time position of Risk Manager. 

F. Public hearing concerning the following requests from the Mobile Housing Authority:  
(077-092)  

1. Adoption of the classification specification of Executive Assistant—MHA, 

2. Adoption of Salary Grade 19 for the classification of Executive Assistant—MHA. 

G. If  Items D1—D2 are approved the Mobile Housing Authority requests the creation of one 
(1) full time position of Executive Assistant—MHA.  

H. Have the Board set a date for a public hearing concerning the request from the Mobile County 
Sheriff’s Office to amend the attached specification for the classification of Civil Division 
Manager. (093- 104)  

 

G. Have the Board set a date for a public hearing concerning the following requests from the 
Mobile County Sheriff’s Office:  (105- 114)  

1. Adoption of the attached specification for the classification of Criminal 
Investigative Analyst Manager, 

2. Adoption of Salary Grade 20 for the classification of Criminal Investigative Analyst 
Manager. 

H. Have the Board set a date for a public hearing concerning the following requests from the 
Mobile County Revenue Commission: (115 - 136) 

1. Amendment of the attached specification for the classification of Reproduction 
Technician I to Mapping Clerk I, 

2. Amendment of Salary Grade 8 to Salary Grade 10 for the classification of Mapping 
Clerk I, 

3. Adoption of the attached specification for the classification of Mapping Clerk II, 

4. Adoption of Salary Grade 12 for the classification of Mapping Clerk II, 

5. Adoption of the attached specification for the classification of Mapping Clerk III, 

6. Adoption of Salary Grade 14 for classification of Mapping Clerk III. 

I. Have the Board set a date for a public hearing concerning the following requests from the  
City of Mobile: (137 - 145) 

1. Amendment of Salary Grade 16 to Salary Grade 19 for the classification of Safety 
Coordinator, 

2. Amendment of Salary Grade 20 to Salary Grade 22 for the classification of Motor 
Pool Manager. 

J. Have the Board set a date for a public hearing concerning the following requests from the  
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City of Chickasaw: (146 – 149) 

1. Amendment of Salary Range 45 to Salary Range 46 for the classification of Police 
Officer, 

2. Amendment of Salary Range 45 to Salary Range 46 for the classification of 
Firefighter, 

3. Amendment of Salary Range 47 to Salary Range 48 for the classification of Police 
Corporal, 

 

4. Amendment of Salary Range 47 to Salary Range 48 for the classification of  
Firefighter Driver, 

5. Amendment of Salary Range 50 to Salary Range 51 for the classification of Police 
Sergeant, 

6. Amendment of Salary Range 50 to Salary Range 51 for the classification of Fire 
Service Captain, 

7. Amendment of Salary Range 51 to Salary Range 52 for the classification of Police 
Lieutenant, 

8. Amendment of Salary Range 53 to Salary Range 54 for the classification of Police 
Captain, 

9. Amendment of Salary Range 35 to Salary Range 37 for the classification of Animal 
Control Officer I, 

10. Amendment of Salary Range 49 to Salary Range 51 for the classification of Public 
Safety Sergeant. 

K. Have the Board set a date for a public hearing concerning the request from the City of 
Satsuma to amend Salary Grade 12 to Salary Grade 14 for the classification of Assistant City 
Clerk. (150 - 151) 

L. Have the Board set a date for a public hearing concerning the following requests from the 
Mobile Area Water & Sewer System: (152 - 166) 

1. Amendment of the attached specification for the classification of Laboratory 
Technician I, 

2. Amendment of Salary Grade 8 to Salary Grade 10 for the classification of Laboratory 
Technician I, 

3. Amendment of the attached specification for the classification of Laboratory 
Technician II, 

4. Amendment of Salary Grade 11 to Salary Grade 12 for the classification of 
Laboratory Technician II, 

5. Adoption of the attached specification for the classification of Laboratory Technician 
III, 

6. Adoption of Salary Grade 14 for the classification of Laboratory Technician III. 

M. Have the Board set a date for a public hearing concerning the following requests from the 
Mobile Housing Authority: (167 - 179) 

1. Adoption of the attached specification for the classification of Chief Procurement 
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Officer—MHA, 

2. Adoption of Salary Grade 23 for the classification of Chief Procurement Officer—
MHA, 

3. Amendment of Salary Grade 14 to Salary Grade 17 for the classification of Housing 
Specialist II. 

N. Have the Board set a date for a public hearing concerning the request from the Mobile County 
Personnel Department for the adoption of the proposed budget for the Mobile County 
Personnel Board for fiscal year 2023—2024 beginning October 1, 2023. (180 – 184) 

6. Appeals                    Action/Vote 

A. Have the Board set a date regarding the appeal from dismissal of Meiko Martin, former Fiscal 
Services Manager with the Mobile County Sheriff’s Office. (185 - 203) 

B. Daniel Stubbs, former Police Officer with the City of Creola requests approval to stay his 
appeal from dismissal due to pending litigation of charges. (204 – 211) 

 

7.     Unfinished Business                                  Action/Vote 
1. The Board to address concerns regarding Salary Grade Amendment for the classifications 

of City Clerk and Assistant City Clerk for the City of Mobile. (212 - 246) 
          

New Business      

Announcements  

Board Members   

Adjournment  



The Personnel Board for Mobile Couhty, Alabama
1809 Government Street

Mobile, Alabama 36506

P. O. Box 66794

Mobile, Alabama 36650-1794

Phone: 257-470-7727

Fax:257-470-7708

www. personnelboard.org

Vendor
Alabama Power
American Heritage Life lnsurance
Cspire
Dell Marketing L,P,

GFOAA

Goram Air Conditioning Co., tnc.

Harris, Jeanne (employee)
Lincoln National Life Insurance Company
Principal Life lnsurance Company
University of South Alabama, CCE

Assessors:

City otDothan
Vance, fames F. )r.

Monthly Salary:

Arthur J. Madden, lll
Maynard, Cooper & Gale P.C.

Mobile County Personnel Department
Accounts Payable Transaction Listing

Board Meeting,/Hearing Datet OS / OZ / 2023

Account Number
2060 UTILITIES . ELECTRICITY

902O EMPLOYEE INSUMNCE
2O4O UTILITIES - TELEPHONE

7O2O EQUIPMENT
2340 MEMBERSHIPS . PROFESSIONAL ORG

5O3O REPAIRS, REPLACEMENT & MAINT
2210 TMVEL, ROOM & PD

9O2O EMPLOYEE INSUMNCE
902O EMPLOYEE INSUMNCE
3O2O TRAINING

22OO EXAMINATION EXPENSE

22OO EXAM INATION EXPENSE

1220 SALARIES, LEGAL MADDEN

12OO SALARIES, LEGAL R BELL

Robert D. Brown, Chair

Adam Strange, Vice-Chair

Talma Carstarphen, Associate

Willie T. Gray, Associate

Patrick Mitchell, Associate

Darryl Stark, Ph.D.,

lnterim Personnel Director

3,041.00
130.50

2,758.86
172.79

100.00
825.00
599.06

2,593.08
252.79
770.00

280.44
224.40

2,333.33
4,583.33
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SERVIC}: CAXED,R.S

ll6ir Slem Asm;!

Amour
$

$

$

$

$

$

$

$

$

$

$ 18,004.58
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MINUTES of the 23 - 8th Meeting of the Mobile County Personnel Board
Meeting and Special Hearing held at 2:00 p.m., Tuesday, April 18,2023.

PRESENT: Talma Carstarphen, Chair; Adam Strange, Vice-Chair; R. Donnie Brown, Member #2;

Willie Gray, Member #1; Patrick Mitchell, Member #5; Arthur Madden, lll, Assistant Personnel Board

Attorney Dr. Darryl Stark, lnterim Personnel Director.

ABSENT: Raymond Bell, Personnel Board Attorney.

ALSO PRESENT: Matthew Barclift, Mobile County lnspections Department, Jesse Thomas, Mobile

Public Library; Kelvin Nobles, Mobile County Health Department; Kelly Merrifield, Mobile County

Revenue Commission, Alison Wadhwani, Mobile County License Commission, Courtney Washington,

Mobile Area Water & Sewer System, Elizabeth Lingerfelt, Office Assistant l; Marguerita Harris, Office

Assistant l; Melissa Smith, Secretary lll.

The five (5) page agenda for the meeting consisted of seven (7) items and is attached as

Attachment "A" to become an official part of these minutes.

The meeting was called to order by Mr. Brown, Chair. lnvocation was given by Mr. Gray.

The Roll Call/Determination of a Quorum was established.

The Adoption of the Agenda: Ms. carstarphen presented a motion to approve item. Mr.

Strange seconded the motion which was unanimously approved by the Board.

Item #1 was presented to the Board. Mr. Strange presented a motion to approve item. Ms.

Carstarphen seconded the motion which was unanimously approved by the Board.

Items #2 (A-C) were presented to the Board. Ms. Carstarphen presented a motion to

approve item. Mr. Gray seconded the motion, Mr. Mitchell abstained from voting and the motion was

approved by the Board.

Item #3 was presented to the Board. This was a report only and no action was required by

the Board.

Item rr4 (A) was presented to the Board. Ms. Carstarphen presented a motion to approve

items. Mr. Strange seconded the motion which was unanimously approved by the Board.
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23-7th Meeting and Public Hearing
April 4,2023
-2-

Item #4 (B) was presented to the Board. Mr. Gray presented a motion to approve. Mr.

Strange seconded the motion which was unanimously approved by the Board.

Item #5(41-A6) was presented to the Board. Ms. Carstarphen presented a motion to

approve item. Mr. Strange seconded the motion which was unanimously approved by the Board.

Item #5(B) was presented to the Board. Ms. Carstarphen presented a motion to approve

items. Mr. Strange seconded the motion which was unanimously approved by the Board.

Item #5(C) was presented to the Board. Ms. Carstarphen presented a motion to approve.

Mr. Mitchell seconded the motion which was unanimously approved by the Board.

Item #5(D) was presented to the Board. Ms. Carstarphen presented a motion to approve

items. Mr. strange seconded the motion which was unanimously approved by the Board

Item #5(E1-E3) was presented to the Board. Ms. Carstarphen presented a motion to

approve items. Mr. Strange seconded the motion which was unanimously approved by the Board.

Item #5(F) was presented to the Board. Mr. Mitchell presented a motion to approve items.

Ms. Carstarphen seconded the motion which was unanimously approved by the Board.

Item #5(G) was presented to the Board. Mr. Gray presented a motion to approve. Mr. Mitchell

seconded the motion which was unanimously approved by the Board.

Items #5(H1-H3) was presented to the Board. Ms. Carstarphen presented a motion to

approve items. Mr. Gray seconded the motion which was unanimously approved by the Board.

Item #5 (l) was presented to the Board. Mr. Gray presented a motion to approve. Ms.

Carstarphen seconded the motion which was unanimously approved by the Board.

Item #5(J1-J7) was presented to the Board. Ms. Carstarphen presented a motion to

approve. Mr. Mitchell seconded the motion which was unanimously approved by the Board.

Item #5(K) was presented to the Board. Mr. Gray presented a motion to approve. Mr. Mitchell

seconded the motion which was unanimously approved by the Board.
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23 -7th Meeting and Public Hearing
April 4,2023
-3-

Item #5 (L1-L4) was presented to the Board. Mr. Gray presented a motion to approve items.

Ms. Carstarphen seconded the motion which was unanimously approved by the Board.

Item #5 (M) was presented to the Board. Ms. Carstarphen presented a motion to approve.

Mr. Gray seconded the motion which was unanimously approved by the Board.

Item #5 (N) was presented to the Board. Mr. Gray presented a motion to approve. Mr. Mitchell

seconded the motion which was unanimously approved by the Board.

Item #5 (O1-O10) was presented to the Board. A public hearing has been scheduled for

Tuesday, May 2,2023 at 2:00 p.m.

Item #5 (P1-P4) was presented to the Board. A public hearing has been scheduled for

Tuesday, May 2,2023 at 2:00 P.m.

Item #5 (Q'l-Q2) was presented to the Board. A public hearing has been scheduled for

Tuesday, May 2,2023 at 2:00 p.m.

Item #5 (R1-R2) was presented to the Board. A public hearing has been scheduled for

Tuesday, May 2,2023 at 2:00 P.m.

Item #6 (A) was presented to the Board. Mr. Gray made a motion to ratify the continuance

from the Jason Craig hearing originally rescheduled for April 18,2023. Ms. Carstarphen seconded

the motion.

Item #6 (B) was presented to the Board. The Board set a date for a public hearing to reset

the date of appeal from dismissal filed by Gregory Jordan, former Public Service Worker I with the

Mobile County Commission Environmental Enforcement Department for May 4' 2023.

Unfinished Business: NONE

New Business: NONE

Announcements: NONE

Board Members: Mr. Gray requested information regarding the request from the City of
Satsuma regarding the position of Assistant City Clerk due to his being contacted by Mayor

Barlow.
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23 -7th Meeting and Public Hearing
April 4,2023
-4-

Mr. Gray requested information about the 2021 & 2022 Personnel Board Budget. Each Board
Member agreed to provide input and set a date for public hearing at the next Board meeting.

Mr. Gray questioned the prior resolution on the City of Mobile Clty Clerk (Mobile) and requested
there be a new motion on the next Agenda.

Mr. Strange requested, and the Board unanimously agreed to go into Executive Session at the end

of the meeting; announcing the Board would not return.

Adiournment: With there being no further business to come before the Board,

the meeting was adjourned at 2:30 p.m.
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Date:

PLEASE SIGN IN TO ATTEND MEETING OR HEARING

CHECI( ALL WEAPONS WITH THE FRONT DESK OR RETURN THEM TO YOUR VEHICLE

PUBLIC HEARING: Room 123

BOARD MEETING: Room l-23

For:

Name (Please Print) Signature
Jurisdiction

(if applicable)
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MOBILE COUNTY COMMISSION

COUNry COMMISSIONERS

CONNIE HUDSON, PRESIDENT

MERCERIA LUDGOOD. COMMISSIONER

RANDALL DUEITT, COMMISSIONER

TELEPHONE (251) 574-5077

ADMINISTRATION

GLENN L. HODGE
COUNTY AOil,IINISTMTOR

EDOIE KERR
DEPUTY ADMINISTMTOR

TELEPHONE (251 ) s74-5073
FAx (251) 574-s080

April24,2023

Dr. Darryl Stark, lnterim Personnel Director

Mobile County Personnel Board

Post Office Box 66794

Mobile, Alabama 35501

Dear Dr. Stark,

ptease consider this as my request to create one (1) position of office Manager, Salary Grade 14, for the Mobile

County Commission, Administration Department #02.

please contact Sonya Seaman, Human Resources Coordinator al25!-574-8764 if additional information is

needed.

Thanks for your cooperation in this matter. ftlab'i''cdtt c **'' /hb*)

O*l,afnlnw
Sincerely, _ AUTH FILLED YAcAIf

,.,v/ / j/ t ?o+\hon 
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County Administrator /
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Melissa Smith

From: Rey, Leslie <leslie@cityofmobile.org>

Sent Tuesday, April 25, 20231:29 PM

To: 'Darryl Stark';Gloria Reed (greed@personnelboard.org); Betty Gardner; Melissa Smith
(melissa@ personnel board.org);' Elizabeth Lingerfelt'

Subject Position Requests & Update # of Vacancies

The City of Mobile requests the following actions:

. Create 1 part-time position of Buyer ll in the Procurement Department
o Create 1 position of Tree Trimmer ll in Public Services Administration
r Create 1 position of Customer Service Supervisor in Mobile 311

o Ref# 34288 - Equipment Operator lll/Automated Solld Waste Truck, Public Services Administration
Please update the number of requested vacancies from 3 to 4 to account for Juan Draine's 4lL2/23 resignation

Thanks,

Leslie

L,eslie Hayes Rey, SHRM-SCP, SPHR

Director of Human Resources
Human Resources Department
City of Mobile
25t-208-7832
Ieslie@cityofmobile. org

runt
5
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Melissa Smith

From:

Sent:

To:

Cc:

Subject:

Gloria Reed < greed@personnelboard.org >

Monday, April24, 2023 11:40 AM
Elizabeth Lingerfelt; Melissa Smith; mharris@personnelboard.org;Tiffany Northington
Darryl Stark; Betty Gardner
FW: Position Requests

Please see the email request below to add positions. lt doesn't appear that you were on the original email. lf you have

already received this forwarded to you, please disregard it. Regarding the requests concerning requisitions and

vacancies, we will take care of.

Thanks.

Gloria Reed

Human Resource Manager
Mobile County Personnel Board
1809 Government Street

Mobile, Alabama 36606

Phone: 25L-445-4571
Fax25L-470-1708
Email: greed @ personnelboard.org

www. person nel board.org
https://www.facebook.com/personnel boa rdl

From: Rey, Leslie <leslie @cityofmobile.org>
Sent: Wednesday, April L9,2023 9:46 AM

To: Betty Ga rd ne r <ga rd ner@ perso n nel boa rd.org>

Cc: G loria Reed (greed @ personnel boa rd.org) <greed@ personnelboard.org>

Subject: Position Requests

The City of Mobile requests the following actions:
C*|., * N,fiyJprvri., b,fut,

", 

^,, 
,:" ,",,.": ", "-:,;^:,::;:...T :ffi":::::;", obl,*HL *rlylf ?r,a .

35278 for the 2nd position and instead update the number of requested vacancies on Req# 35092 from L to 2
positions. ' 

^T H..ED vA.Ar{r
Leslie eL I I

Leslie Hayes Rey, SHRM-SCP, SPIIR
Director of Human Resources
Human Resources Department
City of Mobile
25t-208-7832
leslietOcitvofmobile. or<r
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Melissa Smith

From: Rey, Leslie <leslie@cityofmobile.org>

Sent Tuesday, April25, 20231:29 PM

To: 'Darryl Stark'; Gloria Reed (greed@personnelboard.org); Betry Gardner; Melissa Smith
(melissa @ personnel board.org);' Elizabeth Lingerfelt'

Subject Position Requests & Update # of Vacancies

The City of Mobile requests the following actions:

o Create 1 part-time position of Buyer ll in the Procurement Department
o Create 1 position of Tree Trimmer ll in Public Services Administration
e Create 1 position of Customer Service Supervisor in Mobile 311

o Ref# 34288 - Equipment Operator lll/Automated Solid Waste Truclg Public Services Administration
Please update the number of requested vacancies from 3 to 4 to account for Juan Draine's 4lL2l23 resignation

Thanks,

Leslie

L,es[e Hayes Rey, SHRM-SCP, SP]IR
Director of Human Resor:rces
Human Resor:rces Department
City of Mobile
25t-208-7832
leslie@cityofmobile. org

vFf,.rED 
yAcArrr

{n un rSt'*4' "n

ALABAMA
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Melissa Smith

So we can move forward with the job posting for Public Service Supervisor I (req# 34832), please create one additional
position in the City of Mobile's Traffic Engineering Department. Should Darius Matthews not return to work after his

dismissal appeal, please consider this our request to abolish the additional position.

Thanks,
Leslie

From:
Sent:
To:
Cc:

Subiect:

Leslie Hayes Rey, SHRM-SCP, SPHR

Director of Human Resources
Human Resources Department
City of Mobile
25r-208-7832
leslie@citvofmobile. orcr

Rey, Leslie < leslie@cityofmobile.org >

Tuesday, April 18, 2023 12:19 PM

Melissa Smith; 'Darryl Stark'

Betty Gardner;'Elizabeth Lingerfelt'; White, Jennifer
RE: Public Safety Supervisor I

FT.TED

c
Atmt

I

9 r*bA;o SsAx,or- St4 V, t
VACA'{T

I

I

ALAEAMA

From: Melissa Smith <melissa @ personnelboard.org>

Sent: Tuesday, April L8,2023 12:10 PM

To: Rey, Leslie <leslie@cityofmobile.org>; 'Darryl Stark' <dstark@personnelboard.org>

Cc: Betty Gardner <gardner@personnelboard.org>; 'Elizabeth Lingerfelt' <elingerfelt@personnelboard.org>

Subject: Public Safety Supervisor I

lmportance: High

CAUTION: External Email

Good afternoon,

Leslie could you please send us a request to create an additional Public Safety Supervisor I in the City of Mobile Traffic

Engineering Department.

Melissa D. Smith
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Melissa Smith

From:

Sent:

To:

Cc:

Subject:

Gloria Reed < greed@personnelboard.org
Monday, April 24, 2023 11 :40 AM
Elizabeth Lingerfelt; Melissa Smith; mharris@personnelboard.org; Tiffany Northington
Darryl Stark; Betty Gardner
FW: Position Requests

Please see the email request below to add positions. lt doesn't appear that you were on the original email. lf you have
already received this forwarded to you, please disregard it. Regarding the requests concerning requisitions and

vacancies, we will take care of.

Thanks.

Gloria Reed

Human Resource Manager
Mobile County Personnel Board
1809 Government Street

Mobile, Alabama 35605
Phone: 25L-445-4571
Fax:251--470-L708

Email: greed @ personnelboa rd.orq

www. pe rso n n el boa rd. org

https ://www.face book. com/perso n n el boa rdl

From: Rey, Leslie <leslie @cityofmobile.org>
Sent: Wednesday, April 19,2023 9:45 AM

To: Betty Ga rd ner <ga rd ner@ pe rso n nel boa rd.o rg>

Cc: Gloria Reed (greed @ personnelboa rd.org) <greed @personnelboard.org>
Subject: Position Requests

|o5,*run J.4 t s+>
The City of Mobile requests the following actions: ( A A\ fi\?>

rvlw*vtm .1

7. Add one position of Maintenance Mechanic I to GulfQuest Maritime Museum.

2. Add one position of Community Activities Coordinator to the Mobile Tennis Center. Also, please void Req#

35278 for the 2nd position and instead update the number of requested vacancies on Req# 35092 from 1to 2

positions.

Thanks,

[eslie

Leslie Hayes Rey, SHRM-SCP, SPHR

Director of Human Resources
Human Resor:rces Dep artment
City of Mobile
25t-208-7832
leslie(Ocitvofmobile. orcr

AT'TI{ FI.IED YAGETT
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Melissa Smith

From: Rey, Leslie <leslie@cityofmobile.org>
Sent Tuesday, April 25, 2023 1:29 PM
To: 'Darryl Stark'; Gloria Reed (greed@personnelboard.org); Betty Gardnen Melissa Smith

(melissa @ personnelboard.org);' Eliza beth Lingerfelt'
Subject Position Requests & Update # of Vacancies

The City of Mobile requests the following actions:

o Create 1 part-time position of Buyer ll in the Procurement Department
r Create 1 position of Tree Trimmer ll in Public Services Administration
e Create 1 position of Customer Service Supervisor in Mobile 311

. Ref# 34288 - Equipment Operator lll/Automated Solid Waste Truck, Public Services Administration
Please update the number of requested vacancies from 3 to 4 to account for Juan Draine's 4/tZ/23 resignation

Thanks,

Leslie

Leslie Hayes Rey, SHRM-SCP, SPHR
Director of Human Resources
Human Resources Department
City of Mobile
25t-208-7832
leslie@ cityofmobile. org

C,l1 q [}to{,[r- Q-il''S"'rLU/e
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To:

MOBILE COUNTY EMERGENCY MANAGEMENT AGENCY
7350 Zeigler Blvd.

Mobile, Alabama 35608
(251) 45C8000

www.mcema.net

Dr. Darrylstark
Director, Mobile County Personnel Board

1809 Government Street, Mobile AL 36606

Melissa Smith

Gloria Reed

CC:

DATE: April 2Q2023

From: Ronnie Adair

Director, Mobile County Emergency Management Agency

7350 Zeigler Blvd, Mobile AL 36608

Dr. Stark,

The Mobile County Emergenry Management Agency is submitting the following request for

approval:
The addition of one (11fulltime position of Emersencv Preparedness Planninp and operatiotls

Offlcer I for the AgencY.

If you need any additional information or have

myself or:

Mike Evans
Deputy Director
Offrce (251) 460-8003 Cell -251'6804044
mevans@mcema,net

any questions regarding this request, please contact

?o0il'ho/J)
0P&dnD

AUTH ETLED YACATT

T{O
Ronnie Adair
Director, Mobile County EMA

City6fBayotrLaBatre o CrtyofChickasaw o Cityo[(itrouelle-o TownofCrenla r TownofDauphinlsland

Cityof Mirbile o MobileCouniy o Townof Mt Vr'rnon e ('ityof Pnchard o Cityofsaraland r CityofSatsuma
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SHERIFF

Paul Burch, Jr.
Sheriff

Paul Burch Jr.

MOBILE COUNTY . MOBILE, ALABAMA
36601-0113

April2T,2023

Dr. Daryl Stark, Interim Director
Mobile County Personnel Board
Post Office Box66794
Mobile, AL36660-1794

Director Stark,

The Mobile County Sheriff s Office promotional register for Sheriffs Captain and
Lieutenant expires May 2,2023. I request an extension of the promotional register
for a term of 6 months.

Sincerely,
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Elizabeth Lingerfelt

From:
Sent:
IO:

Cc:

Subiect:
Attachments:

Gloria Reed < greed@personnelboard.org >

Thursday, April27,2023 12:59 PM

Tiffany Northington; Melissa Smith; Elizabeth Lingerfelt; mharris@personnelboard.org
Darryl Stark; Betty Gardner
FW: Request extension promotional
scan0850.pdf

lmportance: High

Please see the attached request from the Mobile County Sheriff's Office to extend the promotional eligible list

for Sheriff's Captain #29364-0321 & Lieutena nt#29366-032lwhich are set to expire on 5/212023 for six

months in order to allow additional time to promote candidates.

Please let me know if you need additional information.

Gloria

Gloria Reed

Human Resource Manager
Mobile County Personnel Board
l-809 Govern ment Street
Mobile, Alabama 36606
Phone: 251-445-4571
Fax:25L-470-1708
Email: greed (o personnelboard.org

www. perso n n el boa rd. org

https ://www.facebook.com/person nel boa rdl

From: Cynthia Coleman <ccoleman@mobileso.com>

Sent: Thursday, April 27,202312:35 PM

To: Darryl Stark <dstark@personnelboard.org>; Betty Gardner <gardner@personnelboard.org>; Gloria Reed

<greed @personnelboard.org>; Melissa Smith <Melissa @ personnelboa rd.org>

Subject: Request extension promotional
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Elizabeth Lingerfelt

From:
Sent:
To:
Subject:
Attachments:

Cynthia Coleman <ccoleman@mobileso.com>

Thursday, April27, 2023 12:35 PM

Darryl Stark; Betty Gardner; Gloria Reed; Melissa Smith

Request extension promotional
scan0850.pdf

Cynthia Coleman, Director
Human Resources

Mobile County Sheriffs Office
25-574-4913

CoNFIDENTIALITy NOTICE: The contents ofthis email message and any attachments are intended solety for the addressee(s) and may contain confidentral and/or privileged

please immediatety atert ttri sinder by reply email and then delete this message and any attachments. Ifyou are not the intended recipient, you are hereby notified that any use,

dissemination, copying, or storage o[this message or its aftachmen6 is strictly prohibited.
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MOBILE COUNTY SHERIFF'S OFFICE
DEPUry SHERIFF_FIELD TRAINING OFFICER INCENTIVE POLICY

To provide proper training to newly hired Deputies the Mobile County Sheriff s
Office utilizes a Field Training Officers program and evaluation. This program is a

benefit to the Mobile County Sheriffs Office as well as the Citizens of Mobile

County as its rewards Deputies who possess the knowledge and ability to properly

train new Deputies.

Entranceto the program is offered to Deputies with a minimum of two years law

enforcement experience to include one with the Mobile County Sheriffs Office.
The incentive is only offered to those at the rank of Deputy Sheriff, assigned to

the Patrol division.

I request 2.5% incentive pay be offered to Deputies who successfully complete
the Field Training and Evaluation program and aregranted entry as an Field

Training Officer. I request thatthe incentive begin at the next available pay

period.
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SHERIFF

D Pt", ^ TELE,H.NE(a'1) i7+7a2tq/ >YlA Poao'irs

Paul Burch Jr.

MOBILE COUNW. MOBILE, ALABAMA
36601-0113

March L6,2023

Mr. George Smith, Director
Mobile County Personnel Board
Post Office Box 6G794
Mobile, AL 35660-1794

Director Smith,

Proper documentation of Law Enforcement training is at the forefront of agencies across the
Nation. To provide proper training to newly hired Deputies the Mobile county sheriffs office
utilizes a Field Training officers program and evaluation. Entrance to the program is offered to
Deputies with a minimum of two years law enforcement experience to include one with the
Mobile County Sheriffs Office.

This program is a benefit to the Mobile county sheriffs office as well as the citizens of Mobile
County as its rewards Deputies who posses the knowledge and ability to properly train new
Deputies.

By receipt of this letter I request 2.5% incentive pay, for ten positions, Field Training officer
(FTo). offered to Deputies who successfully complete the Field Training and Evatuation
program and are granted entry as an FTO. The incentive is only offered io those at the rank of
Deputy Sheriff, assigned to the Patrol division. I have attached a list of Deputies presently
assigned as Field Training Officer's and thus qualifu for the incentive. I further request that the
!ncentive begin at the next available pay period.

Sheriff

Sincerely,

G
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Field Training Oflicer's Approved for Incentive

Employee Number

17664
17665
17866
17844
178E2
r7953
17970

Name

Kelley, Derck
Rhodes, Frederick
Greenwald, Charles
Cochran, Chester
Smith, Victor
Gray, Shaun
Bradley, Cedric

Rank

Deputy
Deputy
Deputy
Deputy
Deputy
Deputy
Deputy

23 9th  020



Melissa Smith

From:
Sent:
To:
Subject:
Attachments:

Darryl Stark <dstark@personnelboard.org>

Friday, April 21, 2023 2:54 PM

Gloria Reed; Melissa Smith;Amy Blanks

FW:2.5o/o incentive
scan0795.pdf

Do they need to develop a policy for this incentive and get it approved by the Personnel Board similar to SWAT, EMT,

andK-9? lwouldthinkthattheywouldneedtodothat. ltappearstobeanassignmentsoldidnotknowifthatmadea
difference.

A.y,

Do any of the jurisdictions have something similar that was an approved policy by the Personnel Board. Let us

know. Thanks.

Darryl Stark, Ph.D., SPHR

Assistant Director
Mobile County Personnel Board

1809 Government Street
Mobile, Alabama 35606

257-445-4581 phone

dsta rk@ pe rson nelboa rd.org

From: Cynthia Coleman <ccoleman@mobileso.com>

Sent: Friday, April 21, 2023 2:18 PM

To: Darryl Stark <dstark@personnelboard.org>; Gloria Reed <greed@personnelboard.org>; Melissa Smith

< Melissa @ personnel boa rd.org>

Subject: Fwd: 2.5o/o ince ntive

Forwarded message

From: Cynthia Coleman <ccoleman@mobileso

Date: Thu, Mar23,2023 at 3:30 PM
Subj ect: 2.5Yo incentiv e
To: gsmith@personnelboard.org <gsmith@personnelbo

Cynthia Coleman, Director
Human Resources
Mobile County Sheriffs OfIice
25-574-4913

CONFIDENTIALITy NOTICE: The contents of this email message and any attachments are intended solely for the addressee(s) and may contain confidential ard/or prlvileged

pleaseimmediatetyatertOisinderbyreplyemailandtlendeletethismessageandanyattachments Ifyouarenottheintendedrecipient,youareherebynotifiedthatanyuse,

dissemination, copying, or storage ofthis message or its attachments is strictly prohibited.
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CITY OF MOBITE

Policy #: COM-23-004

Effective Date: 4/22/2023

Supersedes: 2078.7 19 /29 /2078],

page 1 of 2

Commercial Driver License (CDL)

lncentive Pay

PURPOSE

The City of Mobile's Commercial Driver License (CDL) lncentive compensates employees who
possess credentials needed to operate certain equipment and addresses the city's demand in
recruiting, hiring, and retaining qualified staff for positions that require a CDL.

POUCY

The cDL lncentive provides 5% incentive pay for full-time employees with a valid cDL license
and who meet one or more of the following criteria:

A. Work in a job classification that requires a CDL.

Or
B. Have lob responsibilities that require regular operation of one or more pieces of

equipment that require a CDL to operate (as confirmed by the Department Head).
Or

C. serve as a dedicated standby operator for one or more pieces of equipment that require
a CDL to operate (as confirmed by the Department Head). The numberofstandby
operators is limited and is based on what equipment is required to be in operation to
complete retular duties.

Personnel must be fit for duty and meet the minimum requirements established bythe
department for being permitted to operate the equipment.

The Department Head is responsible for ensuring the verification of each employee,s cDL at
least annually to ensure the employee meets the city's criteria to continue operating city
vehicles and equipment.

when an employee no longer meets the cDL lncentive eligibility criteria, the incentive must
be removed. When an employee's CDL is revoked, suspended, expired, or becomes invalid
for any reason, the department must immediately remove the employee's driving duties

4.

D*,
'\l u^/ >1

ALABAMA

City of Mobile I P.O. Box 1827 Mobite, Alabama 36633 I www,cityofmobile.org

23 9th  022



CITY OF MOBILE

Policy #: COM-23-004 Commercial Driver License (CDL)

lncentive Pay

Effective Date: 4 / 221 2023

Supersedes: 2018.1 (9/29/20781

page 2 of 2
MOBILE
ALABAMA

and remove the incentive. The employee must reimburse the City for any incentives paid
after losing eligibility.

5. The City of Mobile may amend or end the CDL lncentive program at any time. Department
Heads have the discretion to assign personnel as deemed necessary, as well as revoke
incentives for poor job performance or disciplinary reasons. lncentives are an incentive, not
a right.

Recommended by:

e/er''
Leslie Hayes Rey

Director of Human Resources

Date: 4/L812023

Reviewed by:

utive Director of Public Works
: 4/78/2023

Approved by:

Chief of Staff
Date: 4/1812023

William S. Stimpson
Mayor
Datei 4118/2023

cityof Mobile I P.o. Box 1827 Mobile, Alabama 36633 | www.cityofmobile.org
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Melissa Smith

From:
Sent:
To:

Cc:

Subject:
Attachments:

Rey, Leslie < leslie@cityofmobile.org >

Tuesday, April 25, 202312:03 PM
'Darryl Stark'; Melissa Smith (melissa@personnelboard.org); Gloria Reed

(greed@personnelboard.org);'Elizabeth Lingerfelt'
Noletto, John; Mason, Maria;Campbell, Shelia; Boyce, Tara; Robinson, Lashawne;

Ostergren, Arlene
Policy Updates: CDL lncentive Pay and Tool Allowance

CDL lncentive Pay Policy.pdf;Tool Allowance Policy.pdf

The City of Mobile updated its CDL lncentive Pay Policy, changing the incentive amount from 2.5%to 5%o, and made

updates to the Tool Allowance Policy. Once the Personnel Board approves, we will implement the updates after

verifying all meet the criteria.

Thanks,
Leslie

Leslie Hayes Rey, SHRM-SCP, SPHR

Director of Human Resources
Human Resources Department
City of Mobile
25t-208-7832
Ieslie(Ocitvofmobile. orq

ALAEAMA
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CITY OF MOBILE

Policy #: COM-23-002 Tool Allowance

Effective Date: 4/22/ 2023

Supersedes: GAR{01.3-96 13/tl2OtOl
page 1 of 2

MOBILE
ALABAMA

PURPOSE

The City of Mobile offers a Tool Allowance to certain skilled rrades employees who are
required to provide their own tools to perform their job.

POL!CY

1. A Tool Allowance of s110.00 per month is available to city of Mobile full-time employees
whose primary duties are mechanic-type work and when they meet the following criteria:

A. Employed in one of the following non-supervisory job classifications for a minimum of
three months:

1) Body and Paint Mechanic
2) Body and Paint Mechanic Trainee
3) Electrician I or ll
4) Electrician Trainee
5) Electronic Technician
6) Golf Course Maintenance Mechanic
7) Veh icu lar/Equipment Mechanic t, ll or lll
8) Vehicular/Equ ipm ent Mechanic Trainee

2' The Department Head determines which tools are needed to perform the job and
employees who receive the Tool Allowance are responsible for providing their own non-
specialty tools, test lights, battery hydrometers, antifreeze tester, and flashrights.

3. An employee who is receiving the Tool Allowance is expected to use up-to-date tools so
that job efficiency is maximized.

4. lf an employee is absent for 30 days or more, other than paid vacation, the Tool Alowance
will be suspended for the remainder of the employee,s absence.

City ot Mobile I P.O Box 1827 Mobile, Alabama 36633 | www.cityofmobile.org
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CITY OF MOBILE

Policy fl: COM-23-002 ToolAllowance

Effective Date: 4 / 221 2023

Supersedes: GAR-001.3-9 6 (31 tl 20t}l
pageZof 2

MOBILE
ALABAMA

5' The Department Head is responsible for ensuring that employees have the tools needed to
perform the job.

6. When an employee no longer meets the Tool Allowance eligibility criteria, the allowance
must be removed. When the City of Mobile purchases a toolset for an employee or the
employee changes to a job that is not eligible for the Tool Allowance, the department must
immediately remove the allowance. The employee must reimburse the City for any
allowance paid after losing eligibility.

7. The City of Mobile may amend or end the Tool Allowance policy at any time. Department
Heads have the discretion to assign personnel as deemed necessary, as well as revoke the
ToolAllowance for poor job performance or disciplinary reasons. Allowances, like
incentives, are an allowance, not a right.

8. This policy generally applies to non-supervisory personnel, however, supervisory personnel
who routinely perform mechanical/electrical work are eligible for the tool ailowance
provided they obtain approvalfrom their Department Head.

Recommended by:

Leslie Hayes Rey

Director of Human Resources

Date: 4/L812023

Reviewed by:

.4. DeLapp

live Director of Public Works
4/L8/2023

Chief of Staff
Datei 4lt8l2o23

Approved by:

Mayor
Date: 4/78/2023

city of Mobile I P.o. Box 1827 Mobile, Alabama 36G33 | www.cityofmobile.org
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Melissa Smith

From: Rey, Leslie <leslie@cityofmobile.org>

Sent Tuesday, April 25, 202312:03 PM

To: 'Darryl Stark'; Melissa Smith (melissa@personnelboard.org);Gloria Reed

(g reed @ personnel board.org);' Elizabeth Lingerfelt'

Cc: Noletto, John; Mason, Maria; Campbell, Shelia; Boyce, Tara; Robinson, Lashawne;

Ostergren, Arlene

Subject: Policy Updates: CDL lncentive Pay and Tool Allowance

Attachments: CDL lncentive Pay Policy.pdf;Tool Allowance Policy.pdf

The City of Mobile updated its CDL lncentive Pay Policy, changing the incentive amount from2.5o/oto 5%o, and made

updates to the Tool Allowance Policy. Once the Personnel Board approves, we will implement the updates after

verifying all meet the criteria.

Thanks,

Leslie

L,eslie Hayes Rey, SHRM-SCP, SPHR

Director of Human Resources
Human Resources Department
City of Mobile
25t-208-7832
leslietOcitvofmobile. orct
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Memo To: George Smith, Personnel Director
From: Examination Staff

RE: REQUEST FOR SUPPLEMENTAL EXAMINATION

Kevin Beckham requests a supplemental examination for Promotional Police Corporal
scheduled for 515123 at 8:30 a.m. with supporting documentation due to a military training on
the date/time of the exam.

APPLICANT'S NAME:

Date Submitted: 412612023

Job Posting Number: 33411-0822

Exam Closing Date: 412412023

Exam Type: PROMOTIONAL

Applicant - Supporting Documentation (Attac h ed) : SEE ATTACHED

Copy of MCPB Exam Notification (Auached): SEE ATTACHED

RECOMMENDATION: Aooroval: Denial:
StaffInitials: RMI
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From: Kevin Beckham <kevin.beckham92@vahoo.com>
Sent: Wednesday, April 25,2023 11:18 AM
To: Gloria Reed <greed@personnelboard.ors>
Subject: Re: drill letter

Yes.

Sent from Yahoo Mail for iPhone

On Wednesday, April 26,2023, 1 I :l 7 AN'[, Gloria Reetl <greed@personnelb > wrote:

Good morning,

Are you requesting a supplemental exam for the Police Corporal Written Test scheduled for
Friday, May 5, 2023, due to military training scheduled during the exam with the attached
supporting documentation? We normally include an email request from the employee

Please confirm.

Thanks.

Gloria Reed
Human Resource Manager
Mobile County Personnel Board
1809 Government Street
Mobile, Alabama 36606
Phone: 251-445-4571
Fax: 251-47 0-1 708
Email: qreed@personnelboard.orq
www. oersonnelboard.oro
https : //vvww. f a ce bo o k. co m/pe rs o n n e I bo a rdl

From: Kevin Beckham. ,
Sent: Wednesday, April 26, 202310:25 AM
To: oreed@personnelboard.orq
Subject: drill letter

Bsckha

Sent from Yahoo Mail for iPhone
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DEPARTMENT OF THE AIR FORCE
AIR FORCE RESERVE COMMAND

25 April2023

MEMORANDUM FOR 4I't PERSONNEL

FROM: 4l't Aerial Port Squadron
807 H-Street Suite
Keesler AFB MS 39532

SUBJECT: FY23 Directed Drill Dates

l. Effective immediately, the below listed personnel are directed to Annual Training on 5th, 6th
and 7th of May 2023 as authorized in accordance with l0 U.S.C. $ 12301(b) and Air Force
Instruction 36-2254, Volume l, paragraph 5.10:

SRA. Kevin Beckham

2. Excusals from this directed Training will be made by exception only.

3. Questions or additional information should be handled through your chain of command.

ROSCO J. FAIRLEY, TSGT, USAF
4IST RAMP SUPERVISOR
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April 25, 2023
18125536
Kevin Beckham
7564 Broome Ct
Theodore, AL 36582

Dear Kevin:

You are schedul-ed to appear for an examj-nation for the position of #33411-
0822 Prom POLICE CORPORAL (MOBILE POLICE DEPARTMENT).
Pl-ease refer to the important information bel-ow.

Type of Test:
Date of Test:
Time of Test:
Pl-ace of Test:

Written
05/05/2023
8:30 AM
Mobil-e Convention Center
GRAND BALLROOM
1 South Water Street
Mobil-e, AL 36602

ATTENTION- PARKING INFORMATION: There wil-f be a parking attendant for the
Convention Center parking garage. Please inform the attendant that
you are here for the Mobife County Personnef Board Pol-ice Exam. Parking in
this l-ot wil-l be free. If you park elsewhere, you wi.J-I incur a charge.

When you park in the garage, please park a1J- the way in the back towards the
south end. The elevator will- lead you straight to the Grand Ballroom.

Pl-ease report at feast 30 minutes early to allow enough time to park and walk
to the Grand Baltroom. Pl-ease folfow the signs.

PLEASE ALLOW 2 _ 3 HOURS EOR TEST]NG
*** A PHOTO ]D 15 REQU]RED FOR ADMISSION ***

ELECTRONIC DEVICES ARE NOT PERMITTED ]N THE TEST ROOM.

PROHIBITED ITEMS INCLUDE, BUT ARE NOT LIM]TED TO THE FOLLOWING:

BODY CAMERAS, CELL PHONES, SMARTWATCHES, FITNESS WATCHES,

CALCULATORS, RADIOS, ETC.

Note: Please l-eave al-l- electronic devices in your motor vehicle upon
arrival to the test site.

If you have been exposed to someone who has tested positive for COVID-19 or
if you are experj_encing any symptoms of covID-19 such fever, cough,
difficulty breathing, or shortness of breath, call your healthcare provider
for medicaf advice. If you need to reschedul-e your upcoming test due to
ilfness, please contact us at certificatlonsGpersonnelboard.org
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Elizabeth Lingerfelt

From:
Sent:
To:
Cc:

Subject:
Attachments:

Gloria Reed < greed@personnelboard.org
Wednesday, April 26, 2023 1:56 PM

Tiffany Northington; Melissa Smith; Elizabeth Lingerfelt; mharris@personnelboard.org
Darryl Stark

FW: Kevin Beckham

Kevin Beckham supplemental request.pdf; Beckham Kevin Supplemental Request Form

April 2023.docx; Beckahm Kevin Written Test Notice April 2023.docx

Please see the attached request and supporting documentation from Kevin Beckham for a supplemental examination for
the Promotional Police Corporal written examination scheduled tor 5/5/23 at 8:30 a.m.

Let me know if you need any additional information.

Gloria

Gloria Reed

Human Resource Manager
Mobile County Personnel Board
1809 Government Street
Mobile, Alabama 36605
Phone: 251-445-4571
Fax:25L-470-L708
E mail : greed (o personnel boa rd.org
www. person nel boa rd.orP

https://www.facebook. com/personnel boa rdl

From: El iza beth Li ngerfelt <el i nge rfelt@ pe rsonnel boa rd.org>

Sent: Wednesday, April 26, 2023 1:39 PM

To: Gloria Reed <greed@personnelboard.org>

Subject: Kevin Beckham

Gloria:

please find attached the information for Mr. Beckham's supplemental request.

If you need anything else, please let me know.

Elizabeth Lingerfelt
OfficcAssisfant

cl i n gcrfe lt@Fur"so rr nelbo qrdorq

I.909 Gortnrmcnf Strccl

Mobile AL i6606

G5t) +45^r5P2 (Orlce)
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Memo To: George Smith, Personnel Director
From: Examination Staff

RE: REQUEST FOR SUPPLEMENTAL EXAMINATION

Jason Martin requests a supplemental examination for Promotional Police Corporal scheduled
for 515123 at 8:30 a.m. with supporting documentation due to a son's surgery scheduled on the
date/time of the exam.

APPLICANT'S NAME: JASON MARTIN

Date Submitted: 412812023

Job Posting Number: 33411-0822

Exam Closing Date: 4t24t2023

Exam Type: PROMOTIONAL

Applicant - Supporting Documentation (Attached): SEE ATTACHED

Copy of MCPB Exam Notification (Auached): SEE ATTACHED

RECOMMENDATION: Approval: Denial:
StaffInitials: RMI GJR

23 9th  033



Rclt!.tt Tir llrork Stntrrs MARTIN, TtTOMAS - 0000040804r6

Dcumefll type: Retum To Work Siatus
Result date: April 28, 2023 9:23 CDT
Result status: Auth (Vedfied)
Document title: Retum To Wofirschool Ststus
Performed by: Phillips, Didl K RN on Apdl 28, 2023 9;23 cOT
ElectDnically Signed By: Phillips, Dldl K RN on April 28, ?9'3 9:23 Cor
Encounter inb: 662463233105, UABC,',l'limeoP, 412012023 ' 412U2023

Return To Work/school Sratus Enteled on: 4128t2O23 9:29 CDT
Performed On: 412812023 9:23 CDT by Phillips, Didi K RN

Retrm to Wortrschool Staus
Pa bnr Narne/Atld@sgPl,one :
THOMAS MARTIN
1620 ORO{ARD DR W
MO8[.E, AL 36618
Phone: (251) 709(E52

EmP b)re r/klo o I : Employer
FutErtulowup eeded: Yes
Folbwllp Pl4aicbn.' Lisa l(8lbhlnskl MD
dit lc: PACf aIUAB Highlands
Ainic Ap p o inarE nt : 1n8t2023 1 3:fi COT
Pe8on A@mpanyhv Pdtenl : Jason Maflin.
Rcit , To Worl(6dpot@mment: Pleaso allow MrMarlin b reschedule his bstso hat he is avallable May 1€b help

Phillips, Didi K RN - 4,28J2023 9'23 CDT

i,mpleldd AcAon Lldl
perform by PhilllpB, Didl K RN on April 2a, 2023 9:23 cDT

sign by Phi1l1p6, Dldt K RN on April 28t 2023 9:23 cDT
)TERIFY by Phllllpa, Didi K RN on Aprll 29, 2023 9!23 CDT

'd by: Holirpss, Denita

H on: 4282023 13:19 CDT

Page I ofl
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April 25, 2023
53591601
Jason Martin
1354 Lucerne Dr.
Mobil-e, AL 36608

Dear Rashaud:

You are scheduled to appear for an examination for the position of #33411-
0822 Prom POLICE CORPORAL (MOBILE POLICE DEPARTMENT).
Pl-ease refer to the important j-nformation be1ow.

Type of Test:
Date of Test:
Time of Test:
Pface of Test:

Written
05/05/2023
8:30 AM
Mobile Convention Center
GRAND BALLROOM
1 South Water Street
Mobile, AL 36602

ATTENTION- PARKING INFORMATION: There wiff be a parking attendant for the
Conventi-on Center parking garage. Please inform the attendant that
you are here for the Mobi1e County Personnef Board Pol-j-ce Exam. Parking in
this fot wilf be free. ff you park elsewhere, you wifl incur a charge.

When you park in the garage, please park all the way 1n the back towards the
south end. The elevator wiff lead you straight to the Grand Bal-l-room.

Please report at l-east 30 minutes earJ-y to al-l-ow enough time to park and walk
to the Grand Ballroom. Please follow the signs.

PLEASE ALLOW 2 - 3 HOURS FOR TESTING
*** A PHOTO ID IS REQUIRED EOR ADM]SS]ON ***

ELECTRONIC DEVICES ARE NOT PERMITTED IN THE TEST ROOM.
PROHIB]TED ITEMS INCLUDE, BUT ARE NOT LIM]TED TO THE EOLLOWfNG:
BODY CAMERAS, CELL PHONES, SMARTWATCHES, FITNESS WATCHES,
CALCULATORS, RADIOS, ETC.

Note: Pl-ease leave al-l- el-ectronic devices in your motor vehicle upon
arrivaf to the test site.

If you have been exposed to someone who has tested positive for COVID-19 or
if you are experiencing any symptoms of COVID-19 such fever, cough,
difficulty breathing, or shortness of breath, call your heal-thcare provider
for medical advlce. If you need to reschedul-e your upcoming test due to
ill-ness, please contact us at certificatlonsGpersonnefboard.org
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Memo To: George Smith, Personnel Director
From: Examination Staff

RE: REQUEST FOR SUPPLEMENTAL EXAMINATION

Rashaud Grayson requests a supplemental examination for Promotional Police Corporal
scheduled for 515123 at 8:30 a.m. with supporting documentation due to a military training on

the date/time of the exam.

APPLICANT'S NAME: Rashaud Grayson

Date Submitted: 412812023

Job Posting Number: 33411-0822

Exam Closing Date: 412412023

Exam Type: PROMOTIONAL

Applicant - Supportin g Documentation (Anach ed) : SEE ATTACHED

Copy of MCPB Exam Notification (Attached): SEE ATTACHED

RECOMMENDATION:
Initials: F.MI

Aooroval: Denial:
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DEPARTMENT oF THE ARMY Pagelof2
AFRC-RCA_Co .79TH THEATER SUSTAINI,IENT COMMAND

4201 SARATOGA AVE BLDG 1OO1
LOS ALAMTTOS, CA 90720-5t70

ORDER NIIMBER: 033973 26 APti-l 2023

424-33 -0199 SSG
GRAYSON RASHAUD JAMAR HHC 375 SPT BN (wsxxAA)
262 ROLLTNG HILL DR 1501 SOUTH BROAD STREET
DAPHNE, AL 36526-7818 MOBTLE, AL 36605

YOU ARE ORDERED TO ACTIVE DTITY TRAINING SCHOOL IADTS] FOR THE PERIOD IIIDICATED. UPON

COMPLETION OF THE PERIOD OF A.DTS, I'NI.ESS SOONER RELIEVED OR EXTEIIDED BY PROPER AIITHORTTY,
YOU WILL RETURN TO THE PI,ACE WHERE YOU EIITERED A.DTS N.ID BE REIJIEVED FROM SUCH DI'TY.

PERIOD: 5 DUTY DAY(S)
REPORT TO: CAMP SHELBY, MISSISSIPPI
TIME/DATE: NOT T,ATER THAN 08:00 HRS 2O23/05/Ot [VOCO DATE: 2023/04/2'?)
ATTACHED TO:
PURPOSE: Y2 TRIT- RECLAS PRO TNG -OTD (**YM, **A7) COMBAT LIFESAVER CERTIFICATION

ADDIL ]NSTRUCTIONS:
SEE PAGE TWO FOR ADDITIONAL INSTRUCTIONS L]ST.

HOR: SAME AS SNL

4OO734os 021001 $ 673.58
4007340s 021001 $ 300.00
4007340s 021001 $ 51, .54

Total: $ L025.22

PERFORMANCE FACTORS: PART - 1 MDS - 5 FMGR - Y2 IIUC -
PPN: NA COMP: USAR FORMAT: 260 SECURITY CLEARANCE REQUIRED:N PEBD: 20].4/08/t4
AT TRNG DAYS: 29 ADT TRNG DAYS: O ADTS TRNG DAYS: 5 ADOS-RC DAYS: 0

OFFICIAL

79TH TSC

FOR THE COMMANDER:

GII,BERT M. MARTIN
GS-13, CrV
SUPERVISORY RESOURCE
MANAGEMENT OFFICER

FOR ARMY UsE AUTH:10 USC 12301(d) ADTS

ACCOUNTING CLASSIFICATION FOT FY 2023:
APC: R5TBA7 DRN: GRA01990339730

021 20701-0D23 A24FH 1F31DoTRrT 1198
02a 20701-0D23 A24FH 1F31DoTRrr 122A
o2a 207010D23 A24FH 1F31DoTRrr 122D

D] STRIBUT]ON:
5 - INDIVIDUAL
1-UNIT OF ASSIGNMENT
1.FUND MANAGER

1-G-4 (UNIT AT ORDERS)

PROGRAM CODE: 2231, RFO NUMBER: 037276
FUND MGR: Y2 - FTRITB 103 321 SCHOOLS

coMPLETIoN oF CERTIFICATIoN BELow Is REQUIRED oN AIL ToI,Rs oF DT].TY TO RECEIVE/MAIMAIN PAYMENT. I CERTIFY TIIAT I HAVE COMPLIED WITH

THE ABOVE ORDER/A.I"IENDMENTS. I HEREBY CLAIM ANY AMOI'NT DUE ME. THE STATEMENTS ON THIS FORM ARE TRUE AND COMPLETE. IF A FEDERAL

EMPLOYEE, I CERTIFY THAT T HAVE APPLIED FOR THE APPROPRIATE LEAVE. INCLUSIVE DATES OF DUTY PERFORMED ARE TO

(INCLI'DING TRAVEL) A DD FORM 1351.2 WILL/WILL NOT BE SIJBMITTED FOR THIS CLAIM. (FOR PERIODS OF 30 DAYS OR I'4ORE ONLY:) I USED

DAYS OF LEAVE DURING THIS PERIOD. DA FORM(S) 31 ARE ATTACHED FOR LEAVE USED.

SOLDIER,S PRINTED NAI'4E CERTIFYING OFFICIAI'S PRINTED NAME

SoLDIER's SIGNATIIRE/DATE CERTIFYING OFFICIAI' S SIGNATI,RE/DATE

PENALTY: The penalty for willfully making a false claim is:A maximum fine I ne Certifying Ofncer must have personal knowledge or documentation
of $'10,000 or maximum imprisonment of 5 years or both. lsupporting the fact that the duty was satisfactorily performed.of $'10,000 or maximum imprisonment of 5 years or both.
(U.S. Code,Title'l 8,Sec 287)
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DEPARTMENT OF THE ARMY

79TH THEATER SUSTAINMENT COMMAND

4201 SARATOGA AVE BI,DG 1OO1
LOS ALAMTTOS, CA 90720-5170

Page 2 of 2.
AFRC-RCA-CO

ORDER NIIMBBR: 033973

GRAYSON RASHAUD ,JAMAR

252 ROLLING H]],I, DR

DAPHNE, AL 36526-7818

FORMAT': 260

26 Ap,rl-L 2023

424-33 -0199 SSG

HHC 375 SPT BN (WSXXAA)

1501 SOUTH BROAD STREET
MOBTLE, AL 35605

ADDIL INSTRUCT]ONS:
FAII,URE TO COMPLY W]TH THIS ORDER VIOLATES UCM.]

IF YOU CANNOT PERFORM THIS DUTY, NOTIFY YOUR UNIT IMMEDIATELY
DUTY IS OUTSIDE OF COMMUTING DISTANCE.
GOVERNMENT QUARTERS ARE AVAILABLE AND D]RECTED.
GOVERNMENT MEALS ARE NOT AVA]LABLE OR DIRECTED.
COMMERCIAL TRAVEL OFFICE (CTO) NOT USED PER .]TR.
NO TRAVEL ADVANCE OR TRAVEL CARD NEEDED

ORDER MUST BE PAID BY 30 DAYS AFTER TRAVEL OR ORDER WILL BE REVOKED

SUBJECT TO THE AVAILABILITY OF FUNDS.

PERFORMING DUTY ON AN ARMY ]NSTALLATION''
TRAVEL PAID USING DTS (DO NOT F]LE A MANUAI, TRAVEL VOUCHER).

THIS IS NOT A PERSTEMPO EVENT

NO COMM TRANS USED. IBA OR CBA NOT NEEDED

TRAVEL CAN'T BE ACCOMPI,ISHED LESS EXPENSIVELY BY CORRESPONDENCE

SECURE VTC, TELECONFERENCING, OR OTHER WEB-BASED MEANS

PER JTR 4OOO ITEM C2.
THIS ORDER IS NOT A REISSUED MANUAI, ORDER

SUB'JECT TO THE AVA]I,ABILITY OF FUNDS.

BARRACKS PROVIDED FOR LODGING. MEAI,S ARE NOT PROV]DED.

OFFICIAL

79TH TSC

FOR THE COI4MANDER:

GTLBERT M. MARTIN
GS-13, CrV
SUPERVISORY RESOURCE
MANAGEMENT OFFICER
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April 25, 2023
23307855
Rashaud Grayson
262 Roll-ing HilI Dr.
Daphne, AL 36526

Dear Rashaud:

You are scheduled to appear for an exami-nation for the positj-on of #33411-
0822 Prom POLICE CORPORAL (MOBILE POLICE DEPARTMENT) .

Please refer to the important information bel-ow.

Type of Test:
Date of Test:
Ti-me of Test:
Pl-ace of Test :

Written
05/05/2023
8:30 AM

Mobil-e Convention Center
GRAND BALLROOM
1 South Water Street
Mobile, AL 36602

ATTENTION- PARKING INFORMATION: There wil-l- be a parking attendant for the
Convention Center parklng garage. Please inform the attendant that
you are here for the Mobife County Personne.I Board Pol-ice Exam. Parking in
this Lot wil-I be free. ff you park elsewhere, you wj-1I incur a charge.

When you park in the garage, please park all the way in the back towards the
south end. The el-evator wil-l Iead you straight to the Grand Bafl-room.

Please report at least 30 minutes earJ-y to affow enough time to park and walk
to the Grand Ballroom. Please folfow the signs.

PLEASE ALLOW 2 - 3 HOURS FOR TESTING
*** A PHOTO ID IS REQU]RED FOR ADMISS]ON ***

ELECTRON]C DEVICES ARE NOT PERM]TTED ]N THE TEST ROOM.
PROHIBITED ITEMS INCLUDE, BUT ARE NOT LIMITED TO THE FOLLOWING:
BODY CAMERAS, CELL PHONES, SMARTWATCHES, FITNESS WATCHES,
CALCULATORS, RADIOS, ETC.

Note: Please feave afl- el-ectronic devices in your motor vehicle upon
arrival to the test site.

If you have been exposed to someone who has tested positive for COVID-19 or
if you are experiencing any symptoms of COVID-19 such fever, cough,
difficufty breathi-ng, or shortness of breath, call your heafthcare provider
for medical advj-ce. If you need to reschedul-e your upcoming test due to
i1lness, please contact us at certj-ficationsGpersonnelboard.org
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Elizabeth Lingerfelt

From: Gloria Reed <greed@personnelboard.org>
Sent: Friday, April 28, 202310:06 AM
To: Elizabeth Lingerfelt; Melissa Smith; mharris@personnelboard.org; Tiffany Northington
Cc: Darryl Stark
Subject: Supplemental Exam FW: Military Leave

Attachments: FY23_033866_Grayson_SSG_375.pdf; Grayson Rashaud Supplemental Request Form

April 2023.docx; Grayson Rashaud Written Test Notice April 2023.docx

lmportance:

Please see the attached request and supporting documentation from Rashaud Grayson for a supplemental examination
for the Promotional Police Corporal written examination scheduled for 5/5123 at 8:30 a.m.

Let me know if you need any additional information.

Gloria

Gloria Reed

Human Resource Manager
Mobile County Personnel Board
1809 Government Street
Mobile, Alabama 36606
Phone: 251-445-4571
Fax: 251,-470-1708
Email: sreed @ personnelbcard.orR

www. person nel board.org
https ://www.facebook.com/person nel boa rd/

From: G rayson, Ra sha ud <rasha ud.grayson @cityofmobile.org>
Sent: Friday, April 28, 2023 8:37 AM
To: Ce rtificatio n @ pe rsonne I boa rd.o rg; G RE E D @ pe rso n nel boa rd.org
Cc: Robinson, Cla rence <clarence. robinson @cityofmobile.org>
Subject: Military Leave

Good Morning to whom it may concern,

I'm scheduled to participate in the Corporal Exam next week on the 5th of May, but I'll be out of town on
Military Orders. I was directed to contact you & request a supplement for the exam.

Please see my attached orders.

Sent via the Samsung Galaxy S20 FE 5G, an AT&T 5G smartphone
Get Outlook for Android

Hgh
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George Smith, Personnel Director
Examination Staff

REQUEST FOR SUPPLEMENTAL EXAMINATION

Ronald Robinson requests a supplemental examination for the Promotional Police Corporal
(City of Mobile) scheduled for 515123 at 8:30 a.m. Mr. Robinson states with documentation that
he will be absent for the examination on Friday, May 5, 2023, due to college graduation ceremony
during the date and time of the examination.

APPLICANT'S NAME: Ronald Robinson

Date Submitted: 412512023

Job Posting Number: 33411-0822

Exam Closing Date: 412412023

Exam Type: PROMOTIONAL

Applicant - Supporting Documentation (Auached): SEE ATTACHED

Copy of MCPB Exam Notification (Auached): SEE ATTACHED

RECOMMENDATION: Aporoval: Denial:
Staff Inilials: RMI
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From: Robinson, Ronald <ronald.robinson@cityofmobile.org>

Sent: Tuesday, Aptil25,2023 2i27 PM

To: greed @personnelboard.org
Cc: Cook, Michael <michael.cook@cityofmobile.org>

Subject: Police Corporal Exam Conflict

Good afternoon,

My name is Ronald Robinson. I received and email stating the Corporal exam for the Mobile Police

Department is on May 5, 2023 at 8:30am. On that same day, I have to be in Montgomery, Alabama at 1:30 for
my college graduation. I recently graduated from Faulkner University with my Master's Degree in Justice

Administration. I already paid the $150 dollar graduation fee along with invited my family to the graduation. ls

there any way that I can take the promotional exam at a later date? Below you will find a copy ofthe email
confirming my graduation date along with receipts for my cap and gown and receipt graduation fee:

You are receiving this email based on your desired participation in the upcoming May ceremony.
Your ceremony will be held on Friday, May 5, 2023 and will start at 1:30pm. Due to limited seating
and capacity restrictions, you are only allowed to bring erght guests to the ceremony. Any
guests beyond your allotted amount will be asked to sit in overflow seating in the rotunda
auditorium. The ceremony will be held at the Tine-Davis Gymnasium on the campus of Faulkner
University located at 5345 Atlanta Hwy., Montgomery, AL 36109. You must arrive one hour prior to
the ceremony start time to complete any necessary steps. Regalia (cap and gown) orders must be
placed by March 24,2023 in order for it to arrive on time. For the Jostens link (Regalia website),
click here. For the Faulkner University graduation page, click here.

Mr. Garrett Redman

Military and Veteran Services Coordinator, Graduation Coordinator

My Contact lnformation :

Office: (334) 386-7146

Email: oredman@faulkner.edu

VA Contact lnformation:

VA Education: (888) 442-4551

Alabama VA Office (334) 242-5077

lf you know of or are a Veteran in crisis, check out the resources below:

. Call 988 and select 1

. Text 838255

. Call 800-799-4889 (for those with hearing loss)
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Hello Ronald,

On behalf of your school and Jostens, we would like to thank you

for your recent order. We are pleased to let you know that your

order has shipped today.

THE PRODUCTS SHIPPING TO YOU ARE:

QtY Product

1 Package: BDG Graduation Outfit Master

YOUR ORDER IS SHIPPING TO:

RONALD ROBINSON

1230 FOREST GLEN DR W

MOBILE, AL 36618

THE ORDER SHIPPED VIA:

UPS

Tracking Number: 121Y956W0379356997

$150.00 Paid
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Thank you for your investment in Christian
education at Faulkner University.

Ronald Robinson
Transaction I D: AG0A6CF00A38
01t19t2023

PaymentDescription: GraduationApplication $150.00
Fee

Total $150.00

View Form uere Faulkner University5345 Atlanta Highway,

Montgomery, AL 36109(800) 879-9816
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April 25, 2023

12010906

Ronald Robinson
1230 Eorest Gl-en Dr. W

Mobil-e, AL 36618

Dear Ronald:

You are schedul-ed to appear for an examination for the position
POLICE CORPORAL (MOB]LE POLICE DEPARTMENT).
PIease refer to the important j-nformation bel-ow.

Type of Test:
Date of Test:
Time of Test:
Place of Test:

When you park in
The el-evator wi-l-l-

Pfease report at
Grand Bal-l-room.

ATTENTION- PARKING INFORMATION: There wilf be a parking attendant for the Convention
Center parking garage. Please inform the attendant that you are here for the Mobife
County Personnel Board Pol-ice Exam. Parkj-ng in this 1ot wilf be free. If you park
e-Isewhere, you wiff incur a charge.

Written
05/05/2023
8:30 AM
Mobil-e Convention Center
GRAND BALLROOM
1 South Water Street
Mobile, AL 36602

the garage, please park all the way in the back
J-ead you straight to the Grand Bal-lroom.

Ieast 30 minutes early to alfow enough time to
Pl-ease follow the signs.

of #33471-0822 Prom

towards the south end

park and walk to the

PLEASE ALLOW 2 - 3 HOURS FOR TEST]NG

*** A PHOTO ID IS REQUIRED FOR ADMISSION

***ELECTRONIC DEVICES ARE NOT PERM]TTED ]N THE TEST ROOM.
PROHIB]TED ITEMS INCLUDE, BUT ARE NOT LIMITED TO THE FOLLOWING: BODY CAMERAS,
CELL PHONES, SMARTWATCHES, FITNESS WATCHES, CALCULATORS, RAD]OS, ETC.

Note: Please l-eave all electronic devj-ces in your motor vehic.l-e upon arrival to the
test site.

If you have been exposed to someone who has tested positive for COVID-19 or if you are
experiencj-ng any symptoms of COVID-19 such fever, cough, difficulty breathing, or
shortness of breath, call your healthcare provider for medicaf advice.
If you need to reschedufe your upcoming test due to i1Iness, pJ-ease contact us at
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Elizabeth Lingerfelt

From: Gloria Reed <greed@personnelboard.org>
Sent: Tuesday, April 25, 2023 4:12 PM

To: Melissa Smith; Elizabeth Lingerfelt; Tiffany Northington; mharris@personnelboard.org
Cc: Darryl Stark
Subject: Supplemental Examination Request - Ronald Robinson
Attachments: Robinson, Ronald Supplemental Request Form.docx; Robinson Ronald Request &

Supporting Documentation April 2023.docx; Robinson Ronald Written Test Notice April
2023.docx

lmportance: High

Please see the attached request from Ronald Robinson for a supplemental examination for the promotional Police

Corporalwritten test which will be administered on Friday, May 5, 2023.

Gloria Reed

Human Resource Manager
Mobile County Personnel Board
1809 Government Street
Mobile, Alabama 36606
Phone: 25t-445-4571
Fax: 251,-470-1708
Email : greed @ personnelboard.org

wurw. person nelboa rd.org
https://www.facebook.com/person nel boa rdl
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Dr. DarrylStark, Assistant Director p f'-) )MEMO TO:

FROM:

DATE:

RE:

Karen Hempfleng, Human Resource Manager

April28,2023

Mobile Area Water & Sewer System - Request to Create a New Field Operations

Pay Plan

On April L3,2023, a request was received from Billy J. McCrory, Jr., Water and Sewer Director,

Mobile Area Water and Sewer System (MAWSS)to create a new Field Operations pay plan. This

new pay plan was requested to be set al5% above the current MAWSS pay plan.

Ms. Fatima Washington, Director of Administrative Services and Customer Experience, was

contacted for additional information. Ms. Washington explained that MAWSS has experienced

significant challenges in attracting and retaining employees in field operations areas. The

physical challenges of the work environment for field operations versus a more controlled

environment Iike plant or office operations tends to make it more difficult to attract and retain

the best candidates. Employers with similar operations often recognize the physical and

technical challenges of field operations by offering more competitive pay for those occupations.

ln order to recognize the additional challenges faced by MAWSS Field Operations, a separate

pay plan is being requested. This proposed new pay plan will include the classifications listed

on the chart below. The pay grades will remain the same for each classification as in the

current pay plan. However, the pay amounts for each salary grade should be increased bV 5%.

Dr. Felecia Daily White, lnformation Systems Manager for Mobile County Personnel Board was

contacted regarding the appropriate pay table for MAWSS Field Operations. She noted that the

current MAWSS pay plan is assigned to table AM. lf approved, the proposed MAWSS Field

Operations pay plan would be assigned to table AO. Table AO is also currently utilized by

Mobile County Emergency Management.

The classifications requested for inclusion in the proposed MAWSS Field Operations pay plan as

well as the Step A pay rates are shown in the chart below'

Classification
Classification

Code

Salary
Grade Step Hourly Monthly Annual

Crew Chief 14800 t4 A 522.0t s3,814.62 545,77s.40

Equipment Operator I I 3450 10 A s18.06 s3,130.83 S37,570.00

Equipment Operator II 1 3500 ll A s18.e8 S3,289.33 539,47L.98
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Equipment Operator III 1 3550 13 A s20.es s3,630.81 S43,569.68

Equioment Operator Trainee 13495 9 A s17.1e 52,979.97 S35,579.67

Meter Repair Technician I I 5040 10 A s18.06 S3,130.83 S37,570.00

Meter Repair Technician II I 5045 ll A s18.s8 S3,289.33 539,47L.98

Meter Repair Technician III 15046 13 A s20.9s S3,630.81 S43,569.G8

Public Service Supervisor I 14850 16 A 524.29 54,2rO.62 iso,Szl.ql

Public Service Supervisor II 14900 l7 A s2s.s2 54,423.79 Ssq,qtz.5a

Public Service Worker I I 3300 8 A s16.36 s2,836.38 S34,036.56

Public Service Worker II 1 33s0 l0 A s18.06 $3,130.83 S37,570.00

Public Service Worker III I 3400 t2 A s19.e4 53,455.85 54L,47o.25

Water Service Chief
Construction Inspector 15412 l9 A 528.L7 s4,883.03 S58,596.38

Water Service Construction
Inspector I 5410 t6 A 524.2e 54,2L0.62 5s0,527.47

Water Service Supervisor I 15142 t6 A 524.2s $4,2Lo.62 5so,527.47

Water Service Supervisor II 15r52 t7 A szs.s2 54,423.79 554,4L2.56

Unskilled Laborer r3290 7 A s1s.s8 52,699.7L 532,396.49

Based on the information received from Mr. McCrory and Ms. Washington, I recommend the

Board approve the request of Mobile Area Water and Sewer System for the adoption of the

Field Operations pay plan for the classifications listed to be effective May 6,2023.

lf you have any questions, or if you need additional information, please let me know.
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Dr.nJf
q/tr

/)
)

Apil 4,2023

Eh. Darryl Sra*
Assistant Personnel Di rector
Mobile County Personnel Board
P. O. Box 66794
Mobile, AL 36660-1794

Dear Dr. Stark:

The Board of
table for emp
retain employ
work. We are
pay table and
MAwss pay tablc. we have attached a list classifications for thc new pay tablc.

Your assistance is appreciated. If any additional information is required please contact me or Ms.Fatlma Washingon. Thank you for your assistancc in this maner.
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Posltlms.FleE Opcratlon
Crew Chief
Equlpment Operator I

Equipment Operator I

Equipment Operdtor I

Equipment Operator
Equipment Operator t

Equipment Operator Trainee
Meter Repair Techniclan I

Meter Repair Techniclan I
Public Service Supervisor I

Public S€rvlce 5up€rvisor lt

Public Service Worker I

Public Service Worker I

Public S€rvice Worker I

Public S€rvice Worker I

Public Servlce Worker lt
Public Service Worker
water Servlce Chief Const lnsp
Water Sewice Const lnsp
Water Service Supervlsor I

Water Servlce Supervisor ll
Unskilled Laborer
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From:
Sent:
To:
Cc:

Subject:
Attachments:

Good Moming Mr. Stark,

Please see the attached requests.

Thank you,

Amy Beatv
Administrative Support Assistant
Mobile Area Water & Sewer System
Human Resources
251-694-3t47
aharrison@mawss.com

Beaty, Amy D. < ADBEATy@mawss.com >

Monday, April 10, 2023 tO:50 AM
'Darryl Stark'; 'Melissa Smith,
Washington, Fatima M.
Requests for Pay Scale Change, Salary Grade Changes, & position Creation
5% Pay Scale Change Request for Field Operations.pdf; Request for Salary Grade
Change (for Lab Tech I and ) and the Creation of Lab Tech t.pdf
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MAYOR
Donald Nel:,an

CITY CLERK
Marcl Brown

BUILDING INSPECTOR
Daaid Moss

CITY OF CREOLA
Since 1978

CITY COUNCIL
kndal Hadawal

Codl Cbanbhss

lVendl lgnch
Harold Parmer

Mark Honell

MAGISTRATES
Linda Hoiles
Christie Bryant

April28,2023

The Personnel Board for Mobile County
Attn: Danyl Stark
PO Box 66794
Mobile, AL 36660

Dear Mr. Stark:

As mayor of the City of Creola,I am asking for an across-the-board COLA (Cost of Living

Adjustment) of 5% for all employees to be effective June 3,2023. This was approved during our

council meeting held last night, Apri|27,2023. Thank you for your help in this matter.

Sincerely,

fiorolrf,ff[ro,
Mayor

9615 Old Highway 43. Post Ofhce Box 490.Creola.Al- 36525

OfFrce 25'1,-67 5-81'42.F ax 251-980-1,87 7

23 9th  052



Elizabeth Linqerfelt

From:
Sent:
To:
Subject:

Marcy Brown < mbrown@cityofcreola.org >

Friday, April 28, 2023 9:26 AM
Melissa Smith; eli ngerfelt@ personnelboard.org

COLA Raise for Creola

Attachments: COLA raise for Creola .docx

Please find the letter requesting a COLA raise for Creola...thanks!

rt*"J"6,o*

City Clerk
City of Creola
P.O. Box 490
Creola, AL 36525

251340-2052 office
205 522-6373 cell

23 9th  053



The Personnel Board for Mobile Couhty, Alabama
1809 Government Street
Mobile, Alabama 36006

P. O. Box 66794
Mobile, Alaba ma 3OGG0-1794

Phone: 2St-470-1727

Fax:25L470-L708
www. personnelboard.org

April 18,2023

NOTICE OF PIJBLIC IIEARING

The Personnel Board for Mobile County, Alabama, has scheduled a public hearing to be held in its
office at 1809 Govemment Street, Mobile, Alabama, on TUESDAY, iVlav 2, 2023,-at 2:00 p.m., for
consideration of comments and suggestions concerning tnr foUo*i"gEqr.str t* ttJ City of
Mobile:

Robert D. Brown, Chair
Adam Strange, Vice-Chair
Talma Carstarphen, Associate

Willie T. Gray, Associate

Patrick Mitchell, Associate

DarrylStark, Ph.D.,

lnterim Personnel Director

1.

2.

3.

4.

Amendment of the attached specification for the classification of City Engineer,

Amendment of Salary Grade of 27 to Salary Grade 29 for the classification of City
Engineer,

Amendment of the attached specffication for the classification of Assistant City
Engineer,

Amendment of Salary Grade of 26 to Salary Grade 28 for the classification of
Assistant City Engineer.

P[..)\,
Darryl Stark, ph.

Interim Personnel Director

23 9th  054



n .-
MEMO TO: Dr. Darryl Stark, Assistant Director U W I

FROM: (aren Hempflen8, Human Resource Manager

DATE: April 14,2023

RE: city of Mobile - Request to Amend the city Engineer and Assistant city Engineer

Classification Specifications and Salary Grades

on March 24,2023 and March 28,2023, requests were received from Leslie Rey, Director of

Human Resources for the City of Mobile, to amend the salary grades for 26 classifications. This

report will provide information reBarding two (2) of the requests for amendments and two (2)

incumbent pay changes. The classifications to be addressed are city Engineer and Assistant city

Engineer. Shannon Williams, Personnel Classification and Assessment Analyst ll, was assigned

to explore this request and a summary of her findings are attached'

Based on the information submitted by the City of Mobile and Ms. Williams' research, I

recommend the Board set a date for a public hearing for consideration of the following request

for the City of Mobile:

(A) Amendment of the attached specification for the classification of city EnEineer,

(B) Amendment of salary grade 27 158,420.92 - 513,462.10) to salary grade 29 (s10,260.07 -

S16,402.25) for the classification of City Engineer,

(c) Amendment ofthe attached specification for the classification of Assistant city

Engineer,

(D) Amendment of salary grade 26 (s7,628.94 - s12,196.0o)to salary grade 28 (s9,295.12 -

S14,859.64) for the classification of Assistant City Engineer,

(E) lf (A) and (B) are approved, adjustment of pay is requested for the current city Engineer

incumbent,NicholasAmberger,fromsalarygrade2T,stepMtosalarygrade29,Stepl,
(F) lf (c) and (D) are approved, adjustment of pay is requested for the current Assistant city

Engineer incumbent, Rosemary Ginn from salary grade 26, step F to salary grade 28'

step B.

lf you have any questions, or if you need additional information, please let me know.
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MEMO TO:

FROM:

DATE:

RE:

Karen Hempfleng, Human Resource Manager

Shannon Williams, Personnel Classification and Assessment Analyst ll

April 14, 2023

Request from the City of Mobile - Amend City Engineer and Assistant City Engineer

Classification Specifications and Salary Grades

on March 24,2023, a request was received from Leslie Rey, Director of Human Resources, to amend the

City Engineer classification salary grade from 27 to a salary grade 29. Ms. Rey also requested an

amendment to the Assistant city Engineer classification salary grade from 26 to a salary grade 28.

ln the request, Ms. Rey stated that "the city of Mobile is restructuring its salary plan to ensure it is

competitive with comparable cities and local government'' and that restructuring the salary plan would

lmprove recruitment. Ms. Rey referred me to Nicholas Amberger, city Engineer, and Rosemary Ginn,

Assistant City Engineer as subject matter experts. After reviewing similar classifications within the

Mobile County Merit System, I called Ms. Ginn for more information about the Assistant City Engineer

classification specification. ln our discussion, it was noted that both the City Engineer and County

Engineer classifications were last amended in 2007 and would likely need to be updated to reflect the

current tasks, duties and responsibilities. Ms. Ginn provided current information about the role of the

Assistant City Engineer and we discussed how there were many slmilarities to the Assistant County

Engineer classification specification which is a salary grade 28. Additional classifications withln the

Mobile county Merit system at a salary grade 28 with similar requlrements as the Assistant city

Engineer classification include Deputy Public Works Director and Public Works Director and all require a

minimum of a bachelor's degree in civil engineerinB and five years of experience in the manaBement of

Bovernmental public work departments and comprehensive knowledge of the principles and practlces

of civil engineering or municipal public works, planning and adminlstration. The City of Mobile has also

proposed a salary grade 28 for the Assistant City Engineer classification.

ln my discussion with Mr. Amberger, he stated that he had reviewed the current City Engineer

classification specification, but believes that the County Engineer classification specification more

accurately reflects the essential requirements, tasks, duties and responsibilities of the City Engineer

classification. Subsequently, amendments have been proposed for the City En8ineer classification that

more closely aligns with the specification for the County EnBineer classification.

Classifications within the Merit System that are at a salary grade 29 include the following: County

Engineer, Public Works Director/Chief Engineer of the Division of Public Roads and Deputy Public Works

Director/Assistant County Engineer (currently unfilled). These classifications are all utilized by Mobile

county and involve administrative and professional engineering work in planning and directinB

engineering activities, require thorough or comprehensive knowledge of civil engineering, a minimum of

a bachelo/s degree in civil engineering and five years of responsible engineerinB experience. The City

Engineer classification also requires a minimum of a bachelor's degree in civil engineering and a

minimum of five years responsible engineering experience. The City of Mobile likewise requests

consideration of salary grade 29 for the City Engineer classification'

My research indicates that the proposed salary grades for the City Engineer and Assistant City Engineer

classifications would be in alignment with classifications within the Mobile County Merit System with

equivalent levels of education and experience requirements.

23 9th  056



Based on my research and evaluation of the request, I recommend the following actlons:

A. Amendment of the attached specification for the classification of city Engineer,

B.Amendmentofsalarygrade2T(58,420.92-513,452.10)tosalarygrade29(510,25007-
S16,402.25) for the classification of city En8ineer,

c. Amendment of the attached specification for the classification of Assistant Englneer,

D.Amendmentofsalarygrade2s(S7,52S.94-512,195OOltosalarygrade28(59'295'12-
S14,859.54) for the classification of Assistant City EnBineer'
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CLASS CODE:

ASSISIAiIT OW EITGIT{EER

lff{D OF WORI(: This is responsible administrati and professional engineering work in assistieg-iR

planning and directing the engineering activitles of the Department of Public Works.

DSnilGUtSHlilG FEATURE OF fiE WORK: An employee in this class

of the design, inspection and construction of a variety of
municipal en8ineering poect
necessarv. work is performed under the general

aireeiensgqiEigo of the Citv EnsineerP{rbli€-lAle+ksDi{eee+. +aministrativ+a9irection 4gEgpertdgion is

exercised over professional, technical and clerical personnel engaged in engineering design, construction and

maintenance activities.

EIAMR^ES OF WORK: (Any one position may not include all of the duties listed nor do the listed oomples include

all tasks which may be found in positions of this class.)

insoections.

design and review process*

aAdministe6 contracts

n.

ects'

hgetof4

23 9th  058



Reviews and resolves construction problems and difficulttes.

Represents the department at conferences and public meetints'

@

As6iste9[gctliR land dlsturbance permitting r€view.

nssists+si*a+ainage+al€slatiecs"

Evaluates flood plain studies.

Manases @bdivision Plat review

@
right-of-way perm itting process.

Manapes Sup€nIsegthe review of legal descriptions and drawings of dninage easements and rlghts-of-way for

acquisition.

SupeFrise+gjGglfthe maintenance of bridge inspection reports.

Performs related work as required.

ESISEIITIAI. REOIJIREMEilI]S OF THE WORK:

Comorehensive Th€r€u€hknowledge of the principles and practices of civil engineering as applied to design and

cor,rtru&ion standards and methods used in water, sewer, road and bridge and other public workS activities.

Th€fesghIhglglELknowledge of eg ecinef,€es€+d+e€sl€ti€nsordinances.

resulations and standards goveming public works construction and engineering.

and oerformance evaluation.

Page 2 of4
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maintenance of oublic records.

Ability supervise the activities of professional, suFprofessional, and inspectional end+l€ri€al

personnel

Ability to rwiew complex engineering problems, proposals, plans and specifications for errors and suggest

remedies or altemative solutions.

assigned functions.

aDoropriate ad iustments.

ed'

Ability to establish and maintain effective working relationships with public officials, associates, other employees

and the general public.

PHYSICAT REOUIREMENTS:

oulline of obiects and materials.

MtiltMUM OUAUFTCAnON REOU|REMEilIS: Attainment of a minimum of a bachelo/s degree from a recognized

cothge or unirersity in civil engineering and a minimum of five years preg+essirelyjnqggglngly responsible-

experience in a governmental en€in€erif,€{€+public wo*s

deoa rtment. ediYitie+including
or a combination of education and experience equivalent to these

requirements.

Page 3 of 4
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SpECtAt REQUIREMEiITS: ft€gi++etie{1!lC!S!I9 as a Professional Engineer by the State Board of Licensure for

Professional Engineers and Land Surveyors in the State of Alabama.

Adopted: 1ol08/85 wrP: 1 year

Amended: Otl}3lglPBSurvey PhysicalGroup: ll

Amended : O7 | Ol I 20 Condrey 20o7

Arrirndqd

Page 4 of4
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CTASS CODE:

C]W Ef{GtilEER

Xtt{D OF WORX: This is professional engineering and administrative work in assisti€€irrit+planning for public

works and directing engineering activities.

DEnilGUtSHtl{G FEATURES OF THE WORK: An employee in this class is responsible for directing the city

Errg'r*ri"S D"p.,tment in all public works improvement progrilms. Work is performed in accordance with broad

policies under the general supervision of the Executive Director of Public WorkslA/e+ks€i+eete+ ith

considerable independent judgment exercised in carrying out responsibilities. Administrative direction and

Sgupervision is exercised over

EXAIUIPIES Of WORX: (Any one position may not include all of the duties listed nor do the listed examples include

all tasks which may be found in positions of this class.)

ManaP,es and Ddirects

Sup€Frisei4qirects, manages and coordinates the overall activities of the engineerinB staff, technicians, and

other department Personnel.

Page I of,l
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ReDresents the Executive Director of Public Works in his/her absence.

rrective action.

Serves as the Stormwater and Flood Plain ManaSer.

Plans, coordinates, organlzes, supervises, implements, and monitors the Capital lmprovement Program and

oversees the disbursement of funds.

Plans, develops, and implements the Engineerlng Department's operating budget.

Reviews and authorizes contractor and consultant change orders, amendments, and invoice payments.

Disaster ProSram and hazard mitigation Srants.

serves as the civs authorlzed FEMA agent for the disbursement of FEMA funds.

Presents reports to the Mayor and Councll reSarding projects, complaints, and problems.

provides Aassi the cit/s legal staff and represents the clty in department related court cases.

Assists the Public Services Director in public works problems.

Coordinates public worts projects with other city operations and agencies.

Coordlnates FEMA disaster activitles.

Performs related wort as required.

@:

administration.

Page 2 of4
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Comprehensive knolledge of the civs stormwater ordinance, FEMA flood plaln regulatlons, and other related

city, state, and federal regulations.

blic relations.

maintenance of oublic records.

Thorough knowledge of FEMA public assistance disaster relief regulations and FEMA grant policies and

pmcedures.

aDorooriate adiustments.

enAineerinP activities.

res.

Page 3 ofzl
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and the Peneral public.

and+he#li€.

PHYSICAT REQUIREMENTS:

MII{IMUM OUAUFTAnOil REQUTREMEilE: Attainment of a minimum of a bachelor's degree from a recoSnized

."ll"g" 
"^r'r."rityin 

civil engineering, preferably supplemented by a maste/s degree in public administration

e

pfejees; Or a combination of educztion and experience equivalent to these requirements.

spEGlAL REQUIREMEilni: Licensure as a Professional EnSineer by the srate Board of Licensure for Professional

Engineers and Land Surveyors in the State of Alabama.

Adopted: o8l2olgL
Amended: UlO2/92
Amended: O2h8/98
Amended: O2l28lO2
Amended: 08/02110 CondreY 2007

WTP: l year

Physical Group: lll

Psge 4 of4
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D*,
Fronr:

SCltt:

To:

R€y, L.slie <lesl're@cityofinobile.org>

Wldne5day, March 22, 2023 2:.O pM
'Georgc Smith'; Meliss. Smith (m€lissalppcBonnrtboard.org); .Daryl Start.; Gloria Reed
(gre.d@pcEonnclboard.ong)i ktEmpfl Gng@p.rsonnetboard.org;'Elizabah Ung.r{rtt,
City of Mobile P.y Gradc AmendmcnG (pan r of 3)
Engineering.pdt Traffi c Engirreringffi REAM.pdt

Subr.ct
Attrchrlrcnta

Ihe City of Mobile it restructuring its salary plan to ensure it i! competitive with comparable cities and local
govlrnmlnt. The followlng are ou. tegucated clranga3 with more d€tail on the att ched personnel Action Requcsts as it
r€l.tes to the pay grade increasa and thr adiustmrnt in imumbGnts pay:

,ob CLsilllc.tlon Fom fo
City Englnc.r
Assistant City EnBineet

Traffi c Engineerhg Oliector
Asiistam Traffic Engin€crinB Diractor
TratfiE Technician I

Trafr€ Technicien ll

oirector of Real Estate Assct Man.tam.nt
Dcputy Dlrcctor of Re.l Est.tc Assct Mtmt
Rcal Estate Oficer
Architect
Architcctural EnSineer

Building Maintenance Superintendent

We look fonf,ard to urortiq with the Prrsonnel Bo.rd to compHe our salary project. lf I crn be of aisirtanc!, plcase let
me knou.

Ihanks,
Leslie

Ierlb Hayer Roy, SHRM-SCP, SPIIR
Dirccror oI Human Rerourcer
Humen trcrourcar Depa menr
City o, Mobile
zgt-24I}7432
leslie@cityptnobile. org

27 29

26 2t

27 2E

25 27
10 11

t2 13

25 27
24 25

2t 21
22 23

2t 22

20 22
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PERSONNEL ACTION REOUEST

To: Personnel Dlrector

Mobile County Personnel Board

FROM: Ctty of Mobile
&ZL-r-..., (r- r, r@ u-on 0312u2023

Mayor or Authorized Slgner

Routing:

Drte of Requcat:

Type of Action:

031ts12023

Pay Grade lncrease & lncumbent Pay Adjustment

Deprrtmetrt Numu.., IDepartment Nrm.' Engineering

MCPB Description:

Name: - Employee No.

tltle: City Engineer

Effective Date (drte after lsst payroll day): 0412212023

Justlllcatlon:
The City of Moblle salary plan restructuring wlll Improve recruitment and be competltive with comparable cities and localgov't:

1)Amend City Engineer pay grade from grade 27 (S101,051-161,54s) to grade 29 (S 123,120-196,827)

2) Adjust Nlcholas Amberger (emp# 14506) from 27 M+2 to 29 l+2

urliePu
t4rdr&rllur(con 03/rs/2023 ula-tupp.-.ibbrxxIliD)rnoo 0312u2023

Budget Approval

Iluman Resources:

03/2V20231123:AM
Rec,

03/2 r/2023 I l:45rAMcomP'-

(Additional Co m ments Be lob,)

Department Head

vry
Executive Director

031ls12023

Ifrr.o rlquih rowe'-Mobrle,-4t3!Q4!!fE992!!q:!!!.1?5-f) 29!:ZF3- !qr!tqL6 HR 10oe J !r!! ]
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ADDITIONAL COMMENTS

DEPARTMENT:
N ichotas Amberger: 291+2 (11), S157,605 I'tt,575,77 lht

EXECUTIVE DIRECTOR:
Recommend APProval

HUMAN RESOURCES:

nla

BTJDGET:

nla

MAYOR:

nla
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PERSONNEL ACTION REOUEST

To: Personnel Director

Moblle County Perconnel Boerd

FROM: CttyofMoblle
lz,i 2-
L&E F,r,ratur(Dir 0312t12023

Mayor or Authorlzed Slgner Date

Routlng:

D.te of Re{u6t:

Type ofAcdon:

031Ls|2023

Pay Grade lncrease & lncumbent Pay Adjustment

Deprrtment Numu.., $- Departrncnt Nam.' Engineering

MCPB Description:

Nome: - Employee No.

Title: Assistant City Engineering

Elfecdve Drte (date after last poyroll day): 0412212023

Justillcatlon:
The City of Mobite salary plan restructuring will improve recrultment and be competitlve wlth comParable clties and local gov't:

l) Amend Assistant City Engineerfrom pay grade 26 ($91,547-146,351) to Srade 28 (S111,541-178,315)

2) Adjust pay of Rosemary Ginn (emPf 12884) from 26 F+6 to 28 B+5

lttl,io fu,u
brEyt,rr'raurrctD 0311512023 elia-SaDz-6rsoLr,ht,!r@0 0312L12023

Department Heod Budget Approval

Human Resourcec:

Date

v7, 03lLsl2O23 03./21120231.Ir23:Ar'l 03nr20zt1l:27lAMRec. Comp.-
DrteExecutive Dlrector

(Additlonal Co mments B elo|l')

iHgm.n n..ofrces-2o5 Gov Frylobllc, At.36602-(25 153 form q46 liE,mg€,E! 11
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ADDITIONAL COMMENTS

DEPARTMENT:
Rosemary Glnn,28 8+6 (8), S132,587/yr, 563.74lhr

EXECUTM DIRECTORT

Recommend Approval

HI'MAI\ R.ESOI]RCES:

n/a

BUDGET:

nla

MAYOR:

nla
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The Personne! Board for Mobile Couhty, Alabama
1809 Government Street

Mobile, Alabama 36606

P. O. Box 66794

M obile, Ala ba ma 36660-77 94

Phone: 25t-470-7727

Fax:25t-470-7708
www. person nel board.org

April 28,2023

NOTICE OF PUBLIC IIEARING

The Personnel Board for Mobile County, Alabama, has scheduled a public hearing to be
held in its office at 1809 Govemment Sffeet, Mobile, Alabama, on TUESDAY, MAY 2,
2023, at2z00 g.m. for consideration of comments and suggestions conceming the following
requests from the Mobile Area Water and Sewer System:

1. Adoption of the attached classification specification of Risk Manager,

2. Adoption of Salary Grade 2l for the classification of Risk Manager.

Darryl Stark, Ph.D.
Interim Personnel Director

Prmiry&S0pp'tia
Pt,RUC Sl:RvtCt: CAR[.}XS

Robert D. Brown, Chair

Adam Strange, Vice-Chair

Talma Carstarphen, Associate

Willie T. Gray, Associate

Patrick Mitchell, Associate

DarrylStark, Ph.D.,

lnterim Personnel Director

23 9th  071



MEMO TO: Dr. Darryl Stark, Assistant Director il * i

FROM: Karen Hempfleng, Human Resource Manager

DATE: Aptil27,2023

RE: The Mobile Area Water and Sewer System - Request to Create a New Classification of
Laboratory Technician lll and Amend the Salary Grades of the Laboratory Technician I

and Laboratory Technician ll Classifications

On April 13, 2023, a request was received from Billy J. MCCrory, Jr., Water and Sewer Director for the
Mobile Area Water and Sewer System (MAWSS), to create a new classification of Laboratory Technician

lll as well as amend the salary Brades for the Laboratory Technician I and Laboratory Technician ll

classifications. This request was assi8ned to Shannon Williams, Personnel Classification and Assessment

Analyst ll for further research and recommendation. A summary of her findings is attached.

Based on the above information submitted by the Mobile Area Water and Sewer System and Ms.

Williams' research, I recommend the Board set a date for a public hearing for consideration of the
following requests from the Mobile Area Water and Sewer System:

(A) Amendment ofthe attached specification for the classification of Laboratory Technician l,

(8) Amendment of salary grade 8 ($2,599.71 - 54,315.89) to salary grade 10 (52,979.97 - 54,753.93)
for the classification of Laboratory Technician l,

(C) Amendment of the attached specification for the classification of Laboratory Technician ll,
(D) Amendment of salary grade 11 (53,130.83 - 55,005.11) to salary grade 12 (53,289.33 -

55,258.49) for the classification of Laboratory Technician ll,
(E) Adoption of the attached specification for the classificatlon of Laboratory Technician lll,
(F) Adoption of salary grade 14 (S3,630.81 - S5,8(M.39) for the classification of Laboratory

Technician lll,
(G) lf (E) and (F) are approved, please create one full time position of Laboratory Technician lll for

Mobile Area water and Sewer System.

lf you have any questions, or if you need additional information, please let me know.

23 9th  072



N.

MEMO To: Dr. Darryl Stark, Assistant Director 1) W '
FROM: Karen Hempfleng, Human Resource Manager

DATE: April 14,2023

RE: The Mobile Area Water and Sewer System - Request to Adopt the Risk Manager

classification

On March 30, 2023, a request was received from Billy J. MCCrory, Jr., Water and Sewer Director for the

Mobile Area Water and Sewer System (MAWSS), to adopt the Risk Manager classification. This request

was assigned to Veleta Hamilton-Huff, Personnel Classification and Assessment Analyst ll for further

research and recommendation. A summary of her findin8s is attached.

Based on the above information submitted by the Mobile Area Water and Sewer System and Ms.

Hamilton-Hufrs research, I recommend the Board set a date for a public hearing for consideration of the

following requests from the Mobile Area water and Sewer System:

(A) Adoption of the Risk Manager classification for MAWSS,

(B) Adoption of salary grade 21 (S5,389.95 - 58,515.55) for the Risk Manager classification,

(C) lf (A) and (B) are approved, create one (1) full time position of the Risk Manager

classification for the Mobile Area water and Sewer System.

lf you have any questions, or if you need additional information, please let me know.
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MEMO TO:

FROM:

DATE:

RE:

Karen Hempfleng, Human Resource Manager

Veleta Hamilton-Huff, Personnel Classification & Assessment Analyst ll

April 13,2023

Mobile Area Water and Sewer System - Request to Adopt the Risk Mana8er

Classification

On March !O,2O23, a request was received from BillyJ. McCrory, Jr., Water & Sewer Director for the

Mobile Area Water and Sewer System (MAWSS), to adopt the Risk Manager classification. He also

requested creation of one positlon of Risk Manager for the Mobile Area Water and Sewer System.

Ms. Fatima Washington, Director Administrative SeNices and Customer Experience, was contacted to

provide additional information regarding the request. Ms. Washington advised that the Risk Manager

classification is needed to oversee and direct the risk management program. An incumbent In the Risk

Management Coordinator classification is currently performing these duties and is pending retirement.

Due to growth of the iob requirements over time, MAWSS would like to adopt the Risk Manager

classification to more accurately and comprehensively address the needs of the organization in the

future.

The Risk Manager classification is authorized for utilization by Mobile County and the City of Mobile. The

position is vacant in the City of Mobile. The Risk Mana8er classification is set at salary Srade 21 for both

Mobile County and the City of Mobile. The Mobile Area Water and Sewer System has also requested

salary grade 21 for the Risk Manager classification. No amendments to the classification have been

requested. This request does not create any equity concerns for merit system classifications.

Based on the information provided by Mr. Mccrory and Ms. Washington, I recommend the Board set a

date for a public hearing for consideration of the following requests by the Mobile Area Water and

Sewer System:

(A) Adoption of the Risk Manager classification for MAWSS,

(B) Adoption of salary grade 21 (S5,389.95 - S8,616.55) for the Risk Manager

classification,

(c) lf (A) and (B) are approved, create one (1) full time position ofthe Risk Manager

classification for the Mobile Area Water and Sewer System.

Please let me know if you have any additional questions or concerns.
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March29,2023

Mr. George Smith
Personnel Director
Mobile County Personnel Board
P. O. Box 56794
Mobile, AL 36660-l?94

Dear Mr. Smith:

The Board of Water and Sewer Commissioners rcspecff ly requcsts the creation of one ( l )
position for Nsk Manager. Once approved, we are requesting the fusk Manager position be
opcncd competilive to fill one (t) vacancy.

Your assistance is appreciated. If any additional information is require{ please contact
Ms. Fatima Washitrgton. Thank you for your assistance in this matter.

FILT"ED VACAXTAUTIT

o-

P.O. Bor ll@.0' Ioblh. AL 365ll4ao . 4725 ICid no.d, Iobll, AL !661]Za6 . ptrom 2!1.@+3rO . F.I 2Et.!0+!a4O
flUJna aaocll

MRUJ
MOBI:I TFET W^TER & iEWEq SYSTEM
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From: Beaty, Amy D <ADBEAry@mawss com>

scn$ WednesdaY, March 29,2023 3:39 PM

To: 'Melissa Smith'; 'gsmith@personnelboard org'

Cc: Poirier, Christie A-; Washington, Fatima M'

Subject Position Request - Risk Management

Attachments: Position Request - Risk Management'pdf

Good Afternoon,

Pleas€ see the attached position request.

Thank you,

Amy Beaty
Administrative SupPort Assistant

Mobile Area Water & Sewer System

Human Resources
251-694-3147
ahanison@mawss.com
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The Personnel Board for Mobite county, Arabama
1809 Government Street
Mobile, Atabama 30606

P. O. Box 06794
Mobile, Alabama 3 6660-L794

Phonei 251470-712t
Fax 251470-L7OB

www. personnelboard.org

The Personnel Board for Mobile County, AI
held in its office at 1809 Govemment Steer

Robert D. Brown, Chair
Adam StranBe, Vice-Chair
Talma Carstarphen, Associate
Willie T. Gray, Associate
Patrick Mitchell, Associate

Darryl Stark, ph.D.,

lnterim Personnel Director

Agn18,2023

NOTICE OF PTJBLIC HEARING

/'.D,
Darryl Stark, Ph.D.

lnterim Personnel Director
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MEMO TO:

FROM:

DATE:

RE:

Dr. Darryl Stark, Assistant Director D 'O i

Karen Hempfleng, Human Resource Manager

April 14, 2023

The Mobile Housing Authority - Request to Create New Classification of Executive

Assistant - MHA

On March 24, 2023, a request was received from Kathi Bryant, Chief Administrative Officer for the

Mobile Housing Authority to create a new classification of Executive Assistant - M HA. This request was

assigned to Leslie Green, Personnel Classification and Assessment Analyst ll for further research and

recommendation. A summary of her findings is attached.

Based on the above information submitted by the Mobile HousinB Authority and Ms. Green's research, I

recommend the Board set a date for a public hearing for consideration of the following requests from

the Mobile Housing Authority:

(A) Adoption of the attached specification for the classification of Executive Assistant - MHA,

(B) Adoption of salary grade 19 (54,423.70 - 57,071'95) for the Executive Assistant - MHA

classlfication,

(C) lf (A) and (B) are approved, create one (1) full time position of the Executive Assistant -
MHA classification for the Mobile Housing Authority.

lf you have any questiont or if you need additional information, please let me know.
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MEMO TO: Karen Hempfleng, Human Resource Manager

FROM: Leslie Green, Classification and Assessment Analyst ll

DATE: April 14, 2023

RE: Mobile Housing Authority - Request for New Classification of Executive
Assistant - MHA

On March 24,2022, a request was received from Kathi Bryant, Chief Administrative Officer,

Mobile Housing Authority (MHA) to create the classification of Executive Assistant (Mobile

Housing Authority). Ms. Bryant further requested consideration of salary grade 19 for the

Executive Assistant - MHA classification.

Ms. Bryant was contacted for additional information on this request. Cunently the MHA has the

Administrative Assistant classification supporting the Chief Executive Officer (CEO) and

executive level staff. This classification also liaises with the commissioners, senior

management, and other community leaders. lt was determined that the Administrative

Assistant classification does not represent the duties and responsibilities of this position. The

MHA reviewed the established Executive Assistant classification, but found that it does not fully

fit their organizational needs. lt was proposed to create a new classifietion of Executive

Assistant - MHA to more accurately represent the duties and responsibilities of an Executive

Assistant at the MHA.

The proposed Executive Assistant - MHA involves a wide latitude of independent judgement,

and has decision making authority. The Executive Assistant - MHA handles critical

communication, canies out strategic initiatives and participates in critical meetings and

discussions. The MHA anticipates more changes in their organization, and the Executive

Assistant - MHA provides a high level of support and perhaps additional accountability as the

organization continues to adapt.

The municipalities cunently utilizing the Executive Assistant classmcation are the City of Mobile

(salary grade 17), the city of saraland (salary grade 16) and the city of satsuma (salary grade

19). These cities have a very similar scope of work but each municipality may vary in volume

of work and accountability.

The proposed Executive Assistant - MHA classification requires both a bachelo/s degree as

well as prior responsible level experience. The Training Manager classification for the MHA is

cunenly set at salary grade 19 and also canies a significant level of responsibility as well as

knowledge and experience in supervision and administration. The MHA would like to keep

these positions on par setting both at salary grade 19.
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Based on the information submitted by Kathi Bryant and Mobile Housing Authority, I

recommend the Board set a date for public hearing conceming the requests of the Mobile

Housing Authority:

1 ) Adoption of the attached specification for the classification of Executive Assistant -
MHA,

2) Adoption of salary grade 19 ($4,423.70 - $7,071 .95) for the classification of Executive

Assistant - MHA,
3) lf 'l and 2 are approved, create one full time position of Executive Assistant - MHA,

for the Mobile Housing AuthoritY

lf you have any questions, or if you need additional information, please let me know.
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Class Code:

EXECUTIVE ASSISTANT. MHA

KIND OF WORK: This is complex, high-level, and varied responsible administrative work that includes

coordination, collaborative and strategic support of the executive manaBement team'

DIST|NGU|SH|NG FEATURES OF THE WORK: An employee in this class is responsible for developing and

implementing operational procedures and for supervising subordinate employees in all aspects of city

government. The work is performed under the general direction of the Chief Executive Officer or other

executive management team member with wide latitude for independent judgment within broadly

established guidelines and procedures.

EXAMPLES OF WORK: (Any one position may not include all of the duties listed nor do the listed

examples include all tasks which may be found in positions of this class.)

Manages administrative responsibilities, including sensitive and confidential materials and business

communications.

Manages calendar for internal and external meetin8s and events, resolving issues, travel arran8ements,

and other logistics.

Drafts correspondence, coordinate items for board meetings.

Prepares agendas and other materials for board and executive meetings'

Handles critical communications.

Coordinates executive outreach.

Coordinates the timely dissemination of agenda items and presentations for board and executive

meetings and recording of minutes of said meeting(s).

Conducts corporate research and provide recommendations.

Maintains effective system and process for executive document management'

Participates in mission critical meetin8s and discussions.

serves as the liaison for commissioners, senior mana8ement, and other community leaders'

Performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:

Good knowledge of the principles and procedures of corporate or public administration.

Good knowledge of management principles and procedures.
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Ability to plan, schedule and organize meetings and initiatives.

Ability to formulate and implement policies and procedures.

Ability to communicate effectively, both orally and in writing.

Ability to conduct research and expedite strategic initiatives.

Ability to process and provide an appropriate response to correspondence.

Ability to prepare complex and detailed reports.

Ability to establish and maintain effective working relationships with public officials, the business

community, management team, other employees and the general public.

PHYS|CAI REQUTREMENTS: Ability to exert physical effort in sedentary to light work, which may involve

some walking, standing, lifting, carrying, pushing, or pulling of objects and materials.

M|NIMUM QUALIF|CAT|ON REQUTREMENTS: Attainment of a minimum of a bachelor's degree from a

recognized college or university in public administration, business administration or closely related field

and a minimum of one year's responsible administrative experience, preferably in local Sovernmenu or

a combination of education and experience equivalent to these requirements.

Adopted: WTP: l Year
Physical Group: lll
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Dur;

Flom:
Sent:
to:
Cc:

Subject:
Attachments:

Karen Hempfleng < khempfleng@personnelboard.org >

Friday, March 24,2023 3:45 PM

George Smith; Darryl Stark
Melissa Smith; 'Elizabeth Lingerfelt'; Gloria Reed
FW: Admin Asst to Executive Assistant
MHA.Executive Assistant.Class-positionActionRequestForm.pdf; Executive Assistant
Revised Spec.DOC

Hi Kathr,
Thanks, I am forwarding this to Mr smith to get the jurisdiction request process started.

Have a great weekend I

Karen

Karen Hempfleng
Human Resou rce Manager
Mobile County Personnel Board
(2s1)44s-4s80

khempfleng@personnelboard.org

From: Bryant, Kathi Imailto:kbryant@mobilehousing.orgl
Scnt: Friday, March 24,2023 2:53 pM

To: Karen Hempfleng <khempfleng@personnelboard.org>
Cc: Gloria Reed <greed@personnelboard.org>
Subiect: RE: Admin Asst to Executive Assistant

Hi, Karen,
Thanks for your assistance. See the attached and advise if anything else is required. Have a

wonderful weekend !!

'l($tfii1{. tBryant

C fi ief ,4 dninis trattu e Offu e r
n4.o 6i[e lto using A ut fiorit1
151 S. C[ai6one Street
ftto6i[e, Akfiama 36602
(251) 134-2321

nt@mo6i{efiousina.orr
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Mobi le l-lousirrg Authority
t .r rI

Sent: Friday, March 24, 2023 11:07 AM
To: Bryant, Kathi <kbrvant@mobilehousinq.ors>
Subject: RE: Admin fust to Executive Assistant

Ha Kathi,
I have created a draft amendment of the current Executive Assistant for your review. I believe with these changes, we
will likely need to create a new classification for MHA. But, I left the changes here in red on the review tab in case you
want to see them.

lf you are going forward with this and completing the form, no need to fill in all sections of the job description. you canjust say "see attached" if that saves you some work. @

Let me know your thouBhts.

Thanks,
Karen

Karen Hempfleng
Human Resource Manager
Mobile County Personnel Board
(251)445-4s80

From: Bryant, Kathi
s€nt: Friday, March 24, 2023 1O:OO AM

Cc:'Gloria Reed' <preed@oersonnelboard.orq>
Subject: RE: Admin Asst to Executive Assistant
lmportance: High

Good Morning, Karen.
Thank you for responding. For MHA, this position has always performed at a higher level than

an admin assistant. The MCPB Executive Assistant job description doesn't fit our needi. We would
like to amend the job description because it already exists and move our incumbent into the position
or, if required, we will open as promotional. Review some of the actual duties of our Executive
Assistant in the MCPB job description format for your comments. I'll enter on the form after your
review. Thanks for your help in advance.

Kind of Wor*:
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This is complex, highlevel, ond voried odministrotive ond responsible work in cootdinoton dnd co oborotive ond
strotegic support of the executive monogement team for the employing jurisdiction.

Exomples ol Wotk:
Monoge odministrotive responsibilities, including sensitive ond conlidentiol moteriols ond business communicotions;
Manoge colendor Jor internol and externol meetings ond events, resolving issues, trovel orrongements, etc.; droft
correspondence, coordindte items lor boord meetings. prcpore ogendos dnd other moteriols lor boord ond executive
meetings, hondle criticol communicotions, coordinote executive outreoch; coordinote the timely disseminotion oJ ogendo
items ond presentotions for boord ond executive meetings ond recording of minutes of soid meeting(s); Conduct
corporote reseorch ond provide recommendotions; maintoin ellective system ond process for executive document
monogement; porticipote in mission critical meetings ond discussions; serue os the lioison for commissioners, senior
monogement, ond other community leoders; pedorms reloted work os required.

Mlnimum Quollfrcotions Requirements:
(some os the cufient Executive Assistant Closs d, fiteJ

Essentiol Requhements ol the Work:
Good knowledge ol the p nciples ond procedures of corporote or public odministroion; Good knowledge of
monogement principles ond procedures; obility to plon ond orgonize meetings ond initiatives; obility to prepore complex
ond detoiled reports; conduct rcseorch; expedite strotegic initiotives; ability to hondle correspondence; obility to schedule
ond coordinote meetings; obility to estoblish ond mointoin elfective working rclotionships with public olficiols, the
business community, monogement teom, other employees, ond the generol public.

Sincerely,

'l{stfriI{. Eryant
Cfricf ,4dnin' tratiae Oflcer
9l o 5 ilz 1{o using fl ut fr oitl
151 S. C[aiSonc Street
*lo6ib, AtaSana 36602
(251) 434-2321

(251) ajj42al faq

Mobile Housing Authority
I ! (.!n! r,drr I rrulqnrtL trir.r,:

Sent: Thursday, March 23,2023 4:55 pM

To: Bryant, Kathi <kbrvant@mobilehousinp.orq>
Cc:'Gloria Reed' <greed@oersonnelboard.ors>
Subject: RE: Admin Asst to Executive Assistant

Hi Kathi,

Smant @ mo 5 ib fi o usina. on
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ln this case, it seems you are saying that the incumbent is already performing the work of the Executive Assistant. can
you tell us how lont the incumbent (Administrative Assistant) has been performing the higher level work of Executive
Assistant? Our normal process would be to post the Executive Assistant position as a promotional (a process I know you
are well versed in) but we may need a little more background if you have a current incumbent and are seeking to handle
the change in some other way. Let me know your thoughts.

Thanks,
Kare n

Karen Hempfleng
Human Resource Manager
Mobile County Personnel Board
(251)'145-4580

From: Bryant, Kathi
Sent: Thursday, March 23, 2023 3:59 PM

Cc: Gloria Reed <greed@rersonnelboard.org>
Subject: Admin Asst to Executive Assistant
lmportance: High

Good Morning, Again.
The same situation for this position. The incumbent handles confidential and sensitive

documents, assist with carrying out strategic initiatives, participates in crucial tactical meetings, while
still providing high level support to the CEO. Please advise on the best option.

'l(stfriH. Aryant
C fiief fl [ninis t ratioe Offu e r
ltlo 6ib l{ousiag Autfroitj
151 S. C{aiSonu Street
*tofiib, AtaSana 36602
(251) 434-2321

Mobile Housing Authority
i((J",, udrt( lrru'n nrtd tr..,.rti

5 n a nt @ m o 6 i{e fi o usi n o. o r,
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MOBI LE COUNTY PERSON NEL DEPARTMENT

cLASSTFTCATTON/pOStTtoN ACTTON FORM

INSTRUCIIONS: Complete each section as applicable for the specific request. Attach additional sheets
for additional information in any section, if needed.

This form should be completed for any requested action on classification(s) or position(s) within the
Mobile County Merit System. Please complete one Action Form per request.

JURtSDtCTtoN: Mobile Housing Authority

NAME OF APPOTNTTNG AUTHORtTy/OTHER OFFtC61. Kathi Bryant

STGNATURE oF ApporNnNG AUTHoRrry/orHER oFFrcrAr: Kathi Bryant

CONTACT NAME (For additionalinformation about this request):

MichaelPierce

coNrAcr NUMBER: (251) 434-2321 ,ro,.. kbryant@mobilehousing.org

DATE OF REeUEST: 0312412023

TYPE OF ACTION REQUESTED:

A. Create new classification
B. Amend existing classification
C. Create additional position(s) 1in exirttns crassl

D. Salary grade amendment
E. Other:

a
tr
tr
E
tr

CURRENT JOB TITLE (if B. c, D or E)l

Executive Assistant

PROPOSED JOB TITIE (it a or e)

Executive Assistant - MHA

CURRENT SALARY GRADE: 16 PROPOSED SATARY GRADE (if n or o): 1 9

NUMBER OF POSITIONS (OR ADDITIONAL POSITIONS) REQUESTED q,r o o'- c1' ]

TYPE OF POSITION (FT, PT, TEMP, SEAS, SUPN, etc.) (irAorc):

JUSTIFICATION/REASON FOR REQUEST:

For MHA, this position has always performed at a higher level than an administrative assistant.
The MCPB Executive Assistant job description doesn't flt our needs as it does not reflect the
responsiblities and duties of the current incumbent. (see attached)
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Purpose of this job (if A, B, D or E):

(A description of why this classification and/or position exists)

See attached

lndicate tasks, duties and responsibilities of job (,r A, B, D or E):
(For example: "Maintains accurate records of customers and transactions" or "Makes minor repairs to equipment to ensure effi-
cient operation."

See atlached.

List the Essential Requirements of this job (knowledge, skills and abilities) (ir A, B, D or E):
(Forexample: "Good knowledge of the principles, practices and terminology of medical record ke€ping" or "Ability to toad and
unload heayy equipment in a safe manner."

See attached.

List the Minimum qualification Requiremems of this job (education and experience required to satisfactorily
perform this 1ob) (if A, B, D or E):

See attached.
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List any Special Requirements for this job ( specific licenses, certifications, etc. required) (if A, B, D or E):

See attached.

List any PhYsical Requirements or physical aspects required for this job (lifting, walking, standing, sitting,
etc.) (ifA, B, D or E):

See attached.

List any Distinguishing Features of this job (shiftwork, required overtime, working environment, etc.)lirA, B, D
or E):

ls someone currently performing the duties of this job? (,r A, B, D or E) tf so, indicate name:

Supervisor of this classification {ir A, B. D or E):

Classifications supervised by this position (ifA, B, D or E):

Please attach additional sheets to provide more information for any areas, if needed.
lf you have any questions regarding the completion of this form, contact

Gloria Reed at (251) 445-457L or Karen Hempfteng (251) 445-4580.
(Efifnv. rury t, 2016,
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R€51€4iait€6-€e6flei6{5.

Pr.€h.6ea#fplh+

S,rJpeiriac.4eFlryee{@S t€rti6t,

Performs related work as required.

ESSENTIAL REOUIREMENTS OF THE WORK:
Good knowledte of the principles and procedurcs ot !9Ip9!!!g!Jcubtic admintstration:

Good knowledge of anagement principles and procedurE.

Ability to plah, schedule aod ,---organlze aid---rtEtri.€ thc werk gf ,..b9rd
eBdey€crtrtg!!rcjlllidlE3lyes.

Ability to prepare complex and detailed repons.

Ability to enablish and maint.in effective workin! relationships with public officials, llg
pubtic. ther emploYees and the general

t2
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materials.

MINIMUM OUALIFICATtON REOUTREMENTS: Anainment ofa minimum ofa bachelor,s degree
,rom a recoghized colleEe or university in public administration, business administration or
closely related Iield and a minimum of one year's responsible adminrstrative experEnce,
preferably in local tovernment; or a combination of education and experience equivalent to
these requirements

Adopted: 09/20190
Amended: 08/03/09 Condrey 2007

WTP: l year

PhysicalGroup: lll
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MEMO TO:

FROM:

DATE:

RE:

Dr. Darryl Stark, Assistant Director \ W ;

Gloria J. Reed, Human Resource Manager

April 24,2O23

Mobile County Sheriffs Office Request to Amend the Class Specification

For Civil Division Manager

ln a letter received on April 4, 2023, Mobile County Sheriffs Office requested an amendment to the Civil

Division Director classification. To gather additional information, lspoke with Cynthia Coleman, Director

of Human Resources for the Mobile County Sheriffls Office.

When we reviewed the requested changes to the class specification of the Civil Division Director, the

changes removed responsibilities that required a staff attorney to perform. Previously the Sheriffs Office

established the Civil Division Director on 7l6l2|t7 to hire a staff attorney to oversee the Civil Division

area. However, when a vacancy in the Civil Division Director position occurred on f13712O23, it became

apparent that experience within the civil Division section is adequate for the supervisory role of the

division on a day-to-day basis. Ms. Coleman explained if a legal opinion is necessary the Sheriffs Office

can utilize the Mobile County contract attorneys as needed.

Currently, the Civil Division Director is established at salary Brade 23. Originally the Sheriffs Department

requested an amendment of the civil Division Director iob specification only. However, in continued

discussions with the Sherifrs Department, it has been determined that amending the Civil Division

Manager specification with the established salary grade would be more appropriate to encompass the

level of responsibility of the work, the degree of judgment necessary, the amount of detail, and the

consequences of error for the daily operations of the Civil Division. The Civil Division ManaBer is

established at salary grade 20. The Sheriffls Office is plannin8 to announce a promotionaljob postinS to

all staff that meets minimum qualification requirements and will utilize the promotional pay rules to

award the promotion.

Within the Mobile County Sheriffs Department, the classifications of Executive Coordinator - Mobile

County Sheriffs Office and Administrative Services Manager - Mobile County Sheriff Metro Jail are

established at Salary Grade 20. The requested amendment of the minimum qualifications of the Civil

Division Manager is consistent with these classifications. See attached specification. According to Ms.

Coleman, Sheriff Burch feels strongly that the office administration and secretarial work within the Mobile

County Sheriffs Office is more valuable than an advanced degree. The Sheriffs Office would like to

promote incumbents within the Sherifrs Office that have learned the required skills necessary for the job

and requests to remove the degree requirement. The Mobile county sheriffs oepartment approved the

amendment of the attached specification for the classification of Civil Division Manager with the current

salary grade.

I recommend the Board set a date for a public hearing for consideration of comments and suggestions

concerning the request from the Mobile County Sheriffs Office for the amendment, in body, for the

classification of Civil Division Manager.

lf you have any questions or need additional information, please let me know.
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CLASSCODE: 6926

CIVIL DIVISION MANAGER

l(|ND OF WORK: This is responsible administrative work supervising complex clerical operations of the Civil Division

of the Mobile County Sheriffs Department.

DISTINGUISHING FEATURES OF THE WORK: An employee in this class is responsible for managing and supervising

the complex clerical operations, administrative functions, and activities within the Civil Division of the Mobile County

Sheriffs Department. Work is performed in accordance with established guidelines and procedures under the
generaldirectionoftheChiefDeputywithconsiderablelatitudeforindependentjudgment. Supervisionisexercised

over a large staff of clerical personnel.

EXAMPTES OF WORK: (Any one position may not include all of the duties listed nor do the listed examples include

alltasks which may be found in positions of this class.)

Analyzes, plans, and lays out work procedures, operations, methods, and routines for the efficient and effective

operation of the Civil Division of the Mobile County Sheriff s Department.

Assigns, supervises, and evaluates the work of subordinates engaged in processing court orders such as warrants,

executions, citations, complaints, and summonses.

Trains staff in work procedures.

Creates, documents, modifies, and implements departmental policies and procedures.

Reviews and interprets legal documents and court orders.

Monitors and maintains the accurate and timely processing of criminal and civil orders received in the department.

Assists subordinates in difficult work situations.

Participates in unusual or difficult tasks.

Compiles and oversees the compilation of a variety of statistical and accounting reports.

Verifies reports of cash sheet collections and writes checks for distribution of funds collected.

Prepares activity and progress reports.

Requisitions office supplies and equipment.

Maintains inventory control records.

Evaluates employee performance.

Page t of3
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Submits daily payroll reports.

Makes bank deposits.

Prepares and submits annual reports.

Provides information and assistance to customers.

Plans and implements employee training programs.

Coordinates activities with and works closely with related organizational units.

Provides information to attorneys and the public on civil process matters.

Performs related work as required.

ESSENTIAT REQUIREMENTS OF THE WORK:

Thorough knowledge of the practices and procedures invofued in maintaining comprehensive legal records and

court orders, to include warrants, executions, citations, complaints and summonses.

Thorough knowledge of federal and state statutes and court rules pertaining to legal and court records'

Thorough knowledge of laws and regulations applicable to the Civil Division of the Sheriffs Department'

Good knowledge of office management principles and practices'

Good knowledge of accounting procedures and practices'

Good knowledge of related computer software applications'

Good knowledge of supervisory principles and procedures.

Ability to perform complex administrative functions related to tegal and court operations within the department'

Ability to understand and interpret legal documents and court orders.

Ability to maintain complex, accurate legal records and reports'

Ability to plan, develop, organize, supervise, and evaluate the work of others.

Ability to communicate effectively, both orally and in writing.

Ability to plan and manage multiple tasks, assignments, and projects'

Ability to establish and maintain effective working relationships with officials, subordinate employees, and the

generalpublic.

PHYSICAT REQUIREMENTS:

Ability to exert physical effort in sedentary to light work, which may involve some standing, crawling, kneeling,

bending, stooping, lifting, carrying, pushing, or pulling of objects and materials.

Page 2 of3
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Adopted: 02123123 WTP: l year

Page 3 of3

from a standard senior high school,

ted by college level course work and a minimum of five years responsible experience supervising

and maintenance of legal records and court orders; or a combination of education and experie
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Frcnr:
Scnt
To:
Suhiect
AttachmenGr

Cynthia Coleman <ccoleman@mobileso.com>

Tuesday, April 25, 2023 12:20 PM

Gloria Reed

Fwd: Civil Division Director- Civil Division Manager Proposed Spec

Proposed Civil Division Manager April 2023.docx

Approved
Correct

Thank you

Forwarded message
From: Gloria Reed <greed@personnelbo

Date: Mon, Apr24,2023 at2:l9PM
Subject: RE: Civil Division Director- Civil Division Manager Proposed Spec

To : Cynthia Coleman <g!9lg!qaq@!0 obil e so. com>

Cynthia,

Based on our phone conversation, can you reply to this email with approval of the changes on the attached

specification?

We will place this request on the agenda of May 2,2023 with a public hearing to be scheduled on 5116123.

Let me know if the amended spec meets with your approval.

Gloria Reed

Human Resource Manager

Mobile County Personnel Board

l-809 Govern ment Street

Mobile, Alabama 36606

Phone: 251.-445-4571.

Fax: 25L-47 0-1708

Darrvl Stark_
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From: Gloria Reed <greed@personnelboard.org>

Sent Monday, Apil24,2023 12:26PM
To :'Cynthia Coleman' <q-gel-g-!n4n@nlobi I e so. co m>
Subject: FW: Civil Division Director- Civil Division Manager Proposed Spec

Importance: High

Cynthia,

As discussed on the phone, can you review the proposed specification for Civil Division Manager classification
with the changes to the minimum qualification requirements and a few other highlighted sections along with
reviewing the current salary grade 20? For Mobile County, Salary Grade 20, Step A $57,166.17 - Step T,

S91,388.71. For promotional job postings, qualified candidates must be offered a minimum of a llYo increase

up to the maximum of the salary grade.

Attached is the original request received conceming the Civil Division Director classification. However, upon

review, it appears all the changes requested are in line with the existing specification for Civil Division
Manager and the current salary grade 20 except for the minimum qualification requirements. Please verify the

reporting relationship.

Please call to discuss if necessary or approve the attached specification with the current salary grade.

Gloria Reed

Human Resource Manager

Mobile County Personnel Board

1809 Government Street
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Mobile, Alabama 36605

Phone: 251-445-4571.

Fax:25L-470-1708

Email: greed @personnelboard.org

www.person nel boa rd.org

https ://www.facebook.co m/pe rson n el boa rdl

f,'rom: Melissa Smith
Sent: Tuesday, April 4,202312:05 PM
To: Betty Caranei ; Gloria J. Reed <greed@personnelbo@; Melissa

Smith;Reginalnge;'Elizabethlingerfelt'
; Karen HemPfleng ;'TiffanY Gant'

<teant@personnelboff
Cc:'Darryl Stark'
Subject: Civil Division Director

Good morning,

please see the attached request from the Mobile County Sheriff s Departrnent to amend the existing

classification of Civil Division Director.

Karen please assign for research and a recommendation.

Melissa D. Smith

Secretary III

Mobile County Personnel Board

1809 Govemment Street

Mobile, Alabama 36606
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MOBILE COUNTY PERSONNEL DEPARTMENT iP ,p4

cLASST FTCAT|ON/POSTTTON ACTTON FORM

IIISTRUCTIONS: Complete each section as applicable for the specific request. Attach additional sheets

for additional information in any section, if needed.

This form should be completed for any requested action on classiflca60n(s) or positlon(sl wlthin the
Mobile County Merit System. Please complete one Actlon Fo.m per rcquest.

,uRtsDtcfloN: Mobile County

DEPARTMENT/DIVISION: Sheriffs Department

NAME OF APPOII{NNG AUTHORITY/OTHER OFFICIAT:

SIGMTURE OF APPOINNNG AUTHORTN'/OTHER

COfiTACT JlAtlE (tor additional information about this request):

Cynthia Coleman

comAcr NUMB6e, 251.!14.491 3 ccoleman@mobileso.com

oArE oF REeuEsr: 312712023

TYPE OF ACNON NEQUESTED:

tl
@utl
E

A. Create new classlllcatlon
B. Amend existinS classification
C. Create addldonal position(s) trn a.6nrcusr
D. Salary Brade amendment
E. Other:

CURREI{T JOE flTLE ('r E, q o or E):

Civil Division Director

PROPOSEO IOB TITLE 0t A o' Bt:

Clvil Division Director

CURRENff SAI.ARY GMDE: PROPOSED SATARY GRADE (r A or o):

NUMBER OF POSITIONS IOR AOOITIOI{AI POSITIONS) REQUESTED ( A or c):

TYPE OF FoSITION (FT, PT, TEMP, S€AS, SUPN, etc.) tfi aorcl: ft

JUSTIFICATION/REASO'T FOR REQUEST:
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ctvtL DtvtstoN
DIRECTOR cras6cod6.

Bergaining Unit: N/A
Elr corh 'tro^rr .&o

KIND OF WORK:

nra c gdaaadrl aafrrfigr.lDa. ry|d mrn gdtc El.t n o\,araartg ora ooar.td! ol ih.
Cmr Onaldi o( 0!. raob Coudy Snlrrr. OiL

EHMPLES OF WORK:
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ESSENTIAL R.EQUIREMEilTS OF THE WORK:
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L woRKrNG TEST PERTOD (WTP):
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From: Cynthia Coleman <ccoleman@mobileso.com >

Sent Tuesday, March 28,2023 3:24 pM
To: gsmith@personnelboard.org; Gloria Reed; Melissa Smith
Subjece Amend Specification
Attachments: Scanned from a Xerox Multifunction printer.pdf

Cynthia Coleman, Direcror
Humm RetourcG
Mobile County Sherims Omce
25-5144911

IncssagE inte .ddress€e(s frrivileg€d
f you arc t of ir agen! or 

'ou 
|n €ror,

delcte li lehi*nts lfyou are not rhe rntdd.d rcciprcnr, you are hercby notificd Olaiiny use,
dissamoatroo, copFng or storige ofrh6 message or its anachmcDts rs strictly EohtbiEd.

23 9th  104



TELEPHONE /?5 t ) 57 4.7 827
P. O. Box 113

SHERIFF r.
ul Burch Jr.

UNTY ' MOBILE, ALABAMA
3660r 1113

March 28, 2023

George Smith, Director
Mobile County Personnel Board
P.O. Box 66794
Mobile AL, 36660-1794

Direclor Smith,

Please find atlached a copy of the amended specificalion for ihe position of Civil
Division Director. When the amendments have b€en approved, the Mobile County
Sheriff's Ofiice will request posting and certification.

Thank you,

C-o"rcr.l
Mobile County Sheritf's Otlice
251 .574.4913
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MEMO TO:

FROM:

DATE:

RE:

Dr. Darryl Stark, Assistant Director [ , t
Gloria J. Reed, Human Resource Manager

April25,2O23

Request from the Mobile County Sheriffs Office for the Creation of the classification of
Criminal lnvestigative Analyst Manager

ln a letter received on April 24,2023, the Mobile County Sheriffs Office requested to create the

classification of Criminal lnvestigative Manager. To Bather additional information, I spoke with Cynthia

Coleman, Director of Human Resources for the Mobile County Sheriffls Office.

Currently, the Mobile County Sheriffs Office has a total of five (5) authorized positions of Criminal

lnvestigation Analyst that are involved in investiBating, collecting, evaluatinB, and analyzing criminal

intelligence information to assist and enhance the effectiveness of law enforcement operations and

programs. The Mobile County SherifFs Office needs to establish a supervisory-level position for this

section. The Criminal lnvestigative Analyst Manager will be responsible for directing all the activities of

the Criminal lnvestigative Analysts assigned to Metro Jail. This position will oversee the collection of

criminal intelligence data and coordinate and distribute the intelligence information to the proper

department and personnel.

The classification of Criminal lnvestigative Analyst is established at salary grade 16 and the Mobile County

Sherifrs Office has requested to establish the Criminal lnvestigative Mana8er at Salary Grade 20. Within

the Mobile County Sheriffs Department, the classifications of Executive Coordinator - Mobile County

Sheriffs Office, Administrative Services Manager - Mobile County Sheriff Metro Jail, Civil Division

Manager, Sheriffs Database Systems lnvestigator, and lnformation Systems Administrator are established

at Salary Grade 20. With the knowledge required, the complexity of the work, and the consequence of

error, the requested salary grade is comparable. The attached specification was approved by the Mobile

County Sheriff s Office.

I recommend the Board set a date for a public hearing for consideration of comments and sug8estions

concerning the following requests from the Mobile County SherifFs Office:

A. Adoption of the attached specification for the classification of Criminal lnvestiSative Analyst

Manager,

B. Adoption of salary Grade 20, S 4,763.85 - S 7615.73, for the classification of Criminal
lnvestiBative Analyst Manager,

C. lf item B is approved, the Mobile County Sheriffs Office requests the creation of one (1) full-
time position of Criminal lnvestigative Analyst Manager.

lf you have any questions or need additional information, please let me know.
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ffi,

CLASS CODE:

CRIMINAL INVESTIGATIVE ANALYST MANAGER

KIND OF WORK: This is supervisory and administratave work in directing the activities of the Criminal lnvestigative

Analysts assigned to Metro Jail.

DtsTtNGUtSHtNG FEATURES OF THE WORK: An employee in this class manages the criminal lnvestigative Analysts

to ensure procedures and guidelines are followed. An employee in this class is responsible for managing Criminal

lnvestigative Analysts in the investigation, collection, evaluation, and analysis of criminal intelligence. An employee

in this class establishes procedures and processes to be carried out by Analysts. Work is performed within

established procedures through specific and general delegation by the supervisor with considerable latitude to

exercise independent judgment. Supervision is exercised over Criminal lnvestigative Analysts, clerical personnel and

administrative direction and coordination may be provided to other departments and personnel.

EX/IMPLES OF WORK: (Any one position may not include alt of the duties listed nor do the listed examples include

alltasks which may be found in positions of this class.)

plans, organizes, directs, coordinates, manages, assigns, and evaluates the work of Criminal lnvestigative Analysts.

Prioritizes and distributes work to criminal lnvestigative Analysts.

Manages and participates in the retention and legal disposition of criminal activity information storage and

retrieval.

Oversees, directs, and participates in the preparation of analytical reports of intelligence information.

Approves analyzed data for correctness prior to dissemination.

Oversees the collection of criminal intelligence data for entry into information storage and retrieval.

tmplements quality control measures to ensure work performed is compliant with established state and federal

regulations and guidelines where applicable.

Ensures administrative tasks in the section are being properly performed.

Establishes training material and trains new employees.

Develops and prepares Standard Operating Procedures.

Compiles and makes detailed reports, orally and written.

Presents information at meetings when called upon.

Performs related work as required.

Page I of2
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ESSENTIAL REQUIREMENTS OF THE WORK:

Thorough knowledge of the principles, practices, and techniques of analysis and information gathered from

numerous data sources.

Thorough knowledge of supervisory principles and techniques.

Thorough knowledge of statistical analysis techniques.

Thorough knowledge of crime and intelligence analysis methods.

Thorough knowledge of data research methods, concepts, and techniques.

Thorough knowledge of mapping and linking analysis software.

Ability to analyze criminal intelligence data.

Ability to understand and analyze trends, cycles, and upcoming events pertaining to special interest groups and

other crim inal organizations.

Ability to understand and analyze differing criminal factions.

Ability to write clear concise reports and correct reports of Analysts.

Ability to use a computer to develop reports, perform statistical analysis, oversee, and develop

presentation material.

Ability to establish and maintain a professional rapport with law enforcement officials.

Ability to establish and maintain effective working relationships with law enforcement officials, other employees,

and the general public.

PHYSICAT REQUIREMENTS:

Ability to exert physical effort in an office, which may involve some lifting, carrying, pushing, or pulling of objects

and material.

Ability to supervise others in the proper procedure of physical effort in an office setting which may involve some

lifting, carrying, pushing, or pulling of objects and material'

MtNtMuM euALtFtcAnoN REeutREMENTs: Attainment of a minimum of a bachelor's degree from a recognized

-1"g" or universityin criminaljustice, public administration, business administration, or related field and a

minimum of five years responsible experience in research evaluation and analysis of statistical data, preferably in a

law enforcement environment; or a combination of education and experience equivalent to these requirements.

spEclAL REQUTREMENTS: Must possess a valid driver's license from state of residence.

Adopted: WTP: l Year

Page2 of2
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Darryl Stark

Frorrr:

S€nt
To:
Subject

Cynthia Coleman <ccoleman@mobileso.com >

Tuesday, April 25,2023 1:'17 PM

Gloria Reed

Re: Proposed Criminal lnvestigative Analyst Manager

Thank you Ms Reed
I did review the specification and it is correct.
Correct, the request Grade is 20.

Thank you for your help.

On Tue, Apr 25,2023 at l:04 PM Gloria Reed <greed@personnelboard.ors> wrote:

Cynthiq

Please review the final draft of the specification for the Criminal Investigative Analyst Manager.

Also, we have received the amendment to the original request. Please confirm that the Sheriffs Office is

requesting a salary gade 20,for the Criminal Investigative Analyst Manager.

If we can finalize this as soon as possible, we will place the request on the May 2,2023 agenda with the public

hearing set for May 16, 2023.

Thank you so much!

Gloria

Gloria Reed

Human Resource Manager

Mobile County Personnel Board

1809 Government Street
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0,,s

SHERIFF

G.>--
Paul Burch, Jr.

Sherifi

L+/r-.t ) l^t *'H:#',1:'"*

Paul Burch Jr.

MOBILE COUNry . MOBILE, ALABAMA
36601-0113

Aprll 20,2023

Dr. Daryl Start, lnterlm Dlrcctor
Mobile County Personnel Boad
Post Ofice Box 66794
Moblle, AL 36694

Director Stark,

This rcquest is for the creadon of the position, Criminal lnvestigative Analyst Manager,
Moblle County Sherifs Ofilce, Meho Jail, Departnent 82, Gradefiwfih professlonal
designation status.

lf his request is met with hvor he proper request will be provided to facilitate
cortlllcatlon.

Sincerely,
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l$anager Crlminal lnvestlgatlve Analyst - illetro Jail,E2
G]ade

KIND OF WORK:
This is supeMsory and administrative work in directing the activities of Cdminal lnvestigative
Analyst assigned to 6tro Jall.

EH]TPLES OF WORK:
Plans , organizes, directs, coordinates,manages, assigns and evaluates the work of Criminal
lnvestigative Analyst

Prioritize and distributes work to Criminal lnvestigative Analyst

Manages and participates in the retention and legal disposition of criminal activity information
storage and retrieval.

Oversee, direct, and participates in pr€paration of analytical reports of intelligence information

Approves analped data for conecln€ss prior to disseminatlon

Ov€rsees the collection of criminal intelligencs data for entry into information storage and
retrieval

lmplements quality control measures to ensure work performed is compliant with established
stat6 and federal regulations and guidelines where applicable

Ensures administrative tasks in the section are being properly performed

Establishes training material and train new employees

Dovelops and prepares Standard Operating Procedures

Compiles and makes detailed reports, orally and written

Present information at meeting when called upon

Perbrms related work as required
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MINITUM QUALIFICATIONS REQUIREMENTS:
Attainmsnt of a minimum of a bachelor's degree from a recognized college or university in
criminaljustice, public adminislratron, business administration or related field and a minimum of
three ysars responsible Experience in research evaluation and analysis of statistical data,
preferably in a law enfor@ment environment; or a combinalion of education and experience
equivalenl to these requirements.

ESSENTIAL REOUIREMENTS OF THE WORK:
Thorough knowledge of the principles , practices and techniques of analysis and information
gathered from numerous data sources.

Thorough knowledge of sup€rvisory principles and techniques

Thorough knowledge of statistical analysis techniques

Thorough knowledge of crime and intelligence analysis methods

Thorough knowledge of data research method, concepts and techniques

Thorough knowledge of mapping and linking analysis software

Ability to analyze criminal intelligence data

Ability to understand and analyze trends, cycles and upcoming events pertaining to special
interest groups and other criminal organizations

Ability to understand and analyze difiering criminal factions

Ability to write clear concise reports and corr€ct r€ports of Analyst

Ability to use a computer to develop reports , perform statisca analysis, overs€e and devglop
presentation materlal

Ability to establish and maintain a professional rapport with law enforcement ofiicials

PHYSICAL REOUIREITENT:
Abili$ to exert physical effort in an office, which may invotve some lifting , carrying,
pushing or pulling of objects and material.
Ability to supervise others in the proper procedure ofphysical effort in an office setting
which may involve some lifting, carrying , pushing, or pulling of objects and material.
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SPECIAL REQUIREMENT:
Must posses a valid driver's license from state of residence

DISTINGUISHTNG FEATURES OF THE TIUORK:
An employee in this class manages Criminal lnvestigative Analyst

An employee in this crass is responsibre for managing criminal Analyst in the
investigation, collection, evaluation and analysis of criminar inteiligence .

An employee in this class establishes procedures and processes to be canied out by
Analyst

Working teEt period:
1 year
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From:
Sent:
To:
Attachments:

Cynthia Coleman <ccoleman@mobileso.com,

Thursday, April 20,2023 3:1 1 PM

Darryl Stark; Gloria Reed; Melissa Smith; Tiffany Gant

scan0835.pdf

Cynthia Coleman. Director
Human Resources

Mobrlc counlr shmfl's Omce
25-s144913

CONFIDENTIALITY NoTtCE Th€ contenG ofrhrs em.il riEssagc and any auachrncnls arc rntended solely for fie addresseqs) and m.y conlarn confdential ard/or prrvrl€8ed

rn formahon and may be tega osurr. t f you aie nor Uc inrcnaea rErrprent of thls mes!€gc or th€ir agen! or rf thrs m{ssage has bc{n 5ddrcssed to you ln eror

please immedialely ;len the nd rhen d:bte th$ messa8c and any arl6chm6nLs lf ,'ou are not the intended recipient. you are her.bv noiificd that ary usc.

d$semlnation. copyhg or stora8€ ofthis messsgc or its aEachments is sl,lctly prohibiled.

. HOBTLE COUNTY
i SHERIFF's OFFICE
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MEMO TO:

FROM:

DATE:

RE:

Dr. DarrylStark, Assistant Director 0 W j

Karen Hempfleng, Human Resources Manager

April28,2023

Mobile County Revenue Commission - Requests for amendment of the Reproduction
Technician I classification as well as create new classifications of Mapping Clerk ll and
Mapping Clerk lll

On April 19,2023, requests were received from Tyler Pritchett, Chief Deputy Revenue Commissioner, to
amend the Reproduction Technician I classification in title, body and salary grade as well as create new
classifications of Mapping Clerk ll and Mapping Clerk lll. Michael Daugherty, GIS Manager, was
identified as the point of contact for the requests.

Mr. Daugherty was contacted for additional information. He explained that the purpose of these
requests is to create a new Mapping Clerk series that better defines the work of employees in the GIS

area, previously under the classifications of Reproduction Technician I and Engineering Technician l.

Further, the changes proposed would provide opportunities for advancement as employees grow in
skills and abilities. The Reproduction Technician I was last reviewed in 2010 and contained a number of
outdated references as technology has advanced. The specification previously leaned heavily toward
the operation of copy machines which is no longer central to these roles. More advanced work in this
area is currently performed by an employee the Engineering Technician I classification. However, the
specification for Engineering Technician I is not aligned with the type of work actually performed in the
role. The proposed Mapping Clerk ll classification would replace the Engineering Technician I

classification.

Progressively advanced knowledge of legal documents as wetl as skills in GIS technology and the ability
to plot legal descriptions to identify parcels of land are the core skills in the proposed Mapping Clerk
Series. The Mapping Clerk I and Mapping Clerk ll classifications perform tasks designed to help identify,
assess and collect ad valorum tax. The proposed Mapping Clerk lll would have supervisory responsibility
for the Mapping Clerk staff and would be a technical expert to assist the staff and public with more
complex issues. The series is designed to be progressive for the incumbents within the series. Each
increasing classification level would require a designated amount of experience at the previous
classification level. For example, the proposed Mapping Clerk ll would require 2 years of experience in
the Mapping Clerk I classification or equivalent.

The requirements for each classification in the Mapping Clerk series are listed below along with the
proposed salary grade. Comparable classifications within Mobile County are also noted.

Classification Salary Grade Minimum Requirements
Mapping Clerk I (proposed) 10 High School Diploma/GED and 1

year of related clerical
experience utilizing computers
and legaldocuments.
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Tag, Title and License Specialist 10 High School Diploma/GED and 1

year of related customer service
experience.

Secretary I 10 High School Diploma/GED and 1
year of responsible clerical

experience. Must type 35 wpm.

Records Specialist 10 High School Diploma/GED and 1

year of related clerical

experience, preferably in law

enforcement or related agency.

Must type 35 wpm.

Mapping Clerk ll (proposed) 12 High School Diploma/GED and 2
years of experience in the
Maopins Clerk I classification.

Engineering Technician I t2 High School Diploma/GED

supplemented by coursework in

mathematics and drafting and 1

vear related experience.

lnventory Specialist t2 High School Diploma/GED and

three years experience in

inventory control, including one

vear suPervisory exPerience.

Mapping Clerk lll (proposed) 74 High School Diploma/GED and 3
years of experience in the
Mapping Clerk ll classification.

Engineering Technician ll L4 High School Diploma/GED
supplemented by coursework in

mathematics and drafting and 3
years experience in sub-
professional engineering work
at the level of Engineering
Technician l.

Permit Technician L4 High School Diploma/GED
preferably supplemented by

coursework in engineering,

drafting, architecture or related
field and 3 years of experience
reading and interpreting
construction, engineering,
building or related plans

Based on the above information, I recommend the Board set a date for a public hearing for
consideration of the following requests from the Mobile County Revenue Commission:
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(A) Amendment ofthe attached specification for the classification of Reproduction
Technician I to Mapping Clerk l,

(B) Amendment of salary grade 8 ($2,533.81 - 54,210.55) to satary grade tO (52,907.24 -
54,647.55) for the Reproduction Technician tto Mapping Clerk I classification,

(C) Adoption of the attached specification for the Mapping Clerk ll classification,
(D) Adoption of salary grade 12 (53,209.05 - 55,130.14) for the Mappin8 Cterk I

classification,
(E) lf (C) and (D) are approved, create 3 full time positions of the Mapping Clerk

classification for Mobile County Revenue Commission,
(F) lf (C),(D) and(E) are approved, transfer of Engineering Technician tincumbent Geneva

Kay Kinman to the Mapping Clerk classification, is requested under rule 4.4,
(G) Adoption of the attached specification for the Mapping Clerk t classification,
(H) Adoption of salary grade 14 (53,542.19 - S 5,662.72l|for the Mapping Cterk lll

classification,
(l) lf (c) and(H) are approved, create 3 full time positions of the MappingClerk t

classification for the Mobile County Revenue Commission.

lf you have any questions, or if you need additional information, please let me know.
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5300

REPREDUCflON TEEHNICNNMAPPING CLERK I

KIND OF WORK: This is ork assistinq taxpavers,
in the f ocumentelonlq lC_gUpeSC_oI
ad valorum tax collectionc-afid{ibs.

DISTINGUISHING FEATURES OF THE WORK: An employee in this class is responsible for

m€terial+apidly-€n4€eatly-performing general clerical work and fer adjusting and maintaining
ork is performed independently

procedures and state law under the general direction of a designated supervisor- and-we+k-is

EXAMPLES OF WORK: {Any one position may not include all of the duties listed nor do the
listed examples include all tasks which may be found in positions of this class.)

@
Alumbe+€tamps-ea€h+a€e=

Plots legal descriptions from deeds recorded in Probate Court.

Prints maps for taxpayers.

Assists taxpayers in locating real property tax parcel documentation.

Processes property work cards.

Deoartment.

@
R€pr€duce€-prints-

epe{a+es-a#uefin€-p+if,ter

SiCs-maps-arcddats,
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Performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:

such knowledoe

Good knowledge of routine office practices and procedures.

Skill in

Abilitv to applv simole maooino technioues within the ESRI software environmenl.

Ability to establish and maintain effec{ive working relationships with other employees and the
oeneral public.

stand for lonq oeriods of time.

MINIMUM QUALIFICATION REOUIREMENTS: Graduation from a standard senior high
school, or the successful completion of the General Educational Development (GED) test,

a minimum of one yea experience,
or the

combination of education and experience equivalent to these requirements.

SPECIAL REQUIREMENT: Must possess a valid driver's license from state of residence.

Adopted: 03lUn7
Amended: 01/03/91 PB Survey
Amended: O4l01l'l0 Condrey 2007
Amended:

WTP: 6 months
Physical Group: lll
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Class Code:

TUTAPPING CLERK II

KIND OF WORK: This is skilled clerical and administrative work assisting taxpayers, in the
research and review of property and tax documentation for the purpose of ad valorum tax
collection.

DISTINGUISHING FEATURES OF THE WORK: An emptoyee in this class is responsibte for
high quality taxpayer service, disceming different types of legal vesting documents, accurately
locating tax parcels on a map according to complex legal descriptions, using a GIS front end
software, changing the name on a real property tax assessment, and reproducing high-quality
map products. Work is performed independently in accordance with established guidelines,
procedures and state law under the general direction of a designated supervisor.

EXAMPLES OF WORK: (Any one position may not include alt of the duties tisted nor do the
listed examples include all tasks which may be found in positions of this class.)

Plots legal descriptions from deeds recorded in Probate Court.

Prints maps for taxpayers.

Assists taxpayers in locating real property tax parcel documentation.

Provides taxpayers and office staff with tax assessment information.

Prints maps.

Plots complex legal descriptions using a Gls front end, and assigns tax parcel lDs to probate
deed cases.

Executes name changes on tax assessments.

Collects tax payments over the phone and posts checks for deposit.

Processes property work cards.

Assists in general office duties as it relates to mapping and the needs of the Mapping
Department.

Performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:

Thorough knowledge of the Public Land Surveying system.

Good knowledge of routine office prac{ices and procedures.

skill in working with computers and a variety of software programs utilizing the windows
operating system.
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Skill in working with the public to resolve issues related to real property tax parcels and
providing related information.

Ability to read and understand legal vesting documents.

Ability to plot complex legal descriptions using a GIS front end software.

Ability to apply advanced mapping techniques within the ESRI software environment.

Ability to collect payments with credit cards and post check deposits.

Ability to establish and maintain effective working relationships with other employees and the
general public.

PHYSICAL REQUIRFMENTS: Ability to exert physicat effort in sedentary to tight work, which
may involve some lifting, carrying, pushing or pulling of objects and materlals. 

-nbility 
to sit or

stand for long periods of time.

Ml.Nli4uM QUALIFICATIoN BEQUTRFMENTS: Graduation from a standard senior high
school, or the successful completion of the General Educational Development (GED) test, anda m.inimum of two years of experience in the classification of Mapping blerk I or the
combination of education and experience equivalent to these requirements.

sPEclAL REQUIREMENT: Must possess a valid driver's license from state of residence.

Adopted: WTp: 6 months
Physical Group: lll
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Class Code:

IIAPPING CLERK III

KIND OF WORK: This is skilled administrative and supervisory work assisting taxpayers in the
research and review of property and tax documentation for the purpose oi ad vilorum tax
collection.

DlsrlNGUlsHlNG FEATURES oF THE woRK: An employee in this ctass is responsibte for
supervising and training personnel engaged in assisting tax payers with property tax review and
payments. Additionally, this. classification is responsible for ensuring high quality taxpayer
service, plofting complex legal descriptions to assign parcel numbers to mapping caies for ihe
purpose of ad valorum tax assessment and collection. Work is performed independenfly in
accordance with established guidelines, procedures and state law under the general direction of
a designated supervisor.

EXAMPLES OF WORK: (Any one position may not include all of the duties tisted nor do the
listed examples include all tasks which may be found in positions of this class.)

Supervises clerical and administrative staff engaged in locating and providing real property tax
parcel documentation to tax payers, collecting tax payments via phone and [osting checks for
deposit.

Plots complex legal descriptions using a Gls front end, and assigns tax parcel lDs to probate
deed cases.

Provides taxpayers and office staff with tax assessment information.

Prints maps.

Executes name changes on tax assessments.

Collects tax payments over the phone and posts checks for deposit.

Processes property work cards.

Plovides training and supervision for new hires and existing staff including recommending
disciplinary actions and service rating reviews.

Provides information and assistance to the general public.

Attends training sessions and educational courses as directed.

Assists in general office duties as it relates to mapping and the needs of the Mapping
Department.

Performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:

Thorough knowledge of the Public Land Surveying system.
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Good knowledge of routine office practices and procedures.

Skill in working with computers and a variety of software programs utilizing the Windows
operating system.

Skill in working with the public to resolve issues related to real property tax parcels and
providing related information.

Skill in providing supervision, training and technical assistance to Mapping Clerk Staff.

Ability to effectively lead and direct the work of others.

Ability to read and understand legal vesting documents.

Ability to plot complex legal descriptions using a GIS front end software.

Ability to apply advanced mapping techniques within the ESRI software environment.

Ability to collect payments with credit cards and post check deposits.

Ability to establish and maintain effective working relationships with other employees and the
general public.

PHYSICAL REQUIREMENTS: Ability to exert physical effort in sedentary to light work, which
may involve some lifting, carrying, pushing or pulling of objects and materials. Ability to sit or
stand for long periods of time.

MINIMUM QUALIFICATION REQUIREMENTS: Graduation from a standard senior high
school, or the successful completion of the General Educational Development (GED) test, and
a minimum of three years of experience in the classification of Mapping Clerk lor the
combination of education and experience equivalent to these requirements.

SPECIAL REQUIREMENT: Must possess a valid drive/s license from state of residence.

Adopted. WTP: 6 months
Physical Group: lll
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MOBILE COUNTY PERSONNEL DEPARTMENT i

CLASSIFICATION/POSITION ACTION FORM

INSTRUCTIONS: Complete each secfion as applicable for the specific request. Attach additional sheets
for additional informahon in any section, if needed.

This form should be completed for any requested action on classification(s) or position(s) within the
Mobile County Merit System. Please complete one Action Form per request.

JURtSDtCTtoN: Mobile County Revenue Commission (01)

DEPARTMENT/DlvlslON: Mapping Department

NAME OF APPOTNTTNG AUTHORTTY/OTHER OFFTCTAL: Tyler Pritchett

SIGNATURE OF APPOINTING AUTHORITY/OTHER OFFICIAL:

CONTACT NAME (For additonal informaion about this request):

Mike Daugherty

coNrACr NUMBER: 251.574.5538 EMAtr: mdaugherty@mobile-propertytax.com

DATE OF REeUEST: 0410412023

TYPE OF ACTION REQUESTED:

A. Create new classification
B. Amend existing classification
C. Create additional position(S) 1rn ex,snng crass)

D- Salary grade amendment
E. Other:

tla
tr
tr
tr

CURRENT JOB TITLE 1rf a. c, o or e 1:

Reproduction Technician I

PROPOSED JOB TITLE (if a or B):

Mapping Clerk I

CURRENT SALARY GRADE: 1O PROPOSED SALARY GRADE (,f eor D): p

NUMBER OF POSITIONS (OR AODITIONAL POSITIONS) REQUESTED (r A o, l:

TYPE OF POSITION (FT, PT, TEMP, SEAS, SUPN, etc.) (ir a or c):

JUSTTFTCATTON/REASON FOR REqUEST: [otmu tfrrmr
Geo./t

The current specs for Reproduction Technician I are out of date and do not fit
this ctassification in the Mapping O.n"ffi

t/ tti ri
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Purpose of this job (rr A, B, D or E):

(A descripton of why this classifica6on and/or position exists)

Assist taxpayers (phone/walk-in), plot legal descriptions to assign parcel lD numbers to mapping

cases to assess property for ad valorum tax collection'

lndicate tasks, duties and responsibilities of job (if A, B, o or E):

(For example: "Maintains accurate records of customerS and transactiOns" or "Makes minor repairs to equipment to ensure effi-

cient operation."

Assist taxpayers with locating real property tax parcels, supply tax assessment information' and

print maps. etot tegat simplelegal descripiions, assign tax parcel lDs to probate deed cases, and

execute name changes on tax issessments. Assist in all other general office duties as it relates to

mapping and the needs of the Mapping Department'

List the Essential Requirements of this job (knowledge, skills and abilities) (rf A, 8, D or E):

[or"*arpl", "Good knowledge ofthe principles, pracfices and terminology of medical record keeping" or "Abrlitytoload and

unload heavy equipment in a safe manner "

employees and the general Public.

List the Minimum qualification Requirements of this job (education and experience required to satisfactorily

perform this job) (rf A, B, D or E):

Graduation from a standard senior high school, or the successful completion of the General

Educational Development (GED) test'
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List any special Requirements for this job ( specific licenses, certifications, etc required) (if A. B, o or E):

Must possess a valid driver's license from the state of residence'

List any Physical Requirements or physical aspects required for this 1ob (lifting, walking, standing, sitting,

etc.) (if A, B, D or E):

An employee may be required to have the ability to sit or stand for long periods of time.

List any Distintuishing Features of this job (shiftwork, required overtime, working environment, etc.) (if A, 8, D

or E):

An employee in this class is responsible for high quality taxpayer service, discerning different types

of legai vesting documents, accurately locating tax parcel on a map according to a legal

desciiption, applying mapping techniques in a cutting edge software environment, changing the

name on a real property tax assessment, and reproducing high-quality map products. Work is

performed independently in accordance with established guidelines, procedures, and state law

under the general direction of a designated supervisor.

ls someone currently performingthe duties of this job? 1it a, a, o or r) lf so, indicate name:

Yes; Elizabeth Thomas.

Please attach additional sheets to provide more information for any areas, if needed'

lf you have any questions regarding the completion of this form, contact

Gloria Reed at (251) 445-457L or Karen Hempfleng (251) 445-458 
(Rev,sedoz/2u2o2o)

Supervisor of this classificahon (ir A, B, D or E):

Mapping Clerk lll

Classifications supervised by this position (if A, 8, D or E):

None
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MeIssa Smrth

From: Karen Hempfleng < khempfleng@personnelboard.org >

Sent Tuesday, April 18,2023 4:47 PM

To: Darryl Stark

Cc: Melissa Smith; 'Elizabeth Langerfelt'

Subject FW: Update: Mapping Clerk l, ll, and lll
AttrchmenE: Class-PositionActionRequestForm Mapping Clerk t.pdf; Class-

PositionActionRequestForm Mapping Clerk ll.pdf; Class-PositionActionRequestForm
Mapping Clerk lll.pdf

Hey,

I just realized that Tyler did not send this to any of you. I was wonderint why I hadn't see the approved request come
back to us. Please send me the approved request when you can.

Thanks,

Karen

Karen Hempfleng
Human Resource Manager
Mobile County Personnel Board
(251)44s-4s80

khem pfleng@personnelboard.org

From: Tyler Pritchett Imailto:tpritchett@mobile-propertytax.com]
Sent: Thursday, April 5, 2023 9:07 AM
To: Karen Hempfleng <khempfleng@personnelboard.org>; Gloria Reed <greed@personnelboard.org>
Cc: Michael Daugherty <mdaughefi @mobile-properMax.com>
Subject: FW: Update: Mapping Clerk l, ll, and lll

l(aren and Gloria, hope all is well. Attached please find the classification/position action for the attached 3
positions. Please let us know what else y'all need.

-Tyler

From: Michael Dautherty <ElblthC4yle@gilg:pl9!9ff ax.com>
Sent: Tuesday, April 4,2023 t1:24 AM

subiect: Update: Mapping Clerk l, ll, and lll

Tyler,

I went ahead and filled out the forms that Karen had linked us a couple weeks ago. I believe these are ready to be

submitted to George. Karen had asked us to send the attached items, and also to include in the email the Repro Tech

and Engineering Tech with the pertinent bits hi8hlighted. when you have a chance, look over the attached and make
sure you agree with eveMhing before we submit. Thanks man!
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MOBILE COU NTY PERSONNEL DEPARTMENT

INSTRUCTIONS: Complete each section as applicable for the specific request. Attach additional sheets
for additional information in any section, if needed.

This form should be completed for any requested action on classificahon(s) or position(s)within the
Mobile County Merit System. Please complete one Action Form per request.

JURtSDtCTtoN: Mobile County Revenue Commission (01)

DEPARTMENT/DlVlSlON: Mapping Department

NAME OF APPoINTING AUTHORITY/OTHER OFFICIAL: Tyler Pritchett

SIGNATURE OF APPOINTING AUTHORITY/OTHER OFFICIAL,

CONTACT NAME (For addihonal information about this request):

Mike Daugherty

6ONTACT NUMBER: 251 .574.5538 EMAtL, mdaugherty@mobile-propertytax.com

DATE OF REeUEST: 0410412023

TYPE OF ACIION REQUESTED:

Z
trutl
E

A. Create new classification
B. Amend existing classificatron
C. Create additional positioo(s) 1in exisuns crassl

D. Salary grade amendment
E. Other:

CURRENT IOB TITLE (rf a, c, o or E):

PROPOSED JOB TITLE {rf e or e):

Mapping Clerk ll

PROPOSED SAIARY GRADE ltt eor ol: E

NUMBER OF POSITIONS (OR ADDITIONAI POSITIONSI REQUESTED t r a.. ci'

WPE OF POSITION (FT, PT, TEMP, SEAS, SUPN, etc.) 1rt a or c1: FT

JUSTIFICATION/REASON FOR REQUEST:

Position requested to replace the Engineering Technician I position in the Mapping Department at
the Mobile County Revenue Commission. The specs for an Engineering Technician are not
applicable to the work done by an employee in this classification at this office. This position would
also grant upward mobility for a Mapping Clerk I and aid with employee retention.

po:1h0.-n aEa9 no+ -q415\

23 9th  128



Purpose of th is job {ir A, B, D or E):

(A descriphon of why this classification and/or posi6on exists)

Assist taxpayers (phone/walk-in), plot legal descriptions to assign parcel lD numbers to mapping
cases to assess property for ad valorum tax collection.

lndicate tasks, dufes and responsibilities of job {rf A, B. D or E):

(For example: "Maintains accurate records of customers and transactions" or "Makes minor repairs to equtpment to ensure effi-
cient operation."

Assist taxpayer with locating real property tax parcels, supply tax assessment information, and
print maps. Plot complex legal descriptions using a GIS front end, assign tax parcel lDs to probate
deed cases, and execute name changes on tax assessments. Collect tax payments over the
phone and post checks. Assist in all other general office duties as it relates to mapping and the
needs of the Mapping Department.

List the Essential Requirements of this job (knowledge, skills and abilities) (,ra. B D or E):
(For example: "Good knowled8e ofthe principles, practices and terminology of medical record keepint" or',Ability to load and
unload heavy equrpment in a safe manner."

Working knowledge of the Windows operating system. Thorough knowledge of the Publica Land
Surveying System and the ability to read and interpret complex legal desciiptions. Ability to plot
complex legal descriptions using a GIS front end. Ability to read and understand legal vesting
documents. Ability to apply advanced mapping techniques within the ESRI software environment.
Ability to collect payments with credit cards and post checks. Ability to establish and maintain
effective working relationships with other employees and the general public.

List the Minimum Qualification Requirements of this job (education and experience required to sahsfactorily
perform this job) (rr A, B, D or E):

Graduation from a standard senior high school or the successful completion of the General
Educational Development (GED) test, and a minimum of two years experience as a Mapping Clerk
l; or a combination of education and experience equal to these requirements.
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List any Special Requirements for this job ( specific licenses, certifications, etc. required) (ir A, B, D or E):

Must possess a valid driver's license from the state of residence.

List any Physica! Requirements or physical aspects required for this job (lifting, walking, standing, sitting,

etc.) 1it A, B, D or E)l

An employee may be required to have the ability to sit or stand for long periods of time.

List any Distinguishing Features of this job (shiftwork, required overtime, working environment, etc.) (if A, B, D

or E)i

An employee in this class is responsible for high quality taxpayer service, discerning ditferent types
of legal vesting documents, accurately locating tax parcels on a map according to a legal

description, plotting complex legal descriptions using a professional-level GIS front end, changing
the name on a real property tax assessment, and reproducing high-quality map products. Work is
performed independently in accordance with established guidelines, procedures, and state law
under the general direction of a designated supervisor.

ls someone currently performing the duties of this job? lir A, B, D or E) lf so, indicate name:

Yes; Geneva Kinman

Supervisor of this classification (if A, B, D or E)l

Mapping Clerk lll

Classifications supervised by this position (if A, B, D or E):

None

Please attach additional sheets to provide more information for any areas, if needed.

lf you have any questions regarding the completion of this form, contact

Gloria Reed at (251) 445-457L or Karen Hempfleng (251) 445-4580 
{Rev,sed02/2112020)(Effecrve luly 1,2016)
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Melissa Smith

From: Karen Hempfleng < khempfleng@personnelboard.org >

Sent Tuesday, April 18,2023 4:47 PM

To: Darryl Stark

Cc Melissa Smith; 'Elizabeth Lingerfelt'
Subject FW: Update: Mapping Clerk i ll, and lll
Attachments: Class-PositionActionRequestForm Mapping Clerk l.pdf; Class- r

PositionActionRequestForm Mapping Clerk ll.pdf; Class-PositionActionRequestForm 
i

Mapping Clerk lll.pdf I

lrjeuli realized that Tyler did not send this.to any of you. I was wonderanS why I hadn't see the approved request come 
I

back to us. Please send me the approved request when you can. 
i

Thanks, i

Karen I

Karen Hempfleng
Human Resource Manager
Mobile County Personnel Board
(2s1)44s-4s80

khempfl ent@personnelboard.org

From: Tyler Pritchett Imailto;tpritchett@mobile-propertytax.co
Sent: Thursday, April 5, 2023 9:07 AM
To: Karen Hempfleng <khempfleng@personnelboard.orB>; Glori
Cc: Michael Daugherty <mdauBherty@mobile-propertytax.com>

Subject: Fw: Update: Mapping Clerk l, ll, and lll

Karen and Gloria, hope all is well. Attached please find the class
positions. Please let us know what else yall need.

-Tyler

From: Michael Daugherty <

Sent: Tuesday, Aptil 4, 2023 11:24 AM
To: Tyler Pritchett <@>
Subiect Update: MappinB Clerk l, ll, and lll

Tyler,

I went ahead and filled out the forms that Karen had linked us a

submitted to GeorSe. Karen had asked us to send the attached i

and En8ineering Tech with the pertinent bits highlighted. When
sure you agree with everything before we submit. Thanks manl
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MOBILE COUNTY PERSONNEL DEPARTMENT

cLASSTFtCATtON/POStTtON ACION

lNsTRUcTlONs: complete each section as applicable for the specific request. Attach additional sheets
for additional information in any section, if needed.

This form should be completed for any requested action on classificahon(s) or posihon(s) within the
Mobile Countv Merit System. please complete one Action Form per request.

JURtSDtcTtON: I/obile County Revenue Commission (01)

ng Department

NAME oF AppotNTtNG AUTHoRtw/orHER oFFtclAL: Tyler pritchett

SIGNATURE OF APPOINTING AUTHORITY/OTHER OFFICIAL:

CONTACT NAME (For additronal rnformation about this request):

Mike Daugherty

251.574.5538 EMAt[: mdaugherty@mobile-propertytax.com

TYPE OF ACTIOITI REQUESTED:

A. Create new classification
B. Amend exishng classification
C. Create additional poSition(s) 1in exrsnng crasrl

D. Salary lgrade amendment
E. Other:

@
tr
trn
tr

CURRENT JOB TITLE (,f B, c, D or r)

PROPOSED JOB TITLE (,f A or B)

Mapping Clerk ilt

PROPOSED SALARY GRADE (,r a or o): 14

NUMBER OF POS|T|ONS (OR ADDtTtONAt pOStTtONS) REqUESTED (,r a or c):

TYPE OF POS|T|ON (FT, pT, TEMp, SEAS, SUpN, etc.) 1,rn o.' c1: FT

\t'{,h{t.a- ( ur"rntJUsTlFlcATloN/REAsoil FoR REeUEST: l{"\}e,rul!- LDrnr4l95/ r'h-

)::.T:1": :!I:,t-t t9 tY q:rvise proposed Mappi ns clerk I a nd r" g,hf p.[e 
$t*ft ffigrant upward rnobirity for a Mapping crerk r and riani aid in emproyee ,."i"ntiln.

lPor,Pst'- {r4,1 nnl o+tqf\

+/ 1 1lL\
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Purpose of this job (ir A, B, D or E):

(A descriphon of wly this classification and/or position exists)

Supervise Mapping Clerk I and Mapping Clerk ll positions, plot complex legal descriptions to
assign parcel numbers to mapping cases to assess property for ad valorum tax collection.

lndicate tasks, duties and responsibilities of job (ir a. B. D or E):

(For example: "Marntains accurate records of customers and transactions" or',Makes minor repairs to equipment to ensure effi-
cient operation."

Assist taxpayer with locating real property tax parcels, supply tax assessment information, and
print maps. Plot complex legal descriptions using a GIS front end, assign tax parcel lDs to probate
deed cases, and execute name changes on tax assessments. Collect tax payments over the
phone and post checks. Assist in all other general office duties as rt relates to mapping and the
needs of the lvapping Department. Trains and supervise Mapping clerk I and Mapping clerk ll
personnel.

List the Essential Requirements of this job (knowledge, skills and abilities) (,r a. B, D or E):
(Forexample: "Gc'od knowled8e ofthe principles, practices andterminology of medical record keeping" or ',Ability to load and
unload heaw equipment in a safe manner."

Working knowledge of the Windows operating system. Thorough knowledge of the public Land
Surveying Sy'stem and the ability to read and interpret complex legal desciiptions. Ability to plot
complex legal descriptions using a GIS front end. Ability to read and understand legal vesting
documents. Ability to apply advanced mapping techniques within the ESRI software environment.
Ability to collect payments with credit cards and post checks. Provides daity direction to Mapping
Clerk staff. Trains, supervises, and provides technical assistance to Mapping Clerk staff. e6iiity fo
establish and maintain effective working relationships with other employees and the general public.

List the Minimum Qualifica6on Requirements of this iob (education and experience required to satisfactorily
perform this jr:b) (,f a, B, D or E):

Graduation lrom a standard senior high school or the successful completion of the General
Educational Development (GED) test, and a minimum of three years experience as a Mapping
clerk ll; or a combination of education and experience equal to these requirements.
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List any Special Requirements for this job ( specific licenses, certifications, etc. required) (ir A, B, D or E):

Must possess a valid driver's license from the state of residence.

List any Physical Requirements or physical aspects required for this job (lifting, walking, standing, sitting,
etc. ) (if a, B, Dorr):

An employee may be required to have the abirity to sit or stand for rong periods of time.

List any Distinguishint Features of this job (shiftwork, required overtime, working environment, etc.) (,rA, B, D
or E):

scerning differ
ding to a legal
nd, changing t

-quality map products, and supervising
ndependenily in accordance with established

department head. 
general direction of a designated supervisor or

ls someone curr ently performing the duties of this job? (if A, B, D or E) lf so, indicate name:

No.

Supervisor of ttris classification {if A, B, D or E):

GIS Analyst lll and GtS Manager

Classifi cations supervised O,,

Mapping Clerk I and Mapping Cterk il

Please attach additional sheets to provide more information for any areas, if needed.
lf you have any questions regarding the completion of this form, contact

rGloria Reed at (251) 445-4s77 or Karen Hempfreng (251)445-4580.
tEfle.t'vc_rury 1,2015)
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Melissa Smith

From:
Sent:
To:
Cc:

Subject:
Attachments:

Karen Hempfleng < khempf leng@personnelboard.org >

Tuesday, April 18,2023 4:47 PM

Darryl Stark
Melissa Smith;'Elizabeth Lingerfett'
FW: Update: Mapping Clerk t, tt, and tlt
Class-PositionActionRequestForm Mapping Clerk l.pdf; Class-
PositionActionRequestForm Mapping Clerk .pdf; Class-positionActronRequestForm
Mapping Clerk lll.pdf

Hey,

I iust realized that Tyler did not send this to any of you. I was wondering why I hadn't see the approved request come
back to us. Please send me the approved request when you can.

Thanks,
Karen

Karen Hempfleng
Human Resource Manager
Mobile County Personnel Board
(251)44s-4s80

khempfl eng@personnelboard.org

From: Tyler Pritchett Imailto:tpritchett@mobile-propertytax.com]
Sent: Thursday, April 6, 2023 9:07 AM
To: Karen Hempflent <khempfreng@personnerboard.org>; Groria Reed <greed@personnelboard.org>
Cc: Michael Daugherty <mdaugheny@mobile-propertytax.com>
Subiect: FW: Update: Mapping Clerk t, , and

Karen and Gloria, hope all is well. Attached please find the classification/position action for the attached 3
positions. Please let us know what else y,all need.

-Tyler

From: Michael Daugherty <mdaupherw@mobile-proDertvtax.com>
Sent: Tuesday, Agtil 4,2023 11:24 AM

Subiect: Update: Mapping Clerk t, , and l

Tyle r,

I went ahead and filled out the forms that Karen had linked us a couple weeks ago. I believe these are ready to be
submitted to George. Karen had asked us to send the attached items, and also to include in the email the Repro Tech
and En8ineerinB Tech with the peninent bits highlighted. when you have a chance, look over the attached and make
sure you agree with everything before we submit. Thanks manl
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Melissa Smith

From: Karen Hempfleng < khempfleng@personnelboard.org >

Sent Tuesday, April 18,2023 4:47 pM

To: Darryl Stark
Cc: Melissa Smith; 'Elizabeth Lingerfelt,
Sublcct Fw: Update: Mapping Clerk t, lt, and l

Attachments: Class-PositionAAionRequestForm Mapping Clerk t.pdf; Class-
PositionActionRequestForm Mapping Clerk ll.pdf; Class-positionActionRequestForm
Mapping Clerk lll.pdf

Hey,

ljust realized that Tyler did not send this to any ofyou. I was wondering why I hadn't see the approved request come
back to us. Please send me the approved request when you can.

Thanks,
Karen

Karen Hempfleng
Human Resource Manager
Mobile County Personnel Board
(2s1)44s-4s80

khempfl eng@personnelboard.org

From: Tyler Pritchett Imailto:tpritchett@mobile-propertytax.com]
Sent: Thursday, April 6, 2023 9:07 AM
To: Karen Hempfleng <khempfleng@personnelboard.ort>; Gloria Reed <greed@personnelboard.org>
Cc: Michael Daugherty <mdaugherty@mobile-propertytax.com>
Subiect: FW: Update: Mapping Clerk t, , and lll

Karen and Gloria, hope all is well. Attached please find the classification/position action for the attached 3
positions. Please let us know what else y'all need.

-Tyler

From: Michael Oaugherty <mdaushertv@mobile-propertvtax.com>
Sent: Tuesday, Aptil 4,2023 11:24 AM
To: Tyler Pritchett <tpritchett@mobile-orooertvtax.com>
Subject: Update: Mapping Clerk t, , and t

Tyler,

I went ahead and filled out the forms that Karen had linked us a couple weeks ago. I believe these are ready to be
submitted to George. Karen had asked us to send the attached items, and also to include in the email the Repro Tech
and En8ineerinB Tech with the pertinent bits highlighted. When you have a chance, look over the attached and make
sure you agree with everything before we submit. Thanks man!
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c\
MEMO TO: Dr. Darryl Stark, Assistant Director '{-) W (

FROM: Karen Hempflen& Human Resource Manager

DATE: April 28,2023

RE: City of Mobile - Request to Amend the Salary Grades for the Safety Coordinator

and Motor Pool Manager classifications

On March 24,2023 and March 28,2023, requests were received from Leslie Rey, Director of

Human Resources for the City of Mobile, to amend the salary grades for 25 classifications. This

report will provide information reBarding two (2) of the requests for amendments and two (2)

incumbent pay changes. The classifications to be addressed are Motor Pool Manager and

Safety Coordinator. Leah Scruggs, Personnel Classification and Assessment Analyst l, was

assigned to explore this request and a summary of her findings are attached.

Based on the information submitted by the City of Mobile and Ms' Scruggs' research, I

recommend the Board set a date for a public hearing for consideration of the following

requests for the City of Mobile:

(A) Amendment of salary grade 16 (53,461.79 - 55,534.19) to salary grade 19 (54,014.61-

S6,417.96) for the Safety Coordinator classification,

(B) Amendment of salary grade 20 (54,217.85 - S6,742.871to salary grade 22 (S5,139.04 -
58,215.53) for the Motor Pool Manager classification,

(C) lf (A) is approved, adjustment of pay is requested for the current Safety Coordinator

incumbent, Thomas Roy from salary grade 16, step K to salary grade 19, step A,

(D) lf (B) is approved, adjustment of pay is requested for the current Motor Pool Manager

incumbent, Diane McCarty, from salary grade 20, step D to salary grade 22, step A.

lf you have any questions, or if you need additional information, please let me know.

23 9th  137



MEMO TO:

FROM:

DATE:

RE:

Karen Hempfleng, Human Resource Manager

Leah Scruggs, Personnel Classification and Assessment Analyst I

Apnl27,2O23

Request from the City of Mobile to amend salary grades for Motor Pool Manager
classification and Safety Coordinator classification

On March 28,2023, a PersonnelAction Request Form was received from Leslie Rey, Director of Human
Resources for the City of Mobile, to amend the salary grades for Motor Pool Manager and Safety
Coordinator classifications. Ms. Rey stated that the City of Mobile is restructuring its salary plan to
ensure it remains competitive with other cities as well as jurisdictions within the Mobile County Merit
System.

The Motor Pool Manager classification is currently being utilized exclusively by the City of Mobile and is
set at salary grade 20. The Safety Coordinator classification is currently being utilized by the City of
Mobile (salary grade 15) as well as three other jurisdictions, Mobile County (salary grade 16), Mobile
Area Water and Sewer System (salary grade 16) and Mobile County Health Department (salary grade
15).

The City of Mobile recently commissioned an external salary survey which included the Safety
Coordinator and Motor Pool Manager classifications as benchmark jobs to be surveyed. The survey
results provided by the consulting firm Evergreen, recommended that the Motor Pool Manager
classification be placed at a salary range of 563,ggZ to 5102,045 or similar. Subsequently, the City of
Mobile is requesting amendment of the salary grade for the Motor Pool Manager classification from
salary grade 20 to 22.

Based on the salary survey results, the consulting firm, Evergreen has also recommended a salary range
of 547,633 to S75,148 or similar for the Safety Coordinator classification. Following this
recommendation, the City of Mobile is requesting that the salary grade for the Safety Coordinator
classification be amended from salary grade 15 to salary grade 19. The chart below lists the two (2)

proposed classifications for salary grade amendment along with similar classifications utilized within the
Mobile County Merit System.

Classification Jurisdiction Salary
Grade

Education
Requirement

Experience
Requirement

Safety Coordinator
(proposed)

City of
Mobile

19 2 years related
college level
coursework

3 years of experience
in safety and risk

management
Traffic Analyst City of

Mobile
19 High School

Diploma/GED
3 years responsible
experience in field

Landscape Services
Supervisor

City of
Mobile

19 Bachelo/s Degree in
field

1 year experience in
Landscape design or

horticulture
management and

supervision
Chief Building lnspector Mobile

County
19 2 years related

college level
coursework

3 years responsible
experience in field
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Motor Pool Manager
(proposed)

City of
Mobile

22 2 years related
college level
coursework

3 years'experience
with complex record

keeping, procurement
and budgeting in fleet

operations
Electrical Superintendent City of

Mobile
22 High School

Diploma/GED plus

Master Electrician
Certification

1 year experience as

Electrical Supervisor

Professional Land

Surveyor
City of
Mobile

22 High School
Diploma/GED plus

Licensure as

Professional Land

Surveyor by State of
Alabama

5 years experience as

licensed professional
land surveyor

Director of Safety and
Performance

City of
Mobile

22 Bachelo/s Degree in
field

3 years responsible
experience in field

The chart below shows the proposed salary grade for Motor Pool Manager and Safety Coordinator
classifications as well as annual minimum and maximum pay rates provided by the Evergreen Survey for
similar classifi cations.

Classification Jurisdiction Salary
Grade

AnnualMinimum -
Maximum

Safety Coordinator ( proposed ) City of Mobile 19 S4B,L7' - S77,oLs
Safety Coordinator (current) Citv of Mobile 16 S41,541- 566,410
Safety Coordinator Evergreen
Survey Recommendation

N/A 547,633 - 576,tq9

Motor Pool Manager
(proposed)

City of Mobile 22 561,558 - S98,586

Motor Pool Manager (current) City of Mobile 20 s50,614 - s90,914
Motor Pool Manager Evergreen
Survey Recommendation

N/A 553,832 - S102,046

Based on the information submitted by the City of Mobile, I recommend the Board set a date for a

public hearing for consideration of the following requests by the city of Mobile:

(A) Amendment of salary grade 16 (Sg,+ef .Zg - SS,534.19) to satary grade 19 (54,014.61-

S6,417.95) for the Safety Coordinator classification,
(B) Amendment of salary grade 20 (54,217.85 - 56,742.87) to salary grade 22 (55,139.04 -

S8,215.53) for the Motor Pool Manager classification,
(C) lf (A) and (B) are approved, adjustment of pay is requested for the current incumbents

listed on the attached chart.
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City of Mobile
Pay Adjustments Proposed for lncumbents

Employee Name Classification
Current
Grade

Current
Step

Proposed

Grade
Proposed
Step

Diane McCarW
Motor Pool

Manager 20 D 22 A

Thomas Roy
Safety
Coordinator 16 K 19 A
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Rey, Leslie < leslie@cityofmobile.org >From:
Sentr
To:

Wednesday, March 22, 2023 2:38 PM
'George Smith'; Melissa Smith (melissa@ personnelboard.org); 'Darryl Slark'; Gloria Reed
(greed@personnelboard.org); khempfleng@personnelboard.org; 'Elizabeth Lingerfelt'
Rey, Leslie; Campbell, Shelia

City of Mobile Pay Grade Amendments (part 2 of 3)

Dep Dirs in Public Services.pdf; Safety Coord.pdf; PSS ll-pdf; Fleet Mgmt - Motor
Pool.pdf; Office Manager.pdf

CC:

SubJect:
Att chmeflts:

The City of Mobile is restructuring its salary plan to ensure it is competitive with comparable cities and local

tovernment. The following are our requested changes with more detail on the attached Personnel Action Requests as it
relates to the pay trade increase and the adjustment in incumbents pay:

Job Classiflcatlon From To
Deputy Director of Public Services
Deputy Director of Planning & Administration
Public Seruice Supervisor ll

Deputy Director of Fleet Management
Garage Supervisor
Motor Pool Manager

Safety Coordinator

Ofrice Manager

We look forward to workint with the Personn€l Board to complete our salary project. lf lcan be ofassistance, please ht
me know.

Thanks,
Leslie

Leslie Hayes Rey, SHRM-SCP, SFIIR
Dircclor of Human Resourc€g
Hurnan Regources Department
City of Mobile
z$t-20f}7a32
leslie(Ocitvofmobile. oro

23 24
23 24

77 18

23 24
18 19

20 22

16

18
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PERSOI\NEL ACTION REOUEST

To: Perronnel Dlnector

Moblle County Pertonnel Boerd

FROM: Clty of Moblle
Lttlip ?ou
t- hr0.ilthlr urcol) 0312112023

Mayor or Authorized Signer Date

Routing:

Date of Request: o3lLsl2o23

TYPe of Action: PaY Grade lncrease

Departnrent Number: 0535 Depertnent Name: office of Professional Responsibitity

*t**t**r**rrt *ttt t**t*t**tt t*t I *t ***i
MC?B Deccrlptlon:

Name: - Employee No. -
1i,p. Safety Coordinator

Effecffve Dete (dete after last peyroll aay1z O4l22l2OZZ

Justification:
The City of Mobile salary plan restructuring will improve recruitment and be competitive with comparable cities and local gov't:

l)Amend Safety Coordinator pay grade from 15 (541,441-66,410) to pay grade 19 (548,175-77,015)

I _- -. --

Lp.rlio ?ou
l.jtE 0a,ll;ro,ltl'cor) 031ts12023 *#rct=-",., 0312112023

Department Head

Pb?F I .r..
kr Z btoarl., utlrgCoI|

Date Budget Approvel Dete

Euman Resources:

O3lL6l2O23 **.03/2v20Bu:zrAM 
"o-p.ot*DateExecutive Dlrector

Human Resources-20s Government St, Rm

(A dditbnal C o mme nb B el ow)

torm 046 HR
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ADDITIONAL COMMENTS

DEPARTMENT:

EXECUTIVE DIRECTOR:
Competltive Salary lncrease

HUMANRDSOURCES:

nla

BI,JDGET:

nla
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PERSONNEL ACTION REOI'EST

To: Personnel Dlrector

Mobile County Personnel Board

FROM: CltyofMobile
&-k-erFrrrrlrrluc[t 0312112023

Mryor or Authorized Stgper Date

Routing:

Date of Request:

I)rye of Acdon:

0312012023

Pay Grade lncrease & lncumbent Pay Adjustment

Deparlment Number: 7000 Deprrfuent Name: Motor Pool

* *** *t *** *
MCPB Description:

Name: - Employee No. -

,1r". Motor Pool Manager

Effective Date (date efter last payroll aayyz O4l22l2oZl

Jusdflcation:
The City of Moblle satary plan restructuring will lmprove recrultment and be competltive with comparable cities and local gov't:

1) Amend Motor Pool Manager from pay grade 20 (550,61+80,914) to pay grade22 ($ef,e6e-Se,sA61

2) Adjust Diane McCarty from 20 D+4 to 22 A+4

lttLo Pau
rd. tt lh.4loE rHcro 0312012023 q*lg% 0312U2023

Department Head Date Budget Approvrl Date

Human Resources:

0312012023 *.".03/2112023urlrAM"orn.03212ozru'zs*u
D"t"

VD'
Executive Director

(A ddltl o n al Co mmcnts B c low)

itiu"* R"rorrr*"2os q"*rnr*@ 4L1e-{4?9039t291914x-1zs11zos-rlsa iormoq6 xR rooelrn tr-l
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ADDMIONAL COMMENTS

DEPARTMENT:
Diane McCarty: 22 A+4 (5), S68,070/yr, 532'73/hr

EXECT'TIVE DIREETORT
Recommend Approval

III]MAN RESOT]RCES:

nla

BIJDGET:

n/a

MAYOR:
n/a
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MEMO TO:

FROM:

DATE:

RE:

I\\

Dr. Darryl Stark, Assistant Director D q, f

Gloria Reed, Human Resource Manager

April27,2O23

Request to Amend Salary Ranges for the City of Chickasaw

ln a request received on April 27,2023,the City of Chickasaw requested to amend various salary grades

in order to compete, retain and recruit employees. Prior to the receipt of this official request, I assisted

Danyelle Jackson, Assistant City Clerk with the process and answered questions regarding the best path

forwa rd.

ln the attached request, the City of Chickasaw has requested to amend the salary grades to an increase

of five (5%) percent for the public safety classifications. ln the request, parity is maintained with
comparable positions for Police and Fire. With this increase, the City of Chickasaw is still considerably
lower in salaries than other agencies within the Mobile County Merit System.

classification Current Salary
Range

Proposed Salary

Range

Police Officer 45 46

FirefiBhter 45 46

Police corporal 47 48

Firefighter-Driver 47 48

Police Sergeant 50 51
tPublic Safety Sergeant 49 51

Fire Service Captain 50 51

Police Lieutenant 51 52

Police Captain 53 54

*There is one filled position of Public Safety Sergeant and the incumbent is Glen Wickel. This classification

was not amended when the Police classification series was adopted. Since this classification has a

remaining incumbent, the salary range amendment that is requested is in order to be consistent with the

classifications of Fire Service Captain and Police Sergeant. Therefore, the City of Chickasaw is requesting

to amend the classification of Public Safuty Sergeant from salary range 49 to salary range 51 in order for
the incumbent to receive the same five (5%) percent increase. ln addition, the City of Chickasaw is

requesting the incumbent, Glenn Wickel be moved from Salary Range 49 Step G to Salary Range 51 Step

F.

For the last item on the request, the City of Chickasaw is requestinB to increase the salary range for Animal

control officer I by 10% which will amend the classification from salary Range 36 to salary Range 37.

Based on the information received, I recommend the Board set a public hearing for the followinB requests

from the City of Chickasaw:

A. Amendment of the salary range 45, 52,567.00 - 53,982.00, to salary range 46, 52,695.00 -

54,182.00 for the classification of Police Officer,
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B. Amendment of the salary range 45, S 2,567.00 - S 3,982.@, to salary range 45, 52,696.00-
54,182.00 for the classification of FirefiBhter,

C. Amendment of the salary ran3e 47, S2,830.0O - S 4,391.00, to salary range 48, 52,972.OO-

S4,510.00 for the classification of Police Corporal,

D. Amendment of the salary range 47, 52,830.00 - 54,391.00, to salary range 48, 52,972.OO-

54,610.00 for the classification of FirefiBhter Driver,

E. Amendment of the salary range 50, 53,275.00 - 55,083.00, to salary range 51, 53,440.00

S5,337.00 for the classification of Police Sergeant,

F. Amendment of the salary range 50, 53,276.00 - 55,083.00, to salary range 51, S 3,440.00

S5,337.00 for the classification of Fire Service Captain,

G. Amendment of the salary range 51, S3,440.0O - 55,337.00, to salary ranBe 52, 53,512.00 -

S5,604.00 for the classification of Police Lieutenant,

H. Amendment of the salary range 53, 53793.00 - 55884.00, to salary range 54, S3,982.0O -

55,604.00 for the classification of Police Captain,

l. Amendment of the salary range 35, 51,576.00 - 52,445.00, to salary range 37 S 1,738.00 -

52,595.00 for the classification of Animal Control Officer l,

J. Amendment of the salary range 49, 53,120.00 - 54,841.00, to salary range 51, 53,440.00

55,337.00 for the classification of Public Safety Sergeant,

K. lf J is approved, move the incumbent Glenn Wickel, from salary ran8e 49 Step G to salary range
51 Step F, to award a 5% increase effective the pay period after approval.

lf you have any further questions or need additional information, please let me know.
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q t71L7

CITY OF CHICKASAW
224 N Craft Etghwry, ChtckrsrE, Ahbemr 3661t _ (251) 4S24{S0

Post OmcG Box I t307. Chlckrs0w, Ahbamr 36671 _ r,rww.ciiyofchickssaw.org

April26,2023

Dr. Darryl Stark, Ph.D.
Interim Personnel Director
P. O. Box 66794
Mobilc. AL 36660-1794

Dear Dr. Stark,

to five) salary range increase for the followingre t employees lbr the City of Chickasaw.he riod after approval.

salary range 46.
to salary range 48.
to salary range 5 L
I to salary range 52.

salary range 54.

Firefighrc
Firefighte
Fire Servi I .

The incumbents in the above crassifications wi be moved up to th€ requested salary ranges.

The city ofchickasaw would like to request a 5% (five) increase for incumbent public safety
Sergeant Glenn Wickell to be moved from salan rang.49 C to salary range 5lF.

The city ofchickasaw wourd like to rcquest a l0% (ren) sarary range increase for the Animal
Control Officer, in order to recruit, this ilassification currently has no incumbent.

Mayor Barry Broadhead

fl I
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Faom:

Sent:
To:

Cc:

Subject:
Attachments:

asstcityclerk@cityofchickasaw.org
Wednesday, April 26, 2023 5:08 pM

dstark@personnelboard.org
melissa@personnelboard.org; 'Tiffany Northington'; 'Elizabeth Lingerfelt,
City of Chickasaw - Salary Range increase request
salary range increase.pdf

(/r,, 
7r./h. /rr,./,n,,,

flssistanl Cilg CIerk
Glg oJ Chickasaw
22+ N. Cmft tlwg
Chicl(asaw. flb i66ll
251-452-5450, option 2
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MEMOTO:

FROM:

DATE:

RE:

Dr. Darryl Stark, Assistant Director D t" S

Gloria Reed, Human Resource Manager

Aqril24,2023

City of Satsuma's Request to Amend the Salary Grade for the Classification of
Assistant City Clerk

ln a letter received on April 20, 2023, Mayor Mark Barlow, City of Satsuma, requested the

amendment of the salary grade for the classification of Assistant City Clerk'

The Assistant City Clerk classification exists within seven (7) agencies throughout the Mobile

County Merit System. The Assistant City Clerk for the City of Saraland is established at salary

grade 16 with a starting salary of 545,774.54 annually. The Assistant City Clerk is established at

salary grade 12 for the city of satsuma, the city of citronelle, the city of Bayou La Batre, and

the city of creola with startin8 salaries ranging between s28,997 to s34,905 annually. For the

city of Prichard and the city of chickasaw, the Assistant city clerk is established at a salary

range 45 with a starting salary for both agencies of $30,804.00 annually.

Mayor Barlow spoke to Assistant Director, Dr. Darryl Stark on 4lL9l23 and requested to amend

the startinS salary for Assistant city clerk to salary grade 14 with a startinS salary of s38, 529.65

and hourly salary of S18.52.

I recommend the Board set a date for a public hearing for consideration of comments and

suggestions concerning the request from the City of Satsuma for the amendment of Salary

Grade 12, S 34,905.97 - S 55, 802.43, to Salary Grade 14,5 38, 529.65 to S 61,595'44, for the

classification of Assistant City Clerk.

lf you have any questions, or if you need additional information, please let us know.

23 9th  150



0ws

MARK BARLOW
MAYOR

KENNETH WAIIES
FIRE CHIEF

April 20.2023

To VW|om it may Correm:

Pbese am€nd the salary gra(b ol lhe Assastart Oiy Clefi fiorn s8hry grade 12 to salary gr* 1.l efieclire tle pay
period alEr approval by fic lt obilg Courty Persorhel Board.

Sincerdy.

{2"/Ar/'--
Mad( Barlow, Mayor
City of Satsuma

'\/ro 7a1

@UNCIL MEMBERS

RANOY LITTLE, PLACE 1

MIKE BUTLER, PLACE 2

JASON SKELTON, PLACE 3

ALUSON REESE. PLACE 4

E. L. PHILLIPS. PLACE 5

PO.Box517. S.t8urra. Alablm.36572 . PtErlo (251) 675-til40. Fax: (251) 675-1,142
Po[c€: (251) 67St51 . Firr: (251) 67916a0
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MEMO TO:

FROM:

DATE:

RE:

Karen Hempfleng, Human Resource Manager

Shannon Williams, Personnel Classification and Assessment Analyst ll

April26, 2023

Request from the Mobile Area Water and Sewer System to create a new classification of
Laboratory Technician lll and amend the salary grades of the Laboratory Technician I

and ll classifications

ln a letter received April 13, 2023, Billy Joe McCrory, Jr., Water and Sewer Director for the Mobile Area

Water and Sewer System (MAWSS) requested the creation of a new job classification - Laboratory

Technician lll at a salary grade 14. The letter also requested an amendment to the salary grade of the

Laboratory Technician I classification from a salary grade 8 to a salary grade 10 and an amendment to
the salary grade of the Laboratory ll Technician classification from a salary grade 11 to a salary grade 12.

Fatima Washington, Director of Administrative Services and Customer Experience, was named as a point

of contact for this request.

Mr. McCrory stated that MAWSS wants to attract and retain applicants who are experienced and

thoroughly knowledgeable of practices used in the operation of water and wastewater laboratories. He

noted that there were inconsistencies in the grade levels of the Laboratory Technician series and that
the classification specifications within the series have not been evaluated since 2007.

The table below lists the minimum qualification requirements for classifications at a salary grade 8.

As indicated above, the Laboratory Technician I classification requires a higher Ievel of education and
experience than all other classifications at a salary grade 8. MAWSS has requested a salary grade 10 for
the Laboratory Technician I classification. Classifications at a salary grade 10 are as follows: Secretary l,

Office Assistant ll, Maintenance Clerk/Dispatcher, Public Service Worker ll, Equipment Operator l,

Automotive Service Worker l, Meter Repair Technician l, and Water Service Worker ll. All except the
Maintenance Clerk/Dispatcher classification fall within a series. The table below lists classifications
within a series at a salary grade 10 and the minimum qualification requirements.

Classifications at salary grade 8 (MAWSS) Minimum Qualifi cation Requirements

Laboratory Technician I

*Proposed
Completion of two years college level coursework in

chemistry or bacteriological laboratory analysis and
one year experience in the performance of standard
laboratory tests in a public health or utility chemical
laboratory.

lnformation Clerk High School diploma or GED and a minimum of one
yea/s experience as a switchboard operator,
receDtionist, disoatcher or commu nications clerk.

Public Service Worker I Completion of a minimum of the eighth grade and a

minimum of six months experience as an unskilled
laborer.

Water Service Worker I High school diploma or GED and a minimum of six

months related experience.

Utility Clerk High school diploma or GED and preferably some
clerical experience.
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Classifications within a
series (MAWSS)

Salary grade 10

I

Salary

Grade

I
Salary

Grade

!il

Salary
Grade

Minimum Qualifi cation Requirements

Secretary 10 11 13 t - High School diploma or GED and one yea/s
responsible office clerical experience.

Office Assistant 9 10 t2 ll - High School diploma or GED and a

minimum of one year experience at the level
of an Office Assistant l.

Public Service Worker 8 10 L2 ll - Completion of a minimum of the eighth
grade and a minimum of one year experience
at the level of a Public Service Worker l.

Equipment Operator 10 11 13 !- Completion of a minimum of the eighth
grade and a minimum of one yea/s
experience in the operation of one or more
pieces of Equipment Operator I level
equipment.

Automotive Service Worker 9 10 N/A l! - High school diploma or GED and a

minimum of one year experience at the level
of an Automotive Service Worker l.

Meter Repair Tech 10 11 13 | - High school diploma or GED and a
minimum of one year experience at the level
of Public Service Worker l.

Water Service Worker 8 10 N/A ll - High school diploma or GED and a

minimum of one year experience at the level
of Water Service Worker l.

Although a higher level of education is required for the Laboratory Technician I classification, the table
above indicates a comparable level of required experience for classifications at a salary grade 10.

A salary grade 12 has been proposed for the Laboratory Technician ll classification. Classifications at a
salary grade 12 are as follows: Office Assistant lll, Computer Technician, Engineering Tech l, Public
Service Worker ll, Customer Service Representative l, Maintenance Mechanic l, Vehicular/Equipment
Mechanic Trainee, Electrician Trainee, Advanced Meter lnfrastructure Technician l, Treatment Plant
Operator Trainee and Hydrant Service Technician. Listed below are the current classifications within a

series that are at a salary grade 12 along with the minimum qualification requirements.
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Classifications within a
series (MAWSS)

Salary erade12

I

Salary

Grade

I
Salary

Grade

t!!
Salary

Grade

Minimum Qualifi cation Requirements

Office Assistant 9 10 L2 lll - High School diploma or GED and a

minimum of three years at the level of Office
Assistant ll. .

Engineering Tech t2 L4 77 I - High Schoo! diploma or GED and a

minimum of one year experience in surveying
or drafting work.

Public Service Worker 8 10 t2 lll - Completion of a minimum of the eighth
grade and a minimum of one year experience
at the level of a Public Service Worker ll

Customer Service

Representative
L2 t4 N/A | - High school diploma or GED and preferably

one yea/s experience in customer service
performing clerical duties involving the use of
computer and/ or telephone equipment.

Maintenance Mechanic t2 L4 N/A ! - High school diploma or GED with
completion of vocational training course
work in the building or mechanical trades and
a minimum of one year experience in the
maintenance and repair of a variety of
building and mechanical equipment.

Vehicular/Equipment
Mechanic Trainee
Salary grade 12

N/A N/A N/A Graduation from a standard senior high
school with completion of a high school trade
program in vehicular/equipment repair and
maintenance, or high school graduation, or
successful completion of the General
Educational Development (GED)test, and a

minimum of one year's related training or
experience in semi-skilled
vehicular/equipment repair and maintenance
activities.

Vehicular/Equipment
Mechanic
Salary Grade 14

N/A N/A N/A

Electrician Trainee
Salary Grade 12

Graduation from a standard senior high
school with the completion of a high school
trade program in the electrical trade, or high
school graduation or GED with a minimum of
two years experience in the electrical trade.

Electrician L4 16 N/A
Advanced Meter
lnfrastructure Technicia n L2 L4 N/A

!- High school diploma or GED and a

minimum of three years' experience with
ma intena nce, operations, insta llation, repair,
testing, or reading of water meters or
automated meter reading equioment
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Treatment Plant Operator
Trainee
Salary grade 12

Graduation from a standard senior high
school, or the successful completion of the
General Educational Development (GED) test.

Treatment Plant Operator t4 15 19

The Laboratory Technician ll classification is supervisory and technical work in conducting a variety of
chemical and bacteriological tests and requires completion of two years of college level coursework in
chemistry or bacteriological laboratory analysis work and a minimum of three years experience at the
level of Laboratory Technician l. The current trend at MAWSS for progression from a level I to a level ll
classification in a series is primarily two grades and the proposed salary grades for the Laboratory I and
Laboratory ll classifications would be consistent with other classifications within a series.

I spoke with Ms. Washington who stated that the creation of a Laboratory Technician lll classification
would enable lower level technicians to transition into a supervisory role. The minimum requirements
for the Laboratory Technician lll classification would be completion of two years of college level
coursework in chemistry or bacteriological !aboratory analysis work and a minimum of three years of
experience at the level of Laboratory Technician tl. This classification would supervise the Laboratory
Technician I and ll classifications, manage contracts, ensure that laboratory equipment is properly
calibrated, submit monthly reports to the Alabama Department of Environmental Management (ADEM)
and update Standard Operating Procedures. A salary grade 14 has been proposed for the Laboratory
Technician ll! classification. MAWSS has 19 classifications at a salary grade 14 and there are a total of 11
that fall within a series; several have been referenced in the table above. The table below lists the
remaining classifications that fall within a series at a salary grade 14 along with the minimum
qualifi cation requirements.

Classifications within a
series (MAWSS)

Salary grade 14

I

Salary
Grade

I
Salary
Grade

il
Salary

Grade

Minimum Qualification Requirements

User Support Technicia n 13 14 N/A ll - High School diploma or GED and a

minimum of one yea/s experience at the
level of User Support Technician l.

GIS Technician t4 15 N/A | - Completion of two years' college level
course work from a recognized college or
university in geography, planning,
engineering or related field, including course
work in GlS, computer mapping, computer
aided drafting or cartography, and a

minimum of one year's training or experience
in GIS database automation and maintenance

FiscalOfficer t4 17 N/A I - A minimum of a bachelor's degree from a

recognized college or university in accounting
or business administration with accounting
emphasis and a minimum of one year's
related experience

Buyer t4 16 N/A I - High school diploma or GED and a

minimum of one year purchasing experience
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Although there are variations in the minimum education and experience requirements for classifications
at salary grade 14, all have a minimum of a high school education requirement and a minimum of one to
three years of experience in their respective fields. My research suggests that the proposed salary
grades for the Laboratory Technician series would be In alignment with the current compensation
structure and does not appear to present any internal equity issues. Amendments submitted for
Laboratory Technician I and ll are for the purpose of updating the specification format to current
standards.

Based on my research and evaluation of the request, I recommend the following actions:

A. Amendment of the attached specification for the classification of Laboratory Technician l,
B. Amendment of salary grade 8 ($2,699.7L - 54315.89) to salary grade 10 (52,979.97 - 54,763.93)

for the classification of Laboratory Technician l,
C. Amendment of the attached specification for the classification of Laboratory Technician ll,
D. Amendment of salary grade 11 (S3,130.83 -55,005.11) tosalary gtade tZ (S3,2S9.33 -

S5,258.49) for the classification of Laboratory Technician ,
E. Adoption of the attached specification for the classification of Laboratory Technician lll,
F. Adoption of salary grade 14 (53,630.81 - 55,804.39) for the classification of Laboratory

Technician lll.
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CLASSCODE: 19220

LABORATORY TECHNICIAN I

KIND OF WORK: This is technical work in conducting a variety of chemical and bacteriological tests.

DISTINGUISHING FEATURES OF THE WORK: An employee in this class performs routine testing functions in a

laboratory at a water filtration plant, sewage treatment plant or a medical clinic. Work is performed in accordance
with established guidelines and procedures under the general direction of a superior. No supervision is exercised
over others.

EXAMPTES OF WORK: (Any one position may not include all of the duties listed nor do the listed examples include
all tasks which may be found in positions of this class.)

Conducts a wide variety of chemical tests of water samples by means of standard chloride, alkalinity and PH tests.

Conducts routine bacteriological examinations of sewage samples taken before, during and after treatment.

Operates colorimeter to analyze blood chemistries.

Makes microscopic examinations and records results.

Draws blood specimens.

Performs microscopic and routine urine and stool specimen examinations.

Maintains inventory and requisitions supplies.

Cleans and sterilizes laboratory equipment, utensils and facilities.

Prepares statistical reports.

Maintains computerized database.

Performs related work as required.

ESSENTIAT REQUIREMENTS OF THE WORK:

Good knowledge of the elementary principles, practices and techniques of bacteriology and chemistry.

Good knowledge of the operation and care of standard chemical laboratory equipment.

Ability to perform standard chemical and bacteriological tests accurately.

Ability to follow precise oral and written instructions and to prepare simple reports on laboratory tests results.
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Ability to establish and maintain effective working relationships with other employees and the general public.

PHYSICAT REQUIREMENT9;

MINIMUM QUALIFICAflOil REQUIREMENTS: Completion of two years of college level coursework in chemistry or
bacteriological laboratory analysis work and a minimum of one year experience in the performance of standard
laboratory tests in a public health or utility chemical laboratory; or a combination of education and experience
equivalent to these requirements.

SPECIAI REQUIREMENTS: May be required to possess a valid drive/s license from state of residence.

Adopted: O3lOLl77 WTP: 5 months
Amended: O9lt2l77 Physical Group: lll
Amended: OL/O3{9L PB Survey
Amended: LOlL9l93
Amended: O3lO1^lLO Condrey 2007
Anrendei'r'

Page2 of2
23 9th  158



CLASSCODE: 19225

IABORATORY TECHNICIAN II

KND OF WORK: This is supervisory and technical work in conducting a variety of chemical and bacteriological
tests.

DISTINGUISHING FEATURES OF THE WORK: An employee in this class supervises and performs routine testing
functions in a laboratory at a water filtration plant, sewage treatment plant or a medical clinic. The Laboratory
Technician ll differs from the Laboratory Technician I in that the higher level employee may supervise others and
performs the more complex assignments. Work is performed in accordance with established guidelines and
procedures and general supervision is received from a superior. The ine umbent may be required te lift ebjeets
wei@

EHMPTES OF WORK: (Any one position may not include all of the duties listed nor do the listed examples include
all tasks which may be found in positions of this class.)

Performs and supervises a wide variety of chemical tests of water samples by means of standard chloride,
alkalinity and PH tests.

Conducts routine bacteriological examinations of sewage samples taken before, during and after treatment.

Operates colorimeter to analyze blood chemistraes.

Makes microscopic examinations and records results.

Draws blood specimens.

Performs microscopic and routine urine and stoolspecimen examinations.

Maintains inventory and requisitions supplies.

Cleans and sterilizes laboratory equipment, utensils and facilities.

Maintains quality assurance journal and other records.

Files state lab reports.

Maintains computerized database.

Performs related work as required.

ESSET{TIAL REQUIREMENTS OF THE WORK:

Thorough knowledge of the elementary principles, practices and techniques of bacteriology and chemistry.
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Thorough knowledge of the operation and care of standard chemical laboratory equipment.

Ability to perform standard chemical and bacteriologicaltests.

Ability to follow precise oral and written instructions and to prepare reports on laboratory tests results.

Abilaty to supervise the work of others.

Ability to establish and maintain effective working relationships with other employees and the general public.

PHYSICAL REQU!REMENTS:

MINIMUM QUALIFICATION REQUIREMENTS: Completion of two years of college level coursework in chemistry or
bacteriological laboratory analysis work and a minimum of three years experience at the level of Laboratory
Technician l; or a combination of education and experience equivalent to these requirements.

SPECIAT REQUIREMENTS: May be required to possess a valid drive/s license from state of residence.

Adopted: 09/12177 WTp: 5 months
Amended: Ot/O3191 PhysicalGroup: ilt
Amended: LO/19193
Amended: O3/OU\O Condrey 2007
Amencled;
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CIASS CODE:

IABORATORY TECHNICIAN III

KIND OF WORK: This is supervisory and technical work in conducting a variety of chemical and bacteriological tests.

DISTINGUISHING FEATURES OF THE WORK: An employee in this class supervises and performs routine testing
functions in a laboratory at a water filtration plant, sewage treatment plant or a medical clinic. The Laboratory
Technician lll differs from the Laboratory Technician ll in that the higher level employee manages contracts and

updates Standard Operating Procedures. Supervision is exercised over laboratory staff. Work is performed in

accordance with established guidelines and procedures and general supervision is received from a superior.

EXAMPLES OF WORK: (Any one position may not include all of the duties listed nor do the listed examples include
all tasks which may be found in positions of this class.)

Performs and supervises a wide variety of chemical tests of water samples by means of standard chloride,
alkalinity and PH tests.

Conducts routine bacteriological examinations of sewage samples taken before, during and after treatment.

Operates colorimeter to analyze blood chemistries.

Makes microscopic examinations and records results.

Draws blood specimens.

Performs microscopic and routine urine and stool specimen examinations.

Maintains inventory and requisitions supplies.

Cleans and sterilizes laboratory equipment, utensils and facilities.

Ensures laboratory equipment is properly calibrated.

Organizes and manages lab contracts related to vendor calibrations and outside laboratory services.

Updates Standard Operating Procedures.

Maintains quality assurance journal and other records.

Files state lab reports.

Maintains computerized database.

Supervises laboratory technicia ns.
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Communicates with and submits monthly reports to the Alabama Department of Environmental Management
(ADEM).

Performs related work as required.

ESSENTIAT REQUIREMENTS OF THE WORK:

Thorough knowledge of the elementary principles, practices and techniques of bacteriology and chemistry.

Thorough knowledge of the operation and care of standard chemical laboratory equipment.

Ability to perform standard chemical and bacteriological tests.

Ability to follow precise oral and written instructions and to prepare reports on laboratory tests results.

Ability to supervise the work of others.

Ability to establish and maintain effective working relationships with regulators, vendors, contracted services, other
employees and the general public.

PHYSICAT REQUIREMENTS:

Ability to exert physical effort in sedentary to light work, which may involve some lifting, carrying, pushing or
pulling of objects and materials.

Ability to lift objects weighing over forty pounds.

MINIMUM QUALIFICATION REQUIREMENTS: Completion of two years of college level coursework in chemistry or
bacteriological laboratory analysis work and a minimum of three years experience at the level of Laboratory
Technician ll; or a combination of education and experience equivalent to these requirements.

SPECIAI REQUIREMENTS: May be required to possess a valid driver/s license from state of residence.

Adopted: WTP: 6 months
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D*;t{/ n/ :-
Apil4,2023

Dr. Darryl Stark
Assistant PErsonnel Director
Mobile County Personnel Board
P. O, Box 66794
Mobile, AL 36660-t794

Dear Dr. Stark

rcquests a salary grade change for the
Tcchnician II, and the creation of

practices used in the operation ofwater and was
our salaries. The salaries in the tabora
ago) and the grades for each level are i
order to compcte with the averagc hourty rate in

we are also requesting the creation of Laboratory Technician III at Grade 14 Salary. The job
description is attached for l,aboratory Tcchnici rn lil.

We are requesting the following grade changes:

Po.lfbil
Laboratory Technkian I

Labordtory Technician I

Laboratory Technician
Laboratory Manater

GrrrEnt
Gr.dc

8

11
New

Classiflcation

16

Ilcr Gr.dc
10

t2

71
15t*o-r.r

Joy as-1i.stan|e is apprcciued. If any additional information is required plcasc contact me or Ms.Fatima Washington. Thank you for your assistance in Oi. ,"n"r.
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lrboratoly Trchnlclan llt
S.hry Gr.de ltt

9r3J69,5s ro $69,6s2,s2

KrrD oF woR[:

This is supervisory and technical work in conducting a variety of chemical and bacteriolotical tests,

EXAMPTES OF WOf,f,:

(Any one posltion may not include all of the dutles listed nor do the llsted examples lnclude all tasks
which may be found ln posltions of this class.) Perfoms and superulses a wide variety of chemical tests
of water samples by means of standard chloride, alkalinfi and PH tests; conducts routine bacteriolotlcal
examinations of sewate samples taken before, during and after treatment; operates colorimeter to
analyze blood chemistries; makes macroscoFic examina$ons and.ecords resuhs; draws blood
specimens; per{orms microscoplc and routlne urine and stool speclmen examinations; malntains
inventory and requisltions supplies; cleans and sterlllzes laboratoiy equipment, utensils and facilltiet
ensures laboratory equlpm€nt b properly callbnted, oErnizes lnd menaSes lab contracts rclated to
vEndor calibrations and otrtside hboratory s€ivicls, updet$ Standard Opereflnt proccdurct maintains
quallty assurance i)urnal and other rccords; flles state lab reports; malntains computerlzed database;
suprwls.s L.bontory Tedrnkian fs rnd t bor.tory Tcchnlclan lfs, perlodically communicates wlth
ADEM and performs othcr Lboratory functbns as asigncd by a superbr offic.r.

MITIIMUM QUruFICAIIOfl ffQUIREME TS:

Completion of two years of collegc level cours€work in chemistry or bacterlolotical laboratory analysis
work and a minimum of three years of experience at the level of Laboratory Tedrnkian lh or .
combination of education and experience equivalent to these requirements.

ES'ENNAI REqUIREMEI{TII OF THE WONX:

Thorough knowledge of the elementary princlples, practlces and techniques of bacteriology and
chemlstry; thorouth knowledge ofthe operation and care of standard chemlcal laboratory equlpment;
abillty to perform standard chemicaland bacteriological tests; ablllty to follow preclse oral and written
instructions and to Pt€pare reports on laboratory tests results; abllity to supervise the work of others;
ablllty to establlsh and maintain effecth/e working GLtionshlps with reguhtors, v€ndors, contract.d
se.vicrs, other eErdoyecs and th! gen€ral publlc.

SPEClAt REQUIREMENTT

May be required to possess a valid driver's llcense from state of resldence.
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DISTINGUISHING FEATURES OF ITIE WOf,I(:

An employee in thls class supervises and performs routlne
flltration plant, sewate treatment plant or a medlcal clinic.

functions in a laboratory at a water

( crv, y rsLu.rrsrcn 1u 5upctvts€s Lamlatoty Technlcian I's and lfs- Work
is performed in accordance with established tuidelines and procedures and general supervision is
received from a superior. The incumbent may be required to rift objects werghing over forty pounds.

woRxrNG TEST PERTOD (WTP):

6 months
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From: Beaty, Amy D. <ADgEAW@mawss.com>
Sent; Ivlonday, Aprit 10, 2023 10:50 AMTo: 'Darryl Stark.; .Melissa 

Smith,Cc: Washington, Fatima M.
subject Requests for pay scare change, sarary Grade changes, & position creationAttachmenrs: 5% pay Scate Change Requeit for Field Operationipdt Request tor Salary Grade

Change (for Lab Tech land ll) and the Creation of Lab Tech t.pdf

Good Moming Mr. Stark,

Please see the attached requests.

Thank you,

Amy Beaty
Administrative Suppon Assistant
Mobile Area Water & Sewer System
Human Resources
?.51-694-3147
aharrisonrEmawss.com

23 9th  166



MEMO TO:

FROM:

DATE:

RE:

Dr. Darryl Stark, Assistant Director D W ;

Karen Hempfleng, Human Resource Manager

Aptil27,2023

The Mobile Housing Authority - Request to a Create New Classification of Chief
Procurement Officer- MHA and Amend the Salary Grade for the Housing Specialist ll

Classification

On April 13, 2023, a request was received from Michael E. Pierce, Chief Executlve Officer - MHA, of the
Mobile HousinB Authority to create a new classification of Chief Procurement Officer - MHA. On April
L7,2023 an additional request was received from Mr. Pierce to amend the salary grade ofthe Housing

Specialist ll classification. These requests were assigned to Leslie Green, Personnel Classification and

Assessment Analyst ll for further research and recommendation. A summary of her findings is attached.

Based on the information submitted by the Mobile Housing Authority and Ms. Green's research, I

recommend the Board set a date for a public hearing for consideration of the following requests from
the Moblle Housing Authority:

(A) Adoption of the attached specification for the classification of Chief Procurement officer -
MHA,

(B) Adoption of salary grade 23 (55,250.58 - 59,992.49) for the Chief Procurement Officer - MHA

classification,
(C) lf (A) and (B) are approved, create one (1) full time position of the Chief Procurement Officer

- MHA classification for the Mobile HousinB Authority,
(D) Amendment of salary Brade 14 (53,455.60 - 55,524.50) to salary grade 17 (54,007.66 -

56,405.84) for the classification of Housing Specialist ll.

lf you have any questions, or if you need additional information, please let me know.

23 9th  167



MEMO TO:

FROM:

DATE:

RE:

Karen Hempfleng, Human Resource Manager

Leslie Green, Classification and Assessment Analyst ll

4pd/,26,2023

Mobile Housing Authority - Request for New Classification of Chief Procurement
fficer - MHA, and Housing Specialist ll Salary Grade Amendment

On April 13,2023, a request was received from Michael E. Pierce, Chief Executive Officer,
Mobile Housing Authority (MHA) to create the new classification of Chief Procurement fficer -
MHA, at salary g.ade 23. On April 17, Mr. Pierce additionally requested to amend the Housing
Specialist ll from salary grade 14 to salary grade '17.

Kathi Bryant, Chief Administrative Officer - MHA, was contac{ed for additional information on
this request. Cunently the Purchasing Agent for MHA coordinates and controls purchasing
activities, as well as provides input on planning and budgets of projects. Other duties include
performing advanced work such as researching and developing scopes of work, coordinating
contract and procurement aciivities and interpreting contracts and agreements. lt was
determined that the cunent Purchasing Agent classification does not represent the complex
duties and the wide range of responsibilities that is being performed by the Purchasing Agent
at the MHA. lt was proposed to create a new classification of Chief Procurement Officer - MHA
to more accurately represent the organizational needs of the MHA.

The proposed Chief Procurement Offtcer - MHA requires attainment of a bachelo/s degree in
purchasing, accounting, business or public administration and a minimum of five years
responsible purchasing experience, including three years of supervisory experience. The Chief
Procurement Officer - MHA classification would report to the CEO. Work is performed under
general administrative direction with considerable latitude for independent judgment and
initiative in directing the department. lt requires frequent contact with vendors and department
heads regarding purchasing needs and additional issues. The Chief Procurement Officer -
MHA would also provide input in planning, budgeting and coordinating contract and
procurement activities.

Through my research, lfound existing classifications at the MHA with duties and requirements
similar to the proposed classification of Chief Procurement Ofiicer - MHA, however, none
contained the full scope of the new classffication requested. The Chief lnformation Officer
(ClO) and Resident Services Director - MHA are classifications utilized by the MHA at salary
grade 23. The Chief Administrative Officer - MHA classification is set at salary grade 24. All ol
these classifications require a bachelods degree as well as cEtrry a significant level of
responsibility, knowledge and experience in supervision and administration. They have a high
level of interaction with vendors and staff, and also have budgetary responsibilities. The ClO,
Resident Services Direc{or - MHA, and Chief Procurement Ofhcer - MHA also require
knowledge of federal, state and local laws, rules and regulations in regards to their specific field.

I spoke with Ms. Bryant conceming the request to amend the Housing Specialist ll - MHA from
salary grade 14 ($3,455.60 - $5,524.60) to salary grade 17 ($4,007.66 - $6,406.84). Ms. Bryant
stated that in an effort to offer more competitive salaries, the MHA consulted the Nelrod
Consulting Firm to conducl a compensation study. ln a report dated 513112022, The Nelrod
Firm found a 10h percentile to 906 percentile range of $3,874.28 - $5,229.481o be the cunent
industry standard for roles similar to the Housing Specialist ll. ln addition, merit system

23 9th  168



classifications utilized by the MHA at salary grade 17 or higher with similar requirements
include Housing Manager ll - MHA, Compliance Analyst - MHA and Fiscal fficer ll.
These classifications all require adherence to local, state and federal laws in their respective
area. They carry a significant level of responsibility as well as supervision and administrative
skills. They also require considerable attention to detail and the maintenance of records and
reports.

Based on the information submitted by Michael Pierce and Mobile Housing Authority, I

recommend the following:

1) Adoption of the attached specification for the classification of Chief Procurement
Officer- MHA,

2) Adoption of salary grade 23 ($6,250.58 - $9,992.49) for the classification of Chief
Procurement Officer - MHA,

3) lf 1 and 2 are approved, create one full time position of Chief Procurement Officer -
MHA, for the Mobile Housing Authority,

4) Amendment of salary grade 14 ($3,455.60 - $5,524.60) to salary grade 17 ($4,007.66 -

$6,406.84) for the classification of Housing Specialist ll.

lf you have any questions, or if you need additional information, please let me know.
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CLASS CODE:

CHIEF PROCUREMENT OFFICER - MHA

KIND OF WORK: This is professional, supervisory, complex and high level administrative work in planning and
coordinating all functions of contract and procurement requirements.

DISTINGUISHING FEATURES OF THE WORK: An employee in this class is responsible for the legal and proper
execution of central purchasing activities, including the procurement of supplies, materials and equipment of
desired grade and quality at the most favorable prices and their proper storage and issuance. Work is performed
under general administrative direction with considerable latitude for independent judgment and initiative in

directing the department and requires frequent contact with vendors and department heads on purchasing needs

and problems. Supervision is exercised over buyers, clerks and other employees as assigned.

EXAMPTES OF WORK: (Any one position may not include all of the duties listed nor do the listed examples include
all tasks which may be found in positions of this class.)

Provides review of contracts and documents for compliance.

lnterprets contracts and agreements.

Organizes and maintains supporting documentation for procurement and contract activities.

Processes correspondence with contracting parties.

Monitors fulfillment of contract obligations for tangible and intangible items.

Provides input in planning, budgeting and coordinating contract and procurement activities.

Collaborates with vendors, management, departments and staff associated with various requirements.

Researches and develops scopes of work (SOW).

Solicits bids.

Responsible for the coordination of the Mobile Housing Authority's contract registers and associated procurement
functions.

Solicits, monitors, implements, negotiates, terminates, renegotiates and enforces contract compliance.

Plans and assists with the development of Requests for Proposals (RFP).

Coordinates procurement services and needs.

Optimizes the efficiency and quality of the contract and procurement services.
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Trains employees concerning all HUD and Agency procurement policies and processes.

Coordinates and facilitates surplus inventory auction, as needed.

Performs related work as required.

ESSENTIAT REQUIREMENTS OF THE WORK:

Comprehensive knowledge of purchasing principles, methods and procedures, including buying, inspection, storage
and shipping methods.

Thorough knowledge of applicable laws, ordinances and other requirements governing the purchase of
commodities.

Thorough knowledge of HUD regulations and other relevant laws/procedures regarding Public Housing Authority
purchasing and contract policies and procedures.

Thorough knowledge of sources of supply, markets and price trends.

Thorough knowledge of the various grades and qualities of a variety of materials, supplies and equipment.

Thorough knowledge of office management principles and practices.

Ability to make difficult decisions and to award contracts impartially and objectively.

Ability to plan, organize and supervise the work of a moderately-sized staff performing varied procurement
functions.

Ability to establish and maintain good working relationships with officials, employees, vendors and the general
public.

Good knowledge of Section 3 regulations and compliance requirements.

Good knowledge of Alabama Competitive Bid Laws.

Ability to carry out complex assignments with minimum guidance/direction.

PHYSICAL REQUI REM ENTS:

Ability to exert physical effort in sedentary to light work, which may involve some lifting, carrying, pushing, or
pulling of objects and walking, standing, and sitting

MINlMUM QUAIIFICATION REQU!REMENTS:

Attainment of a minimum of a bachelor's degree in purchasing, accounting, business or public administration and a

minimum of five years of responsible purchasing experience, including three years of supervisory experience; or a
combination of education and experience equivalent to these requirements.

SPECIAT REQUIREMENTS:

Adopted: WTP: l year
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BOARO OF CO]U1{ISSIONERS

Chairman
Cados Gant

VicBChairman

Tyrone Fenderson

Tyra Fair

Roberta Swann

Elhs Foster, Jr

Mobile Housing Authority
Ac(olnmod.ie I rlluminale Elev.te

TDD/TTY 1-80G54S1E33, EXTENSION 824

www.mobilehousing.org

Michael E. Pierce

cEo
mpierce@mobilehousing.org

Aptil 14.2023

vrA EMA|L ( )

Mr. Darryl Stark
lnterim Personnel Director
Mobile County Personnel Board
P O. Box 66794
Mobile, Alabama 36660-1 794

RE: Amendment in Salary Grade for Housing Specialist ll

Dear Mr Stark:

Mobile Housing Authority respectfully request to amend the salary of the classification of Housing Specialist
ll The proposed salary grade change will align the HSll comp€nsation with the specialized administrative
and supervisory work performing highlevel advanced technical case management duties and responsibilities
See the proposed salary grade change below

Upon approval of the salary grade change request, MHA approves placing Sarah Destefano and Tiawatta
Ervin, the incumbents, at Grade 17, Step A, $48,091 .88.

I trust that all is in order with this request and thank you for your consideration of this matter.

Sincerely,

l/,zk"/ f Pan"
Michael E. Pierce
Chief Executrve Officer

xc: File

Street Address:

l5t South Claiborne Street
Mobile, Alabama 36602

Mailing Address:

Post Office Box 1M5
Mobi]e Alabama 35(j1r345

Telephone: (251 ) 4?4-2201
eFax: 1257) 2f,7{.244

Current Salary Grade/Range
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Melissa Smith

From:
Sent:
To:

Cc:

Subject:
Attachments:

Bryant, Kathi < kbryant@mobilehousing.org >
Friday, April 14, 2023 3:58 pM

Darryl Stark
Melissa Smith; 'Karen Hempfleng,; Gloria Reed
MHA Request
MCPB-Salary Grade Amend.HS .O4. l4.23Signed.docx

Dear Mr. Stark.
Aftached is MHA's request to amend the salary grade for the position of Housing specialist ll.

Sincerely,

'l(stfri 1{. Eryant
f fr ief tr [mini tratiu e Off it e r
99Lo fiife I{ousing ] ut fr oitl
151 S. C[ai6ome Street
*lo 6i[e, A [a.6ama 3 6602
(2s1) 434-2321
(2sl ail-32a1faa

Mobile Housing Authoriry
A((omhod.te,rr,r-Y"re ete,ar"

5 ryan t @ n o fiib fi o usino. orr
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BOARD OF COi/IUISSIONERS

Chairman

Carlos Gant

Vice4haitman
Tyrone Fenderson

Tyra Fair

Roberta Swann

El[s Foster. Jr

U wi-
\-\rllJ)1\ / t )t - )

Midrml E, Piercg

cEo
mpierce@mobilehousing.ugMobile Housing Authority

A<(omhodrt. I rllumin.te €levale

mD/TTY 1€OG5411833, EXTENSION 824

www.mobilehousing.org

April 10, 2023

vrA EMA|L ( )

Mr. Darryl Stark
lnterim Personnel Director
Mobile County Personnel Board
P O. Box 66794
Mobile, Alabama 36660-1794

RE: New clagsification Request - chief Procuremont Officsr

Dear Mr Stark

Mobile Housing Authonty respectfully requests a new classification of Chief Procurement Officer to
encompass the complex and high-level administrative work provided by an employee in this class The
classification of Purchasing Agent does not capture the extensive duties, scope, and responsibilities of the
requested position. ln support of our request, MHA proposes a grade 23 for this classification See the
proposed changes below and the attached draft

Upon approval of the new classification and salary grade, please create one (1) position. Additionally, after
the position is created, MHA requests placing Tuwana Williams, Purchasing Agent incumbent, in the position
of Chief Procurement Officer, Salary Grade 23, Step I ($91,388.65 annually).

I trust that all is in order with this request and thank you for your consideration of this matter

Sincerely,

l/,bln"/ f P,a.,v"

Michael E. Pierce
Chief Executive Officer

xc File

Street Address:

151 South Claiborne Street
Mobile, Alabama 36502

N'lailing Address:

Post Office Box 1M5
Mobile Alabama 366311345

Tele phone: (251,) 1l+22O1
eFax: 1251) 287{2214

Proposed Salary Grade/Range

92 - $119,909
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560G

KIND OF WORK: This is

adminEtrative work in Plannin

as is responsibls for
the Prccur€ment of
tavorable Pricas and
ministratiw diredion

with consid.rablo htilude ior independent judgrnsnt and iniliative in diroding lhe dspanment
and .squir6s frequsni conisct with vsndors and department heads on purchasing needs and
problcms. Supervision is exercised over buyers, clcrfts and othcr employecs ar assEned

EXAMPLES OF WORK: (Any one posihon may nol include all of the duties listed nor do the
listed exampbs include all tasks which may be tound in positions ol this class )

reo urerYx, nts

Solrc(s bids

sssociSted orocur6mcnt funclions.

comotence

Coordmates orocurement servrces and needs

Drocesses
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-f
E€rlorms relaied wort as .aqurred

@:
Comprehensive knowledge of purchasing principles, methods and procedures, lncluding

buying, inspeciion, storage and shrpprng methods

-{Ihorough knor\rledge of applicable laws, ordtnances and oth€r requlrements governlng the
purchase of commoditGs-

,rlhorowh knowledge of sources of supply. markcB and price trends-

{Ihorough knowledge of the various grades and qualities of e veriety ol matenals, suppli€s
and equiprnent_

.{Ihorough knowledge of offico management principLs and Practrcasi sbility to make dirficult
decisrons and tg award @ntracts imPa ally and obFctively; abiliiy to plan, o,ganize and
supervise lhe work of a moderaloty-sEod staff Perlorming varbd ploclr€mont funclions. ability
to establish and maintain good nofting relstionships with ottclals, cmploy€os, vondors and lhe
g€ncralpublic

MINIMUM OUALIFICATION REOUIREMENTS: Attainmeni of a minrmum ol a bachrlo/s
dsgree in purchasing, accounting, business or public administration and a minimum of ttuee

ars Olresponsible purchasing experience, rncluding eaer€s4[&9-yge!l!t sup€rvisory
expe.iencci o. a combination ot education and exPeri€nce equivalent to thssa requirem€nts

AdoPtedr 03/0117 wTP: I year

Amsnded: 02/17187 Physicalcroup lll
Arnsndcd: 01,/03/91 PB SuNey
Amcndcd: 09/01/09 Condrey 2007
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560e

.-ntraci and orocute,n€ut f€outrcm€nls

and requires fequent contad with wndors and dcpartment h€ads on purchasing neods and
problams Sup€Nision i6 exercBad over buyers, clgrks and othsr employees as assign€d

EXAIIPLES OF WORK: (Any one positron may not include all ol the duties listed nor do the
listed examplos include all tasks f,hich may be tound h Po8itions of lhis dass )

requllemonts

Researches End develoos scooes of work (SOW)

Solrc(s bds

associated orocur6m€nl functpns

comolianc6

Drocesses

Plaf,E--€6erd{6at6e3e n
attloc-+€gafdrf,g
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rf
P€rformg relatsd work as Gquired

ESSENTIAL REQUIREMENTS OF THE WORK

ComDrehensive knowledge of purchaslng prinoples methods and pro@dures, including

buying, rnsp€clion storage and shipping methods

{Ihorough knowledge of apphcable laws, ordinances and other requlrgments governrng the
purchase of commodities

{ t .t,fr, -rhlcht

{Ihorough knowledge of sgurces of supply, ma ets and price trends.

-rlhorough knovrledge ot the various Erades and qualities of a varEty of malerials, supplies

and equipment_

Jlhorough knowbdge of office management Principbs and praclicesl ability to make diflicult

decisions and to award cant.acls impanially and obj€c*ively; abillty to plan organize and

suprvise th6 work of a moderately-sized statf performing va,ied procurom€nt funciions; sbilty
to establrsh and maintarn good working relationships with offlcials, employees, vendo6 and the
general public

Fmrtt a: hqhlghr

MINIMUM OUALIFICATION REOUIREMENTS: Attarnmenl of a mrnrmum of a bachelor's
aegree ln purctrasing, accounling, business or public admlnistralion and a minimum of th+ee

ars ellresponsible purchasing experience including ooe-yea4lleg-Jgallgl supervisory
expenence; or a combination of education and expercnce equivahnt to thes€ requlrements

Adopi€d O3/Ol/77 WTP 1 Year
Amended: OZ'17l87 PhysicalcrouP: lll
Amendedr 01/03/91 PB Survey
Amended: 09/01/09 Condrey 2007
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Melissa Smith

From: Darryl Stark <dstark@personnelboard.org >

Sent: Wednesday, Aptil26,2023 2:47 PM

To: williegray@thecallnews.com; 'Talma Carstarphen'; 'ROBERT D BROWN';
joshua.adam.strange@gmail.com; transl mitchell@gmail.com; 'Raymond Bell'; 'Arthur
Madden'

Cc: Tiffany Northington; wgray@personnelboard.org; tcarstarphen@personnelboard.org;
rbrown@personnelboard.org; astrange@ personnelboard.org;
pmitchell@personnelboard.org; rbcuse@gmail.com;'Arthur Madden'

Subject: Mobile County Personnel Department Annual Budget
Attachments: 2023 - 2024 Budget details.docx;2023-2024 Budget Draft pdf version .pdf

Good afternoon,

Setting a public hearlng date for the Mobile County Personnel Department Annual Budget for this year will be an item on
the May 2 Board Agenda. However, Tiffany said that you could still ask questions about it at the next Board Meeting
even though the public hearing will not be until the May 16 Board Meeting.

Mr. Brown asked me to send the budget to all the Board Members before May 2. Attached is a write up asking for what
increases I am submittlng. I am also submitting a PDF version of the budget spreadsheet. ltems that I am planning on
cutting are listed in red.

Thank you.

Darryl Stark, Ph.D., SPHR

Assistant Director
Mobile County Personnel Board
1809 Government Street
Mobile, Alabama 36605

251-445-4581 phone

dstark@personnelboard.org
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Mobile County Personnel Board
Proposed 2023-2024 Budget

(Total Buctget lncrease is $119,OO0)

Staff

lncrease from $2,035,000 to $2,135,000. An increase of $100,000 or 4.9%.

lncluded in this increase is an option for either a 2.5% COIA or a 5.0o/o COLA and
retention raise for current employees that may be requested by the new Personnel
Director when this person is hired.

These funds could also be used for staff reclassifications of various positions at the
discretion of the new Personnel Director when hired and approval by the Personnel
Board

The Organizational Change study recommended the creation of positions that will
enhance our abilityto provide service to the jurisdictions. Estimated salaries for a potential
new classifications of Jurisdictional Liaison is $49,32'1.21 for each position. Three
positions were recommended in the study.

Office Supplies

Slight increase in our Otfice Supplies from $20,000 to $22,000 or 100/o.

Recruit nent

lncrease in our Recruitment Budget from $3,000 to $6,000 or 100%. Recruiting in both
the public and private sectors is a crises. lt is also getting more expensive. Recruitment
fairs have also come back to previous levels from the COVID 19 slowdown.

Postaoe

lncrease from $5,000 to $'10,000 or 100%. Postage rates keep going up. Only $5,000
was allocated to this item for the last budget year. However, we have already spent over
that amount in the first six months of this year.

There is also a new requirement that employees representing themselves in appeal
proceedings must be sent the appeal hearing notice via certified mail. Also, other
documents must be sent to appellants and their attorneys via certified mail.
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Retirement

lncrease from $235,000 to $300,000 or $29.8% Over $150,000 was spent in the first six
months of this year for this item leaving only $85,000 for the remainder of this budget
year.

Casualtv and Loss lnsurance

lncrease from $18,000 to $33,000 An increase of $15,000 or 83.3%

Premiums have skyrocketed nationwide and particularly on the Gulf Coast. We have
already spent over $30,000 in the first six months of this year. However, thesefundsare
always spent around the first of the year each year.
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Mobile Gounty Personnel Board
Proposed 2023-2024 Bu d g et

4t25t2023

BUDGET 2022-2023 2023-2024 2023.2024 2023.2024

Budget Budget Delta $ Delta %

SALARIES

Personnel Board 24,000 00 24 000 00 000 0.0%

Staff 2,035,000.00 2,135,000 00 100,000 00 4.9./.

Legal Counsel 83 000 00 83.000 00 000 0.0%

TOTAL SALARIES 2,142,000.O0 2,242,000.00 100,000.00 4.70/o

SUPPLIES & EXPENSES

Utilities-Telephone 46,000 00 41,000 00 (5,000.00) -10.9%

Utilities-Electrical 40 000 00 35,000 00 (5,000.00) -12.50/0

Utility-Water 5,000 00 5,000 00 0.00 0.0%

Office Maintenance & Janitorial 20,000 00 10,000 00 (10,000.00) -50.0%

Office Supplies 20,000.00 22,000 00 2,000.00 10.0o/o

Equipment Rental 10,000 00 10 000.00 0.00 0.0%

lnformation Systems 55 000 00 55,000 00 0.00 0.0%

Examination Expense 40,000 00 40,000 00 0.00 0.0%

Travel, Room and Per-Diem Meals 15,000 00 '15,000 00 0.00 0.0%

lncidental Expense 4,000 00 4.000 00 0.00 o.oo/o

Board Monthly Expense Payment 36.000 00 36,000 00 0.00 o.o./.

Legal Expense 90.000 00 60,000 00 (30,000.00) -33.3./.

Contract & Consulting Expense 300,000 00 300,000.00 0.00 0.0%

Memberships-Professional Org 3,000 00 3,000 00 0.00 0.0%

Books & Publications 1,000 00 1,000.00 0.00 0.0%

Seminars, Workshops, Conferenc€s 4,000 00 3,000 00 (1,000.00) -25.00/o

Statf Development 4,000 00 3,000 00 (1,000.00) -25.00/o

Security 15,000 00 10,000 00 (5,000.00) .33.3%

TOTAL SUPPLIES & EXPENSES 708,000.00 653,000.00 (55,000.00) -7.Ao/o

TRAINING & RECRUITMENT

Training 42 000 00 42.000 00 0.00 0.0%

Recruitment 3,000 00 6,000 00 3,000.00 100.0%

TOTAL TRAINING & RECRUITMENT 45,000.00 48,000.00 3,000.00 6.70/o

ADVERTISING

Advertising 15,000 00 15,000 00 0.00 o.oo/o

TOTAL ADVERTISING 15,000.00 '15,000.00 0.00 o.oo/"

23 9th  182



REPAIRS & REPLACEMENT

Repairs, Replacement, Maintenance 60,000 00 45,000 00 (15,000.00) -25.0./.

TOTAL REPAIRS, REPLACE. MAINT. 60,000.00 45,000.00 (15,000.00) -2s.o"/"

PRINTING, STATIONARY, POSTAGE

Printing '1,500 00 1,500 00 0.00 0.0./"

Stationery 1,000 00 1,000 00 0.00 o.o./,

Postage 5,000 00 10,000 00 5,000.00 100.0%

TOTAL PRINTING STATIONARY, POSTAGE 7,500.00 12,500.00 5,000.00 66.70/o

NEW EQUIPMENT, FURNISHING

Equipment 13.000 00 10,000 00 (3,000.00) -23.10h

Furnishing 4,000 00 3,000 00 (1,000.00) -25.O"/.

TOTAL NEW EQUIPMENT & FURNISHINGS r7,000.00 't3,000.00 (4,000.00) -23.50/o

PENSION EXPENSE

Retirement 235,000 00 305.000.00 70,000.00 29.8o/o

Social Security '140,000 00 140,000.00 0.00 0.0%

TOTAL PENSION EXPENSE 375,000.00 445,000.00 70,000.00 18.70/o

INSURANCE EXPENSE

Employees lnsurance 480,000 00 480,000 00 0.00 0.0o/o

Casualty & Loss 18,000 00 33,000 00 15,000.00 83.3%

Workman's ComPensation 5,000 00 5,000 00 0.00 o.o./.

TOTAL INSURANCE EXPENSE 503,000.00 518,000.00 1s,000.00 3.0%

TOTAL EXPENSES 3,872,500.00 3,991,500.00 119,000.00 3.1%
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Melissa Smith

From:
Sent:
To:
Subiect:

I should have copied you too.

Darryl Stark, Ph.D., SPHR

Assistant Director
Mobile County Personnel Board

1809 Government Street
Mobile, Alabama 36505

251-445-4581 phone

dstark@personnelboard.org

Darryl Stark < dstark@ personnelboard.org >

Wednesday, April 25, 2023 2:08 PM

Tiffany Northington
FW: Board Action Hiring

From: Darryl Stark <dstark@personnelboard.org>

Sent: Wednesday, Aptil26,2023 L:22 PM

Tol Elizabeth Lingerfelt <elingerfelt@personnelboard.org>; Melissa Smith <melissa@personnelboard.org>

Subject: Board Action Hiring

ljust talked with Mr. Brown. He wants to have an action item on the Board Agenda Tuesday about hiring a new

Personnel Director. You may want to call him or Tiffany as how to word it. Thanks.

Darryl Stark, Ph.D., SPHR

Assistant Director
Mobile County Personnel Board

1809 Government Street
Mobile, Alabama 36606

251-445-4581 phone

dstark(a De rso n ne lboa rd.o re
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Edward L. D. Smith
Labor and Employment LawSN(TTT{

LAW

Ptpril26,2023

Via e-mail to dstark@personnelboard.org .

Darryl Stark
Acting Personnel Director
The Personnel Board for Mobile County, Alabama
1809 Government Street
Mobile, Alabama 36606

RE: Employee: Meiko Danyelle Martin
Jurisdiction: City of Mobile
Matter: Appeal of Discipline (Termination)

Dear Mr. Stark:

Please note that I represent Meiko Danyelle Martin in all matters related to her employment with the

Mobile County Sheriff s Office. Yesterday, Tuesday, Apn125,2023,Ms. Martin was notified that

she was terminated. Ms. Martin's termination had nothing to do with her on-the-job performance

but was purely retaliation for lodging a complaint against her supervisor. The Sheriff s Office's
asserted reason for her termination is pretextual and specious. Please consider this letter as her

notice of appeal of that action. If I need to do anything other than this e-mailed letter to perfect her

appeal, please let me know immediately so that I may remedy any problem prior to the expiration

of the time for appeal.

As soon as the Board sets the date for the appeal, I will provide it with a witness list and document

request. Ifyou have any questions or concerns, please contact me at your convenience. Thank you

for your help in this matter. With best regards, I remain

Sincerely,

lsl Edward L. D. Smith

EDWARD L. D. SMITH
Attorney for Meiko Danyelle Martin

ELDS:es

Post Offrce Box 1643

Mobile, AL 36633-1643

edward@edwaldsmithlaw.com
edwaldsmithlaw.com

25r-431-9000
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Letter to George Smith
April26,2023
Page2

File

cc: TiffanyGantviatqant(Epersonnelboard.ors
Melissa Smith via melissa@personnelboard.org
Elizabeth Lingerfelt via elingerfelt@,personnelboard.org

Post C)ffrce Box l64ll
Mobile, AL 3661'ill-l 643

e dwald@e dwar-dsmi thlaw. conr
edwaldsmithlaw.com

25r-431-9000
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Elizabeth Lingerfelt

From:
Sent:
To:
Cc:

Subject:

Edward Smith < edward@edwardsmithlaw.com >

Wednesday, Aptil 26, 2023 9:16 AM
'Darryl Stark'
Tiffany Gant; Elizabeth Lingerfelt; Melissa Smith
Melko Danyelle l/artin -- Appeal of Discipline (Termination from Mobile County
Sheriff's Office)

Attachments: Notice of Appeal to MCPB.pdf

Good morninB. Please find attached a letter reBarding the above-referenced matter. lf you have any trouble retrieving
it, please let me know immediately. Thank you.
Edward Smith
Attorney for Meiko Martin

1
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Personnel Board of Mobile Gounty, Alabama

APPEAL

TO: Mobile County Personnel Board
P. O. Box 66794
Mobile, AL 36660-17!14

I am appealing to the Personnel Board my:

I f admit ! o"ny

The disciplinary

Comments:

Mailing Address

action taken should not bec following reasons:

L_l The action is too

L_l I am not guilty of against me

ar rna$a4\Evttl't'\m

DATE:

Dismissal

I suspension

I Demotion

th e ch a rses b rou g ht as a i n st," t%*#.,tm l,: n'W*

q Fii?F 7i a,i6ffF

Print Your Name Department

Appeal - form 32 (dism susp demo).docx 02/2O/2Or8

tsficc

Mplcrv,, Al, 3Ll,l
City, State Zip Code

Code) T
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Written Response by Meiko Martin to the Allegations Raised

in the Pre-Disciplinary Action Notice

Meiko Martin made a good-faith complaint regarding work-related issues she was having with her

direct supervisor. The complaint largely dealt with communication issues and could have been

addressed simply and informally. lnstead, it was turned into a full-blown investigation targeting Ms.

Martin. That investigation, rather than solving the problem, has resulted in specious charges against

Ms. Martin. Ms. Martin's work performance is not an issue. Apparently, the issues raised in the

Pre-Disciplinary Action Notice deal with issues known, vetted, and dismissed at the time of her

hiring or, without a hint that there was any impropriety, attack her rights under the bankruptcy laws

of the United States which she has an absolute right to pursue.

In short, Ms. Martin's good-faith complaint is due to investigated on its merits and addressed on its

merits rather than hijacked for retaliation against her for deigning to report a problem, as has been

done. Both the laws and rules of the merit system, administered by the Mobile County Personnel

Board, and the laws of the United States, administered here by the Equal Employment Opporlunity
Commission*, forbid such retaliation.

In making her complaint, Ms. Martin sought only a professional and efficient workplace. She was

not seeking punishment of her supervisor or anyone else. But, she is especially not seeking to be

punished herself for taking action in furtherance of an improved working environment within the

Sheriff s Office.

*Ms. Martin's complaint made good-faith allegations of race discrimination.
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LAW
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Edward L. D. Smith
Labor and Employment Law

April26,2023

Via e-mail to dstark(a)personnelboard.org .

Darryl Stark
Acting Personnel Director
The Personnel Board for Mobile County, Alabama
1809 Government Street
Mobile, Alabama 36606

RE: Employee: Meiko Danyelle Martin
Jurisdiction: City of Mobile
Matter: Appeal of Discipline (Termination)

Dear Mr. Stark:

Please note that I represent Meiko Danyelle Martin in all matters related to her employment with the

Mobile County Sheriff s Office. Yesterday, Tuesday, April25,2023, Ms. Martin was notified that

she was terminated. Ms. Martin's termination had nothing to do with her on-the-job performance

but was purely retaliation for lodging a complaint against her supervisor. The Sheriff s Office's
asserted reason for her termination is pretextual and specious. Please consider this letter as her

notice of appeal of that action. If I need to do anything other than this e-mailed letter to perfect her

appeal, please let me know immediately so that I may remedy any problem prior to the expiration

of the time for appeal.

As soon as the Board sets the date for the appeal, I will provide it with a witness list and document

request. If you have any questions or concerns, please contact me at your convenience. Thank you

for your help in this matter. With best regards, I remain

Sincerely,

lsl Edward L. D. Smith

EDWARD L. D. SMITH
Attorney for Meiko Danyelle Martin

ELDS:es

Post Office Box l64ll
Mol>ile, AL ll663l'i-1 643

c<hlarcl@edr'r,at'dsm itl t lau'. cot tr

edrvardsmidrlatv.com
251-431-9000
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Letter to C.org. Smith
April26,2023
Page2

r_iFfi?A it3 g:41fiFl

File

cc: TiffanyGantviatsant(@personnelboard.org
Melis sa Smith via meli ssa(D,personnelb oard. org
Elizabeth Lingerfelt via elingerfelt@personnelboard. ors

Post Oflice Box 1643

Mobile, AL 36633-l64ll

edrvar'< [@c<lrviu'tlsrtt itlrlal .< ottt

edrva rdsmithlarr'. cont
251-431-9000
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Mobile County SherifPs Office
Sheriff trau! Buruh" -.!r

April25,2023

Meiko Danyelle Martin
Mobile County Sheriffs Office

510 South Royal Street

Mobile, AL 36603

TTIOTICE OF DlSCIPLIilARY ACTIOf{

On Monday, April 24, 2CI23, a pre-disciplinary hearing conducted by Chief Deputy William A. Peak,

Captaln Terri Hall, and Captaln Jason Arendallwas convened to hear testimony and gather evidence

concerning specific allegations of misconduct set forth against you. Having heard the evldence

presented and after careful deliberation you have been found guilty of the following charges:

GharEe -1:

Violation ol the Mobile County Sheriffs Office Standard Operating Procedures, SOP 18a, Rules of

Conduct, D., PROFESSIONATISM ANO RESPECr FOB FELTOW MEMBERS, 4, Lvins and Decention.

(Dereliction) tn all his / her official duties, a member shall not willfully depart from the truth, by making a

false verbal or written statement, by making a misleading statement, or by withholding information or

remaining si[errt in order to deceive or mistead.

Mobile County Personnel Board Rule 14.2 the tenure of every employee hereunder shall be during good

hehavior and the rendering of efficient service, but any employee may be dismissed or suspended for

cause; (l) violation of any lawful or reasonable regt"rlations or order rnade and Biven by a superior officer'

Qharse I:

Engating in conduct contrary to the good of the service and the MCSO.

Local Act 470, Local Acts of Alabama (1939), Section XXll, DISMISSAI: (A) An Appolnttnt AuthoritY may

dismlss a dassifled ernployee whenever he conslderc the good of the servlce will be served theraby.

Mobile County Sherif?s Oflice Standard Operating Procedures, sOP 18e, Rules of Conduct, D.,

PROFESSIOf'dAIISM AND RESPECT TOR FETLOW MEMBERS, 1.

I'toblla County Sherlff's Offlca I 51g1 S Royal 5t. i Mobite, Atabarna 36603 [ 251.574.2423 | rnobite$o"cor']1
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Based orr the findrngs of your pre discipliltary ltearing it is therefore rny decisiorr that you be terntinated

from cnrploynrerlt witl'r the Mobile County Sheriff's Office effective today, Ape+Z1aOn.

) - ,L-
'.i cg:-' \, \

Paul Burch -'

Sheriff

rBlmh

9i;c 2

.\4Prl(i l)ar'Vollc Martin
\otrre oi D su,:rlrlar v At I rort

04.25,i I

23 9th  194



Elizabeth Lingerfelt

From: Cynthia Coleman <ccoleman@mobileso.com>
Sent Wednesday, April 26, 202310:01 AM
To: Darryl Stark; Melissa Smith;Tiffany Gant; Gloria Reed;Jasmynne Day; Genae L.

Burroughs
Subject Fwd:Termination Corrected Date-Martin
Attachments: Termination Corrected Date-Martin.pdf

Forwarded message
From: Mary Seaman <mseaman@,mobileso.com>
Date: Wed, Apr26,2023 at9:52 AM
Subj ect: Fwd: Termination Corrected Date-Martin
To: Cynthia Coleman <ccoleman@mobileso

Mary Koon
Itobile County Sheriff's Office
Poyroll Supervisor
251-574-8688

Forwarded message
From: <AdminXerox@mobile >
Date: Wed, Apr 26,2023 at 9:49 AM
Subject: Termination Corrected Date-Martin
To : <mseaman@mobileso.c

Please open the attached document. It was sent to you using a Xerox multifunction printer.

Attachment File Type: pdf, Multi-Page

Multifunction Printer Location: Finance Hallway
Multifunction Printer Name: Xerox - Admin Mailroom

For more information on Xerox products and solutions, please visit http://www.xerox.com
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Based on the findings of your pre-disciplinary hearing it is therefore my decision that you

from ernployment with the Mobile County Sheriff's Office effective today, April25, 2023.

Fage 2

Melko [lanyelle Martin
tlotice of Dircip[nary Action
04.25.23
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(:[;R't't ], I c'AT'Ii OF S littv lC[.

I received a copy of this Notice on
(T'ime)

MciloMarrinilD:\..1 l5 l-1

Emplol'ees Signature
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MOBILE COT}NTY SIIERIFF'S OFFICE

ADMI I\ISTRATIVE DISCTPLINARY I.INIT

NOTICE OLDI lic I PLTNARY HEABI NG

HROM: .Shcriff Paul Rurch,.lr.

T(): llciko Danyelle l\lartin

l.lNI't or .SECTION: Financc

DATE; April 20,2023

POSI'flON: $ S ltlanager

El\IPI.OYEE#: 13776

& MOBILE COI]NTY PERSONNEL BOARD RUT,ES;

Cherse l:
Violation of the Mobile Counh' SherifPs Oflice Standard Operating Procedures,
SOI' lEe, Rules of Conduct, D., PROFESSTONAI"ISM AND RESPECT FOR
FELLOW MEMBERS, .1, L)'ing and Deception. (Dereliction) ln all his / her official
duties. a mcmber shall not willtblly dcpan from thc truth. by nraking a false verbal or
wriuen statement. b;" rnaking a misleading statemcnt. or by withholding information or
remaining silent in order lo deceive or mislead.

Mobilc Cuunty' Pcrsonnel lloard Rule 14.2 the tenure o[every'employee hereundcr shall
he during good hehavior and the rendcring of ellicicnt ser,-icc. but any cmployce may bc
disrnissed or suspended lbr cause; (l) violation ol an;- larvflul or reasonable regulalions or
order made and given by a supcrior olilcer.

Specification I of Charse l:
ln March. 2023. you u'ere inten'iewed b1' Mobile County' Sherifl-s Otlice IMCSOI
Inrcrnal Atlairs. You made incomplete. misleading. and/or unfuthful stf,temenm to
Intemal AtJairs, including slatemcnts regarding y'our dismissal tiom your previotrs
employment with thc State ol' Alabama/ Dcpannrcnt o[ Human Rcsourrcs. and ]'our
appeal from that dismissal.

Snecifrcrtion 2 of Charee l:
You provided untruthl'ul. incomplete. and or misleuding information on your Mobile
Countl' Sherift-s Office Emplol'nrent r\pplication lbrm. which you signcd on February 3,
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Pn:-Di sc ipl inan- Heari ng Not i ce

Fiscal Senice Munager l\,leiko D. Martirr

Pa-ue 3

1031. Although the li:nn dirr:cted vou to givc l,our rr,ork history lbr thc ten-ycar pcriod
leading up tu submissiun etl'the application. yrrur r:rnitted your joh history prior tt-r August
202t. thus omining infomration regarcling -vour dismissal ltom l.our emplovment nith the
Slate o[ Alabarna Departmr-nt of llunran Resources us a l--inancial Support \t'orker on
June .1. 2021. Thc MCSO lJrnplol.ment Application also asked "[ Iave you ever been
discharged lrorn emplt))'rilent'l You ru'spondcd Fto. As parl o[ \,our application, 1,-ou
certificd that y'ou had conrpleted the lirrm and that \,ou unds'rstocd "tlrat any misstatement
ul" tnttsrial t'act nray subjcct me lo disqualificution" or if I hnve bcen enrploy'ed, may
tlisquulil.v me frtrm continucd employrnent"" \'our certification also contained the
stiltement "'l also agree t() be subjcct to thc rules ani{ regulations govcrning the lVlohile
Count-l' Sherill-s Offi ce personnel."

Chargc I;
H,ngaging in conduct conirslT to the goorl of the servicc rnd the MCliO.
Local Act 4?0' Local .{cts of Alabama (1939), Section XXII, DISNTISSAL: (rf} An
Appointing Authorill' ma1' dismiss a cla.rsificd employee whenever he consider:* the
good of the service will he scn'ed lherehl.

Mobilc (lounty Sherilfs Officc St*ndard Operuting Procedunes, SOP IEn, RuNcr of
conduct, D.. PROFESSIONALISM AND RESt'}EC*t roR FELLow MEMBERS.
l.
Prf blis: 9. l-ailure to nay iust debts.

S$ecificntion tr of Chrr8g 2: You havc cngaged in acts and unrissiofls contra+' to rhe
good of the scn'ice and the MCSO, including the lirllowing: providing inaccurute and/or
inct:mpletc inl'ormatiorr during thc hiring process h1' onritting inl'nrnration during thar
process which i.s relevant to perltrrmancc ol'sen-sitive duties and handing largc amounts
of money *s an smployee ol' thu MCSO Finance l)epartment: h1, denronsrrating rhrough
pcrsonal bankruptcics [including but not limited to a hankruprcy reporredly filed in
March. ?0231 and vehicle repnssession an ability to handlc tinancial martcrs. which is
rclevant to pertbrmance of sensitive duties and handling ot'large amounl$ ol'moner,in the
IV{CSO ljinancc Dcpartrnent; b}- engaging in {isruptivc, behayior as an empl6yee of'rhe
F'inance Department. including failure to cooperale u'ith Iour supervisor, engaging in
elforts to undermine her work and authority. and nraking unsuppoflcd allegntions against
her.
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Pre-Disciptinary I learing Notice

liisqal Service lv{anager \4ciko D. \,lartin

You are lurthor advised lhat olr Monday, r\pril zil, 2023 rt l0:{X} $m" you shall appear
betbre Chief fleputy A, Peak. Captain J. Arendall and Captain T"" Ilall in the Sheriffs
Conference Room ol'the Mobile County Shcrifl-s Officc Administration Building. you
will bt: allou,ed to reslxrnd orully or in u'riting to thc abovc charges if y,ou so desire. You
Me not rcquired, hot'ever. to mtke ilny $tatl'ment at ([ris hearing if ;-ou do not dcsire to do
so. You are not r.'ntitlcrd to an adrersary hearing at lhis time- althcrugh ;*ou may have an
$Homey or uther repte$entulivc assist 1,ou.

Should you bt disntissed, suspended or demoted lirr sause liom your positiein. you have
the right to appeal 1'our ctrisnrissal. suspension. or dcrnotion dircctly ro the Personnel
Iloard under Rule tr4.4 o['the Personncl Board Rules h1, liling written notice of appeal
rvith the Persttnnel Dircctor u'ithin rcn (.I01 days after notice of'disciplinary actitrn- Such
noticc of appeal should contain an admission or denial of guitrt and the reasons u'hy the
action should not tlecome efl'ective.

Should l'ou Lre disciplincd in any maruter short of dismissal. suspcnsion or denroricrn lbr
cause. then ,l'ou havc the right to fils a grisvance in accr:rdance with Rule XVI of the
Personnel Board Rults. 'l'o initiatc a gricvancc" !'ou ntust first file a written complainl
rvith your supervisor and lurnish a cop)' lo vour departrnent hcad or a dcsignaled
representative {unless the complaint is against your $t"lpcrnisrlr in rvhich c.$e you hy-pass
)'our supen'isor and lile directly' with 5,our dcpartment head or designated representatile)
within seven (7) calendar tlal's alter thc complaint arose. l"heru- arc rhrec steps to the
Gricvancc Procedurr: and a conrplete copl' ot'such procedure . togcther lvith thc lirrrns tc
he used commencing aI Stcp One. may be obtained liom thc Personnel Board oflices.

Should the disciplinary action Lre heard by the Persrmnul lloani. the Order.inttlrsd by
Board mav be appcaled to the Circuit Courl by' liling written notice of'appeal with
Personnel Eloard n'ithin lburtcen (14) calcnder days korn the date of enlry.

Paul Burch, Jr.. SheritT

Ivf obi lc Coun4' Sheriff s Olficc
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Prc- Disc iplinary I learin g Notice

Fiscal Service Managcr Meiko D. Martin

Page 4

CHI

rhis Notice on "i - Ali " a4

Ilnployee "s Signnture

Iintplovcrl l'rintrd Narnu

\\ \r... '....,:::+
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From:
Sent:
To:
Subject:
Attachments:

Cynthia Coleman <ccoleman@mobileso.com>
Monday, April24,2023 2:19 PM

Darryl Stark; Melissa Smith;Tiffany Gant
Fwd: Fiscal Services Manager Meiko Martin
Martin, Meiko. PDH notice 042023.pdf

Forwarded message
From: Larkisha K. Kidd <lkkidd@mobileso.c
Date: Fri, Apr 21,2023 at 9:46 AM
Subject: Fiscal Services Manager Meiko Martin
To: Frank Cassady <flcassady@mobiles , Cynthia Coleman <ccoleman@mobileso.com>
Cc: Chip Parker <ewparker@mobileso.

Good morning:

Attached for your records is a copy of the pre-disciplinary hearing notice served on the above-referenced
subject.

Have a great day and weekend.

Larkisha Kidd
Administratiue Seruices & Internal Affairs
Direct Dial : z 5t.574.24o6
Facsimile : z 5t. 574. B7z 6
Ikkidd@mobileso.com
H onor... Integ rity ... Seruice

MOBILE COUNTY
SHERIFF'S OFFICE
Si'i i;:riil ;lri'r. , :iL-iiia.r i
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Elizabeth Lingerfelt

From:
Sent:
To:
Subject:
Attachments:

Cynthia Coleman <ccoleman@mobileso.com>
Tuesday, April 25, 202312:25 PM

Darryl Stark; Melissa Smith;Tiffany Gant
Fwd: Fiscal Manager Meiko Martin NDA
Martin, Meiko. NDA 042523.pdf

Forwarded message
From: Larkisha K. Kidd <lkkidd@mobileso.c
Date: Tue, Apr25,2023 at12:02PM
Subject: Fiscal Manager Meiko Martin NDA
To: Frank Cassady <flcassady@mobileso.com>, Erica Adams <eadams@mobileso.o , Cynthia Coleman
<ccoleman@mobiles
Cc : Chip Parker <ewparker@mobileso.c

Good morning:

Attached for your records is a copy of the Notice of Disciplinary Action served on the above-referenced
subject.

Have a great day!

Larkisha Kidd
Administratiue Seruices & Internal Affairs
Direct Dial : z 5t.574. z 4o6
Facsimile : z 5t. 574. 8 7z 6
lkkidd@mobileso.com
H onor... Integ rity ... Seraice

l'lOBlLE COUNTY
SHERIFFS OFFICE
:L:i il: I -'",.i riiti,,i
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Personnel Board of Mobile Gounty, Alabama'23 HPR 24 10;5i.

b ur-f s-APPEAL

St :-( /zg
D^rE 4114123

Z Dismissat

tr suspension

tr Demotion

admit ! o"ny the charges brought against me.

The disciplinary

Comments: Although I have been charBed with a crime, there is a presumption of innocence
and termination should be reserved until such time I am convicted.

Police Officer
Job Title

Police Dept

TO: Mobile County Personnel Board
P. O. Box 66794
Mobile, AL 36660-1794

I am appealing to the Personnel Board my:

Print Your Name

Dan Stubbs
Mailing Address

8092 Manley Rd
City, State Zip Code

Fairhope, AL 36532
(Area Code) Telephone

Department

City of Creola

action taken sh following reasons:

L_J The

t-rg lam against me

Jurisdiction

dan ielhstubbs@gmail.com
E-mailAddress (optional)

Appeal - form 32 (dism susp demo).docx o21201207823 9th  204



Robert D. Brown, Chair

Adam Strange, Vice-Chair

Talma Carstarphen, Associate

Willie T. Gray, Associate

Patrick Mitchell, Associate

DarrylStark, Ph.D.,

I nterim Personnel Director

Darry Stark, Ph.D.
I nterim Personnel Director

DS/mds

Marcy Brown

The Personnel Board for Mobile couhty, Alabama
1809 Government Street
Mobile, Alabama 35605

P. O. Box 56794

Mobile, Alabama 36650-1794

Phone: 257-470-7727

Fax:25L-470-L708

www. person nelboard.org

April 1 0,2023

Mayor Donald Nelson
Members, City Council
City of Creola
Post Office Box 490
Creola, Alabama 36525

RE: Termination Extraordinary Daniel Stubbs

Dear Mayor Nelson and Council Members:

ln view of your letter received April 10,2023, we are approving your request to terminate
Daniel Stubbs, Police Officer with the City of Creola under Rute t+.9 (bi. We will need a
letter from you with the effective date and a copy of the letter sent or delivered to Mr.
Stubbs.
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Lwf
\/ t. i13

CITY OF CREOI.A
Smce l9?8

CITY COT'NCIL
kafulHadawl
CdJ Clronbltlt
lVcatf Lytclt
Hamld Pataar

MatHowll

IIAGISTRATES
Linda Hoiles
Christie Bqent

April 10,2023

The Personnel Board for Mobile County
Attn: DarrylStark
PO Box 66794
Mobile, AL 36660

Re: City of Creola Police officer Daniel Stubbs

Dear Mr. Sta*,

Pursuant to Rule 14.3 (a) of the Rules and Regulations of the Mobile County personnel Board, I am
hereby requesting prior approval from the Mobile County Personnel Board io terminate the employment
of the above Creola employee in accordance with Rute 14.3 (b) without a prior hearing o. pr" di."lplin ry
hearing, on the basis that the employee is currently confined in jail under a writ of arre.-st oi other judiciai
process, and is being held without bond. Further, to allow him to remain as a Police Officer in ttrl City of
creola would result in damage to the general public as set forth in the Rule.

Baldwin County court records indicate that a Protection from Abuse Order was previously entered against
Oflicer Stubbs in Case number DR-2023-900194. Thereafter, Mr. Stubbs was anested for Assautt and
Aggravated stalking, and for violation of the Protection from Abuse Act Order. He is, according to the
lnmate record attached hereto, being held in the Baldwin County Jail with no bond.

Please confirm in writing that this is an extraordinary situation justifring termination without a prior
hearing under Rule 14.3 (b). I also attach a copy of a termination notice that will be served upon Mr.
Stubbs upon your approva! of the termination without a prior pre{isciplinary conference.

Sincerely,

b^reP P't\/
Donald Nelson
Mayor

9615 Old Highway 43. Post Office Box 49O.Creola.AJ-36525
Office 251-67 5-8142.Fax 25 l -980 1 877

MAYOR
Donohl Nabon

CITY CLERK
Manl Bmun

BUILDING INSPECTOR
Dauid Mog
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Elizabeth Lingerfelt

From:
Sent:
lo:
Subject:
Attachments:

Marcy Brown < mbrown@cityofcreola.org >

Monday, April24,2023 2:38 PM

Melissa Smith
RE: Stubbs Daniel

Termi nation Stu bbs_2023 04241 427 43.pdf

He was served in jail at approximately 7:00 p.m. on April 10, 2023.

Marcy

From: Melissa Sm ith <melissa @personnelboa rd.org>
Sent: Monday, April 24,202310:46 AM
To: Marcy Brown <m brown @cityofcreola.org>
Cc:'DarrylStark'<dstark@personnelboard.org>;'Elizabeth Lingerfelt'<elingerfelt@personnelboard.org>
Subject: RE: Stubbs Daniel

Good afternoon Marcy,

lamstillinneedofthesignedMayor'sLetterandtheLettersentorgiventoDanielstubbsforhistermination. Heis
trying to appeal and I have to have this to veryify.

Melissa D. Smith
Secretary lll
Mobile County Personnel Board

1809 Government Street
Mobile, Alabama 36606

(251) 445-4584 Direct Line
(25L) 47O-L708 Fax

melissa @personnelboa rd.org

From: Ma rcy Brown <m brown @citvofcreola.org>
Sent: Tuesday, April 18,2023 12:31 PM

To: Melissa Sm ith <melissa@personnelboa rd.org>
Cc:'Darryl Sta rk' <dsta rk@personnelboa rd.org>
Subject: RE: Stubbs Daniel

Please see attached. Thanks for all you do to help....

Marcy

From: Melissa Smith <melissa @ person nelboard.org>
Sent: Monday, April 17,202310:52 AM
To: Marcy Brown <mbrown@citvofcreola.org>
Cc:' Da rryl Stark' <dsta rk@ person nelboa rd.org>
Subject: Stubbs Daniel
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Good morning,

I will need the Mayor's letter to Daniel Stubbs where it was delivered.

Melissa D. Smith
Secretary lll
Mobile County Personnel Board

1809 Government Street
Mobile, Alabama 36606

(251) 445-4584 Direct Line
(2571 470-1708 Fax

melissa @ personnel board.org

2
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Melissa Smith

From:
Sent:
To:
Subject:
Attachments:

Darryl Stark < dstark@personnelboard.org >

Monday, April '10,2023 2:52 PM

Melissa Smith
FW: Termination under Extraordinary Situations
STUBBS_2023041 01 a291 9.pdf

ln addition to the things that were mentioned in this letter, Marcy Brown indicated when she talked with me on the
phone that he had threatened to kill the Mayor and the Police Chief and they have documentation such as texts to prove
it. However, these items were not mentioned in the letter. I think that you normally write the letter and I would sign it.

Let me know if you need anything else from them or me. Thanks.

Darryl Stark, Ph.D., SPHR

Assistant Director
Mobile County Personnel Board
1809 Government Street
Mobile, Alabama 36606

251-445-4581 phone

dstark@personnelboard.org

From: Marcy Brown <mbrown@cityofcreola.org>
Sent: Monday, Ap ril 70, 2023 2:41 PM
To: Darryl Stark <dstark@personnelboard.org>
Cc: Melissa Smith <melissa@personnelboard.org>; Elizabeth Lingerfelt <elingerfelt@personnelboard.org>
Subject: RE: Termination under Extraordinary Situations

Please find attached a letter from the mayor regarding Daniel Stubbs termination.

Thank you for your help in this matter.

Marcy Brown
City Clerk
City of Creola
25!-675-8L42

From: Darryl Stark <dstark@oersonnelboard.orq>
Sent: Monday, April 10, 2023 9:46 AM
To: Marcy Brown <mbrown@citvofcreola.ore>
Cc: Melissa Smith <!!SISE-@.pCISe!_!e!!eE_fd.9IC>; Elizabeth LinBerfelt <elinserfelt(aoersonnelboard.ors>
Subject: Termination under Extraordinary Situations

Hello Marcy,

Please have your Mayor send a letter attached to an email to me and copy Melissa and Elizabeth. Have the Mayor
indicate that he wants to terminate the employee in question under Rule 14.3 (b) Extraordinary Situations and describe
the situation that you just described to me in the letter. I bolded the important section. This section also describes that
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the employee needs to furnish written notice to the employee of the termination and reasons for it in writing at his
place of confinement. lt also describes the employee's rights to appeal.

Let me know if you have any questions. Thank you.

RULE XIV - Page 2
PROCEDURE. 14.3 (a) Before any permanent employee is dismissed,
suspended or demoted for cause, the Appointing Authority or his designated
representative shall afford the employee due process in the form of a pre-disciplinary
hearing. Written notice of the reasons for termination, suspension or demotion must
be given the employee at least twenty-four (24) hours prior to the pre-disciplinary
hearing, at which time the employee must be given the opportunity to respond orally
and/or in writing to the charges made before the official, or the designated
representative of the official, charged with the responsibility of making the disciplinary
decision. The pre-disciplinary hearing must be held within seven (7) days after written
notice to the employee. The determination as a result of the pre-disciplinary hearing
must be communicated to the employee in writing within fourteen (14) days of the
hearing. Circumstances that prevent adherence to these timeframes must have
approval of the Director. The dismissal, suspension or demotion of an employee by an
Appointing Authority without having first accorded the employee a pre-disciplinary
hearing in accordance with this Rule shall be void and of no force and effect, and shall
not be recognized by the Board, except in extraordinary situations as hereinafter
specified.
(b) A permanent employee may be dismissed, suspended or demoted for
cause without complying with the foregoing pre-disciplinary hearing in the event of
"extraordinary situations". Extraordinary situations is hereby defined to include
circumstances where an employee's retention would: (1) result in damage to public
property; (2) result in injury either to the employee, a fellow employee, or to the
general public; and (3) where an employee is confined in jai! or prison under a writ of
arrest or other judicial process. ln any such event, the Appointing Authority shall,
nevertheless, furnish written notice to the employee of the specific reaeons for
termination, suspension or demotion within twenty-four (24) hourc of such dismissal,
suspension or demotion, by hand delivery to his place of employment or his place of
confinement or by certified mail to his address as shown by the records on file with the
Perconnel Board, and such employee shall also be given an oppottunity for an
evidentiary hearing before the Personnel Board, as prescribed in Rules 14.2 through
14.8, within twenty-eight (28) days of euch action. The foregoing to the contrary
notwithstanding, the employee shall forfeit his right to an evidentiary hearing unless
said employee files written notice of appeal from such dismissal, suspension or
demotion, within ten (10) days after notice thereof in accordance with Section XXll of
Act No.470, and Rule 14.4 herein.

Darryl Stark, Ph.D., SPHR

Assistant Director
Mobile County Personnel Board
1809 Government Street
Mobile, Alabama 35506

251-4454581 phone

dstark(apersonnelboa rd.ors

2
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MEMO TO: Dr. Darryl Stark, Assistant Director f) * f

FROM: Karen Hempfleng, Human Resource Manager

DATE: April28,2023

RE: Board Request for Further Discussion Regarding the City of Mobile Request to amend

the City Clerk and Assistant City Clerk classifications

Durlng the Mobile County Personnel Board Meeting on April 18, 2023, Board Member Gray requested

that the public hearing regarding the request from the City of Mobile to amend the City Clerk and

Assistant City Clerk classifications be revisited on the next board agenda.

To facilitate this, I have attached the documentation previously provided for the public hearing as well
as new information from the City of Mobile salary survey.

lf you have any questions, or if you need additional information, please let me know.
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23 -7th Meeting and Public Hearing
April 4,2023
-4-

Mr. Gray requested information about the 2021 & 2022 Personnel Board Budget. Each Board
Member agreed to provide input and set a date for public hearing at the next Board meeting.

Mr. Gray questioned the prior resolution on the City of Mobile City Clerk (Mobile) and requested
there be a new motion on the next Agenda.

Mr. Strange requested, and the Board unanimously agreed to go into Executive Session at the end
of the meeting; announcing the Board would not return.

Adiournment: With there being no further business to come before the Board,

the meeting was adjourned at 2:30 p.m.
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Elizabeth Lingerfelt

From: Karen Hempfleng <khempfleng@personnelboard.org>
Sent Tuesday, April 25, 2023 2:22 PM
To: 'Elizabeth Lingerfelt'; 'Talma Carstarphen'; 'J. Adam Strange'; 'MCPB Associate 2 - Robert

Brown'; williegray@thecallnews.com;'Patrick Mitchell'
Cc: 'Talma Carstarphen (Vice-Chair)'; 'J. Adam Strange'; 'Patrick Mitchell - Board Member #

5'; 'Robert Brown - Board Member #2'; 'Arthur Madden'; 'Raymond Bell'; 'Darryl Stark';
'Melissa Smith';'Tiffany Northington'

Subject: RE:City of Mobile request to Amend the City Clerk (Mobile) and Assistant City Clerk
(Mobile) classifications

Attachments: Evergreen survey - city clerk and Asst city clerk.xlsx

Good Afternoon,
We have received additional information from the City of Mobile regarding the classifications of City Clerk and Assistant
City Clerk. The City of Mobile recently commissioned a salary survey that did include the classifications of City Clerk and
Assistant City Clerk. The participants surveyed were specifically requested by the City of Mobile as organizations they
considered comparable to their own. At the time of the research and recommendation submitted to the board and
subsequent public hearing and board approval, we did not have access to this salary survey data. I have attached a

spreadsheet that includes the salary data respectfully provided for your additional consideration.

One item to note is that the salary grade requested by the City of Mobile for the City Clerk Classification is -30% higher
in both minimum and maximum pay than the City of Mobile salary survey indicated would be the market rate. The City
of Mobile salary survey results are similar to the AAPPA survey previously provided to the board and utilized in our
recommendation of salary grade 26.

Please let us know if you have any additional questions or would like to see any additional information.

Respectfully,

Karen Hempfleng
Human Resource Manager
Mobile County Personnel Board
(2s1)44s-4s80

kh em pfleng@person nel boa rd.org

From : Eliza beth Lingerfe lt Ima i lto :elingerfelt@ pe rson ne lboa rd.o rg]
Sent: Tuesday, April 1,8,2023 3:46 PM
To:'Talma Carstarphen'<talmacarstarphen@gmail.com>;'J. Adam Strange'<astrange@personnelboard.org>;'MCpB
Associate 2 - Robert Brown'<donniesfn@aol.com>; williegray@thecallnews.com; Patrick Mitchell
<transLmitchell@gmail.com>
Cc: 'Talma Carstarphen (Vice-Chair)'<talmacarstarphen@aol.com>; J. Adam Strange <astrange@personnelboard.org>;
'Patrick Mitchell - Board Member #5' <pmitchell@personnelboard.org>; 'Robert Brown - Board Member #2'
<rbrown@personnelboard.org>; 'Arthur Madden'<ajmadden@maddenandsoto.com>;'Raymond Bell'
<rbell@MaynardNexsen.com>; Karen Hempfleng <khempfleng@personnelboard.org>; Darrylstark
<dstark@personnelboard.org>; Melissa Smith <melissa@personnelboard.org>; Tiffany Northington
<tga nt@ personnel boa rd.org>
Subject: FW: City of Mobile request to Amend the City Clerk (Mobile) and Assistant City Clerk (Mobile) classifications
Importance: High
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ail:

Please find attached the original request regarding the City of Mobile City Clerk and
Assistant City Clerk, The original request, to my understanding was made by City
Coancil President, Cf Small. We are working on the other items discussed today.

If you have any qaestiot s or coflcerfls please contact our ofice and please '(REPLY
ALL",

Elizabeth f:ingerfelt
Offcc Assisforrf

l*S[] 9 Gmurtntcn f Sfrerf

S'{ollilc, AL ls$()s
(:51) ++r-+ie,. (officd

2
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Elizabeth Lingerfelt

From:
Sent:
To:
Cc:

Subject:

lmportance:

Au:

El izabeth Lingerfelt < el i ngerfelt@personnelboard.org >

Friday, April 28, 20231:28 PM

Lisa Lambert
Leslie Rey;Tiffany Northington; Karen Hempfleng; Darryl Stark
City of Mobile City Clerk and Assistant City Clerk Request

High

During the April l$h meeting of the Mobile County Personnel Board, a request was
made for further discussion regarding the original request from the City of Mobite to
amend the City Clerk and Assistant City Clerk classification and salary grades. This
item will be discussed at the MCPB Meeting held Tuesday, May 2, 2023. The Board
respectfully requests the presence of the following people at the meeting:

. Leslie Rey, Director of Human Resources,

. Lisa Lambert, City Clerk (Mobile),

. CJ Smalls, Mobile City Council President.

Thank you for your cooperation in this matter.

Elizabcth Lingerfelt
O.ffcc Assistarrf

I 8l)9 G rnuz nrcrr I Sfrccf

N{ofiih AL 36606

F5t)4+5"+5e? (oJrcd
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MEMOTO:

FROM:

DATE:

RE:

Dr. Darryl Stark, Assistant Director

Karen Hempfleng, Human Resource Manager

March 17, 2023

City of Mobile - Request to Amend the Classifications of City Clerk (Mobile) and
Assistant City Clerk (Mobile)

on November 21, 2022, a request was received from Leslie Rey, Director of Human Resources
for the City of Mobile, to amend both the city clerk (Mobile) and Assistant City clerk (Mobile)
classifications. ln addition, amendment of the salary grade for both classifications was
requested. Leslie Green, Personnel classification and Assessment Analyst ll, was assigned to
explore this request and a summary of her findings are attached.

Ms. Rey explained that the request originated from c.J. Small, city council president, and the
incumbent City Clerk, Lisa Lambert and incumbent Assistant City Clerk Lana Gauthier, would be
our contacts for additional information regarding the amendments requested. Ms. Green
worked with both incumbents to complete the proposed amendments to the specifications.
Further, Ms Green's research resulted in her recommendation of salary grade 26 for the city
clerk (Mobile) classification rather than the requested salary grade 27. Her research and
reasoning are sound and I do concur with her assessment.

Based on the information submitted by the City of Mobile and Ms. Green,s research, I

recommend the Board set a date for a public hearing for consideration of the following:

(A) Amendment of the attached specification for the classification of City Clerk (Mobile),
(B) Amendment of salary grade 24 (56,26t.42 - 510,009.82) to salary grade 26 157,628.94 -

S12,196.00) for the classification of City Clerk (Mobile),
(C) Amendment ofthe attached specification forthe classification of Assistant City Clerk

(Mobile),

(D) Amendment of salary grade 2l (54,655.72 - 57,442.861to salary grade 23 (55,672.54 -

59,068.41) for the classification of Assistant City Clerk (Mobile).

lf you have any questions, or if you need additional information, please let me know.
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Re:

Memo

To: Karen Hempfleng, Human Resource Manager

From: Leslie Green, Personnel Classification and Assessment Analyst ll

March 17, 2023

Request from the City of Mobile

On November 2t,2022, a request was received from Leslie Rey, Director of Human Resources,

to amend both the job specification and salary grade ofthe City Clerk (Mobile) and Assistant

City Clerk (Mobile) classifications. Ms. Rey had been directed to send the request by C.J. Small,

Mobile City Council President. I contacted Lisa Lambert, City Clerk (Mobile) and Lana Gauthier,
Assistant City Clerk (Mobile) for further information. However, due to the holidays and

personal schedules, research regardingthis request was delayed until the new year.

The City of Mobile requested an amendment of the salary grade for the City Clerk classification
from salary grade twenty-four (24) to salary grade twenty-seven (27) and an amendment in

salary grade for the Assistant City Clerk classification from salary grade twenty-one (21) to
salary grade twenty-three (23). The request stated that changes in procedures, technology, and
an increase in the number of absentee ballot applications processed during municipal elections
has created an increase in duties and responsibilities for both classifications. The request also

stated that both classifications provide an essential support role with the City of Mobile
attorney's office. The City Clerk (Mobile) and Assistant City Clerk (Mobile) specifications were
last amended duringthe Condrey study in 2007. When I spoke with Ms. Lambert about how
the City Clerk (Mobile) and Assistant City Clerk (Mobile) roles have changed over time, Ms.
Lambert mainly spoke of the election process. Conducting municipal elections, which occur
every four (4) years has become a more time consuminB process. ln previous years, the lifecycle
of the election season lasted approximately six (6) months, and it now entails almost one (1)

year from planning to the eventual conclusion. Both the City Clerk and Assistant City Clerk

noted their expanded roles providing assistance to the City Attorney which includes conducting
detailed research and providing training for new attorneys. I worked with both the city clerk
and Assistant City Clerk updating their respective specifications and they agreed upon all
changes.

City clerk (Mobite)

The current City Clerk (Mobile) classification requires a bachelo/s degree in public
administration, business administration or related field, preferably supplemented by two years
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of graduate level course work and a three (3) years' responsible administrative experience in

local government, while the proposed amended City Clerk (Mobile) classification specification

would require a bachelor's degree in public administration, business administration or related

fields, master's degree preferred, and a minimum of five (5)years senior management level

experience in local government. Special requirements of a valid driver's license from state of
residence and the stipulation that an incumbent must acquire designation as a Certified
Municipal Clerk through the lnternational lnstitute of Municipal Clerks within three (3) years of
employment, were added in the proposed job specification.

Through my research of other classifications within the organizational structure of the City of
Mobile, lfound existing classifications (noted in the chart below) with duties and requirements

similar to the City CIerk (Mobile).

The classifications of City Clerk (Mobile), as proposed, Director of Human Resources, Deputy
Finance Director, and Capital lmprovement Project Manager specified a comparable level of
required education and experience. Allof the noted classifications require a bachelo/s degree,
preferably advanced degree or certification, and five (5) years' administrative experience in

their field of expertise. All four classifications act as a consultant to their departments; prepare

Classification Salary Grade Minimum Qualifi cations Requirements

City Clerk

(proposed)

27 Bachelo/s degree, preferably a master's degree
Minimum of five years' senior management level experience.

Director of
Human

Resources

26 Bachelo/s degree in human resources, business or public
administration, preferably a maste/s degree
Minimum of five years' senior management level experience.

Deputy
Finance
Director

26 Bachelor's degree in accounting, finance, economics or
business administration, preferably a master's degree &/or
Certified Public Accountant (CPA)

Minimum of three years'senior management level

experience in governmentalfinancia! planning and policy

development.

Capital

lmprovement

Project

Manager

26 Bachelo/s degree in Civi! Engineering, architectural
engineering, building science, or construction management;
preferably supplemented by Project Management,
Professional (PM P) or Professional Engineering license (P E)

Minimum of five years' progressively responsible experience.
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detailed, professional reports involving research; and are considered the expert in their

respective fields, requiring advanced responsibility of their findings. They all require advanced

knowledge and supervisory abilities.

A review of classifications set at salary grade twenty-seven (27) for the City of Mobile are noted

in the next chart. These classifications are primarily director and chief officer level positions

requiring technical degrees as well as experience in technical fields such as engineering or

information technology. With only one exception, in the examples noted this technical

experience must also include management/supervisory experience.

Although a salary grade twenty-seven (27) was requested by the City of Mobile, it appears that
a salary grade twenty-six (25) would place the City Clerk (Mobile) in alignment with similar
classifications within the City of Mobile organizational structure.

Classification Salary Grade Minimum Qualifications Requirements

City Engineer 27 Bachelor's degree in civil engineering, preferably
supplemented by a master's degree; minimum of five years

of experience in civil engineering; Must possess Licensure as

a Professional Engineer by the State Board of Licensure for
Professional Engineers and Land Surveyors in the State of
Alabama.

Chief
Technology
Officer

27 Bachelo/s degree, in information technology and

information systems, computer science, systems and

network administration, master's degree is preferred;
minimum of five years of senior management level
experience directing computer and communications
operations in information technologv.

Traffic

Engineering

Director

27 Bachelor's degree in civil engineering, and a minimum of five

years progressively responsible experience in traffic

engineering including three years su pervisory.

Director of
Program and

Project

Management

27 Bachelor's degree in project management, civil engineering,

environmental engineering, construction management
preferably supplemented by a master's degree; minimum of
five years' experience directing and managing complex

capital improvement projects and programs, including

supervisory experience.
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Additionally, I researched information provided by the July, 2022 salary survey published by the

Alabama Association of Public Personnel Administrators (AAPPA). I noted that the participating

cities from the state of Alabama did not include Birmingham or Huntsville. However, since both

of those cities are larger in population than the City of Mobile, remaining data was still relevant

to my research. I have included a copy of the survey results for City Clerk and Assistant City

Clerk at the end of this report. The survey categorized the City of Montgomery and the City of

Mobile in the same population size group. I found that the City Clerk classification for

Montgomery, Alabama, has a pay range similar to the current salary grade twenty-four (24)

utilized by the City of Mobile. A comparison can be seen in the chart below of the current City

Clerk salary ranges for Mobile and Montgomery as well as the requested salary grade twenty-

seven (27) and recommended salary grade twenty-six (26).

CIassifi cationIu risdiction Minimum Maximum

City Clerk/City of Mobile

(currrent)
its,t3l 5L2O,LL7

City Clerk/City of
Montgomery

s76,151 S113,789

City Clerk/City of Mobile

(requested)
Stot,05t s161,545

City Clerk/City of Mobile

(recommended)
59L,547 St+e,gst

The requested amendment from salary grade twenty-four (24)to salary grade twenty-seven

(27) would represent more than a 34o/o increase in minimum salary for the classification. The

recommended salary grade 26 would still provide an approximate22% increase in minimum

salary for the City Clerk (Mobile) classification and again appears to be a better match with

available internal and external compensation data.

The original request by the City of Mobile contained the following attached statement:

"the salary adjustment (requested) is commensurate with salaries for these in like size

cities in Alabama, although it is substantially below the salaries paid by some smaller
cities".

The AAPPA survey did note that the cities of Hoover and Mountain Brook (both smaller in
population than the City of Mobile by two population categories) have higher minimum salaries
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for this classification. However, these cities represent very affluent, smaller populations and

are not statistically good comparators to the City of Mobile. I also learned that this statement
was provided by City Clerk (Mobile) incumbent, Lisa Lambert and I can certainly appreciate her
individual efforts to obtain salary data regarding her classification in other markets. Ms.

Lambert stated that she had obtained anecdota! information directly from City Clerk

incumbents in Birmingham and Huntsville. As stated previously, these cities are larger in
population than the City of Mobile. Additionally, information obtained directly from
incumbents is normally not utilized in compensation studies as it can be unreliable.

Assistant City Clerk (Mobile)

The current Assistant City Clerk (Mobile) classification requires a bachelo/s degree in public

administration, business administration or related field, and one (1) year of experience

involving the development of office methods and procedures, supervision, and difficult public

contact. The proposed amended Assistant City Clerk (Mobile)would require a bachelor's degree

in public administration, business administration or related fields, and three (3) years of
experience involving the development of office methods and procedures, supervision and

difficult public contact. The special requirement of a valid driver's license from state of
residence was also added to the proposed job specification.

I found existing classifications in salary grade 23 with duties and requirements similar to the

Assistant City Clerk (Mobile) and I have noted those in the chart below.

Classification Salary

Grade

Minimum Qualifications Requirements

Assistant City
Clerk
(proposed)

23 Bachelor's degree
Minimum of three years' experience involving the
development of office methods and procedures, supervision
and difficult public contact.

Deputy

Director of
Human

Resources

23 Bachelor's degree
Minimum of three years'responsible experience in human
resources administration, to include at least one year in a
manageria !/su pervisory ca pacity.

Grants

Administrator
23 Bachelor's degree in accounting, business administration

Minimum of three year's responsible administrative
experience in governmental accounting and federa!/state
grant activities.
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Grants I 23 | Bachelo/s degree in accounting, business administration or
Compliance

Manager

public administration
Minimum of three years responsible experience in the
monitoring and administration of federal and state grants.

ln researching classifications in salary grade 23, the Assistant City Clerk (Mobile), as proposed,

the Deputy Director of Human Resources, the Grants Administrator, and the Grants Compliance

Manager classifications indicated a comparable level of required education and experience.

They require a bachelor's degree, and three (3)years' experience in their respective field. All
four classifications involve planning, coordinating, and administration of work. They maintain
compliance, rules, !aws, regulations, develop procedures and prepare detailed reports. They
supervise others and assist other departments. The Deputy Director of Human Resources and

the Assistant City Clerk (Mobile) serve as the department head in the department director's
absence.

ln conclusion, based on an evaluation of the request made bythe Cityof Mobile, lrecommend
the following actions:

1. Amendment of the attached specification for the classification of City Clerk (Mobile),

2. Amendment of salary grade 24 (55,26L42 - 510,009.82) to salary grade 26 ($7,628.94 -

St2,tg6.OO)for the classification of City Clerk (Mobile),

3. Amendment of the attached specification for the classification Assistant City Clerk

(Mobile),

4. Amendment of salary grade 21 (54,655 .72 - 57,M2.8G) to salary grade 23 l|s,slz.sq -
SS,OSS.+f1 for the classification of Assistant City Clerk (Mobile),

lf you have any questions, or need any additional information, please let me know.
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CLASS CODE: 2350

orY crERK (MOB|LEI

l0trD OF WORX: This is rcsp€nsible-managerial and professional work in performing statutory duties prescribed
for the o\rerall operations of the City Clerk and City Council offices.

DSnI{GUlSHlrG FEATURES OF THE WORI: An employee in this class is responsible for pe#e+ming+-ruide+a+ie+y
the eitygeveremenr-. psl[glg5 j ngl

Work is performed under the general direction of th City
Council and is guided largely by statutory requirements, ordinances and broad policies as determined by the state
and the City Council. The City Clerk for the+dmini+r+tien€nd

Supervision is exercised
over all executive department employees.

EHTiPLES OF woRK: (Any one position may not include all of the duties listed nor do the listed examples include
all tasks which may be found in positions of this class.)

Manages the staff and ooerations of the City Clerk,s office.

S€rves as Executive Director for the Mobile City Council.

Represents the City Council at official functions.

Serves as a liaison between the Council and the Mayor and department heads.

Directs, coordinatet and supervises the preparation of the City Council agenda as required by state law and the
city code.

R€€eiY€5i@allproposedresolutions,ordinancegandotheractionssUbmittedbytheCouncil,
the Mayor, department heads, attomeys, and other authorized personnel{e++eien-try+he+euneil.

Provides assistance 
in preparation ofordinances, resolutions, and other :

item

Reviews and approves requests for appearances before the City Council.

Attends all pre-council and official city eetinBs.

Fomtted: Norml, Left. Indent: Left: 0.5,,, Tab stop6: Not
at 0.5" + 0.78" + 5.4"

Foil|.td: Nomal, l-eft, Tab sbps: Notat 0.5" + 0.78" +
5.4',
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City CounciL a4g! upg!g!g5..1Q9glg anq
other lesislative acts.

Certifies and attests to official documents and City contGcts.-

Xeep{uSgdla! o'f the official City of Mobile seat.

Ssbmiela5gEqclaims and demands against the

{eeBsMaintains official audilaccounts on financial condition of the fulqan{ indivldgqI departments.i

stat{r&-

s.

the voting eouiDment.

laws.
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Fom|atd: Font cdor: Text I
FooratH: NomEl, Left, Indent: Left: 0.5", Tab sbp6: Not
at 0.5" + 0.78" + 5.4"

FormatH: Font color: Tqt 1

Page 2 of4

23 9th  228



on revenue and exoenditures.

Oirects the publication of all pub:rc noti@s and legal matte

ity Council participation in

events.-

@

All other duties as assisned.

ESSEilNAI REQI'IREMETTS OFTHE WOR(: <

pomprehelgivg knorvledge of municipal organizatior, statrites and o1d!nqncgs-,.

pomprehensive knowledge and familiarity with the powerg functions, pftrctices and procedures of the Ciw

$ouncil;.

Jhorough knowledge of
nd procedu

emolovees.

Good knowledge of

pood knowledgg of computers and jo lated soJtware program+r

Ability to communicrte effutlvely, both orally and in writrng;.
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ive manner.

ibility to pr"p.r" nd complex +eeecs+ystem-, ggporg-
both orallv and in writins.

Ability to establish and maintlin effective workine r€lati€f,shipslglqugljhips.rryith eigg.i!1official$ department
heads and the general public.

MI]IIMUM QUAUFICATIOIT REQUIREMENI'IS:

Attainment of a minimum of a ba€heleCelg;hgloiEdegree from a recognized college or university in public
administration, business administration or related

experience in local golernmenq o[ q
combination of education and experience equivalent to these requirementsr

emolovment.

03/0u77
OllO3191 PB Survey
08/03/O9 Condrey 2007

WTP: l year
Physical Group: lll
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Melissa Smith

From:

Sent:
To:

Subject:
Attachments:

l,esUe Hayes Rey, SHRM-SCp, SpHR
DLector of Human Resources
Human Resources Departmeni
Crty of Mobile
25t-208..7832
lesIe@cityofmobile. org

Rey, Leslie < leslie@ciVofmobite.org >

Wednesday, November 't6,2022 2:58 pM
'George Smith'; Melissa Smith (melissa@personnelboard.org);

/ /,,
tgant@personnerboard.org; khempfreng@personnerboard.org; 'vereta Hamilton Huff'
Pay Grade Adjustments - City Clerk and Asst City Clerk
Asst City Clerk-Mobile.pdf; City Cterk-Mobile.pdf

The city of Mobile requests the amendment of the pay grades of city cle*-Mobile and Assina cw clerk-Mobite and,once approved, the pay adjustment of the incumbents as noted berow and in the attachments:

. City Clerk-Mobite (2350)
o From pay grade 24 to pay grade 27 (5101,051-5161,545)
o 25% incumbent pay adjustment to 27 p+2 Q8),573.g2/ht, s753,767/yr

. Assistant City Cterk (230O)

o From pay grade 21 to pay grade 23 (568,070-5108,820)
o 20% incumbent pay adjustment to 238+2 (4:,,535.24/ht, s73,304/yr (includes 2.Syo merit raise delayedto Lu3U22l

lf you have any questions, please let me.

Thanks,

Leslie
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'l O: l)gnionngl l)ircc101

ltlobilc County Pcsonncl lloanl

lrR()lvl:Cih,

Ilouting:

Dcpirrl nt('n t:

Please see attached.

(,1.5 /

,n&aJP> 

1';11' citY clerk (u)
'w'eel 

7 
satuY

fl1ric \ Salary Adjustmcnr To: ? .i Z (g)

Tfir1:urriti"ori.,n'
2r2

Drte ol' Rcquest: 10117 12022

'l-yp.'Action: Sdlary

Proposcrl evaluatiot't forrl anaclred. yEsf:n NOI-l

Deprnmcnt l{cad Budgct Apprtrr al

lltrntarr Ilesources:
rcc. _ contp
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The scope of responsibilities has increased exponentially, from communicating for seven councilmembers

to the growth o{ municipal elections, along with managing the budgets of four cost centers.

Municipal elections have grown considerably over the last severalcycles, The City Clerk's office previously
received about 200 absentee applications per electron; however, we have averaged roughly 1,0O0 in each

of the last two elections. The inclusion of electronic poll books has added a separate layer to election
duties that have proven quite cumbersome, such as providing trainint and technical support to election
workers. The election plannin8 and cycle historically lasted around six months and now encompasses a

year or more of obliSations including, but not limited toi preparation, securing poll workers and voting
locations, training and creating a temporary department for the absentee election office (acquiring a

location for the office, renting furniture, hiring temporary staff, ordering supplies, etc.).

The city clerk and Assistant City Clerk are now more involved with the city Council attorney. Updating
the Unified Development Code and other legislative acis have demanded detailed research experience to
assist the attorney and other City dcpartments. This salary ad,ustment is commiscrate with salaries for
these Positions in like size cities in Alabama, althou8h it is substantially below the salaries paid by some
smaller cities.
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PERSONNEL ACTION REOU[,ST

To: Personnel Director

Mobile Countv Personnel Board

FROV: City of Mobile
LASIA ?09 ttlLsl2o22

Itayor or Authorized Signer Da te

Routing:

Dete ofRequest ' 1012412022

Salary AdjustmentType of Action:

Dcprrtment Number: Dcpartment:'iame: City Clerk's Officer030

MCPB Description:

Nr.", City Cterk's Office 0000Eruployce No.

,,.,". City Clerk

Effective Date (date after last payroll day):

Justllication:
Please see attached.

1012412022

t012412022 7110312022

Departmcnt Hcad Datc

1012s/2022

Budget Approval

Human Resourccs:

Il/03/2022Ir:r8:AM
Rec,

Date

lli I52022 C4:24;PMfuo#.hh Comp.
Executive Dircctor Dalc

(AtldirtonaI Co rlerrts Belote)

fu,"tr 
,
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ADDITIO\AL COMME]iTS

DEPARTN{ENT:
NrA

EXECUTIVE DIRECTOR:
NA

HUMAN RESOURCES:

nla

BTJDGET:

N/A

MAYOR:
P ay gtade ftorn 24 to 27. tncumbent pay adjustment from 24 R+2 (20), S57.75lhr, St2O,lI7/yr to 2Z p+2 (r8), S73.92/hr,
S153,761/yr

Estimated implementation date after MCpB public hearing is L213LIZOZ2.
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Assistant City Clerk

Summary
Population Numberof Total Number Average

Group

300K or more (A)

175k to 300k (B)

100k to 175K (C)

50K to 100K (D)

25K to 50K (E)

12K to 25K (F)

6K to 12K (G)

Detail

City Population Number of Annual
Group Employees Hours

Mobile B 1 2080

Hoover D 2080

Dothan D 2080

Decatur D 2080

Auburn 0 2080

Tuscaloosa D 2080

Alabaster E 2080

Prattville E 2080

Daphne E 2080

Calera F 2080

Pell City F 2080

Alexander City F 1 2080

Monroeville G 2080

Philcampbell H 1 1040

Average Annual Sala ry

Cities of Employees Annual Hours Mlnimum Average Maximum

Average Hourly Wage

Minimum Average Maximum

525 85

2080 00

2080.00

1 2080 00

2080 00

s55,868

s56,901

543,444

s45,488

546,462

572,545

ss4,247

ss6,339

ss0,034

589,314

588,189

s6s,06s

567,190

s53,606 s17.s3

542.94

542.40

s3128

532 30

$30 58

s34 88

s25 08

527 09

s24 06

s27 36

s2o 89

s2LA7

Average Annual Salary Average Hourly Wage

Weekly Minimum Average Maximum Mlnimum Average Maximum
Houls

o Sss,868 589,314 526.86 542.94

0 s67,808 s94,806 s121,80s 532.60 S4s.s8 Ss8.s5

0 547,s49 561,807 576,066 $22 86 529.72 S36.s7

0 ss4,001 s68,08s s82,169 s25.96 532.73 S39.sO

0 5s7,2s7 570,663 584,076 527.s2 533.97 540.42

0 ss7,898 s67,363 s76,827 521.84 532.39 536.94

0 549,113 Ssg,s48 567,983 Sz3 62 528.16 S32 69

0 540,908 557,s77 562,247 519.67 524.80 529.93

0 s40,311 5sZ,6L6 564,966 s19 38 S2s.3O 531.23

0 s54,269 s6s,7ss 577,24t 525.09 531_61 537.74

0 543,098 5s4,r42 56s,187 520.72 526 03 53134

0 s39,098 s49,120 559,141 518.80 523.62 528.43

0 s36,462 ss0,034 s63,606 517.s3 S24 06 S3O.s8

o sg,s

Page 80 of 885
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CLASS CODE: 2300

ASSTSTATT C]TY CURI( (MOBtr"El

KlilD OF WORK: Jhis is dministrative work h.assisting the City Clerk €f Mehile inwith statutorv duties.*
the

Council.

DETtllGUlSHlilG FEATURES OF THE WORK: Fn employee in this class is responsible for a-ryide-+a+i€ry-e+lhc
dministrative duties in the Executive Department of the City of Mobile.

Work is performed under the general direction of the City Cler
weekends" and @ is exercised over a-Je+geqlglEql staff of €le+i€+bssistaf,t5thg
executive department.

ExAIiPtES of WORK: (Any one position may not include all of the duties listed nor do the listed examples include
all tasks which may be found ln positions of thls class.)

ferforms raried administrative duties in the City Clerk's office and ma,y 
=s.erve 

as starlq.in f or the Citv Clerk in the
latter's absence.

Attends meetings and presents matteB for onsideration.

f,€€€CselepeleslhCllg(Council m€etings{nd-ni€{ r€+-

isien5_

reouire{ by tle-munieiBalgevernment-

alenda.

Fomrattod: Font: 10 pt, Fontcdor: Aub, Pattsn: Clear

ForflrrttEd! Font color: ALto, Pattemr Oer
Fomrrttedr Fort cobr: AutD, Pattem: Oear

Fofln tbd: Nml, Tab stops: Nct at 0.75" + 5.5'

FomatlDd: Fortolor: Ado, PatEn: Ctear

Fom|.td: Font cdor; AutD, Pattsn: Clear

FomEtted: Fo.t @ld: Aub

loilEtt d: Font cobr: ALtu, Pattsn: Cbar

FomttEd: Font color: Auto

folmthd: Font color: Bla€k

FoltDtted: Fort olor: Auto

FomEtted: Fof,t color: Auto

FoilEtbd: FonE 11 pt

FomEtEd: Font coltr: Auto

Fomatbd: Font cdor: fub
Fomtted: Font color: ALto

FoflrEtted: Fof,t obr: AL(D

FonnatGd: Font Crlibri, Font ola: Aub, Pattern: Clear

Foin tlad: NodrEl, J6tified, Tab sbp6: tlot at 0.75" +
5.5"

Fomttsd: Fort: Caliki, Fmt oltr: Auto, patem: Clear

FoflEtd: Font: Calibd, m cdor: Aub, mern: Clear

FomatlEdr Font: Ollbri, Fqlt cold: Auto, Pattem: Clear
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achieve obiectives.

ment.

Represents the.

@tyCouncil-

@

@

at

ents.

fficials.

Coordinates offie functions and personnel duties for department.

Answerc citizen complainls and requests for information.

Suoervises assisned staff.

are not limited to:

ectionsreH+

Fonnattd: Nonnal, Indent: Left: 0.5,, Tab stop6: Not at
0.75" + 5.5',

FolmtEd: Font: Calibri, Fmt color: Auto, pattem: Cl€r
Fomtisd: Font: CrliM, Font color: Auto. ffin: Clear

Fm.tted: Norml, Indeflt: Left: 0.5', Tab stop6: Not at
0.75'+ 5.5',

Fonnatted: Font: Calibri, Font cohr: Auto, pattem: Clear

Fomtted; Noml, lustified. Tab stops: Not at 0.75,' +
5.s',

Fonntbd: Font: Calibri, Font ols: Auto, htem: Cl,ear

Fomtdr Font: Calibri, Font olo: Auto, pattsn: Cbar

FonnatHr Font olor: Auto

Fomttod: Font color: Auto

FomEttEd: NomEl, Indent Left: 0.5., Tab sbps: Not at
0.75" + 5.5"

FomEtlEd: Font: C.alibIi, Font color: Tst t, pattem: Cl€ar

Fomatted: Font: Calibri, Font color: Text 1, pattem: Clear

Fomtted: Font: Glibri, Font color: Text 1, patlern: Clear

Forrlathd: Fo.t: Calibri, Font color: Tqt l, pattsn: Ctear
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C€eCinate+

ballots and sufficient resour

.Performs related work as required.

ESSEI|TIAL REQTJIRETiEI|TS Of THE WORf,:

Thoroughknowhdgeofmunicipalor8anization,statutesandordinance@
*newhege.

Thorouch knmledqe of the
whic[the

@iees-

with civic orsanizations.

Abilitv to attend to detail.

statements.

nates.

FortratEdr Font: Calibi, Font color: Aub, mn: Clear

fomattod: Noml, Indert: Let: 0.5", Tab sbp6: Not at
0.75" + 5.5',

Forrn ttad: Font: Calibri, Foot mbtr: Auto, Pattern: Clear

Formttcd: t{otrBl, Indot: Left: 0.5", Tab stops: Not at
0.75" + 5.5"

FoflnatGd: N(ml, Tab stops: Nd at 0.75' + 5.5"

Formtbd: Fort: Calibri, Patrem: Osr
FomtlDdr Font: Calibri, PadEm: Clear

Fomatbd: Fmt: Calibri, Pattem: Clar

Page 3 of4
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Ability to communicate effectively, both orally and in writing.

Abllity to esbblish and malntain effective working relationships with public officials, employees and the general
public.

MlillMUM QUAUFTAIOil REQUIREMEIUI!: inment of a minimum of a bachelor's degree from a recognized
college or university in public administration, business€dministration or closely related field and a minimum of ene

experience involving the development of office methods and
procedures, supervision and difficuh public contact; or a combination of education and experience equivalent to
these requirements.^

Adopted: O3/OI|77
Amended : Oll03l9l PB Survey
Amended: 07 /Oll1g Condrcy 2OO7

WTP: l year
Physical Group: lll

Page,a oa4
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From:

Sent:
To:

Subiect:
Attachments:

Y
Rey, Leslie < leslie@cityofmobile.org >

Wednesday, November 16, 2022 2:5E PM
'George Smith'; Melissa Smith (melissa@personnelboard.org);
tgant@personnelboard.org; khempfleng@personnelboard.org; 'Veleta Hamilton Huff'
Pay Grade Adjustments - City Clerk and Asst City Clerk
Asst City Clerk-Mobile.pdf; City Clerk-Mobile.pdf

The City of Mobile requests the amendment of the pay grades of City Cle*-Mobile and Assistont ctty cte*-Mobile and,
once approved, the pay adjustment of the incumbents as noted below and in the attachments:

o City Clerk-Mobile (2350)

o From pay grade 24 to pay grade 27 (5101,051-5161,545)
o 25% incumbent pay adiustmen t to 2t p+2 (18), 573.92lhr, S LS3,?6f/yr

. Assistant City Clerk (2300)
o From pay grade 21 to pay grade 23 (508,070-5108,820)
o 207o incumbent pay adjustment to 238+2 lal,535.2alhr, $73,304/yr (includes 2.S% merit raise delayed

!o12/3rl22l

lf you have any questions, please let me.

Thanks,

Leslie

l,eslie Hayes Rey, SHRM-SCP, SPHR
Director of Human Resou-rces
Human Resources Department
City of Mobile
251-208-7832
leslie@cltyofmobile. org

ALABAMA
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PERS0N \ EL ACI IOl- REQUESI'

To: Personnel Dlrector

Mobile County Personnel Board

FROM: CityofMobile

% Luts12022

Mayor or Authorized Signer l)a tr

Routing:

Date of Request ' 1012412022

Type of Action: salary Adjustment

DepartmcntNu-b"., 1030 f)cpartment -\*amc: City Clerk's Office

MCPB Descripdon:

nrr.. Assistant City Clerk 0000Employce No.

Title. Assistant City Cterk

Elfective Date (date after last payroll day):

Justification:
Please see attached.

t012412022

1012412022 **=-- LU03l2o22

Department Hcad Datc Budget Approval

Human Resources:

lU03/2022 Ll:l8rAM
Rec.

Datc

{*,04^hh r012512022

DatcExecutive Director

(Adtlitional Com ents Below)

lI/15i 2022 0.a:28:PM

Comp.

le, At.36602-(2S1)20&7Ot 9.FAx.{2s1} 2oSrl53 F.r'n 045 HR 100. J;l1 I23 9th  243



ADDITIONAL COMMENTS

DEPARTMENT:
NiA

EXBCUTI}'E DIRDCTOR:
NA

HUMAN RESOURCES:

nla

BUDGET:

NA

MAYOR:
Merit raise delayed to rzBrlz2. rnctuding-the2.5% merit raise, pay grad€ from 21 to 23. rncumbent pay adjustmentfrom 2l B+2 (4), S28.93/hr, S60,r64/yr to 23 B+2 (4), S35.24lh r,SiZ36+N,

Estimated implementation date after MCpB public hearing i s L2l3Ll2O22.
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IiItSONNIiI, AC'TION ITEOLII51'

'l'0: Pcnonncl l)irccior

Iuol)ile Cou[ty l,eNonncl l]oatu

Rouling:

DalL' ol Rr'quesr: 1011312022

'lype Acrion: Adjustment Lq,",t fcknbacl, (6ou7a",)
)t

Depanment: City Clerk t ft-P{ I 5/ 7l

Salary r\djusrnrcnr Fronr:-958'6g750 50,/t' 
(

Rarrge 21
/^ \

Stcp ,
Salar.r' Adjustnrcnr'l'o: fff7t2t20

f-tt
'?3 Rangc 23 . Step NLb'

-Et(" 
I I r--r

JLrstilicarion:

1;11", Assistant City Clerk e,s',4 au^;* t>ltt / aa Br ak)

Proposed evaluation fornr a(ached: yESf--l NOI-]

niccu;t'vc direcror

ll urlgct Apprcr'al

llunran ResoLrrccs:

fL'c. cott'lD.

FROM: gitv of l\lobi
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M u n icipal elections have grown considera bly over the last several cycles. The city clerk,s offlce previously
received about 200 absentee apprications per erection; however, we have averaged roughry 1,000 in each
of the last two elections. The inclusion of electronic poll books has added a separate layer to election
duties that have proven quite cumbersome, such as providing training and technical support to election
workers' The election planning and cycle historically lasted around six months and now encompasses a
year or more of obligations incruding, but not limited to; preparation, securing poll workers and voting
locations, training and creating a temporary depanment for the absentee erection office (acquiring a
location for the office, renting furniture, hiring temporary staff, ordering supplies, etc.).

The city clerk and Assistant city crerk are now more invorved with the city councir attorney. updating
the Unified Development code and other legislative acts have demanded detailed research experience to
assist the attorney and other city departments. This salary adjustment is commiserate with salaries for
these posltlons ln llke slze clties in Alabama, although it is substantially below the salaries paid by some
smaller cities.
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